PRAHRAN POOL CAR BOOKINGS - 2009

1.  HOW TO BOOK POOL CARS THROUGH GROUPWISE

Effective 31 August 2009, an automated pool car booking system will be introduced for Prahran pool cars 

(note:  this procedure does not apply to pool vehicles at Hawthorn).  The old paper based

booking system will no longer be available and all future pool car bookings must be made through GroupWise.  Below are instructions on how to do this.

In GroupWise, click on the “New Appt” tab at the top of the screen. With your cursor in the “Appointment to” box, click on the “Address” button:

Step 1.1   
In “Look in” field drop down arrow to select “Novel GroupWise Address Book (if not already  selected)

Step 1.2  
In “Look for” field type in “Carpool” to bring up all pool cars. (Note: Prahran pool cars all begin with

             
Carpool_PRN)
Step 1.3   
Double click the vehicles on your campus [refer Fig. 1 below]

Step 1.4  
Click OK
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Fig. 1 – Selecting cars for a specific campus

Step 1.5

Now choose the appointment time by selecting the date and time you wish to book the car [refer Figs. 2 

& 3 below]
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                               Fig. 2 – Selecting the date 


             Fig. 3 – Selecting the time
Step 1.6 
To see if a car is free to be booked, click on the “Busy Search” button (circled below). You need to wait 


until all cars have “responded” (the car names change from grey to black).  Any car that is already 


booked on this day and time will show a grey box alongside [refer Fig. 4 below].  Make a 



note of the car that is free for you to book, then click on the OK button.
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Fig. 4 – Performing a Busy Search

Step 1.7 
You are now back in the “Appointment To” window. Delete all cars other than the one you want to book 


by highlighting the car then pressing “Delete” on your keyboard, then click on the OK button.

Step 1.8

 In the “Subject” field, enter your FULL NAME and CONTACT TELEPHONE NUMBER [Refer Fig. 5 


below]

Step 1.9

 In the body of the appointment, enter your DESTINATION and ACCOUNT CODE [Refer Fig. 5 below]

Step 1.10
Click the “Send” button to make the booking.
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Fig. 5 – Sample of booking detail correctly entered

Step 1.11 
An email will be sent to your GroupWise inbox confirming your booking.  Your booking is now 
complete!
2.  HOW TO DELETE A CAR BOOKING

The following instructions show how to delete a car booking that has been previously made.

Step 2.1
 Open your calendar and single click on the appointment to highlight the booking.

Step 2.2
 Press the “Delete” button on your keyboard and the box shown in Fig. 6 below will appear.
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Fig. 6 – Deleting a booking from ALL recipients

Step 2.3 
VERY IMPORTANT! You must click on the box alongside “Delete this item from all other recipient’s 
mailboxes” in order to delete the booking from the car as well as your own mailbox.

3.  HOW TO CHANGE AN EXISTING CAR BOOKING

Step 3.1 
Single click on the booking. Hold down left mouse key and drag booking to another date.

Step 3.2 
You will then be asked if you wish to perform a busy search [see Fig. 7 below]. You must select “Yes” to 
ensure it is not already booked out by someone else at that time. To do this, follow Step 1.6 above.
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Fig. 7 – Perform a new busy search
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