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Main Menu

k=i Floor Board Room- (50)
15t Fioar Trustes Rooms (12)
2ned Flioor HR- (12)
3rd Flocr Main- (15)

Jrd Flooe Side Room- (10)
#h Floor DMC Rosarn- (12)

‘Board Room in Man Foyer of the Board Orfice
This rosom has restricted bookings upon
feust oy

bookings for that room.

Month

The Main Menu is your starting point.

Eﬁ?} Setup

If you have 'Administrator' access to this application,
you can use this option to configure your facilities and
rooms.

p Search

Click on this button to view all bookings for the current
day. Once you are on the search screen you can
modify the search criteria to view bookings by a
number of different criteria.

) oay

Once you have selected a Facility and Room, you can
click on the Day button to view the current day's
bookings for that room.

Week

Once you have selected a Facility and Room, you can
click on the Week button to view the current week's

Once you have selected a Facility and Room, you can click on the Day button to view the
current Month's bookings for that room.

¥ Wednesday, 08/10/2005 (= || E)[K)

M enance Mworks Yoard
g et g e ey T

i Selecting a Facility

Use the pop-up list to select a facility. This will display a
list of all rooms that are available for that facility. You
will be presented with the list of rooms and the capacity
for that room.
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i Selecting a Room
Click on one of the rooms in the list and it will be

highlighted and you will also be presented with a
description of that particular room.

Board Office -|

L

Boinred Ricom i Main Fover of the Bosed Offics
This Fosi b Fasdriebo Dok
Help

All fcFacilityBookings screens have a help button .I .
Click on this button and you will be provided with detailed assistance.

EEX

Main Mens =

[ icte: this help scresn may contain bexd the exceeds the heght of this window.
:iDu.ﬂe-.:ick iridde thiz help Fisld 1o ditplay & scrol bar

?Thmhﬂusm starting point

" Setup
B you have Administralon access 10 1his apphcation, you can uss this option to

confipure your Taciies and roomes.
| Senich

Chck on this butlon to visw all bodkings for the current day, Once you &re on the search
| screen you can modify the sesrch crberis to view bookings by o rumber of different
criteria.

|

foay

Once you havve selected o Facilty snd Rioom, you can click on the Day button to vies the
eurrert day's bookings Tor that room

:

|

v ek

Once you have selected o Facilty and Room, you con click on the YWeek button 1o view
e current wisak's: bookings: Tor thad room

i

o o[ |
[TrrT— El From within this help screen you can jump to any other section by
3 making your choice from the pop-up selection list on the top right of this

form.
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% Setup

You have to set up your facilities and available rooms before you can begin to book them for events.
Only those individuals with Admin access to fcFacilityBookings will be able to do this.

Facilities
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You can select a facility from the pop-up list on the
top left of this form. Selecting a facility will also
display another pop-up list on the top right of the
form that will display a list of all rooms that are
available in this facility.

Selecting a Facility

Select a Facility from the

pop-up list.

Adding Facilities |Select Facility

Click on the Add . button

hdll

i
g
Il

Enter the name of a new facility and click on Confirm | .

Deleting Facilities Enﬂrd Office E'l

-

Select a facility from the pop-up list and click on the Delete - button to delete the selected
facility. Note: this will also delete all rooms in this facility and all bookings associated with

those rooms.
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Editing Facility Name Enard Office vlﬁ

Select a facility from the pop-up list and click on the click on the Edit Ii Button.

Enter a new name for the facility and click on Confirm | .

You can select a Room from the pop-up list on the top left of this form.
Selecting a room will display all of the details associated with that room.

Adding Rooms I3rl:l Floor Main vllii

Click on the Add . button.

Enter the name for the room and click on Confirm | .

Deleting Rooms |3rd Floor Main - .-

Click on the Delete - button to delete the selected room. Note: this will also delete all
bookings associated with this room.

Editing Room Name |3rd Floor Main j .“

Click on the Edit . Button.

Enter a new name for the room and click on Confirm | .
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Room Details
Room Name: You can also edit the room name by editing this field

Maximum Capacity:

Maximum Capacity: 13 2| Enter the maximum capacity for this room. People will not

be able to enter a number higher than this number when submitting a booking.

Earliest Start Time: 700 am -] Earliest Start Time: Select the earliest time that this
room can be booked

Latest End Time: (5:00 pm -
natime & J Latest End Time: Enter the latest time that this room can

have an event end.

Room Resources:

Block Bosrd fl The list displayed shows all possible room resources that a
DVI» Payer room may have. Double click on all room resources that are
Fiip Charts available for this room. If there is a particular resource that is

« High Spaed inbarnsd Confesttion
« LD Projechor
o Cryasrensed Progschor
1 Wideo Casefie Plaver
< Wirila Board

not listed, then it must be added to the master list.

>

Adding Resources to the Master List

To add a resource to the master list click on the Add + button.

Hame: Crveshend Frosachor|
Cancel| i
Caodlirm
Enter a name for the resource and click on Confirm

Deleting a Resource from the Master List

To delete a resource from the master list, click on the Delete Button | =] . You will be asked

to confirm.

Editing the name of a resource.

To edit the name of a resource, click on the name in the list and click on the Edit ﬁ Button.

Mame: LCD) Progschor
Cancel |
Caoalirm
Enter a new name for the resource and click on Confirm
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Room Bookers and Managers

If you wish to allow individuals to book an event for this room directly, they must belong to a group
which will have access. All members of the assigned groups will be able to book any event and edit

entries that they have made.

If you wish everyone to have access, add the 'All Users' group to the list on the right.

Adding Groups to the Assighed Room Groups Access List

Click on a group in the left column and click on the Add Button 4

to move to the Assigned

Room List. You can narrow your search of groups by selecting a particular letter of the alphabet

from the pop-up selection list.
{Show oroups beginning with letter,.. ™| & 7]
RAD DEVELOPERS b

Assigned Room Groups

REGULAR LISERS 4 BOARD OFFICE ROOM BOOKERS

| LEARNNG SERVICES DERT LG

REMOTE USERS

~ Imdividuals not in above groups can subimit

requests for reom booking.

Removing a Group from the Assigned Room Groups Access List

To remove a group from the Access List, click on the group name in the right hand column and

click on the Remove Button 4

Shaw all Groups =
Asgigned Reom Groups
ADILT :I I b BOBRD OFFICE ROOM BOCKERS
ALL CONFERENCES 4 | EHRICHIET ADMBISTRATOR
ALL MALBONES =
ALL USERS w | Individuals not in above groups ean submit

requasts for room booking.

If individuals do not belong to a group in the access list you may still allow them to make a
booking request by email if you check the 'Individuals not in above groups can submit requests
for room booking." check box. If you do this, then you must add either a conference name or

individual name to the Managers and Conferences list below.

-~ Individuals not in abowve groups can submit
requests for room booking.
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Managers and Conferences

Individuals that are added to the Managers and conferences lists will have full creation and edit
control over all events in this room calendar. The first individual or conference in the list will be the
recipient of any booking request emails if the individuals do not have direct booking permission and if
the room has had booking request by email enabled.

Adding Conferences to the Managers and Conferences List
_. Select 'Conferences' from the pop-up selection list and enter either all or a partial
"2 match for the conference name in the pattern field and exit out of the field. Click

on the desired name and click on the 'Add' Button | to move it to the access
list.

onterances 3] Patiern: [

o
— —

Adding Individual names to the Managers and Conferences List
Select "Individuals' from the pop-up selection list and enter either all or a partial
3 ML match for the individual's name in the pattern field and exit out of the field. Click

on the desired name and click on the 'Add' Button 4 | to move the individual to

the access list.

9. [individusls =| Patterrc o

— R

Removing Individuals or Conferences from the Managers and Conferences List

Click on a name in the Access list on the right and click on the 'Delete' Button 4 | .

9 [indvidusls ~| Patternc |Jo

Managers and Conferences

i
A
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=| | Day View

The Day form displays all of the bookings for the selected
| room for a particular day.

- You may view any of the scheduled bookings highlighted
— e R in yellow by double-clicking on the event. If you have the
correct permissions, you also may add new bookings by
double-clicking on a non-highlighted portion of the day or
by clicking the Add button on the top of the form.

Feedli Madvg Pl 2 - (13 AP Ao

Pty Wil L urichiay - [ 1007) Mo Jorws

Date II“I Wiednesday, August 10, 2005 =] .,I:

The Date field at the top of the form is used to select the day of interest. Click on the field and

select a date from the calendar control or use the forward and backward buttons to move one
day at a time

Add and Delete il:l :

The Add and Delete buttons at the top of the form are marked with a plus ﬂ and minus :I

symbol respectively. These buttons are only visible if you have the ability to create
new bookings for this particular room.

Clicking the Add button ﬂ will open a booking record. Once you have filled in the details
click 'Submit' to save the information in the database.

To delete a booking, select the booking in the list and click the Delete button :l . The

application will ask you for confirmation to delete the record. DELETED RECORDS WILL BE

PERMENANTLY REMOVED FROM THE SYSTEM. CONFIRMING THIS ACTION IRREVERSABLY
DELETES RECORDS.
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Daily Event List

You can generate a formatted Daily Event List document that
will summarize this room's bookings for the selected date.

PN BTG 30 FLO MAT | BT (NR0L )
WO Y, DR 10 S700%

Click on the | button on the top left of the day view form.
This will prompt you to save an "RTF" document to your

pmw desktop_ where you_will _be al:?Ie to open it in_ a word
_ Discussien processing application like Microsoft Word (it must support
T : RTF Tables) and print it out.

Week View

S Beard Officn - Trid Flese Makn « Capachty: 15 == The Week form displays all of your scheduled
:.u.;uv,{ m:-ns“ bookings during a week. You may double click on

any of the orange date headings to display the Day
view of that day.

ol el Scroll ilﬂ H

The Scroll buttons on the lower left corner of
the form change the week that is displayed in
the form.

The buttons display the following records
(from left to right):

< Previous Week

> Next Week

:. 200 = VYO v o= Plareeng Saet 3 Trwm rouem . o s il Pimge o o Dech o el
-
ali

0 e - 3 00 s Pt e Belarsagorsen] Disoum: e 5o enes Daparrenl 1 i6 ol i) piveii iy Add and Delete:

e e You cannot add or delete bookings from the
week view, but as mentioned above, you can
double click on any orange date heading to
display the Day view where you will be able to
add bookings if you have the correct
permissions for the room.
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Month View
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Month and Year

Day:
To determine what is scheduled on a particular day,
double-click on that day. This action will display the Day
form. The Day form displays all of your scheduled
booking for a particular day.

= % The Month form displays a calendar month view of your
m scheduled bookings.

Days that have scheduled bookings assigned to them
in the morning have a yellow marking in the top
portion of the day. Days that have scheduled
bookings assigned to the in the afternoon have a
green marking in the lower portion of the day.

2005 ~| .

You may display a particular month and year by
selecting the desired month and year from the selection
lists in the top of the form.
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Event Booking
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Available Resources

If you have the correct permissions you can book or request

a room for a particular period of time

Date 'Wednesday, August 10, 2005 |

You can specify the date of the booking here

Start Time - End Time

Start Time: S 00 o 11:00 am

_=| End Tirme:

=}
Specify the start and end time for your event
Number of Attendees

Number of attendeees: 15 2

Indicate the number of individuals you anticipate will
attending

Select contact name

o Schann -] Select your own name, or provide_the
[Ty g — name of another individual who will

act as the contact for this booking.
CHher

Booking Details

Provide a brief summary of the event.

Available Resources (Double-Click all that Apply) The room will list all resources that are available for

[ High Speed Internet Connection
] Cwerhead Projector

" LCD Projector

« Wireless Internet Access

« WWhite Board

Once you have completed the information, click on the

this room. Double-click any line to check off those
resources you anticipate you will need. Double-click
a second time to remove the check box.

or button.

fcFacilityBookings will make sure that the specified time is available before booking the event.

If you have the ability to submit directly, the booking will appear in the calendar. If you only
have the ability to request a booking, you will receive an email copy of your request. The
request will be reviewed by the room manager and he/she will make the booking on your behalf.
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Updating/Deleting and Duplicating a booking

If you have the correct permissions you will be able to duplicated, update or delete a room
booking.

¥ Facility Booking
File Edt Format Message Colaborate Yiew Admin  Help

Facility:  Soard Offcs
Room: 3rd Floor bain
Date: indnesclay, August 10, 3005 il

Start Tinne: 5 | Enad Tirme: 1

Updating a booking
If you have double-clicked on a booking from either the Day, Week or Search view and have the
correct permissions, you will be able to update or change a booking.

Once you have made the modifications to your booking, click on the | Button.

Deleting a booking
If you have double-clicked on a booking from either the Day, Week or Search view and have the

correct permissions, you will be able delete a booking. Just click on the m button.

The application will ask you for confirmation to delete the record. DELETED RECORDS WILL BE
PERMENANTLY REMOVED FROM THE SYSTEM. CONFIRMING THIS ACTION IRREVERSABLY
DELETES RECORDS.

Duplicating a booking.
If you have double-clicked on a booking from either the Day, Week or Search view and have the

correct permissions, you will be able to duplicate a booking. You can just change the date and
leave everything else the same.

Once you have changed the date, click on the | Button.
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g) Search

File Bl Fosel  Fedisge Colabsiale Wew AMdSn Hob

AL P | AN i = E=]
T ——TT | vt ary 02, 200 = Evpid Tiks et
From e I
i (s P gl Py P [ Y 0 P ek B . v e S
i (e LTa Parvag [ £ Pl 11 L Bl rpa R
AAGRTINS P v Nla v (LT TR ol P M 0 ) T

[has o P SO O e (L Tl O

The Search form will allow you to locate events that are scheduled for a specific facility or room or
ones that have been scheduled by a particular individual.

When selected from the Main Menu, the search form will automatically display the current bookings for
all facilities and all rooms for the current day.
Date fields (compulsory)

Wed, Aug 10,2005 w|fwed, Aug 10,2005 =]

From To

All searches must include date criteria. Select your date range from the 'From' and 'To' date
fields. If you are looking for a single date, enter the same date in both fields.
Optional Search Fields

You may optionally select a Facility and/or Room or enter criteria in the Event Title or Contact

fields. You need not know the complete event title or contact name. The search will locate
partial matches.

Once you have determined your search criteria, click on the button. This will
display a list of bookings that match your search criteria.
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Sorting

Click on any of the column headings to sort the list by that column.

m The sorted column title will be underlined.
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Viewing the booking

Double-Click on any booking in the list to view the booking.

Download Summary

Once you have completed a search, you can click on the

Download Summany

generate a 'Tab-delimited' text file summary of all of the found bookings.
This file can then be imported in to Excel or a database application for custom reporting.

button to
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