Room and Asset Booking

Room and Asset Booking allows you to create a system that allows your end users to book resources
that have been made available.

There are few restrictions as to what can be entered in to the system and made ‘bookable’. Here are
a few examples of bookable assets:

Rooms

Musical equipment

School minibuses

Rooms for out of hours events
Laptop Trollies

School ICT Technicians

Example z Booking School Minibuses

Let’s assume that the school has four minibuses and we want to allow staff to book them using the
room and asset booking system.

The first thing we need to check is that the asset (minibus) is marked as bookable. To do this find and
open the asset and make sure the Bookableoption is ticked.

There are two ways in which assets can be booked. The first is by timetable slot: for instance 9:05am
to 10.00am is Lesson 1. It makes sense to be able to book a room based upon your published
timetable, but booking assets such as minibuses may not fit with a pre-determined time slot, and
you will probably need to provide more flexibility. This is why Asset Manager allows you to specify
that an asset can be booked by time using the Booking Vpe control within the main asset details
screen to select the booking type required.
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Now we have made all your minibuses bookable, we move on to configuring the booking system.
Under the main menu, find and select Asset Manager Settinghd select the bookings tab.
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This is where the basic default settings for the booking system are configured. The Day$art Timeand
DaymdTimesettings determine the bounds by which assets bookable by time are available to be
booked. The MinimumBooking mtervalspecifies the minimum block of time that these types of
assets can be reserved for.
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4» Edit News Use the settings below to control your booking scheduler.
;ﬁj Knowledge Base DayStartTime: 08:00 B
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The Default Viewoption allows you to switch the default booking screen either to show Day, Week
or Month views.

Show Timetable éhderswitches on a header that tells your end users which timetable is currently
in use. This option is particularly useful when you have more than one time table in use, and is
commonly used where you have multi-week split timetables.

Show Asset Active $an especially useful option. When you come to book an asset it will indicate
that there is an active service request against the item you are booking. In terms of our minibus
example, there is nothing to stop you using Service Manager to record any issues with the buses. For
instance, a member of staff may have noticed that one of the tyres is looking worn. If they create a
service request using Service Manager, that service request will create a flag against the minibus
which is visible to the next person who tries to book it. They can then check the situation out in
detail before deciding to make the booking, defer until the tyre has been changed, or book a
different bus.



Auto Refresh Schedulallows you to set a time value that updates the end user’s booking schedule.
By default this is set to ‘None’ because most users will delve in and out of the booking system rather
than leaving their computer logged into it for long times.

Timetables
This is where you can define and maintain your school’s timetables.
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[ Add TimeTable | [ J} Edit TimeTable | S Delete TimeTable

Name |Cnlor‘ Start Date | End Date | Has End Date‘ Mcnday| Tucsdav‘ Wedmsday‘ Thursday‘ Fridav‘ Saturday| Sundav| Repeat Interval Priority Level Updated | Updated By‘
Term 5 (2011-2012) 16/04/2012 01/06/2012 17/07/2012 16:51:24 supervisor

Term 6 (2011-2012) [l 11/06/2012  24/08/2012
Term 1(2012-2013) [l 03/09/2012  26/10/2012
Term 2 (2012-2013) [l 05/11/2012 21/12/2012

Term 3 (2012-2013)| 07/01/2013 08/02/2013

17/07/2012 16:46:22 supervisor
17/07/2012 16:47:42 supervisor
17/07/2012 16:48:37 supervisor
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17/07/2012 16:55:54 supervisor

Across the toolbar are the main options allowing you to Add, Edit or Delete. In the example above
we have a relatively simple one-week timetable and have created entries for each separate term.
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X being any other number. . . .
prority Level - timetable over another when it comes to booking.
TimeSlots

Here is where you define your lesson timeslots.
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£ JaAdd Time Slot | | ] edit Time slot ‘ g pelete Time siot

Name | Descripﬁon| StartATime| End Time| Has Buoking5| Updated | Updated By|
lesson1 1 08:00:00  09:00:00 17/07/2012 16:58:03 supervisor

Lesson 2 2 09:00:00  10:00:00 17/07/2012 16:58:10 supervisor

Lesson 3 3 10:00:00 11:00:00 17/07/2012 16:58:17 supervisor

Lesson4 4 13:00:00 14:00:00 17/07/2012 16:58:27 supervisor

lesson 5 5 14:00:00  15:00:00 17/07/2012 16:58:34 supervisor

Lesson 6 | 6 15:00:00 16:00:00 17/07/2012 16:58:43 supervisor




Timeslots have a Nameg Start TimgEnd Timend Description and once again are relatively simple to
add, edit or delete using the function within the menu bar.

Jdasses

Classeallow you to configure your system with pre-timetabled classes. These appear as fixed
lessons when viewing the booking system diary, and cannot be moved, deleted, or re-booked.
Here you can specify when Assets are permanently occupied by a timetabled class. By selecting the timetable and the asset you can then tick the checkbox for the

given days and timeslots which means the asset is occupied and unavailable to be booked. When you have ticked a box you will be able to add text of up to 25
characters that will be displayed on the schedule. You could use this for classcodes.

Timetable: |Tenn 5 (2011-2012) -

Asset: al o

HSBVG Delete Conflicting Bookings and Email Users

Time Slot | Monday | Tuesday | Wednesday Thursday Friday

TimeSlot 1 IZ1!’ Jone - Maths A O IZ1!’ Mannering - Music D %Irs Pace - D&T B O

TimeSlot 2 O %/5 Timble - 1cT A | &2 M1|r Jones - Maths b | &

TimeSlot 3 E1/r Jones - Maths C O E1/r Smith - Science A 0 E1/\ Bry - Engilish A
TimeSlot 4 O O O E1|s, Smithy - art1 |

Timeslot 5 = %/5 Timble - 1CT B | u %/5 Timble ICT A
Timeslot & ‘1(“ Royce - 1cTD | L %!’s Pace - D&T A u %/s Timble - ICT A

Holidays

The Holidayssection allows you to enter set holiday times into the system so that the booking diary
can accommodate them and block out those days.

ﬁ General | ; Asset Fields |3 Asset Categories | d Vendors [ % Booking ‘ !% Networl

EQODﬁons ]E'I‘imeTablea i‘j TimeSlots H Classes | z;,'J Holidays '

;‘}Aﬂd Holiday | L’I Edit Holiday: ‘ % Delete Holiday

Name ‘ Description | Start Date | End Date | Updated By‘

@ Exceptions |

October Holiday October Half Term | 29/10/2012 02/11/2012 supervisor
Christmas Holiday @ Christmas Holiday @ 24/12/2012 04/01/2013 supervisor
February Half Term February Half Term 11/02/2013 15/02/2013 supervisor
Late Spring Holiday Late Spring Holiday 27/05/2013 31/05/2013 supervisor




Exceptions

Life throws up the occasional surprise or irregularity, and you might need to amend the booking
diary and post an exception that has the ability to override existing timetabled bookings. For
instance if a year 6 & 7 are going on a field trip, by creating the appropriate exception, bookings can
be cleared and the resource made available for others to make use of.
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'!-13-; Options 208 TimeTables © TimeSlots H Classes éfr Heolidays E&c&pﬁons
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Name ‘ Exception Date‘ TimeSIut‘ Asset ‘ Updated ‘ Updated By‘

Y687 Day Trip 28/00/2012 Period 1 ICT Room 14 27/09/2012 09:32:49 sdadmin
Y687 Day Tnp 28/09/2012 Period 2 ICT Room 1A 27/09/2012 09:33:14 sdadmin
Y687 Day Tnp 28/09/2012 Period 6 ICT Room 1A 27/09/2012 09:33:34 sdadmin

Booking System Diary

The booking diary can be accessed from within Service Manager or directly from its own web portal.
The system uses pure HTML code (with no Silverlight or Flash components) and contains active code
that recognises that mobile (telephone or tablet) devices are connecting. It will switch automatically
to the most appropriate interface to fit the device’s display.
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The Calendar control will always be focused on the current day, within
_ the current month. Navigation is quite simple: click on the appropriate
July 2012
= day and the system will update to show you the booking diary for that
Su Mo Tu We Th Fr %a

day.

The left/right arrows allow you to skip backwards and forward a month

8 9 10 11 12 13 14 at a time.

15 16 17“19 20 71

22 23 24 25 16 27 28
29 30 3

Wednesday, July 18, 2012

To move in bigger jumps, clicking on the title bar . .

displaying the month enables the calendar to jump Jan  Feb  Mar  Apr 2010 2011 2012
into its year display. Click on the year and it will jump

to dlSpIay the decade. May Jun Jul Aug 2013 2014 205 2016
The calendar system provides a quick and easy Sep Oct  Nov  Dec 2017 2018 2019

method of moving between dates. Wednesday, July 18, 2012 Wednesday, July 18, 2012

User Bokingsallows you to set the focus of the bookings that are

displayed on the diary. You can select whichever option is most

My Bookings M appropriate to you.

I My Bookings
I Everyones

Selected Users

Asset Bookingallows you to restrict the booking diary’s focus so B Asset Bookings

that you only see the asset or group of assets that you are

All Asset -
interested in booking. e

I All Assets II

Selected Assets

Selected Asset Category

WLITET DUURITTES

Timetable Class



| Select Available Assets By using the Select Availablessetoption, you can zoom straight

into the asset or room that you wish to book. You will only see
_I those assets that have been marked as bookable, and that you
& MB 1 FGO7GTR have been granted access to by the visibility settings.
i AL H In the example below, we have changed the diary’s focus so we
& MB 3 GTO2GPU only see two minibuses.
Add Selected

July 2012

Su Mo Tu We Th Fr 5a

Lesson 1

1 3 4 5 6 7 8am to %am
Lesson 2
8 9 10 11 12 13 14
9am to 10 am
15 16 17 18 lﬂ 20 21
Lesson 3 Recycling Center
22 23 24 25 % 27 128 Motes: Disposal of CRT | PE Swimming Pool Run
Monitors L y
29 30 M 10am to 11am i
Lesson 4
Thursday, July 19, 2012 PE Swimming Pool Run
1pm to 2pm " /
Lesson 5 Recycling Center
m User Bookings Notes: Disposal of old
2pm to 3pm electrical components
L 6 Pickup
Everyones v esson Notes: Pickun of
3pm to 4 pm printer supplies
_F!. Asset Bookings After School H H
Drop off Route 1 Drop off Route 2
4pm to Spm X )| y

Selected Assets b Evening

ETTE

& MB 1 FGO7GTR

7pm to 9pm

4

& MB 2 FGO7GTS



Selecting the Minibus asset category shifts the diary’s focus to all of the buses available to be
booked.

x File Edit View Favorites Tools Help

EBva 1 reo7cTr | [EBve 2 reorets | EBe 3 GTo26PU

Su Mo Tu We Th Fr Sa
Pickup Route 1 Pickup Route 2 Pickup Route 3

Lesson 1

8am to 9am
Lesson 2

1 2 3 4 5 6 7
& 9 10 11 12 13 14

9am to 10 am
15 16 17 520 n . T
22 23 24 25 16 27 28 Notes: Disposal of CRT  PE Swimming Pool Run Intersite Shuttle

10am to 11am Monitors

29 30 31 - Sl 4 3
Lesson 4 Y2 Trip
Thursday, July 19, 2012 PE Swimming Pool Run Intersite Shuttle MNotes: 3 Owls Bird
L y | y Sanctuary

1pm to 2pm
Lesson 5 Recycling Center

m User Bookings Notes: Dispasal of old Intersite Shuttle
2pm to 3pm electrical components |
Lesson 6 Pickup

Everyones M Nates: Pickup of Inkersite Shuttle

3pm to 4 pm printer supplies

A Asset Bookings After School H H H
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Finally, if you manoeuvre the mouse pointer over any of user made bookings, a popup will appear
with the details of that particular booking.
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22 23 24 25 26 27 28 of CRT PE Run it ».ﬂh‘
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Lesson 2

5 % 10am to 11am
Lesson 4
Thursday, July 19, 2012
1pm to 2pm
Lesson 5 Recycling Center
@ User Bookings Notes: Disposal of old
2pm to 3pm electrical components
L 6
Everyones ¥ eson 2 Pickup Intersite Shuttle |
3pm to 4 pm orinter supplies. o
B Asset Bookings After School S|
Y2 Trip
4pm to 5pm
Selected Asset Category v Evening
& Switches 2% 7pm to 9pm
‘
@ VolP Devices | = |
@ UPs | =
LT
s 3 | : MB4 GTO4GPS
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My Bookings
Other Bookings ’ 0.B.KNIGHT
Timetable Class ;
Holiday [ ] StartTime: Thursday, July 19,2012 13:00
End Time: Thursday, July 19,2012 16:00
Booking notes:
3 Owls Bird Sanctuary
Active Service Requests: 0




Making Bookings
Making bookings is very simple. Use the diary to select the

subject day that you want, find a free slot for the item you want,
Asset | MB4 GTO4GPS v and double click.
User o.B.HUNT A
From Time slot Lesson 2 . This brings up the New Bokingform.
To Time Slot | Lesson 2 v
N — . You should always enter a subject line, as the system will
Notes n not accept the booking without this.
71 Recurrence As the system knows who you are, it will automatically make

Save || Cancel the booking under your logged in username.

The timeslot will show the slot you are booking, but you have the option of extending this so that
you span multiple slots if you wish.

. . Reminder | None v
If you are forgetful, the booking system can send you an email vores [ -
otes -
Reminderof your booking up to two hours before it is due to start. 0 Minutes ‘
Simply select the most appropriate selection to suit your needs. B Recurrenct T n
10 Minutes
15 Minutes
30 Minutes
1 Hour
2 Hour -
The Notessection allows you to annotate your booking with
Subject  Football Practi et . .
—_ additional details. Remember that other colleagues will also
Asset MB 3 GTO2GPU A . . oy . H
I - be using this system and it is common courtesy to provide
From-Time ot | A7eer schon . any additional details about your booking. There may be
To Time siot | Evening - occasions where someone else might want to take priority
Reminder None v over your booking. The Notes section a helps you to make
Notes school team practice at all weather -
oiten at Lendsdovn R, your case, so to speak.
Recurrence . . . .
® by ® by [1 2 oyt Recurrencgives you the ability to make multiple bookings
© weakly © Every weekday at intervals of your choice; and you have the choice of
@ Monthly . . . .
© Yoy setting an end date; or specifying how many iterations the
booking will run to.
@ Noend date © Endafter 1y occurrences © End by 19/07/2012 [§) |
Save | Cancel




The booking system is tightly integrated with the Service Manager helpdesk system. If a problem has
been reported that concerns a bookable asset, the booking system can alert you to the fact by
placing a marker against the asset in question.

Within the diary you may see rooms or assets that have a

Subject Y3 Trip

small red number displayed against them. This indicates that

Asset Active Service Requests

(1)

there is a service request pending. user
From Time Slot
To Time Slot
Reminder
NOtes y3 Trip to ashmolean
[E Recurrence
Cancel
Current | History | Notifications  Timers
Request1D: 15 | This is intended to draw your attention to possible issues
Request User: supervisor -
Subect: [Urgent Font of Sice Tyre is st minmum trsd depth so that you can decide whether to go ahead and make
ot Iisub ['Thind: School inibuses | FEOOOTR | Safety Aert the booking or not. You can view the service request
Created Date: 17/07/2012 16:39:58 - 1 day ago
LastUpdated:  17/07/2012 16:40:31 - 1 day ago relating to the item in question by simply double clicking
Escalation Level: 0
LA Default on the red number.
Status: ‘Open
;_""m In this example, we can see that the issue is related to
Signe o: supervisor -
Attachments: | vehicle safety: perhaps we should select another minibus.

Message:

Assets:

‘Thls bus should taken off the road until the front tyres are replaced.

Icon| Name

| MB 1 FGO7GTR =

One of the features of Asset Manager is its ability to create a parent asset and then allocate child
assets to it. For instance, if you have an ITC teaching room with loads of equipment in it, you can
make the room a parent asset. You can then add each individual piece of equipment to that room as
its asset children. To all intents and purposes, that room now ‘owns’ those assets. Therefore, if a
service request is raised for the room’s projector saying that it is faulty, then the booking system can
tag the fault and draw your attention to it. So if a lesson depends on the projector working, you have
the choice of either accepting the fault, or booking a different room that meets your minimum
equipment list.



Modifying Bookings

You can only modify your own bookings. If you wish to modify somebody else’s bookings, you can
either negotiate with them directly, or failing that talk to the systems administrator who has the
ability to overwrite bookings.

To modify one of your bookings, simply locate it in the diary

Subject | Being Valeted and double click on its entry. You will then be able to modify
Assel | MB4 GTO4GPS v your booking details.
wsor | omraeT .
From Time Slot  Lesson 2 N
To Time Slot | Lesson 2 v

Reminder = None v

Notes To local garage to be waleted -

[ recurrence

Save | Cancel

Being Valeted X
Notes: To local garage
tobe :a.leﬁed

To delete a booking, click the Xicon, and then click OKto
confirm.

Being Valeted

@) Are you sure you want to delete the booking:
& &eing valeted

StartTime: Thursday, July 19,2012 09:0

End Time: Thursday, July 19,2012 10:|

Active Service Requests: 0

Booking notes:
To local garage to be valeted

Deleting a recurring booking

If you are trying to delete a reoccurring booking, the system will
@ Delete only this occurance . . . . .
© Delete the series prompt you either to delete the series, or just this particular

instance.

Delete | Cancel




