
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 ɀ 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 Bookable option 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 Type control within the main asset details 

screen to select the booking type required. 

 

 



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 Settings and select the bookings tab. 

 

Options  
This is where the basic default settings for the booking system are configured. The DayStartTime and 

DayEndTime settings determine the bounds by which assets bookable by time are available to be 

booked. The Minimum Booking Interval specifies the minimum block of time that these types of 

assets can be reserved for. 

 

The Default View option allows you to switch the default booking screen either to show Day, Week 

or Month views.  

Show Timetable Header switches 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 SR is 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 Scheduler allows 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. 

Time tables 
This is where you can define and maintain your school’s timetables. 

 

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. 

 

Adding a new timetable is quite easy, requiring a 

Name, Start Date, End Date, the Days of the week 

the timetable is to cover and the Interval over 

which the timetable is to repeat. 

Here we have selected a repeat interval of ‘1’ – 

meaning that we have a single weekly timetable. 

Priority Level is a method of prioritising one 

timetable over another when it comes to booking. 

 

TimeSlots  
Here is where you define your lesson timeslots. 

 



Timeslots have a Name, Start Time, End Time and Description, and once again are relatively simple to 

add, edit or delete using the function within the menu bar. 

Classes 
 Classes allow 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.  

 

Holidays  
The Holidays section allows you to enter set holiday times into the system so that the booking diary 

can accommodate them and block out those days. 

 

  



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. 

 

 

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. 

 

  



The Calendar control will always be focused on the current day, within 

the current month. Navigation is quite simple: click on the appropriate 

day and the system will update to show you the booking diary for that 

day. 

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

at a time. 

  

 

 

To move in bigger jumps, clicking on the title bar 

displaying the month enables the calendar to jump 

into its year display. Click on the year and it will jump 

to display the decade. 

The calendar system provides a quick and easy 

method of moving between dates. 

 

 

User Bookings allows you to set the focus of the bookings that are 

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

appropriate to you. 

 

 

 

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

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

interested in booking. 

  



By using the Select Available Asset option, you can zoom straight 

into the asset or room that you wish to book. You will only see 

those assets that have been marked as bookable, and that you 

have been granted access to by the visibility settings. 

In the example below, we have changed the diary’s focus so we 

only see two minibuses. 

 

 

 

 

  



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

booked. 

 

Finally, if you manoeuvre the mouse pointer over any of user made bookings, a popup will appear 

with the details of that particular booking. 

 

  



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

day that you want, find a free slot for the item you want, 

and double click.  

This brings up the New Booking form. 

You should always enter a subject line, as the system will 

not accept the booking without this.  

As the system knows who you are, it will automatically make 

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. 

If you are forgetful, the booking system can send you an email 

Reminder of your booking up to two hours before it is due to start. 

Simply select the most appropriate selection to suit your needs. 

 

 

 

The Notes section allows you to annotate your booking with 

additional details. Remember that other colleagues will also 

be using this system and it is common courtesy to provide 

any additional details about your booking. There may be 

occasions where someone else might want to take priority 

over your booking. The Notes section a helps you to make 

your case, so to speak. 

Recurrence gives you the ability to make multiple bookings 

at intervals of your choice; and you have the choice of 

setting an end date; or specifying how many iterations the 

booking will run to. 

 

  



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 

small red number displayed against them. This indicates that 

there is a service request pending. 

 

 

 

 

This is intended to draw your attention to possible issues 

so that you can decide whether to go ahead and make 

the booking or not. You can view the service request 

relating to the item in question by simply double clicking 

on the red number. 

In this example, we can see that the issue is related to 

vehicle safety: perhaps we should select another minibus. 

 

 

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 

and double click on its entry. You will then be able to modify 

your booking details. 

 

 

 

 

 

To delete a booking, click the X icon, and then click OK to 

confirm. 

 

 

 

 

 

 

If you are trying to delete a reoccurring booking, the system will 

prompt you either to delete the series, or just this particular 

instance. 

 


