Room Moderator with Booking Access

m®
Quick Reference Guide "

Hampden-Sydney College
This guide is meant to be a quick reference only.

OVERVIEW
1. Open a Web Application Request from Everyday User Reservations or Notifications in the

Dashboard

Approve, Deny, or Cancel a Request

Mark Notification as Reviewed

Create a Single Day Reservation from the Book

Add Furniture or Other Resources to Your Reservations

newN

e Open a Request from the Dashboard:
Open the Dashboard button to review all Everyday User reservations that are awaiting approval.

®

Dashboard

Notifications: The left-hand window will display each notification rule and the number of new

notifications that are applicable to each notification rule. Select a notification rule to see the
new notifications. See sample screen shot below.

. Dashboard
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[C] Show New Only Notfcation Date () = Reservation ID Group Group Type Tt Contact Evert Name Evert Type Status First Bocking Lasst Bocking
Notfication Fue (10) s MNew -~

Canceled AV Regquest

Canceliad Web App Request
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o

Change Web App Ragquest o
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New Confimed Request o
New Web App Request 2 o
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8 Course Updates
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(] Show New Only Notfication Date (10) ~ Type  BookingDate  Stat  End  Buldng  Room [ Gmn |

Motification Rue (5) 2 New 7/30/2008 3:27 PM Change 8/19/2008 Tue  8:00AM 12:00PM UK-CW 10.Enzo - Al Delete

Catering Change Order 0 VINABTITAM  Curge 2/METhs  GIOAM 70AM UK-OW  T06mo- St (e
8/19/2008 11:37 AM Change  8/28/2008 Thu 700AM S30AM UK-CW 10.Enzo - South

Mew AV Request and/or Change Request
New Catering Order 10/15/2008 1:57PM  Change  10/29/2008Wed 9:00AM 10:00AM UK-CW  10.Enzo - Noth Refresh

0
0

New Web Request 0 12/10/2008 1040AM  Canceled 12/18/2008Thu 300PM 500PM UK-CW  10Enzo-South Sho
0 12/11/2008 148PM  Change 12/18/2008Thu B30AM 11:30AM UK-CW  CQU2-Corferen (1 oig

New/Changed Video-corference
1/14/2009 9:27 AM Change  1/16/2009 Fd 800AM 10:00 AM UK-CW CQ02- Conferen Revi
7172009 242 PM Change  7/16/2009 Thu &15AM  11:15AM UK-CW 10.Enzo - South e
7/16/2009 1:20 PM Change  7/21/2009 Tue 800AM 10:00AM UK-CW CQO2 - Conferes (V] Unreviewed

772472009 11:37 AM Change  7/28/2009Tue  83:00AM 10:00AM UK-CW CQO2- Conferen

e Double-click on the room request in the right-hand window to open the reservation in
the Navigator.

- Navigator - General Council Annual Reception (Reservation No. 13) =B @
Open Reservation View Alerts Print Refresh | Settings
General Councd Annui ¥ User Defined Felds (0) @ Transactions (0) &) History 2> Emais (0)
77, 7i 1 - T 3
b 772772015 Mon 7 4 FReservation Summary & Properties " Reminders (0) €2 Comments (0) < Atachments (0)
General Council Annual Reception Edt
Provost's Office 5 Web Request Corfumat
John Ray (none)
240422977 {none) Change Status
13
Update Pricing
New
Edit
Date Start End Time Zone  Buidng  Room Event EventType  Status
7/27j2015Mon 7:00PM 11:30PM MT SMIH  SMTH 102 General Coundl Annual Reception Mantenance  Web Request Delete
Tools
Detais
Confirmation
< > 1Records Close

e Approve or deny a request from the Navigator:
e Review the events scheduled in rooms around this request and determine if this request is

suitable.

e Right-click and select “Go to Book” to see other bookings in that room and the surrounding
rooms.

e Select the Reservation level of the reservation. This is the top layer in the left-hand pane just
like in the image above.
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e C(Click the Change Status button located on the right side of the Navigator window.

v | Cument Reservation Status: Web Request

Update Resarvation Status:
Send Confimation ¥ Successful:

e MODERATORS should uncheck the Send Confirmation — only Cameron and DeAnna will
confirm event requests. NO WAY to automate this being unchecked.
e Choose the appropriate status for this request (choose Moderator Approved or Moderator

Denied)
e Select the individual bookings that you would like to change. Click Finish.

Select Bookings
Date & Weekday Start End Building Room Event Status ervic
7/27/2015 Mon Monday 7:00PM  11:30 PM SMTH SMTH 102 General Council Annual Reception Web Request

<
Hide Cancelled Bookings: [ ] Hide Old Bookings: | SelectAl || UnselectAl |

| <Prevous || Frish |
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Mark Everyday User Reservation Notification as Reviewed in the Dashboard

to return to the Dashboard.

Now that you are finished working on the reservation, close the reservation Navigator

In the “Everyday User Reservations” area of the dashboard, click Refresh. Requests that

were processed will disappear from the list.

If you were working in the “Notifications” are of the dashboard, highlight the room

request you just responded to and click Reviewed.

#_ Dashboard

(E=ROR ===
Options

[ Show New Ordy Notficaton Date (1) = Raservation D Growp Group Type Tt Contact Event Name Evert Type Suatus it Booking Lt Boe Go To

Notdication Fude (10) o] Mo PRl 5020151107 AM 66571 Logan Sierbank Facuby / Stall  fpone) MccholTest  Corfersnce  Web Request 8302015 Wed  9/30/20 Delete
Canceled ANV Request 0 Faviewed
Canceled Web App Request o

Change Web fpp Regues 0 Rainsh
(Changed AV Request o

External Atendaes - Notfy Campus Poles o Ood

New A/V Request ] £ d [ Reviewed
Neow Confimed Flaquest 0 New Bookings Changes Notfied Users [4 Unreviewed
'"""'“' Request Date am B Budeg  FRoom  Event

WEAE ¥ | |l 5302015 Wed 330PM 730PM UNION  Col1  Acohol Test

< >

!i:ourse Updates

3 Reminders
& Everyday User Reservations®
@ Guest Requests
3 Wait List*

= Reconfirm Dates

@ Building Hours Exceptions
il Anatytics

Tose

e Create a Single Day Reservation from the Book

e Select the Book button from the toolbar.

I

l

Book

In the book, on the row that represents the room you want to reserve, click on the time that

you want the event to begin, and drag to the time you want the event to end.
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” Reservation Book - Building: Coolidge Building 1/20/2014 Mon (1 Booking)
* Buiding: Coolidge Buiding «|view: Daly ~| print
Date: 1/20/2014Mon ~ Today Day 4 3
Filter

Time Zone: Eastern Time
Week ¢« » | Month « »| vear 4 |
J|Monday. January 20, 2014 Martin Luther King Holiday 2014
[% ] 9 10 1 12 2 3 4
koo 2) Coracy | | | | | | | | |
Coolidge Building Martin Luther King Heliday 2014

pY| Wizard Template:  (none)
Calendar | Selected Dates (1)

<< < January

N Stat: 10:00 AM »| End: |1:00PM
Time Zone: | Eastem Time

Setup,/ Teardown
Use Defaut: Minutes Setup: 0 Teardown: 0

Cancel || Reset

e Complete the reservation by indicating the event name, Add your group and the person in

your department you are booking for (if you do not see the person you are booking for,

please contact Cheryle Dixon (223-6856), and other critical event information. Information
that is required will have a red button next to it. Click Finish.
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Wizard Template:  [one)

Options
— Evert

Evert Name: Advisee Meeting | VIP Event: O

Event Type: |Meeﬂng v | Source: |Phone v
— Group/Contacts

Group: |Chernica| Engineering vl E‘

1st Contact: |Carnhm Berozzi v| E Phane: S @ Fax: - —‘
Temp Contact Email Address: |Camh'r1@l1‘l'rt.edm |
Business Manager: |{|'|one) v | Phare: - Fax: -

Temp Contact: Email Address

' Room Setup | Bling | Other | Vitual | User Defined Ficlds |

Setup Type: |Classroorn Style v |
Setup Court:

| Cancel Group Irfo ¢Previous | | Finish

e Add Furniture or Other Resources to an Event
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e Select the booking level for the appropriate date and location that you would like to add a
resource to.

=4 Navigator - Organizational Meeting (Reservation No. 734) (Booking No. 3318) =N O >
Open Reservation Print Refresh | Settings
Organizational Meeting (Reservation No. 734) € Comments (0) |  Attachments (0) ¥ Drawings (0) &) Hstory
+-J 8/24/2012 Fi 1:00 PM - 02.110 Wi Booking Summary o Propeties & Reminders (0)
[ 872472012 Fni Name: Organizational Meeting f Edit
1:00 PM - 2:00 PM DEN - 02.110 - 3
1:00 PM - 2:00 PM e Meeting - Intemnal | Confimation |
we:  Workspace Confirmed 0 .
0. 3318 ount: 0
Booking Detads (1)
Category Service Start End New
Room Charge  (none) Edit
Delete
Tools
ltems
Print
Close
i -

e Click the New button in the bottom right-hand portion of the window and select the
category of resources that you would like to add for this event. OR right click on the booking
listing on the left hand side of the screen, then scroll to “new” and select the appropriate
category.

e A pop up Resource Window will appear. In this example the Category of Multimedia &
Equipment was selected.
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= Multimedia & Equipment -

Grouping: ial)] -
Quantity: 1.00
Fiter:

Resource () Price Serves

Data Projector $0.00

Fip Chart $0.00

Mobile LCD TV $0.00

Mobile Video Conference Unit $0.00

Speakerphone $0.00

Whitebeard $0.00

(_Seect | [ Concel |
| |

e Select the item that you would like to add, insert the quantity in the quantity field, and click
Select to add the item to this event.

TIPS:

To Add Reservations directly into EMS:
Use Wizard to add a recurrence, a multi-room reservation or to search for specific availability by

filter options:
0 Standard Fit — EMS searches for room(s) that are available on ALL dates/times requested

O Best Fit — EMS find rooms that are available on one or more dates/times requested for
you to mix and match rooms across dates requested

0 Specific Room — You choose a specific room
Use Book to add single day/single time reservations, if you find it easier than using the Wizard.

To Search for existing reservations.
- Use Navigator to open a recently closed reservation or to search by reservation number.

- Use Browser to supply filter criteria and receive a list of results.
- Use Calendar to supply filter criteria and receive a grid of results.

Within the Navigator:
Use Tools > Wizards to change a property (e.g., room, status, booking detail) on more than one

booking at the same time.
- Use Comments to attach notes about why something was done.

All Users should set the following Options:
- In Navigator > Settings > Options
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0 Ata Glance > Check the following:

Reservation Reminders, Attachments, User Defined Fields, Comments.

Booking Reminders, Attachments, User Defined Fields, Comments.
- In Book > Options

0 Automatically Refresh: Every 2, 5 or 10 Minutes (default is Never)
0 Show ‘(all)’ in Building List
(0]

Review Tool Tip Display tab and check/uncheck items you would like to see or not see
when you hover over an event in the Book



