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UNIT 1 Getting Started

Welcome to the NetSimplicity Users’ Training Session for Meeting Room Manager 7.

This overview course familiarizes you with the interface and takes you through your day-
to-day functions such as creating and modifying reservations, placing service orders, and
finding the information you need.

Training Goals
Once you have completed this training material, you will be prepared to perform the day-
to-day skills required of you as an end user. You will learn:

+ How to create, modify, and delete reservations.

+ How to invite attendees.

« How to place a service order.

» How to find the data you are looking for.

Assumptions

The information in this training guide is written for individuals in many different
professional roles who are responsible to schedule resources within their organizations.

The instructor has been provided with the sample database which allows you to follow
the exercises together. Depending upon the preferences of the instructor and the
students, the exercises can either be completed by the instructor as students look on, or
students can alternate taking control of the training computer and complete exercises
while other students and the instructor look on.

Qﬂ Meeting Room Manager
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Attention instructors: Please turn on the Inventory Check save rule in the
MRMSample database before beginning the User Training. This guide assumes that this
save rule is active.

Meeting Room Manager Editions Overview
There are three editions of Meeting Room Manager 7 that are available for purchase.

Some of the features in Meeting Room Manager 7 are not available in the Basic or Pro
packages, or are optional in the Pro or Enterprise packages. The matrix below outlines the
differences between the available packages:

Feature Basic Pro Enterprise
MRM Architect x v
Advanced Catering

Active Directory Service Integration

Advanced Outlook Integration

LCD Panels

X I x X x X
olo|x |[x|o |«
olo|«]|8]

Room Wizard Panels

This Users Training Guide has been written as though all of the various features are
enabled.

Benefits of Using Meeting Room Manager

“How will this software help me?” is a very real question for professionals picking up any
new software product. Meeting Room Manager will help you and your organization by
providing:
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Increased productivity for everyone in your organization by eliminating double-
booked rooms and scheduling conflicts.

- Reduced scheduling time as Meeting Room Manager fully automates the
scheduling process. Instantly view the rooms and resources in all your locations, and
reserve rooms and resources with just a few mouse clicks.

- A simplified meeting planning process for everyone in your organization; allow
staff to quickly reserve a room, any equipment, catering, or other services, and then
notify meeting attendees and service providers - all within a one-minute process!

- Managed resource scheduling with Meeting Room Manager’s unified scheduling
process. Give your entire organization room and resource schedule visibility, all the
while maintaining full control of the process.

Let’s start making your scheduling process faster and simpler.

Understanding Users

While this training guide covers the functions handled by a typical user, it is helpful for
users to understand how their actions affect other users.

This section describes the responsibilities of the five user types that are typically found in
most organizations who use Meeting Room Manager. They are assigned to fictional staff
in an organization with its head office in New York and an office in Seattle. These users’
names will be referenced in this guide.

Kate, Worldwide MRM Administrator, New York

Kate is responsible for high level management and configuration of the
database. She is responsible to set up Meeting Room Manager for others to
use and change settings in the future as necessary. These set up functions
include:

« activating purchased modules

« creating security groups and assigning users to their respective groups
- setting database options

+ adding locations

+ customizing the forms, images, and labels in the interface

- setting up the Services Management module for use

" Meeting Room Manager
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Luke, Local MRM Administrator, Seattle

Luke is responsible for local management of the database and reservations.
These local management tasks include:

« creating local resources in the database

- confirming meetings that have been requested or otherwise require a
confirmation

+ reporting usage data to local management

Juliette, Local Service Administrator, Seattle

Juliette is responsible to manage services locally by using the Manage
Services form. The local services management tasks include:

+ setting up local service items, their availability, and their pricing
- confirming and refusing order requests

This role is dependant upon the Services Management module being
enabled.
Charlie, User, Seattle

Charlie is responsible for scheduling reservations and placing service
requests as required.

This course is based on the tasks and responsibilities of individuals like
Charlie.

Bob, Requesting User, Seattle

Bob is responsible to request meetings as required through the Meeting
Request form, but he cannot choose the room that the meeting will be
held in.
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Run Meeting Room Manager
Meeting Room Manager is accessed through your web browser.

To run Meeting Room Manager, enter the URL that the system administrator provided to
you into your browser. It is in the following format:

“http://<Web Server>/<Virtual Directory>/
For example:
“http://webserver1/MRM7

If your system administrator has chosen Windows Authentication, you will be logged into
Meeting Room Manager automatically. If he or she has chosen MRM Authentication, you
must log into MRM each time unless you add your username and password to your URL in
the following format:

“http://<WebServer>/<VirtualDirectory>/default.aspx?db=<database>&
mylocation=<location>&username=<username>&password=<password>"

For example:

“http://webserver1/MRM7/default.aspx?db=acme&mylocation=London&
username=Charlie&password=Paris”

You will learn about the My Location setting and how to create usernames and passwords
later on in this course.

Try It!

1. Open your web browser and enter the URL that Charlie would use to log in, replacing
<Web Server> with your server name:

“http://<WebServer>/MRM7/default.aspx?db=MRMSample&mylocation=Seattle”

" Meeting Room Manager
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2. The MRM login screen opens. Enter Charlie as the username and Paris as the
password.

[ e ey
Meeting Room Manager 7 (SP 2) (mimsample) - Microsoft Internet Explorer

Fle Edt View Fovortes Took Hep L
O O HEG Poo foroone @ 35~ >
address | 48] http:fechwriter [MRMT def st asp 3 B0 ks ™ : @f-

Meeting Room

Manager7
ENTERPRISE

Username: Charlie

Password: | ssess

3. Click the Login button, and the MRM interface opens.
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Edit Your User Profile

The first time you log in, you may be asked to edit your user profile. You can do this again
at a later time if your information changes by clicking the Edit User Profile icon at the top
right of the main screen.

ogoff CR")

M TWTF S5 User Details
8

7
-

Usar Name: " -
n

User Groap d
SO Todsy: 142242007 Pastword;

= Confren Patsword:
@ available Locations

Full Name: | Charbe

Email address: | charlie@acme com

St urer defaukt locaen: | Seamtly l

) el
@) et Current Location

3 Fitters

& Color Lagend

User Licenses

Meeting Room Manager controls the number of users that can be logged into your
database based on the number of concurrent licenses that have been purchased.

A concurrent user license is in use once a user logs in. When a user clicks the Log Out
button or the session times out, the concurrent license is released for use by another user.

The ‘No Concurrent User Licenses Available’ message displays once all licenses are in use.
This can be avoided if everyone uses their own username to log in and everyone logs out
when finished using Meeting Room Manager.

"

Q(E Meeting Room Manager
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’ ™ . . .
Let’s become familiar with the Meeting Room Manager interface.
Create a Log My Location
Reservation Qut Setting
, Day/Week/Month Search 3 Today's Help
1 Grid View Selector : Forms i Date i System
s Sttty iR | H ' ; ?
0 & & H H i 3 _
- ssctng o H 3 L i Provide Feedback
Calendar Filter mr==s=-s sy
= August 1 @ o .
¢ Print Grid Report
(X
- S|
Locations Filter me-----8 10 s
1
12
My Location 4 [t e
Setting 1. 7 [T TR, Booked Reservation
t )
[ i
3 m 2 B g g | e
- ?
Choose Display o4 4 :
Filter
3 Calor Legend Available Reservation
Space Gri

Reservation Grid

The reservation grid takes up the largest portion of the main screen. It displays
reservations based on the calendar, location, and filter settings.

Available Space

Areas which display the background (grey and white rows) on the day view of the
reservation grid are available for reservations. Click the available space below the
resource you wish to book and in the time slot you wish to schedule the meeting. The
Reservation form opens with the resource and start and end dates and times filled in. We
will create reservations later on in this training guide.

Booked Reservation

Booked reservation spaces display various details of the reservation based on settings
determined by administrators like Kate. Meeting Title is most often used, but some other
details can be shown as well, such as host, the number of attendees, or the client name.
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Calendar Filter

The calendar filter allows you to filter the date range of reservations that are visible in the
reservation grid. If you are using the day view, select the date whose reservations you
wish to see. Similarly, if you are using the week or month view, select any date which falls
in the week or month whose reservations you wish to see.

Try It!
Now that you are signed in as Charlie, click next Tuesday’s date in the calendar to see the
existing reservations for that date.

Locations Filter

The locations filter allows you to filter the locations viewed in the reservation grid. Click
on a location to reveal or hide its sublocations. Click on a lowest level sublocation to show
only the resources located at that location in the grid. To view all resources, click All
Locations.

Try It!

Charlie is located in the Seattle office on the 9th floor. Click US, then Seattle, then Floor 9
to view reservations in his area.

- Meeting Room ; & & il
Marager ENTEEFAISE
4 August 2006 (] Wk avde 6 ‘ZD";‘.".
e Doyt Wook < Manth ednesday, August 16, 2006 I~
1z o3 s ||| [ @ south foon |® Emerson Hal _|
6 7 8 3 10 M 12 8 am i
1M T 8
BN BBNBES |
EA R g M
D Today: 14232007 .
10 plarcing  AMICRBRE MBStNg
@ available Locations 30
v . 11 am © Chact Masting
Tus
-
Seattle
Fi 12 m
oor 7
Floor & X
Floor 9 1 e L 1T Updats Mesting
L] 20 2 Chinct Masting
2 e  Customer Appreciation
Sermmar Breparations
1]
3 m D Mackating/Sates
Interdavalopmant Meating
@ St Current Location o
E3 Filters 4 M 4
3 Color Legend -
& olor Legend

13
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My Location Setting

The My Location setting allows you to set the location and therefore the time zone which
you are currently in. All time references for meeting start and end times are based on your
time zone.

Note that this setting is forgotten the next time you log in. You can set your default
location by editing your location setting in your user profile.

Always ensure that your current location is correct so that reservations display their times
in your time zone.

In the screenshot below, the user’s my location setting is set to New York time, but the
user is viewing the same day and location as user Charlie did in the screenshot on the last
page.

Notice that the reservations appear to be scheduled for three hours later than in the
previous screenshot. This is because the time zone for the New York setting is set to
Eastern time, three hours later than Pacific time in Seattle.

Dz 0 & *‘-’ & *-f Sl

4 August 2006 (]

LT U T mBaysl  Weouk Manth Wednes day August 16, 2006
6 7 8 % 10N 2 8 am
1M T 8
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M
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b Canada 2 e T Chiant Masting
bk
M
3 m
@) sat Currant Location %,
™ RTINS Lo
& rilters 4 2
3 Color Legend -
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Choose Display Filter

This setting allows you to set a resource and/or reservation filter for your view in the
reservation grid. Some default reservation filters include My Bookings and My Meetings
which allow you to quickly filter out other users’ information. Some default resource filters
include windows, and 10 seats or less which filter your view to display only resources
which match these requirements.

Try It!

Select the display filter called My Bookings. Notice that any meetings booked by other
users disappear from view.

4 August 2006 (]

' Meeting Room
Marager ENTEEFAISE

Rasarye

B *f’ & 8

e -—ew-f ok Marith Wednes: day August 16, ‘ZDC-D
€ 7 8 8 1011 12 8 am
131415 160 17 18 18
BN BBNBES |
FLEE R ] 9 am
I aday: 112342007 o
10 am D Chiont esting
@ available Locations 0
&) Sot Currant Locatlon 11 am
&) Fitters
Nt e 12 e
<Al Hesources > ] 3
1
ase e N
My Boskings v
< A Fsarvations 2 m
v Bockings < 0
My Mentings % . -
Bocked by Jennder 3 m Marketing/S sles
Hosted by Mark Srith i (!
Haghedl by Mk Interdavelopmant Mostng
P -
& <] 2
& Color Legend
& olor Legend

N )

Change the filter back to display all reservations by selecting <All Reservations>.

Color Legend

Reservations in the grid are color coded to match their reservation type. This legend
describes the color codes you see in the reservation grid so that you know which color
belongs to which reservation type.

Q!j Meeting Room Manager
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Day / Week / Month Grid View Selector

Reservations can be viewed in four different views: day, week, month, or timeline view.
Administrators like Kate can make each of these views available or hidden for users like
Charlie. The first three are the most commonly used, and so they have been made
available in the training database. Select the tab to see the corresponding view.

Try It!
Click on the Week tab to view all reservations for rooms on the 9th floor this week.
Click on the Month tab to view all reservations for rooms on the 9th floor this month.

Return to the Day view by clicking the Day tab.

Create a Reservation

Clicking the Reserve icon is a way to begin scheduling a reservation. It opens a blank
Reservation form.

Search Forms

The search forms, which can be designed using the form designer, allow users to search
for resources and meetings. Search results are based upon permissions to view meetings
and resources.

Log Off

Every user must click this Log Off icon to exit Meeting Room Manager. If a user closes his
browser window without clicking the Log Off icon, the IIS session timeout releases his
concurrent user license once his inactive time runs out. By default, the time between
inactivity and timeout is 20 minutes. However, MRM administrators like Kate can adjust
this time.

Today'’s Date Reference

Today's date is displayed to all users as a point of reference.

My Location Reference

The current user’s My Location setting is displayed as a point of reference.
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Help System
Clicking this icon opens the online help system.

Print Grid Report
The Print Grid Report icon opens the day/week/month view report’s options.

" Meeting Room Manager
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Unit Summary

In this unit you have learned:

The benefits of using Meeting Room Manager
The five most common roles of MRM users
How to run and log into MRM

How to edit your personal user profile

How concurrent licenses operate

How to navigate the MRM interface

You are now ready to begin scheduling reservations!




UNIT 2 Creating Reservations

Create a Reservation

Users like Charlie regularly need to schedule meetings in the available rooms at their
respective locations. There are three ways to schedule a reservation:

v From the day view of the reservation grid
¥ From the week or month view of the reservation grid

¥ By clicking the Reserve icon.

Reserve in the Day View
Try It!
Signed in as the user Charlie, schedule a basic sales meeting for next Thursday:

1. Inthe calendar on the main screen, select next Thursday’s date.

2. Inthe Available Locations hierarchy, select your location to display its resources in the
grid.

For this exercise, select Charlie’s location, US/Seattle/9th Floor.

3. Click on the Day tab in the reservation grid to reveal the day view.

@ Meeting Room Manager
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4. Click on the time of your meeting under the resource you wish to use to open the
Reservation form with these details already entered.

For this exercise, select the 11:00AM under the Art Center.

L peetngreon & & &

Rasarye Meatings Resources Logaff QJ 0

L] August 2006 '] "'.' - = Location: Seattls
S WM TWTTFSS Baysl Wouk Manth Thursday, August 17, 2006 P~

123458 [ | @ acemme (D south Room (D Emerson Hall
€ 7 8 9 1N 12 8 an D 3w, Project Flanning 2~
13 W15 67 188 Meating
DA BBUEE =
7w m

E 5

S Today: 122342007

] Locations
2 Locatio | 11
“us iy
W v
Fseattle o "
Flaor 7 12 -
Floor § o
Floor 9 1 em ket Mesting
4]
2 m
1]
3 m
@) Sat Currant Location e
& Filters 4w 5
Eb Color Legend -

In the Reservation form that opens, notice that next Thursday’s date and the Art
Center are already selected for you.

20
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The start time is 11:00AM as you specified, and the end time is half an hour later. This
half hour is based on your reservation grid's interval time which is 30 minutes by

default.

Epeamgreen & & &

Manager ENTERPRISE

Pasave  Mestngs | Resowcss | Logof <9
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5. Inthe Prep and Cleanup Time fields, time may be scheduled outside the reservation to
allow for preparation of the meeting room as well as cleanup after the meeting is

finished.

For this exercise, enter 10 minutes for each.

6. Enter the following details into each field on the General tab:

Y Meeti

ng Title: Client Meeting

¥ Reservation Type: Client Meeting

¥ Host: Charlie

¥ Client Name: Acme Corp
¥ Booked By: Charlie
v #Attending: 4

v Client

Code: 53889-AC

Q!j Meeting Room Manager
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7. Click the Save and Close button to save your new reservation and return to the
reservation grid. Notice that the reservation you just created is now visible in the grid.
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On Your Own!

Schedule two more reservations from the day view. Enter the details as follows:

1. Schedule a Client Meeting next Thursday from 9:00AM to 9:30AM in the North
Room.

¥ Meeting Title: Client Meeting

¥ Reservation Type: Client Meeting
¥ Host: Charlie

¥ Client Name: Jasper Restoration
¥ Booked By: Charlie

v #Attending: 4

v Client Code: 53224-JR

2. Schedule a Client Meeting next Thursday from 9:30AM to 10:00AM in the North
Room.

22
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¥ Meeting Title: Client Meeting

¥ Reservation Type: Client Meeting
¥ Host: Charlie

v Client Name: Harrison Gate Inc.
¥ Booked By: Charlie

v #Attending: 6

v Client Code: 53415-HG

Reserve in the Week or Month View

Try It!

Signed in as the user Charlie, schedule another basic sales meeting for next Thursday on
behalf of Karen from the IT Department:

1.

On the main screen, click on the Week or Month tab to reveal the respective
reservation grid view.

For this exercise, click the Month tab.
Find next Thursday’s date and click the Add button beside it.

The Reservation form opens with next Thursday’s date selected.

3. Inthe Start Time and End Time fields, enter 9:00AM and 10:00AM.

4. Inthe Resources area, select the Art Center.

" Meeting Room Manager

Notice that different tabs are revealed depending upon the resource you select in
the Reservation form. This is because tabs are available based on the location in which
the resource is situated. Your MRM administrator can change which tabs are available
for each location by following the instructions in the Administrators Guide.

On the General Tab, fill in each field as follows:
¥ Meeting Title: Maintenance Planning
¥ Reservation Type: Professional Dev

¥ Host: Karen

23
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v Booked By: Charlie
v #Attending: 5

Click the Save and Close button to save your new reservation and return to the

reservation grid.

Notice that this new reservation is now visible in the Month view of the reservation

grid below next Thursday’s date.
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7. Switch to the Day view to see the time and room for your reservation in the grid.
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On Your Own!

Schedule a reservation from the Week view for next Thursday in Emerson Hall from

8:00AM to 9:30AM with the following details:

¥ Meeting Title: Client Appreciation Breakfast
¥ Reservation Type: Client Meeting

¥ Host: Charlie

v Booked By: Charlie

v Client Name: Harrison Gate Inc.

v #Attending: 25

v Client Code: 53415-HG

Q_S Meeting Room Manager
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Reserve Using the Reserve Icon
Try It!
Signed in as the user Charlie, schedule another basic sales meeting for next Thursday:

1. On the main screen, click the Reserve icon.

2. Inthe Reservation form that opens, enter next Thursday’s date in the Start and End
Date fields.

3. Inthe Start Time and End Time fields, enter 12:00PM and 12:30PM
4. Check the box beside the resource that you wish to select for this reservation.

For this exercise, select the Art Center.

5. Once you have selected the resource, the reservation details section of the
Reservation form refreshes to display the tabs in which reservation details can be
entered.

Enter the reservation details into each available field on the Reservation form. Click on
a tab to reveal the fields on it.

For this exercise, on the General Tab, fill in each field as follows:
¥ Meeting Title: Client Meeting
¥ Reservation Type: Client Meeting
v Host: Charlie
¥ Client Name: Roger Johnson & Associates
v Booked By: Charlie
v #Attending: 2
v Client Code: 53854-R)

26
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6. Click the Save and Close button to save your new reservation and return to the

reservation grid.

In the reservation grid, you can see each of the reservations you just created. The Day
view shows which resources the meetings are scheduled in and the preparation and
cleanup time scheduled for the 11:00AM client meeting.
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Recurring Reservations

Some reservations, such as staff meetings, repeat at regular or random intervals. As long
as the meeting takes place in the same resource at the same time of day, these
recurrences can be scheduled all at once.

Try It!

Signed in as Charlie, schedule a weekly sales department meeting for every Thursday
afternoon starting next Thursday:

1. Using one of the three methods we just learned to schedule a reservation, open the

reservation form:

+ Click on a time under a resource in the day view, or

« Click the Add button in the week or month view, or

QS Meeting Room Manager
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« Click the Reserve icon.

2. Select any room in the Seattle/9th Floor location.

3. Select next Thursday for the date, and 1:00PM to 2:00 PM for the start and end
times.

4. Click the Recurrence checkbox to open the Recurrence dialog box.

&I RecurrenceForm - Microsoft Internet Explorer IPEx

Weekly Monthly Yearly Random

Daily Recurrence Setup

Every |1 day(s) [l tnclude weekends

Click 'Mext' to go to random tab with selected dates generated.

@ End after 10 | QCourrences

CEnd By -@ Mext

There are five tabs in the Recurrence dialog box:

Daily

Every [1] Day(s)

Change the number to specify the frequency of the occurrence.

Select or de-select the Include Weekends checkbox.

28
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Weekly

Day [1] of every [1] Month(s) OR The [first] [Sunday] of every [1] Month(s)
Change the number to specify the frequency.

Select the day(s) of the week for the recurrence.

Monthly

The [1] [Day] of every [1] Month(s)

Two examples are the first Monday of every two months, or the seventeenth day of
every one month. Change the fields as appropriate.

Yearly
Every [October 17]

To select a new date, either enter it in manually, or select one from the pop-up
calendar by selecting the pull-down menu.

Random

Any dates from the calendar can be selected. They are displayed in the box to the
right. Selecting a displayed date removes it.

" Meeting Room Manager 2
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© ® N o
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For this exercise, select the Weekly tab and enter Every 1 Weeks on Thursday.

@ RecurrenceForm - Microsoft Internet Expiorer g@

Monthly Yearly Random

VWeekly Recurrence Setup

Every 1 week(s) on
DSunday DMonday DTuesday DWednesday

hursday DFriday DSaturday

Click 'Mext' to go to random tab with selected dates generated.

@ End after 10 | Ococurrences
Qknd By e Next

At the bottom of the Recurrence dialog box are two fields. Either the number of
occurrences or the date at which the occurrences are to end can be entered.

For this exercise, select end after 5 recurrences.

Click the Next button. This displays the Random tab in which each recurrence is listed
Click OK to return to the Reservation form and save your selections.
On the General tab, fill in each field with whatever information you wish.

Click the Save and Close button to save your new reservation and return to the
reservation grid.

In the reservation grid, you can now see the five recurring reservations you just
created. The screen capture below shows three of these five recurring reservations in
the Month view.
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On Your Own!

Schedule two more recurring reservations.

1. Create a reservation for next Friday from 10:00AM to 11:00AM in the North Room
and set the recurrences to whichever settings you'd like.

2. Create areservation for next Friday from 10:00AM to 11:00AM in Emerson Hall and
set the recurrences to whichever settings you'd like.

Find Available Resources

Especially in large organizations with many rooms and resources, it is helpful to be able to
search for meeting rooms that not only match your requirements, but are available for
your meeting and its recurrences. This can be done directly in the Reservation form.

Try It!
Signed in as Charlie, schedule a weekly meeting for the salespeople:
1. Using what you've learned, open the Reservation form and enter the information so

that this meeting will start next Friday from 3:00PM to 4:00PM and recur every
Friday for 8 weeks. Remember not to select a room yet.

@ Meeting Room Manager i
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2. Now you're ready to find a suitable and available room. Click the Find Available
Resources icon to the right of the resource area of the form.
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3. Inthe Resource Search form, add criterion to perform a search.

For this exercise, select US/Seattle/9th Floor, and max capacity >10. Then click the
Find button.

1 FindResosnce - Microsoft Internet Explores

Find Resources

Lecatian: Flaor 8 el
Resource Name.
Cost Canter

Contact Parson. v

Fourly Fate: Max. Capacity: =10

81872006 2:00 5]

 [Trcirs oo souro ameocacon ostcorte] Corect psar s s . Capacer 1708

4. From the list of matching resources that displays, select the box beside South Room.
Then click the Select button.

5. The Reservation form refreshes to display the South Room selected. Enter the
remaining reservation details on the General tab.

6. Click the Save and Close button to save your new reservation and return to the
reservation grid.

In the day view of the reservation grid, select next Friday’s date. Notice that the
reservation you just created is displayed.

Multiple Resource Reservations

A multiple resource reservation is a reservation for which multiple resources or rooms are
booked. Any grouping of resources can be selected for a single reservation, regardless of
the resource’s location or resource type. However, the user must have the Add/Edit
Reservations permission enabled for the location each room belongs to. To make your
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reservation a multiple resource reservation, in the Reservation form simply check the box
next to the various resources you wish to book.

Once a multiple resource reservation is saved, each resource’s occurrence is considered to
be connected to the original reservation. However, each resources’ occurrence can be
opened and modified separately from the others or the original reservation as a whole
can be opened and modified at one time.

Try It!
Signed in as Charlie, create a reservation for the North and South rooms:

1. Using what you've learned, open the Reservation form and enter the information so
that the meeting is held from 10:00AM to 12:00 PM next Thursday.

2. Select the boxes beside both the North Room and South Room.

There is now a row of tabs above the reservation details tabs which lists each of the
selected resources.

3. Select a resource’s tab to display its available reservation detail tabs. Information in
the reservation detail tabs can be the same for all resources involved in the booking or
different for each, even within the same booking.

Qe @ @ & B
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4. Now you have two options: you can either make the details the same for both
resources, or save different details for each resource.

« Same Reservation Details

To ensure that the reservation’s details are the same for each resource’s occurrence
of the booking, select only one resource first. Then add all of the reservation’s details
to the available tabs. Finally, check the boxes next to the additional resources.
Notice that information saved in the first resource’s details now displays in the
details assigned to each of the additional resources. Any changes that are made
after a reservation has been turned into a multiple resource booking, in other
words, once more than one resource has been selected, apply only to the currently
selected resource.

« Different Reservation Details

To keep separate details for each resource’s occurrence of the booking, check the
box beside each resource first. Then, once all resources have been selected, make
your changes.

For this exercise, enter the meeting title as Town Hall for both rooms, and check the
projector screen under the Equipment tab only for the North Room. This means
that only one projector screen is ordered for this reservation. If you had selected the
projector screen for both rooms, then two projector screens would be ordered for the
one meeting.
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5. Click the Save and Close button to save your new reservation and return to the
reservation grid.

In the reservation grid, you can see the two instances of the Town Hall meeting under
the North Room and South Room.
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Notice that the North Room’s reservation displays the unconfirmed color because
requirements were selected. When saving a multiple resource reservation with
requirements, the requirements selected are saved for each resource. If your MRM
Administrator, like Kate, requires meetings like this one to be confirmed, each resource’s
occurrence of the reservation displays in the Meeting Confirmation form.

Attendees Tab

The Attendees tab of the Reservation form allows users to select attendees from their
MRM Address Book or Outlook Address Book and send notification emails to attendees.
Microsoft Outlook 2000 and higher is supported.

The Reservation form contains an Attendees tab. From this tab, you can access the MRM
Address Book, the Outlook Address Book, the Lotus Notes Address Book, and Email
Invitations.
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MRM Address Book

The MRM Address Book is the address book feature that can be used in any situation.
Some organizations may choose to use the MRM Address Book if a MAPI compliant email
program other than Outlook or Lotus Notes is installed, or if no address book currently
exists. It is hosted by the MRM server, so this book can be accessed by any user even if
they do not have an email system installed on the workstation they are using.

Modify the MRM Address Book

The MRM Address Book can be modified at any time by users in a group which has the
Modify Value Lists permission enabled. It is recommended that the MRM Address Book is
edited from within a blank Reservation form.
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Try It!
Signed in as Charlie, modify the MRM Address Book:

1. Inthe Reservation form, select the Attendees tab and click the MRM Addr icon.
The MRM Address Book opens.
By default, the MRM Address Book displays entries whose first names begin with the

letter A. Use the letters across the top of the form to display entries beginning with
other letters of the alphabet.

(63 Rt esstiook - Wicrosolt Intex vt Explarer o ﬁl

y - Search [_Find

[_ciuse

2. To add a new contact to the address book, click the New Entry button. Then in the
Contact Information form that opens, enter the new contact’s details.

For this exercise, enter the following details:
¥ Name: Calvin Kestein
v Email: ckestein@contact.com
v Job Title: Manager

¥ Company: Contact Corp
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¥ Work Phone: 555-555-5525

Fﬂlﬂdle - Micrasoft lntermet Exploser sl a

Harm Calvin Kastein
Ernail ckestandicantact com
Jab Titde Manager
Campany Contact Corp

Wab Page
Work Address Profession
Frofile

Work Phone| £55-555.5525

Wik Fax

[ ] Cioss__| [__Baw andCiosa |

Save Calvin Kestein’s information and return to the MRM Address Book by clicking the
Save and Close button.

3. To edit an existing contact, click the Edit button next to the contact’s information.
For this exercise, click the Edit button beside the contact named Andy Donner.
His phone number has changed. Enter his new phone number as 555-555-4524.

Click the Save and Close button to save Andy Donner’s new information and return
to the MRM Address Book.

4. To delete an existing contact, click the Delete button next to the contact’s
information.

For this exercise, click the B tab to display contacts whose name starts with the letter
B. Then click the Delete button beside the contact named Beverly Jacobs.

A confirmation prompt displays the name of the contact you are deleting. When you
are ready to delete the contact, click OK.

5. Click the Close button to exit the MRM Address Book.
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Add Attendees to a Reservation

Attendees can be added to a reservation from either the Outlook Address Book, Lotus
Notes Address Book, or MRM Address Book. Users can also add attendees to a reservation
by simply typing the attendee’s contact information into the Attendee tab.

Try It!

Because different organizations use different email clients, this course covers use of the
MRM Address Book. Signed in as Charlie, create a reservation for next Thursday from
2:00PM to 3:00PM in the North Room and add attendees:

1. Inthe Reservation form on the Attendees tab, click the MRM Addr icon.
The MRM Address Book form displays.

By default, the MRM Address Book displays entries whose first names begin with the
letter A. Use the letters across the top of the form to display entries beginning with
other letters of the alphabet.

2. Click on the letter D to reveal the contacts whose first name begins with the letter D.
3. Click on Diana Jordan’s name to add her to the attendees list.

4. Click the Close button in the MRM Address Book to return to the Reservation form.
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5. Inthe Reservation form, add an additional attendee by typing her contact information
into the attendees list.

For this exercise, enter Kathleen Laurentien, whose email address is
klaurentien@contact.com and phone number is 555-645-8827.
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6. Click the Save and Close button to save your new reservation and return to the
reservation grid.

In the day view of the reservation grid, click on next Thursdays’ date to see the
reservation you just created.

Requirements Tabs on the Reservation form

Depending upon the amount of form design that Kate has done on the Reservation form,
Charlie has various tabs in which to enter requirements for his meetings.

Try It!
Signed in as Charlie, create a reservation with details on the Setup and Equipment tabs:
1. Using what you've learned, open the Reservation form and enter the information so

that the meeting is called Client Meeting and is held from 10:00AM to 11:00 AM
next Thursday in Emerson Hall.
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2.
3.
4.

5.

Click the Setup tab. Then check the box beside the Conference seating setup.
Click the Equipment tab. Then check the box beside the flip chart.

Click the Save and Close button to save your new reservation and return to the
reservation grid.

Meeting Room Manager prompts to say that requirements have been selected and
asks you to send the Notification Email. Either click OK to notify departments or Cancel
to not send the email.

Microsoft Internet Explorer

\‘?/ Requirements have been selected, Do you wish to email the appropriate departments?

[ Ok H Cancel ]

There are two scenarios in which you may not see this message:
+ If emails are all sent from the server.
+ If your MRM Administrator has turned off this email.

For this exercise, click OK.

The workstation’s default email program opens the Notification Email. It can be
modified as necessary, and then sent to the intended recipient.

Notice that there is no email address in the To line. This is because the default
recipient has not yet been set by the MRM Administrator like Kate.

In Meeting Room Manager, you are returned to the reservation grid. In the day view,
click on next Thursdays’ date to see the reservation you just created.

Invoice Tab

The invoice tab allows organizations to keep track of billings for meetings based on the
cost of selected requirements. It is auto-populated with selected requirements and their
quantities. Only items that you selected which your MRM Administrator has set as
requirements are added to the Invoice tab.
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By default, the invoice tab is a locked tab, which means that unless you have Modify
Locked Tabs permissions, you cannot modify data on the tab. If you need to update an
item’s quantity, do so on the tab where you selected the item. Items with checkboxes can
only have a quantity of one unless an administrator modifies the quantity for you on the
Invoice tab.

Try It!
Signed in as Charlie, create a meeting with requirements and check the invoice tab:

1. Using what you've learned, open the Reservation form and enter the information so
that the meeting is called Client Meeting and is held from 12:00PM to 1:00PM next
Thursday in Emerson Hall with a speaker phone selected.

2. Click on the Invoice tab. The white board which you selected is listed in the Invoice tab
at the dollar amount that was set by the MRM Administrator like Kate.

Notice that this tab is locked and cannot be modified. This is because you are logged
in as Charlie who does not have permission to modify locked tabs. If anything on the
invoice tab must be modified, any administrator such as Luke the local administrator
can make the modifications.

q4 August 2006 (] i J
S MTWTFS Reservation Details
12 3 45
7 8 9 0N o2 <
12 4 15 1% 17 18 13 Start: | 8/17/2006 (& 12:00:00 PM & ] vent op ne O

I - - - T
T ® B 0N

Ered: [BA7/2006 |8 [1:00:00 PH (8

Resources:
Clar centre (Floo

S Today: 122472007

O north Roam
@ available Locations Bl 50t Rocen'§
= "
“us
ssatile =
Floor 7 A e T Ienre oty Esch Frce
Floor 8 B Speaker Phorie 1 $5.00 $5.00
Floor §

Ship To:

Notes:

Toral §5.00
@) et Current Location
&) Fitters : N _
-E*.— Colar tagend - Assign Calor o | S and Ciose | [ Cancel -

43

Q(E Meeting Room Manager



Chapter 2 | Creating Reservations

Click the Save and Close button to save your new reservation and return to the
reservation grid.

Meeting Room Manager prompts you to send the Notification Email.
For this exercise, click OK.

The workstation’s default email program opens the Notification Email. It can be
modified as necessary, and then sent to the intended recipient.

In Meeting Room Manager, you are returned to the reservation grid.

Request Services

When the Services Management module has been purchased and set up by the MRM
administrator, users with the rights to reserve service items, like Charlie, can request
services for their meetings.

Try It!

Signed in as Charlie, schedule a lunch meeting with a customer:

1.

Using what you've learned, open the Reservation form and enter the information so
that the meeting is called Breakfast Meeting, held from 8:00AM to 9:30AM next
Friday in the South Room.

2. Click the Catering tab.
3. Click on the Breakfast Baked Goods category in the menu, then the Muffins

44

subcategory.

Hover your mouse over the item Blueberry to reveal its details and price. Click on it to
add it to your menu.

The Catering tab refreshes to display the item in the catering order on the right.

The default quantity is one. Highlight the number, and enter the number 4. Then click
the Refresh Grid button to refresh your order’s total cost.



MRM 7 | User Training

6. Using what you've just learned, add some more items of your choice to the order.
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7. Click the Save and Close button to save the reservation and its catering order.

8. You are returned to the reservation grid. Invisible to users, Meeting Room Manager
sends the Order Notification email to the local service administrator like Juliette.

Q’E Meeting Room Manager
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On Your Own!

It's time to practice what you've learned. Create two meetings for next Thursday or Friday
which are located in the Emerson Hall and include service orders. Name one Client
Meeting and the other Sales Meeting.
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Meeting Conflict Resolution

If the reservation you are trying to save conflicts with an existing reservation, you receive
a conflict message to indicate that your reservation cannot be saved. This conflict
message is different for single occurrence reservations and recurring reservations.

Single Reservations

If you are trying to schedule a single reservation and you encounter a conflict, Meeting
Room Manager will prompt you with a message that reads similarly to this one:

“Cannot Save. This meeting overlaps with meeting:
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Executive Meeting 12/5/2005 9:00:00 AM ~ 12/5/2005 10:00:00 AM”

Three options become available:

Override. Click this button to create a priority reservation and bump the conflicting
reservation to the wait list. This option is only available to users with priority rights if
the conflicting reservation was created by a user without priority rights.

Wait List Request. Click this button to create a wait list entry. All of the details you
have entered in the Reservation form are held in the wait list. If the space becomes
available, your wait list entry is automatically moved to fill the reservation space you
desire.

Cancel. Click this button to cancel the saving process and return to the Reservation
form. From there you can make the appropriate changes to avoid the conflict. You
may wish to change the resource, time, or date of your meeting. The Find Available
Resource icon can be used to find an available room if the date and time of your
meeting must remain the same.

& Waitl itPreanpt - Mictosoft Internet Explorer =] Eﬁﬁl

This meeting overlaps with

Tithe Resource Actual Stant Actasl End
Chent Lunch Meeting  Moeth Boom S/18/2005 12:0000 PN 8/18/2006 1.00:00 PM

Select the action you wish to take

Ovemide | [[Wan List Rrequest | [ Cancel
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Recurring Reservations

If you are trying to schedule a recurring reservation and you encounter one or more
conflicts, Meeting Room Manager will prompt you with a report of exactly which
recurrences conflict with existing meetings. The message reads similarly to this one:

“Conflicts Found.

The following meetings are conflicting with occurrences of the recurring meeting you are
attempting to create:

Resource Meeting Title Start Time End Time
Executive Boardroom Executive Meeting 12/5/2005 9:00:00 AM~12/5/2005 9:30:00 AM
Pacific Room Client Meeting ~ 12/5/2005 9:00:00 AM~12/5/2005 9:30:00 AM

Do you wish to skip the occurrences that are conflicting?”

You can now make note of the conflicting reservations and click the Skip button to skip
the occurrences that conflict with the listed meetings or click the Cancel button to return
to the Reservation form and make the appropriate changes.

2" Skap Conflict - Mictosoft Internat Exploter ._gﬁl
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The following are some recommendations as to which scenarios work best for each of
these two options:

Skip
+ If you wish to keep the reservation at the same time and date but wish to change the
room in which the meeting is held. Ensure that you take note of the conflicting

occurrences, skip them, and then create new meetings for these times in an available
room.

+ If you do not wish to hold the meetings at all if they conflict with another meeting.
Cancel

+ If you wish to change the time of all recurrences in order to avoid the conflicts.

«+ If you wish to change the dates of some recurrences in order to avoid conflicts.

« If you wish to change the selected resource in order to avoid conflicts.

Try It!

Signed in as Charlie, schedule a meeting for the same room, time, and date as another
meeting you created:

1. Click the Reserve icon.

Set the start time to 12:00PM next Thursday and the end time to 1:00PM.

Select Emerson Hall.

In the meeting title field, enter New Meeting.

A W N

Click the Save and Close button.
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6.

7.

50

Because this meeting conflicts with the Client Meeting you scheduled in the Invoice
Tab section of this chapter, you receive the single reservation conflict message. It
should read similarly to the following:

“Cannot Save. This meeting overlaps with meeting:

Client Meeting 3/16/2006 12:00:00 PM ~ 3/16/2006 1:00:00 PM”

1 Watl isiPrempt - Microsoft Internet Explarer ._Elﬁl

This meeting overlaps with

Tithe Resource Actizal Stary Actual End
Sales Meetmg  Emersen Hall  B/18/2006 1220000 PM BNB2006 1:00.00 FM

Select the action you wish to take

Wan List Request | [ Cancel |

You are given the option to create a wait list entry or to cancel and return to the
reservation form. Notice that because you are signed in as Charlie who does not have
priority rights, he is not given the option to override the meeting.

Click the Cancel button.

You are returned to the Reservation form. Change the time for the reservation to
11:00AM to 12:00PM.

Click the Save and Close button.

Because there is no longer a conflict, the reservation saves and closes and is now
visible in the reservation grid.
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Unit Summary
In this unit you have learned:
+ How to create reservations
+ How recurring reservations work
+ How to find available resources
« How multiple resource reservations work
+ How to utilize the Attendees tab
+ How to select requirements for your meeting
+ How to utilize the Invoice tab
» How to request services

Now you are ready to learn more detail about reservations!
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UNIT 3 More About Reservations

Edit a Reservation in Meeting Room Manager

Reservations can be edited at any time.

It is very important to note that when a reservation with multiple resources is saved,
separate reservations are created for each of the selected rooms.

Try It!
Signed in as Charlie, open an existing reservation to change some of its details:

1. Click on the title of the reservation in the grid or in the meeting search form.

For this exercise, open the Client Meeting held next Thursday in the Art Center from
12:00 PM to 12:30 PM by clicking on its title in the day view of the reservation grid.

2. If prompted, select which option you wish to perform:
« Open Single Reservation
This opens the single instance that you have clicked on. If this reservation belongs
to a series or a multiple resource reservation, only the selected instance is opened.
» Open Series

This opens all instances of this recurring reservation. If the reservation is also a
multiple resource reservation, only the recurrences that apply to the selected
instance’s resource are opened.

Open Multiple Resource

This opens the selected instance for all resources involved in the multiple resource
reservation. If the reservation is also a recurring reservation, only the selected
instance is opened for the multiple resources involved.

@ Meeting Room Manager >
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« Open Multiple Resource and Series
This opens all instances for all resources involved in this reservation.
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For this exercise, you do not receive a prompt because this is a single reservation.

3. Inthe Reservation form, make changes as required.
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Any changes can be made to the reservation at this time including requirements, date,
time, room, etc.

For this exercise, click the Setup tab and check the Conference box.
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4. Inamultiple resource reservation, the Update One and Update All buttons are
available. Select the options which matches what you wish to do:
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« Update One

Click this button to make all reservation details that are contained on this tab the
same for all resources involved in this booking, matching the currently selected tab.

« Update All

Click this button to make all reservation details on all tabs the same, matching the
currently selected resource.

For this reservation, neither of these two buttons are visible because this is a single
reservation that only involves one resource.

5. Once you are satisfied with the changes you have made, click the Save and Close
button to save the reservation and return to the reservation grid.

Q_S Meeting Room Manager
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Delete a Reservation in MRM | charlie

Depending upon your database’s options settings and the details you have added or
edited, you may be prompted to send a notification email to attendees or the head of
arequirements department.

It is recommended that you click Yes when prompted, and send the email to the
address that Meeting Room Manager automatically enters for you.

If emails are sent from the server, your email client will not open and allow you to
customize the notification.

If you add another resource to a reservation with a service order, you are
prompted to copy the service order(s) or cancel. If you cancel, the service order(s) are
not copied.

Any reservation can be deleted. This includes individual reservations, recurring series, a
single instance in a series, multiple resource reservations, a single resource’s reservation
which was part of a multiple resource reservation, or even a single resource’s instance of a
multiple resource recurring series. All reservations that can be scheduled can be deleted.

Deletion of a reservation is permanent.

To delete a reservation:

1.
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Click on the reservation you wish to delete either from the grid or the results of a
reservation search.

For this exercise, find the second occurrence of the recurring reservation you created
in the North Room. The series starts next Friday from 10:00 AM to 11:00 AM. Click
on its title in the month view of the reservation grid.

If the reservation you wish to delete is part of a recurring series or a multiple resource
reservation, select the appropriate option from the list when prompted:
« Open Single Reservation

This opens the single instance that you have clicked on. If this reservation belongs
to a series or a multiple resource reservation, only the selected instance is opened.
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« Open Series

This opens all instances of this recurring reservation. If the reservation is also a
multiple resource reservation, only the recurrences that apply to the selected
instance’s resource are opened.

Open Multiple Resource

This opens the selected instance for all resources involved in the multiple resource
reservation. If the reservation is also a recurring reservation, only the selected
instance is opened for the multiple resources involved.

Open Multiple Resource and Series
This opens all instances for all resources involved in this reservation.
For this exercise, select Open Single Reservation,

3. When the Reservation form opens, click the Delete button.
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4. |If the reservation you wish to delete is part of a recurring series or a multiple-resource
reservation, select the appropriate option from the list again when prompted:

Q!j Meeting Room Manager >
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Delete Reservation (same as Single Reservation)

This applies to the single instance that you have open at the moment. It applies to
this instance of the recurrences if there are any, and this resource only, even if the
reservation is for multiple resources.

Delete Series

This applies to all instances this recurring reservation. If the reservation is a multiple
resource recurring reservation, it does not apply to instances of this recurring
reservation which belong to another resource.

Delete All (related reservations)

This applies to all instances of this recurring multiple resource reservation. It applies
to all recurrences that belong to all resources for this reservation.

For this exercise, select Delete Reservation.
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5. Click OK to confirm deletion of the reservation(s).

You are returned to the reservation grid which displays an empty time slot where the
reservation you just deleted used to reside.
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6. Depending upon your database’s options settings and the details that were included
in the reservation you deleted, you may be prompted to send a notification email to
attendees or the head of a requirements department.

It is recommended that you click Yes when prompted, and send the email to the
address that Meeting Room Manager automatically enters for you.

If emails are sent from the server, your email client will not open and allow you to
customize the notification.

Priority Reservations

In some organizations there are staff members who may choose the resources they’d like
even if they have already been booked by another employee. In Meeting Room Manager,
these staff members are referred to as priority users.

Priority users belong to security groups whose Priority Rights permissions are enabled.
These permissions are set by location, so if you have priority rights to the boardrooms in
your department, that doesn't mean that you'll have priority rights to other boardrooms
in your office. You only have priority rights to the locations that your MRM administrator
selected for you. If you require priority rights for more locations than you were originally
granted, contact your MRM administrator.

For example, when a manager from New York visits the Boston office, because he has
been granted priority rights for both locations, he can override regular reservations for his
visit. However, if he does not have priority rights for Chicago and requires the use of
rooms during his visit there, he is not able to override regular reservations. Instead he
must add his reservation to the wait list if the resource he wishes to use is already booked.

While priority users can override reservations created by users without priority rights, one
priority user cannot override another priority user’s reservation.

The priority rights feature set can be turned on and off by the MRM administrator. When it
is turned off, no reservation can be overridden by a priority user.

Terms

The following terms are used to describe the priority rights reservation workflow:

Priority Reservations. Priority reservations are reservations scheduled by a user who has
priority rights for the corresponding location. Priority reservations can bump regular
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reservations even if they are already confirmed by an administrator. Priority reservations
themselves cannot be bumped, even by users who also have priority rights.

Regular Reservations. Regular reservations are reservations that are scheduled by a user
who does not have the priority rights enabled for the corresponding location. They can be
bumped by any user who has priority rights to the corresponding location. When
bumped they are placed in first priority on the wait list. As soon as the reservation which
bumped them is cancelled, the regular reservation is pushed back to its original booking
space.
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Priority Rights Reservation Workflow Diagram
The following diagram shows the priority rights reservation workflow:

Priority Rights Workflow for Conflicting Reservations
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The reservations shown in the diagram were scheduled in the order they are numbered.
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When Res 3 is scheduled, it bumps Res 1 to the wait list because Res 3 is a priority booking
while Res 1 is a regular booking. When Res 1 is bumped to the wait list it keeps its
standing as next in line. Meeting Room Manager will automatically push Res 1 into its
preferred booking space if Res 3 cancels. If Res 1 also cancels, then Res 2 is automatically
pushed to its preferred booking space because it is next in line after Res 1.

Any time a reservation’s wait list status changes, an email is automatically sent to
reservation’s owner.

Create a Priority Reservation

Every reservation scheduled at a location you have priority rights to is a priority
reservation.

With priority rights to the location you are scheduling resources in, there are two ways to
create a reservation that overrides, or bumps, a regular reservation to the wait list. When
you try to save a reservation that conflicts with one or more regular reservations, a
prompt indicates the conflict(s) and gives you the option to override the conflicting
regular reservation(s).

Alternatively, you can hover over an existing regular reservation in the Day view of the
reservation grid and select the Override option. The reservation form then opens for you
to enter your reservation’s details. In this case you will also receive a prompt when you
save that indicates the conflict(s) and gives you the option to override the conflicting
regular reservation(s).
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Create a Wait List Entry

Wait list entries can be created two ways. When a user without priority rights tries to save
a reservation that conflicts with one or more reservations, a prompt indicates the
conflict(s) and provides the option to save the reservation as a wait list request.

Alternatively, if a user sees an existing reservation on the Day view in a space he would
like, he can hover over the reservation and select the Wait List Entry button.
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Before users can create wait list entries, the wait list feature set must be enabled in
project options.

Individual Reservation Reassignment

In most organizations, staff like Charlie who simply schedule their own reservations
usually do not have permissions assigned to them which would allow them to change
another staff member’s reservation.

So what happens then, when you create a reservation only to find out the day before it's
held that you can no longer host the meeting? Your colleague Chris steps in to host the
meeting for you, but do these permissions mean that he cannot make adjustments to the
meeting’s requirements? Yes they do, but you can use the reassign reservation feature to
change the ownership of this meeting from you to Chris. Now he can have full
permissions to the meeting as though he created it himself. Let’s learn how to do this.

Keep in mind that once you have passed the ownership to the other user, you no
longer have control of the reservation unless the other user passes ownership back to
you.
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Try It!

The Maintenance Planning meeting you created for next Thursday from 9:00 AM to 10:00
AM needs to have equipment requirements added to it. Olivia, the meeting’s host, knows
exactly what those requirements are. Signed in as Charlie, reassign this reservation to
Olivia so that she can add the requirements to the reservation:

1.
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In the day view of the reservation grid, hold your mouse over the title of the
reservation you wish to reassign to another user.

For this exercise, hold your mouse over the Maintenance Planning meeting you
created for next Thursday from 9:00 AM to 10:00 AM.

From the menu that displays, select Reassign Reservation.
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The Reservation Reassignment form that opens and indicates the meeting title, the
current owner, and the start and end dates and times of the meeting.

This detail is provided to allow you to confirm that the reservation you are reassigning
is the one you mean to reassign.

From the Reassign to field, select the username to whom you wish to transfer
ownership to.

For this exercise, select Olivia.
Click the OK button to save the ownership change.

You are returned to the reservation grid where you are no longer able to open the
reservation because it is now assigned to Olivia.
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Email Reminders

As you create and host meetings that are scheduled in Meeting Room Manager, you may
begin to notice email reminders being sent to you. These are in addition to the
notification emails that are sent when a reservation is created or the details of a
reservation are changed. Your MRM administrator, like Kate, chooses the interval that
reminders are to be sent and decides who will receive them.

For example, she may choose to send out an early morning email reminder to each user
which provides the list of that user’s meetings for the day. Or perhaps she wants the
receptionist to receive a reminder each morning that details the day’s meetings
scheduled for her location. She could also arrange to remind each host an hour before his
scheduled meeting. The possibilities are nearly endless.
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Unit Summary

In this unit you have learned:

How to edit reservations

How to delete reservations

How to use priority rights to override reservations
How to create a wait list entry

How to reassign your reservations to another person
What email reminders you may receive

Now you are ready to learn how MRM integrates with Outlook!
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The MRM Plug-In for Microsoft Outlook

The Meeting Room Manager Enterprise Edition comes with a plug-in that enables you to
schedule the resources and services that are managed by MRM directly in Outlook®.

Creating reservations through Outlook® combines the strengths of Meeting Room
Manager and Microsoft® Outlook®:

+ Meeting Room Manager provides location and resource information, service item
catalogues, and the ability to check room availability and enforce inventory
checking and security.

+ Microsoft® Outlook® provides the ability to create and send Outlook® Invitations and
examine attendee availability for those who share an Exchange server.

Before you can create, modify, and delete MRM reservations through Microsoft® Outlook®,
the MRM Plug-In for Microsoft® Outlook® (the MRM plug-in) must be installed and
configured. Talk to your network administrator or MRM administrator for details.

The MRM plug-in adds the MRM Reservation form to Outlook®. This form contains the
standard Outlook® Appointment and Scheduling tabs along with a new tab called
Meeting Room Manager. It is on the Meeting Room Manager tab that resources and
services that are managed by MRM can be scheduled in Outlook®.

If you wish to create an appointment that does not reserve resources and services
managed by MRM, the MRM Reservation form will work exactly as the standard Outlook®
Appointment form.

Only the MRM reservations you have created using Microsoft® Outlook® can be edited and
deleted using Outlook®.
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Create a Reservation Using Outlook

Creating a reservation for an MRM resource in Outlook is just as simple as creating an
Outlook invitation. Create an Outlook invitation as you normally would, then select the
Meeting Room Manager tab and choose the resources you wish to book.
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Once you have chosen the resources you wish to book, you can also place service orders
directly from the MRM Reservation form in Outlook.

Meeting Room Manager security constraints are applied to reservations created in
Outlook. If you do not have permission to schedule resources in a specific location in
Meeting Room Manager, the resources at that location are not available to be selected in
Outlook.
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Edit a Reservation Using Outlook

Reservations which were created in Microsoft Outlook should be edited in Outlook in
order for each attendee’s schedule to be updated.

Edit any reservation as necessary. Once the changes are saved, Meeting Room Manager
automatically updates the database. If the update presents a conflict with existing
reservations in the MRM database, you are notified and given the opportunity to resolve
the conflict before attendees are notified of your desired changes.

Delete a Reservation Using Outlook

If you wish to delete a reservation that you created using Microsoft Outlook, you should
delete it in Outlook in order for each attendee’s schedule to be updated.
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Recurring Meetings Using Outlook

Recurrences can be scheduled using Outlook. However, being that Meeting Room
Manager does not allow for reservations which recur with no end date, this option cannot
be used. All other options can be used.
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Unit Summary
In this unit you have learned:
« How you can use Microsoft Outlook to schedule reservations in MRM

Now you are ready to find data!
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Finding Data

Search for Reservations

The Reservations Search form is designed to allow users to quickly and easily find a
specific reservation or set of recurring reservations based on specific criterion. As you
learned earlier, fields on this form can be designed using the form designer.

Signed in as Charlie, perform a search for a reservation or a set of recurring reservations:

1. Click the Meetings icon.
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In the Reservation Search form that opens, enter your criterion into each respective
search field.

« Wildcards such as *" and ‘?' can be used on their own in the search fields.

’

+ In Date fields, you can search for values after or before a certain date by placing ‘<
or ">’ before the date (i.e.: '>DD/MM/YY").

+ The pop-up calendar can also be used for date fields by clicking on the calendar
icon to the right of the field.

- In Number fields, you can search for values greater than or less than a certain
number by placing ‘<’ or ‘>’ before the number (i.e.: '>4').

« To find meetings within a date range, use the greater than, less than, and equal to
symbols in the meeting start and meeting end fields. Otherwise you perform a
search for meetings starting and ending on the exact dates you've entered.

+ You can click on a pull-down menu to the right of a field to select from default
values.

For this exercise, in the Start Date field, enter the greater than symbol > the equals
sign and then next Monday's date. (Eg. >=10/22/2005) Then in the End Date field,
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enter the less than symbol ‘< the equals sign and then next Friday’s date. This search
finds all reservations from Monday to Friday next week.
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3. Click Find to list all matching reservations.

Search for Resources

The Find Resources Search form is designed to allow users to quickly and easily find a
particular room or group of rooms based on specific criterion. As you learned earlier, fields
on this form can be designed using the form designer.

Signed in as Kate, perform a search for a resource:

1. Click the Resources icon.

2. Inthe Find Resources Search form that opens, enter your criterion into each respective
search field.
- Wildcards such as ‘* and ‘?' can be used on their own in the search fields.
+ In Number fields, you can search for values greater than or less than a certain
number by placing ‘<’ or ‘>’ before the number (i.e.: '>4').
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+ You can click on a pull-down menu to the right of a field to select from default
values.

For this exercise, in the location field, select US/Seattle.

Cpeetogroom & & &) U

Rasarve Meatings Rescurces Logaft ")
4 August 2006 (]
S M T WTFS Find Resources
123 45
£ 7 8 8 101 12 .
13MO15 %6 1718 = Find
WN B P M mR Location; Flaor 9 ¥ Talgwssion [ —
7w B DM ; e = St
e o0 )
O Today: 142672007 Cost Center: Guerhead Projector [ oy
asting Start
Contact Persan - Projection Screan [ =
@ Available Locations S Prps :
- o gurly Rate! lax, Capacity: Supparts Catering Orders [ Mesting End
i =
spattle
Floor 7 BEE |Foomtan | Resourca tiame | Location Cost Centien] Cantact Parsar] Hourly Rate:| Max, Capacty| Te
Eloor 8
Floor 8 ast Centre Floor 9 Julie Cobes 125 20 True
North Room Floor Julie Colns 1% 120 Trus
South Room Floar 9 Julie Coles 100 5 True
@ et Current Location
@ Fitters Emerson Hall  Floar § Julle Colins 1% 8 Fatse
& Color Logend
L3 k2

3. Click Find to list all matching rooms and resources.

Filters

Filters allow users to view only the specific information they want to see in the reservation
grid. Users without the adding, editing, and deleting filters permission can apply existing
filters or create their own temporary filter called a custom filter.
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Apply a Location Filter

When you select a location from the Available Locations Hierarchy, only the resources
assigned to the selected location are displayed in the grid. By default, each user views all
locations. This filter does not affect your My Location or time zone settings.
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Apply a Resource or Reservation Filter

Filters allow users to view only the specific information they want to see in the reservation
grid. Existing filters can be applied or a temporary filter called a custom filter can be
applied.

Signed in as Charlie, apply an existing filter:
1. Select Filters on the left side of the main screen.

2. Access the appropriate filter dropdown by clicking its maximize arrow. Choose from
the Resource Filter list or the Reservation Filter list.
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3. Select the predefined filter you wish to apply.
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4. Only the resources or reservations that match the selected filter’s criterion display in

the reservation grid.

Apply a Custom Filter

The Custom filter allows users to perform a customized search for resources or
reservations and then temporarily apply the results of the search to the reservation grid.
Only the matching resources or reservations are displayed.

The intent of this filter is to limit the vast number of filters that could accumulate if all
users could save their specific filters, and to allow those users without Manage Filters
permissions to see their own customized view of the reservation grid.

Sign in as Charlie and apply a custom filter:

1. Select Filters on the left side of the main screen.
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2,

From the Resource Filters or Reservation Filters pull-down menu, whichever best
applies to the custom filter you are creating, select Custom Filter.

For this exercise, select Custom Filter under the Resource Filter.
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In the Search form that opens, enter your filter’s criterion into the available fields, then

click the Find button.
- Wildcards such as *" and ‘?' can be used on their own in the search fields.

- In Date fields, you can search for values after or before a certain date by placing ‘<’

or '>" before the date (i.e.: '>DD/MM/YY').

+ The pop-up calendar can also be used for date fields by clicking on the calendar

icon to the right of the field.

+ In Number fields, you can search for values greater than or less than a certain
number by placing ‘<’ or ’>" before the number (i.e.: '>4").

+ You can click on a pull-down menu to the right of a field to select from default
values.

For this exercise, select Julie Colins in the Contact Person field.

QS Meeting Room Manager

79



Chapter 5 | Finding Data

4. Click the Find button.
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5. When you are satisfied with the results, click the Apply Filter button.

The grid refreshes, now displaying only the data that qualifies based on the custom
filter you just created.

The custom filter will remain intact until you select another filter or log out.
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Unit Summary
In this unit, you have learned:
+ How to search for reservations
+ How to search for resources
+ How filters function and how to work with them

Congratulations! Your training session is complete. You are prepared
to schedule reservations in your own Meeting Room Manager
database.

Q(E Meeting Room Manager
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