Bookings ver. 3.1

How to Use Room Bookings
Room Bookings is a program which allows users to book Rooms, Items or even
Minibuses.
When you first run the program you will see this screen, it will say Please wait . . . loading
data, the program is loading the current timetable and Data
This may take a few seconds.

B Bookings - g n
File Commands Help
 Menu ] o My Bookings for Today Booking Status Ref
You have No bookings for today Date 07/04/2014
m Lession\Period 2 Changed Type &
1o 22 T 2 3 4 5 6 Detads Smar/It Mr C Eliot
Ext 3 4 56 7 8 9 @8 91011213
10 11 12 13 14 15 16 14 15 16 17 18 19 20 @
E ;Z ‘g 1)2 “'; ; “g :93 ; :; 33 % 5 %2 Created Date
AddaBooking 31 o i UD.E:S;?::
a Today: 07/04/2014 Lot Utelstad ; Updated By
S s [0 s6a0pe) | W 57(300c) | & S10(31pc) | My LbrasyRoom(120c) | 4l Litie Room (Library) | 18 Training Room DisplayWok 7 MainHall | @ StAngela | #) StBenedct | @) StGabiels (1pc) | @ Vistor Car Park
elete Your Own
s «I* The Chapel
% Week
showBeckng: Current Tab: S6 (30pc)
07/0472014 Monday Ins/ouzou Tuesday  |09/04/2014 Wednesday [10/04/2014 Thursday [ 11/04/2014 Friday 12/04/2014 Saturday | 1370472014 Sunday
a Before School
YourBookings  08:00 - 08:40
Lesson 1 Bmar /it 11b/0 Bvic/It 9qor/It 10c/itt
= 08:40 - 09:30 |Mr C Elliott M1 C Elliott Mr C Elliott M1 C Elliott M1 C Elliott
Birt Curent Lesson 2 IBeli/it 11b/1t1 116711 9sch/it 10¢/1t1
Week 09:30 - 10:20 |Mr C Elliott M C Elliott Mr C Elliott M1 C Eliott M C Elliott
Assembly {9bak/Ra 9bak/Ra 9bak/Ra 9bak/Ra Sbak/Ra
ik 10:20 - 11:00 |Ms C Elfiott M C Elliott Mr C Elliott M C Elliott M C Elliott
Lesson 3 [ale/It Zeth/1t
Stailics 1100 11:50 |Mr € Elliott M C Elliott
“ Lesson 4
11:50 - 12:40
Room Informaton | essan 5 8ian/It Zemm/It
12:40 - 13:30 M1 C Elliott M C Elliott
Lesson 6 10a/111 8clo/It 10a/11 Tbealit Zann/It
13:30 - 14:20 Mr C Elliott M C Elliott Mr C Elliott M1 C Elliott M C Elliott
Lesson 7 10c/1t1 9bak/It 10a/1t1 Jcas/it Tmar/It
14:20 - 15:10 |Mr C Elfiott M C Elfiott M C Elliott M C Elliott M C Elliott
After School
15:10 - 16:10
Connected: steve-\EDSS |User: Cgreen (0) EditOff  [Totak0 07/04/2014 06:4%:26

Once the screen has loaded the bookings you can then click the tabs to select which room you
want then click a date to find a day of the bookings.

The yellow box shows you the current booking, and the light blue column shows you the
current day.

Adding a Booking:

To add a booking select the room you require and the date, then
click the “Add a Booking” button (or right click the cell, or from
the menu, Commands, or double click the cell), as you can see
there are a number of ways to book a booking.

Booking Room Information

If you see this screen (on the right) then there is a booking already
for this room, this date and time and this screen will give you

some information about the Booking R ma——

If there is a booking already in this slot then select another room or day.
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Booking for a Room

If you see this screen then enter a comment and
click the “Save” button, your booking will be
saved and will show on the grid.

Select the Booking details then click the Save button =
To change the Staff Name click Staff Name =8

Date Booked 07/04/2014 Staff Name Mrs C Warnock

Room 56 (30pc) Comment |

Lesson\Time Lesson5;12:40-13:30 Send Email

o

[x,i‘) Room Information ]

If you are doing this for someone else then click the word “Staff Name” or the users name (any
text which is underlined)

A screen will appear allowing you to select another member of staff, find the member of staff,
click there name then click the “Select” button to select

Select Staff Names

- Select a member of Staff €
this member of staff St ot b i sl thon cick et 8
User Name Full Name Code ~
D Acascioli Mrs A Casciol CAS
. 13 29 s . Afemando MiAFemando  FER
Then click the “Save” button to save you’re booking. Aghe MeAcums b
Ahadfield MisAHadield — HAD
Alatif Mr & Latif L1
Amedonald MsAMcDonald  MCD
Arillar Mrs & Millar MIX
Aobrien MissAOBrien  ADB
Athurston MrAThuston  THU
Approved or Not Aturpie Mr & Turpie TUR
Staff Bdurant Mrs B Durrant DUR
Enpicyment Tie Bfapetu M1 B Fapetu F&P
Bkuncewicz Miss B Kuncewicz  KUN
Bpeter M1 B Peter PET
Bpruce Mrs B Pruce PRU
Bwoinowska Ms B Wojnowska WU
Chourke Ms C Bourke BOU
Ceahalane Ms C Cahalane CAH
Cdevine MissCDevine  DEV
Cdilon M C Dillon DIL
Celiott M C Elliott ELL
Clereira Mis C Ferreira CFE N
Seach for User Name "
T

Connected: steve-It\EDS |User: Administrator 07/04/2014 07:02:29

The Information screen will give you some information about the room, how many
remiriomaion IMACNINES (if @any) are in the room, the speed of the machines, any Resources e.g.
Projectors, Interactive Wipe board, Printers, etc. you can see this information by pressing the
“Room Information” button .

Booking Room Information

Information about this room
This screen will show you all the information about this Room

Booking Room Information

g Information about this room
This screen will show you all the information about this Room ‘

Room Information

Name of Room
Common Make of Pc
Total of Pcs in Room

Average Speed [Mhz

Resources

Resource 1

Resource 2

Resource 3

Resource 4

Resource 5§

Booking Details
Date of Booking
Room

Lesson & Time

Comment

Connected: steve-It\EDSS

20f5

SE (30pc) Location
Lenovo
30
Picture of Room
Smartboard Printer 1
Projector Printer 2
Printer 3
Printer 4
Printer §

This Lesson is From the Sims Database
Created Date
Created By
Updated Date
Updated By

User: Cgreen

Room: S6 (30pc)

Room Information

Name of Room
Common Make of Pc
Total of Pcs in Room

Average Speed [Mhz

Resources

Kyocera FS-C5100DN Colour

Resource 1

Resource 2

Resource 3

Resource 4

Resource §

Booking Details
Date of Booking
Room

Lesson \ Time

Comment

07/04/2014 06:55:25
Connected: steve-I\EDSS

Steve Riley

SE (30pc)
Lenovo

30

Smartboard

Projector

07/04/2014
SE (30pc)
Lesson 4 ;11:50-12:40

Test

User: Cwarnock

Location

Picture of Room

Printer 1
Printer 2

Printer 3

Printer 4

Printer 5

Created Date
Created By
Updated Date
Updated By

"~ Room: 56 (300c)

Kyocera FS-C5100DN Colour

07/04/2014 06:57:38

Cwamock

18/10/2016

i 07/04/2014 06:57:45
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You’re Bookings:
B Bookings - o IEH

File Commands Help

e e = G [7 A 2014 <] Tolk3

Recoidid  Date booked Lession \ Time Room Comment User Name Created date Ciested by Updated date Updstedby  Entiy Type ~
Ext > 31202 10/04/2014  Lesson7:1420-1510 57(30pc) Igese Controlled Assessment MsJ Healey 12/03/2014 134348 Jhesiey M

31203 10/04/2014  After School 11510 16:10 57 (30pc) Igcse Contioled Assessment  MsJ Healey 12/03/2014 134401 Jhealey M
= 31204 11/04/2014  After School . 1510 16:10 57 (30pc) Igcse Contioled Assessment  MsJ Healey 12/03/2014 134415 Jheaiey M

Add a Booking

X

Delete Yous Own
Bookngs

&

Show Bockings
Your Bookings
Pt Current
Wesk

th

Statistics

P

Room Informaton

(Connected: steve-I\EDSS  [User: Jhealev (01 EditOff  [Total Bookinas 3 07/04/2014 07:07:28

If you wish to see all you’re booking’s from a given date then click the “Your Bookings”
button, this screen will then show all you’re booking’s form the date at the top of this screen, to
change the date just click the date and select a different date, you may also print out this list for
your reference.

Deleting a Booking:
You can only delete your Own Bookings, you can’t delete anyone else’s Booking, Only
Administrator or the owner of that Booking can delete them.

Print Bookings:

To print out a Room and its bookings for the selected week, select the room and the week then
click the “Print Current Week™ button

You can save the report as a Pdf or a Jpg or print to a printer.

hi\Room Bookings.qrp - 1 page

[@aglrels ooDD ES4HEG-8-3 Bos

St Ursulas Convent School
56 030pc) C 07042014
Report: 1.04
07/0472014 Monday 081042014 Toesday 09042014 Wednesday 10042014 Thurs cay 042014 Friday

Before School

08:00- 0840

Lesson 1 8marilt Mr C Elliott 110/It1 Mr C Elliott Buct Mr C Efictt gor'k Mr CElliott 10c/t1 Mir C Elfott
08:40-09.30

Lesson2  Belift Mr C Elliott 110/1t1 Mr C Elliott 11071t1 Mr C Elliott 9schit Mr C Elliott 10c/t1 Mr C Eliott

09:30- 1020

Assemaly  9bak/Rg Mr CEMiatt 9nak/RgMr CElliott 9bak/Rg Mr C Elliott 9bak/Rg Mr C Elliott akIRg r C Elliott

10:20- 11:00

Lesson3  alelit Mr C Elictt Tethit Mr C Elliott

11:.00- 1150

Lessond  TestMrs C Warmock

1150 - 1240

Lesson 5 Sign/kt Nr CEiott Temeit Mr C Elliott
12:40-1330

Lesson 6 10alt1 Mr C Ellictt 8clo’t Mr C Eliott 10alt1 Mr C Elliott Toealt Mr C Elliott 7ann/it Wr C Elliott

1330- 1420

Lesson 7 10ct1 Mr C Ellitt 9oak/t Mr C Elliott 10a/1t1 Mr C Elliott Scas/t Mr C Ellott mart Mr C Ellott
14:20-1510

After Schoal

15:10-16.10

Page Number: 1 Prepared byJhealey Printed 07/042014 07:09:13
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System Settings:
Settings can only be changed but the administrator of the system

Settings
Change Settings for the Booking Program L
Enter or Change the details then click Save to save the changes :ﬁ‘
Foom Names ]Setlingsl SpeciaIUsersI Not Availablel Disable Bookingsl
Room Title Positionl Selected l lcon Ils aHall I Email Alert IF!oom Scroll Scn Nur] Scroll Postion | A
» 1 0 0 0 0 S06 1
| 57 (30pc) 2 0 0 0 0 507 1 1
| S10(31pe) 3 I 0 a 0 510 1 1
| | Library Room (12pc] 4 0 20 0 0 Library Room 1 1
| |Little Room [Library) 5 0 20 0 0 Little Room 1 1
| Training Room 5 0 8 0 0 Training Room 2 1
| | Display Work 7 0 21 0 i} Display Work 2 3
| | tain Hall g 0 1 0 0 Main Hall 2 4
|| St Angela 9 0 17 0 0 St Angela 2 5
| | StBenedict 10 0 16 0 0 St Benedict 2 3
|| St Gabriels (1pc) 1 0 18 0 0 St Gabriels 2 7
|| Vistor Car Park 12 0 22 0 0 Vistor Car Park 2 g
| | The Chapel 13 0 23 0 1 The Chapel 2 9
( Refresh
:
[(_)) Help l [‘I Close l
Room Names:

This screen allows you to Add Rooms to the system and to match them up against the
Timetable from Sims.
You can change the icon deepening on the type of item you add

SR £=EECE P F OSSN eS|

Room Title: The Title in the Tab

Position: is the Position in the tab
Icon: is the number of the icon from the image above.
Is a Hall: is if this item is a hall

Email alert:  Used if you want to Email someone e.g. if the item is a bus, the Premises team
may need to get it ready.
Room: The Same as in the Exported Timetable

The settings below are for use with the Booking Viewer

Scroll Scn Number:  Which Page this tab to be on
Scroll Position: The Line this tab will be
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Settings:
Settings

Change Settings for the Booking Program ﬂ,
Enter or Change the details then click Save to save the changes 151

Room MNames Settings | Special Users ] Not Available ] Disable Bookings
Total Room Slots |3 <[,
v| Restrict Bookings after 14 number days
14 4+
Do not show Year 10 Lessions

Do not show Year 11 Lessions

Use Multi Screen Display

©) Help l [‘l Close l

Total Room Slots:  Default setting is 8.

Restrict Booking: This is set to stop staff booking months in advance to give fairness to
other staff.

Do Not Show X: Tick these boxes if you don’t want the Years to show, this is used if Year
10 are on Work experience etc.
Or
If Year 11 have left but are still on the Timetable
This will allow staff to book the rooms that year 10 & 11 were booked
For.

Use Multi Screen:  This is used for the Room Booking Viewer Screens like in Train Stations
and Airports, the screen will change if you have a lot of Tabs

Special Users: Not used anymore

Not Available: If you have a user that comes in to do Display work then you can set the
days they are not available.

Disable Bookings:  This is used to Stop staff from using the Booking System after a given

Date, e.g. if the timetable has not been done or loaded into Sims, then
you can’t use the Room Bookings as Bookings will not be correct.

Any questions then please let me know.

Thank You

Steve Riley
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