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Foreword

Resource Central is developed by Add-On Products and used for resource management, synchronizing with
Microsoft Outlook® and an Exchange Server. Resource Central helps organizations to define, manage and
maintain their resources in small organizations with one location and in Enterprise organizations with many
geographical locations. It also provides an integrated solution for authorized users to arrange meetings and
events along with extra service orders through a customizable user-friendly interface which can track the status
of orders.

Yours sincerely,
The Resource Central Team
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CHAPTER 1.

Login for service provider

Service provider users login to the Resource Central Admin interface to perform administration tasks according
to their access permissions. Their tasks may include, but are not limited to the following:

e Track/ overview meeting activities created by meeting organizers
e Generate and print out reports, orders or reservations
e Respond to orders from users or send information regarding meeting reservations

Login
To login please use the hyper-link which you have received from your IT administration that could look like
this: http://Intranet/ResourceCentral/Admin/

Logiﬂ Add-On Products

AV Resource Central

orgot Password?
Forgot Password Version: 4.1.0002.0095

Copyright & 2003-2018 by Add-On Products. All rights reserved.

Product licenses information

This praduct is licensed to: AOD
License type: Corporate

Licensed number of resources: 1000

This computer program is protected by copyright law and international treaties. Unauthorized reproduction or distribution of this program
or any partion of it, may result in severe civil and criminal penalties, and will be prosecuted to the maximum extent possible under the law.

Add-On

PRODUCTS
Support Sales
Denmark: +45 7944 7002 Europe: +45 7944 7000
Europe: +44 (0) 203 002 3889 North America: +1 (905)-655-0262

Merth America: +1(202)-536-4163 E-mail: info@add-on.com

dd-on.com/support

Figure 1. Resource Central Login Page

Fill in your given credentials: user name and password. Then press the Login button.


http://intranet/ResourceCentral/Admin/
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Daily tasks for Catering Roles

CHAPTER 2 5

Daily tasks for Catering Roles

The daily tasks section consists of the following areas:
e Orders — View, print or process orders
e |tems — Change or create items

Orders

The order view displays all open orders for the current user logged in for the selected date. The order view is
based on the roles defined in Resource Central. This means, that when a person is logged in then this person
can only view those Item(s) and properties for which he/she is responsible for. This is determined by the

Role(s) this person is associated with.

If no Role(s) are related to a person then this person will not be able to view any orders (records) in this view.

Resource Central Orders - Thursday, 15-10-2020

25 26 27 28 29 30 31

Figure 2. Order List

e Select/De-select All:

= new  EdeRnT  EdPRINTAL  [Per Order v|  sergeo 0
Orders
=] oay N =
q Oct 2020 » U
Su Mo Tu We Th Fr Sa O
1.2 3 O a7 04:00 15-10-2020 04:00 15-10-2
2 6748w O = o 05:00 15-10-2020 05:00 15-10-2
1 12 13 14“16 17
< O 99 06:00 15-10-2020 06:00 15-10-2
12 19 20 21 22 23 2
O 100 07:00 15-10-2020 07:00 15-10-2

Checkboxes
used for
selecting
orders

Click on the
order line
to view
details

Select other
dates

to view from
the Date
Picker

With help of the master checkboxes, you can select/de-select all the listed entries in a single click

e Order Number:

This column contains the order number of the reservation. The order number will be displayed for all
of the servings that have been ordered for a specific reservation
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Resource Central Order - 96

@ Orders Elust  Sreant  Juroare b upoaTE AND SEND EMAIL
Flos -/ | Order number 96

‘4 Oct 2020 » From: 15-10-2020 04:00 (Thursday)

SuMo Tu We Th Fr Sa o 15-10-2020 04:30 (Thursday)
12 3 Subject: Press Conference
Administrator [Administrator@rc.com]
John Smith [johnsmith@rc.com]

Mezting Room 3015

45 6 7 8 9010

1M1 13 umm 17

119 20 21 2 23 4

Resource:

25 26 27 28 29 30 31 N Setall A
~Order details
If you require extra services for your resource booking, please enter the number of deliveries, and fill out this form.
Namsercrcanarss  [Tomy S
Tssenice Senine wn v
Persons with Orders
John Smith
Sarah Davies
Serving 1 at 0400 Setup services: ! During services: ! Cleanup services: !
[oweme | oy [n. | Seepice [ Sem | Sets | Deaiptee |
Cake 2 2 500 1000 New ~
Tea 2 2 300 600 New W
Total 16.00
Figure 3. Order Details and Options

— 1

CHAPTER 2 6
Daily tasks for Catering Roles

Order details and
options

In the order detail view
there are options to
print, decline or accept
an order

If the order is declined
or accepted (see
toolbar), an email
message is sent to the
meeting organizer

Change an order in Orders

You can use the Orders module to change past and present order quantities. Go to “Orders” in the Daily Tasks
pane.

Update order
quantities:

Go to the Orders
section in the menu

Resource Central

@ Orders

Orders - Thursday, 15-10-2020

A PRINT ALL

i Ol = o o ) e Click on any order
Od 95 03:00 15-10-2020 03:00 ! ,t € main

q Oct 2020 » window

Su Mo Tu We Th Fr Sa O 98 04:00 15-10-2020 04:00 The following

T2 3 ] a7 04:00 15-10-2020 04:00 window will appear.

© 38 67 eyl O 98 05:00 15-10-%5%0 05:00

1 12 13 14“16 17
O 99 08:00 15-10-2020 06:00

18 19 20 21 22 23 24
O 100 07:00 15-10-2020 07:00

25 26 27 28 29 30 3

Figure 4. Messages List
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Order - 5162

Eust  Seant  [Jueoare g upDATE AND SEND EMAIL
Order number 5162

From: 21 April 2017 10:30 (Friday)
To 21 April 2017 11:00 (Friday)
Subject: Project Meeting

Organizer: John Smith [js@psmax.com]
Resource: Conference Room 103

~QOrder details

If you require extra services for your resource booking, please enter the number of deliveries, and fill out this form,
Mumber of deliveries 1 Delivery ﬂ

1st service Serving 1 10:30 V|

Serving 1at 10:30

992 200

400 |New V|

Coffee 2
Cupeake 2 770 5.00 1000 |[New V|
Total 14.00
Add

~Extra services for your meeting

K I S

AccountNo 12535948

Add

~* Comment

Figure 5. Order Details

Number of deliveries 1 Delivery v

Tst service Serving 1 1030 |

Serving 1at 10:30

902 200 200 New  |v]

Coffee 2

Cupeake 2 5.00 1000 New |V

Add
~Extra services for your meeting

T N I S

AccountNo 12535948
Add ~
Figure 6. Change Order

CHAPTER 2 7

Daily tasks for Catering Roles

Orders — change
orders and status

By clicking an order
the adjacent window
appears.

It will display the full
details of the
reservation and the
order

The following picture
will show the
possibilities of
changing the order

Changing

Orders:

Here you can
change the parts of
the order you are
responsible for.

- Iltem quantity
- Add items

-Change the extra
services selected.

You need to add a Comment / message to the Organizer about the changes you make to complete the

changes

The following picture and text will show an example:
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e e Comment

AccountMNo 12535948 Enter a comment
+ Add which reflects the
* changes you have
~* Comment made to the order.
No change may take
place without
sending a reply to
the organizer.
Figure 7. Order Comment

Catering staff coordination

In the order details, you can see three fields for you to configure catering staff:

~QOrder details setal Ml

1 resource booking, please enter the number of deliveries, and fill out this form.

u
Mumber of deliveries 1 Delivery v \
Tst senvice Serving 1 a3 |v]
Sening 12t 0330 Setup services: | John'Smith Jame, Ser | [JB] During services: | Duncan Cunningham | [ Cleanup services: Katy:O'Brien ; Juia.'8 | [
Coffee & Tea_Testing 4 4 93 1200 4800 Changed ﬂ
Total 4800
L Add
Figure 8. Configure catering staff

You can click on the [...] button to select suitable catering staff.

The availability of these fields (Setup services, During services and Cleanup services) is controlled by the
parameter Orders.ShowCateringStaff. Refer to RC Parameter Guide for more details.

Order status

Role Type

There are 2 role types that can be set to each Item & Property assigned to a service provider’s role: Assignable
and Informative. These role types can be set in Security 2 Roles (refer to Set role type for item and Set role
type for property).

‘Assignable’ role type

A service provider can only handle ltems & Properties that have ‘Assignable’ type related to his/her Role.
Also, in an order that affects multiple service providers, each of them can only handle the Order status of Items
& Properties that are ‘Assignable’ to their Role.

(Refers to Order status calculation to understand how the Order status is determined)

NOTE:| To be able to set status for Properties, their ‘Use status’ setting must be ‘Yes’ (refer to Designer ->
Properties for more details).

‘Informative’ role type

If service provider has Items & Properties with ‘Informative’ type related to his/her Role, it means that service
provider can only see those Items & Properties, but are NOT allowed to handle them.

Also, the ‘Informative’ items & properties will not affect the Order status shown for individual service provider.
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When an organizer orders a catering item in an order form, this item will change its status during the process
from the ordering time until it is delivered and perhaps paid for. Most of this happens behind the scenes and
automatically. The status can have five (5) different modes:

e New

e Confirmed
e Changed
e Arranged
e Locked

Each status will be explained in the following.

If you require extra services for your resource booking, please enter the number of deliveries, and fill out this form.
MNumber of deliveries 1 Delivery ﬂ

Tst service Serving 1 10:30 v

Serving 1 at 10:30

992 2.00 4,00

Coffee 2

Confirmed
Cupcake 2 70 5.00 1000 Changed

Arranged

Total 14.00 Locked

+ Add
~Extra services for your meeting

e N T S

Figure 9. Order Status

‘New’ status

When a new order is created by a meeting organizer, all of its items will get the status ‘New’. This status is
visible in the backend interface and in the email sent to the organizer.

‘Confirmed’ status

The Service Provider who is responsible for the individual item can change the status of each item to
Confirmed by selecting the Confirmed status on the order form. When the status is changed an email will be
sent to the meeting organizer as confirmation of the change.

‘Changed’ status
The status Changed can be applied to an item in the following cases:

e |f the Service Provider responsible for the item applies the status ‘Changed’ to an item.
o If the Service Provider responsible for an item or the meeting organizer changes the quantity for an
item on an order.

If the meeting organizer or the Service Provider responsible for an item changes the quantity of an item on an
order form, then Resource Central will automatically notify the other part of the change via email.

‘Declined’ status

If the Service Provider responsible for an item changes the ordered quantity to ‘0’ or blank, the status Declined
is applied to the item. This also results in Resource Central notifying the meeting organizer by email.
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If an item has the ‘Declined’ status then its price is deducted from the Catering Totals.

‘Arranged’ status

The status Arranged can be applied to an order item by the Service Provider who is responsible for the item.
It can be a good way to tell the meeting organizer that everything is prepared. By selecting this status the
meeting organizer will receive a notification email of the change.

Note: If this status is selected, Quantities cannot be changed by any Service Provider.

‘Locked’ status

The status Locked can be applied automatically or manually - here are the different scenarios where an item
can receive this status:

e The status Locked can manually be applied to an item by the Service Provider responsible for the
item.

e When the Service Provider responsible for the item applies the status Arranged then the next time it
is opened it will automatically have the status Locked.

e |If an item has received the status Locked then neither Quantity nor Consumed quantity can be
modified by the Service Provider responsible for the item or the meeting organizer.

Setting a status for All Items

The Service Provider who is responsible for items doesn’t need to change the status for each item individually,
this can be done per order. This enables the process to be carried out in an easier way.

e In Resource Central, the responsible Service Provider has the option to mark all the items which need
to be changed and then apply this status to the group of items at one time.
e The Meeting organizer will receive a notification email once the items change their status.

Order status calculation

In case of individual service provider, each person’s Order screens only show status of his/her own assigned
items & properties. The Order status is determined by taking on the highest priority level among all assignable
items/properties.

The priority levels are listed as follows:

Status Priority level
New
Changed
Confirmed
Arranged
Locked
Declined
Transferred
Deleted

© 00 N o o b~ W N P

Cancelled

For example: an order has 3 assignable items, 2 of them are ‘Confirmed’, 1 of them is ‘Changed’

e The order status will become ‘Changed’ since it has the highest priority among the 3 included items.

10



A Add-On Products | CHAPTER 2
Resource Centra Dailly tasks for Catering Roles

Also as mentioned, items & properties with ‘Informative’ role type are considered view only. They do not have
any effect on the individual’s Order status.

Take the same example above: if that order has 1 more informative item with status ‘New’.

e The order status is still ‘Changed’ because informative item does not affect the status. Therefore, order
status does not become ‘New’ despite its higher priority.

Order status alerts configuration

Catering staff needs to be made aware of changes to orders (done by, for example, the organizer). You can
configure and display changes of notifications in RC Backend - Designer = Orders. In this section you can
configure notification color for orders, which can be seen in Daily Tasks/Orders.

Resource Central Order Configuration

v DAILY TASKS & seve
' REPORTS
A DESIGNER @ e O Ne
Resources
Status caption Color code
Virtual Resources
Forms MNew 224774
Rauton Changed 23012
Visitors
REpats Confirmed #5fbe7d
Lookup Values Transferred #f0886e
Images
Filters Arranged #35abe3
Badges Locked 2b9clch
Kiosk Screens
Cancelled/ Decli N I
Orders Cancelled/ Declined Zcedb28 .
Meetings Color display
W LOCATION @ The entire row () Only order status column
W SECURITY
Active legends
W SYSTEM
New Changed Confirmed Transferred Arranged Locked Cancelled/ Declined Il
~Qrder form sorting
Section Sorting order
Old order info 1 s
Reservation info 2 s
Recurring dates 3 hd
Catering services 4 hd
Visitors 5 v
Extra services 6 h
Figure 10. Notification Color configuration

Click on the color next to each label to select the color of your preference. This will be applied when you
navigate to Daily Tasks/Orders.
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NEW W ORNT @R PANTALL  [Per Order ¥|  SETORDERSTATUS [Seloct a Status 2 oecune oy acceet
@ Orders + = = & v

1 v ‘w..u., Sllaveivery 1| nescrvationat =
Eam = 5 0300 15-10-2020 0300
Su Mo Tu We Th Fr Sa i 0400 15-10-2020 0400
L O ®w 400 15-10-2020 0400
s vU e H e 05400 15-10-2020 05:00
1112 13 4 RER 16 1T
) 06500 15-10-2020 0600
18 19 3 24

= 100 o0 5-10-2020 0700

Figure 11. Daily Tasks - Orders

ltems

Change or create items

CHAPTER 2
Daily tasks for Catering Roles

Resource Central System Administrator %

E| oosn [ tes

=

An Item can be ordered in the catering section of the order page in Resource Central. The following describes

the usage of items in Resource Central.

Resource Central [tems

A DAILY TASKS = ne DELETE 42 PRINT

Orders

DS

Booking Manager O 001_Tea Tea Drinks

Cverview
O 002_Cake Cake Food
ltems

Menus
Visitors
Signage
Tasks
W REPORTS
W DESIGNER
W LOCATION
W SECURITY

W SYSTEM

Figure 12. Items List

Create new or change
an item:

Go back to Daily Tasks
and select “Items” on
the pane

Click on “New” to
create a new item

The following window
will appear

12
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* Location
Locations
* Group name
tem
Roles

Catering
HostiSecurity Role)

Sort order
* Quota

mage for Service Provider

Availability
Start time

00:00

End time

00:00

Active weekdays

@Mon ETue @Wed EIThu EFi [Sst [JSun

O Menu item only

Figure 13.

Field
Number

Name

Location

Group Name
Role Name
Description

Sort Order
Sales Price
Cost Price

ExtralD 1 and 2

K save conFicuramion

CHAPTER 2
Daily tasks for Catering Roles

Fill in all information
fields with the
appropriate data

NUTRITION INFORMATION

Examples are displayed
and all fields are
explained in the
following section.

Cost price
AT %

Extra Id 1

Press Save when you
are done

Extrald 2

Description

Can be added by
Organizer and Service Provider v

mage for Order form

Start date

Thursday, March 18, 2021

End date

Thursday, March 18, 2021 No end date

Workdays before deadline Time

adline for the item

2 12:00 -

Items Details

Description
A code for identifying the record.

The text presented to the meeting organizer when being asked for this
item.

Select the location of item (mandatory)

The location must be defined in ‘Locations’ tree under Location node.
Group Name can be used for categorizing the items.

Role link to this item

A short description.

Sort order can hold any alphanumeric values and are used for sorting
items.

Sales price is the price of the item. A value 0 indicates that no calculation
should be made.

Cost price of the item. A value 0 indicates that no calculation should be
made.

Fill in alphanumeric data. These 2 fields serve retrieving results for a
custom report

13
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Quota

Can be added by
Start date & End date
Start time & End time
Active weekdays
Deadline for the item

Workdays before deadline
& Time

Image for Service Provider

CHAPTER 2
Daily tasks for Catering Roles

The maximum number of items could be ordered a day. For detailed
information on this feature, refer to the Error! Reference source not
found. section in this guide.

Select the person(s) who can add this item

Time range established to define availability period of the item

Enable deadline for booking the current item
Time range established to define deadline to book the item

Select image to be used in customized reports for Service Provider

Image for Order Form Select image to be used in the order form

Check on this to prevent organizer from booking the current item as a

LAETD (A @iy single item. It must be booked along with the menu to which it belongs.

Add a Role to an item

The description of a Role can best be defined as all the different service functions which provide services to
meetings. As an example it could be a person who is responsible for the Cantina at a specific location or an IT
person who is responsible for setting up IT equipment at a location.

Clicking [Roles] in the details page, all the roles related to the selected item are displayed. You can add &
remove roles using the toolbar buttons to create & remove association of the current item with specific roles.

Once changes to the
roles related to an item
have been finalized,
please click on the
[Save] button and then
click save in the next
window.

Role List
I = S

Host{Security Role) Role for security

SDA

Cancel

Figure 14. Active Roles for Item

14
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Set role type for item

If a Role is a security role (refer to Administrator Guide), you can set role type for each item assigned to that
specific Role.

To do this, go to Security = Roles, select a Role then click [Items]. Here you can add items and set role type
as ‘Assignable’ or ‘Informative’ for each item. You can also set role type in bulk by selecting multiple items
(marking the checkbox) and use [Set Role Type].

To delete item(s), select the item(s) and click [Delete]. Click [Role] to go back to Role detail view.

Resource Central Active items for role

\/ DAILY TASKS ROLE  =f=aoDimem | save [ DeteTE  SETROLETYPE [Selecta Role Type v |
v REPORTS
(] |Assignable v cocacola cocacola
v LOCATION
(] |Assignable v EN20000011 Coffee Coffee
A SECURITY
[[] |Assignable v BO1 Coffee Bich
Persons
Roles [ |Informative v g1 Coffeel
Relations [ |Informative V| Coffee123 Coffee123
Regions [J |Informative V|  Coffee22 Coffee222
M SYSTEM (J |Informative v|  EN30000012 Cookies Cookies (11h45-18h)
Figure 15. Iltems assigned to a Role
Toolbar Buttons Description
ROLE Take you back to the Role Details
ADD ITEM Add an item from the list of all the items
SAVE Save changes that have been made
DELETE Remove the selected items
SET ROLE TYPE Change role type in bulk when you select multiple items

Set up item selection

You can set up how an item can be booked in details of a resource. This feature is controlled by the parameter
SelectltemOption.Enable. For more details about this parameter, please refer to RC Parameter Guide.

Goto RC backend - Designer = Resource. Open a resource and look at the Order Flow Properties section:

15
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~Order Flow Properties

Display Reservation [] Deadline for catering

@ VYes (O No
Workdays before Time
Display Order 1
@ Yes () No
* Exceeded deadline message
Display Attendee
splay Ariencees The Deadline for Catering is exceeded Language
@ Yes O No
Display Properties
@ VYes (O No
£ [J Deadline for Extra Services
orm
Events - Orderform - Workdays before Time
1
Shared order farm
0 * Exceeded deadline message
The Deadline for Services is exceeded Language

Tentative order

() Yes @ No

* Hide order form on tentative appointments

OYes @ No Maximum number of deliveries
Ask for attendees in order form

@ Yes () No

Classic format

@ Yes O Ne [ Display groups

[tem Selection

(® Quantity () Checkbox 0 | Min. no. of persons.

Figure 16. Item Selection in Resource details

Select how items will be displayed for booking:

- Quantity: There is afield to enter the required quantity per item in order form.

- Checkbox: The ordering in order form will be made by checking the required items. In this case you have
to enter Minimum Quantity (Min. qty.) that must be ordered (this is only available when ‘Checkbox’ is
selected).

Click [Save] to finish.

After this, you can see the effect of this selection in order form:
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HELSINKI - KOKOUSHUOME 1 - ROOMS order

If you require extra services for your resource booking, please enter the number of deliveries, and fill out this form.

MNumber of deliveries |1 Delivery

1st service | | | 330PM - | [11:30AM]  Delivery time at resource's local time

Mineral Water

Figure 17. Item Selection — Quantity

HELSINKI - KOKOUSHUONE 1 - ROOM9 order

If you require extra services for your resource booking, please enter the number of deliveries, and fill out this form.

Number of deliveries | 1 Delivery M

1st service | | | 330PM + | [11:30AM]  Delivery time at resource's local time

Number of persons 25 | (Min 20)

Mineral Water

Figure 18. Item Selection — Checkbox
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Properties

Change or create properties

Certain properties can also be ordered in the catering section of the order page in Resource Central. The
following describes the usage of properties in Resource Central.

Resource Central Properties Create new or change
aproperty:

\/ DAILY TASKS €D PRINT  SETUSESTATUS [Selectan option |
 REPORTS Go to Designer >
Properties
A DESIGNER
Résources Account no i w .
= Click on “New” to
Virtual Resources (] Account Number
= create a new property
Forms [J  AccountNumber.OrderForm
Nutrition N . .
i i The following window
Visitors =
[J  AreaCode i
Properties will appear
Lookup Tables L areal
Images [J  Artskonto
Filters ] Baarer
Bad —
9SS []  Begivenhed
Kiosk Screens =
(] i
Ordere L Bestil Skildpadde
Meetings [ Bestil Surf-pc
Help [J  Betaler
TaxReceipt [J  betalingsansvarlig
ResourceType [ Rirh nranerty

Figure 19. Properties List

18
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Property Laptop
Sust | save ROLES

Property Details
Number

RC_LapTop

Text

Laptop

Tip

Description

Figure 20.

Field

Number

Text

Tip

Description

Sent to

Sort Order

Locked

CHAPTER 2
Daily tasks for Catering Roles

Fill in all information
fields with the

(53] associateD FORMS  [E% ASSIGNMENTS appropriate data

Examples are displayed
and all fields are
explained in the
following section.

Sent to
Specific role
Sort order

laptop Press Save when you
Locked are done
OYes @ No
Use status
@®Yes ONo
Required
OYes @ No

Length

Format type

None v

Property Details

Description
Name of the property. This value can be used in your customized order
form. It should be unique.

The "friendly" name of the property. This value is used when you insert a
field on a sub form and is also used in the order confirmation email

Value of this field is content of the tooltip which will appear when user
rolls the mouse over the field associated with this property on the Order
Form

A short description. Max 255 characters

Controls who will receive this information:

o All: Property will be visible in the order form to all persons related to
the order.

e Specific role: Property will be visible in order form only to roles
associated with the property.

None: Property will not be visible to anyone.

Sort order can hold any alphanumeric values and can be used for sorting
the properties

If you select “Yes”, then the responsible role (s) of this property will not be
allowed to make any changes to the value of this property, as this property
will appear as Disabled at the corresponding interfaces

19
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Use status

Required

Length

Format type

Add a Role to a property

CHAPTER 2
Daily tasks for Catering Roles

Determine whether this property can be set status in the Order or not.

o If Yes: the property can now be set with a status in the Order.
Also, it will affect Order status calculation.

o If No: the property cannot be set with a status, and it does not
affect Order status.

You initially need to consider how you have structured or want to structure
your services, and how you want to be able to approve their ordering.

E.g., you might want to confirm the ordered table arrangement service, but
not confirm the cost code. In this case, you would set the Cost Code
property to not use the status.

If you select "Yes", you can specify a message which will be displayed to
the user when the property is not filled out on the order form

Maximum number of characters that can be entered as value of this
property

Select a format for value of this property.

None: Value with all format types is accepted.

Text: Entered value must be text (e.g., ‘car’, ‘bike’)

Date: Entered value must be date format (e.g., 15/04/2020)
Number: Entered value must be digits (e.g., 25464)

E-mail: Entered value must be email address (e.g.,
johndoe@hotmail.com)

Special: Entered value must be a sequence of characters that forms a
search pattern following Regular expression definition (e.g., X{5}-9{6})

The description of a Property can best be defined as all the different service functions which provide services
to meetings. As an example, it could be an IT person who is responsible for setting up IT equipment at a

location.

Clicking [Roles] in a property’s details page, all the roles related to the selected item are displayed. You can
click [Add Role] to select specific roles then add them to the list. Also, you can select roles on the Active Roles
list (Figure 20) and click [Delete] to remove those roles.
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: Once changes to the roles of a property have
Active roles for property been finalized, click [Property] to return to
property’s details page then click [Save].

= sooRrOLE ) DELETE  [S) PROPERTY

L Facility Services
[l Reception

[ SDA

Figure 21. Active Roles for property

Set role type for property

If a Role is a security role (refer to Administrator Guide), you can set role type for each property assigned to
that specific Role.

To do this, go to Security = Roles, select a Role then click [Properties]. Here you can add properties and
set role type as ‘Assignable’ or ‘Informative’ for each property. You can also set role type in bulk by
selecting multiple items (marking the checkbox) and use [Set Role Type].

To delete a property, select the property and click [Delete]. Click [Role] to go back to Role detail view.

Resource Central Active properties for role

\/ DAILY TASKS ROLE == apDPrOPERTY | save I DELETE  SETROLETYPE [Selecta Role Type V|

Vv REPORTS

(8 ] o Pope G

Assignable V|  Account Number

V' LOCATION -
[J |Assignable V| AreaCode
A SECURITY
(] |Informative Comments field
Persons
Roles [ |Assignable | CostCode
Relations [ |Informative V| Host name
Regions (] |Assignable v Laptop
V' SYSTEM (] |Assignable v Need setup assistance
Figure 22. Properties assighed to a Role
Toolbar Buttons Description
ROLE Takes you back to the Role Details
ADD PROPERTY Add a property from the list of all the properties
SAVE Save changes that have been made
DELETE Remove the selected properties

SET ROLE TYPE Change role type in bulk when you select multiple properties
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Menu management

Resource Central enables user to create a fixed set of items predefined as menus.

Go to RC backend - Daily Tasks = Menus. Here you can manage all menus of items.

Menus

= new [ DELeTE €= PRINT

I S ] ] |
0 1s 1

Reception Menu 1 Medium Active
| 5 Sandwich menu 1 Medium 2 Active
| a8 Sandwich menu 2 Medium 4 Active

Figure 23. List of menus
Toolbar Buttons Description
New Create a new menu
Delete Delete selected menu(s)
Print Print the selected menu(s)

Create or edit a menu
Click [New] to create a new menu, or click on an existing menu to open its detalils:
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Elust save  Rlresource | saveconmicuration [ menu conTenT

Menu Details

*1D

* Location

* Group name

Sort order

Image for Service Provider

Availability

Start time

[ o000

End time

[0:00

Active weekdays

Enon ETue EWed EThu EFE [ Sat [CJSun

Figure 24. Details of a menu

Sales price including VAT

Minimum guantity

Extraid 1

Extrald 2

Description

Can be added by

| Organizer and Service Provider

Image for Order form

Start date

| Tuesday, April 20, 2021

End date

[ Tuesaay, April 20, 2021

| Mo end date

[ Deadline for the menu
Workdays before deadline

1 | |'LI.'

CHAPTER 2
Daily tasks for Catering Roles
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Field
ID

Name

Location

Group Name
Roles

Description

Sort Order

Sales Price
Minimum quantity
ExtralD 1 and 2

Description

Can be added by

Image for Service Provider
Image for Order Form
Start date & End date
Start time & End time
Active weekdays
Deadline for the menu

Workdays before deadline
& Time

CHAPTER 2
Daily tasks for Catering Roles

Description
A code for identifying the record.

The text presented to the meeting organizer when being asked for this
item.

Select the location of the menu (mandatory)
The location must be defined in ‘Locations’ tree under Location node.

Group Name can be used for categorizing the items.
Role link to this menu
A short description.

Sort order can hold any alphanumeric values and are used for sorting
items.

Sales price is the price of the item. A value 0 indicates that no calculation
should be made.

Minimum quantity of this menu that must be ordered

Fill in alphanumeric data. These 2 fields serve retrieving results for a
custom report

Description about the menu
Select the person(s) who can add this item
Select image to be used in customized reports for Service Provider

Select image to be used in the order form

Time range established to define availability period of the item

Enable deadline for booking the current menu

Time range established to define deadline to book the menu

Make any necessary changes and click [Save] to finish.

Add items to the menu

Click on [Menu Content] to configure the menu. An item can be applied to more than one menu.

Menu items are put into groups. A new group is created with the [Add] button and is deleted with the bin.
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Reception Menu 1 Content

@ sack | save | save conriGuraTion
Menu Content
Groups
Dressing -Iﬁ]- b4
Group Item 2 -lfll]- :
3 ms
Add
~Dressing
Max number of optional items,
2
ltems
Bread ! Optignal ﬂ -[ﬁ]—
Tea-Mattcha ! Optignal ﬂ -I]‘:]I]-
Juice ! Opticnal ﬂ -lfll]-

Figure 25. Add items to a menu

When you type the name of item group into the text field under [Groups] heading, it will be instantly applied.
Add or remove as many items as you wish to the menu.

Then click [Save] to finish.

Nutrition information

It is possible now to add nutrition information on each item to help users make better and informed decision
when a booking is made.

Go to RC backend - Designer = Nutrition. In this section, you can make configuration for adding nutrition
information to items in the system.
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Resource Central

% DAILY TASKS
' REPORTS

v DESIGNER

Resources
Virtual Resources
Forms
Mutrition
Visitors
Properties
Lookup Values
Images

Filters

Badges

Kiosk Screens

Orders

W LOCATION

% SECURITY

Nutrition information set up

K save

Sections

| Mutrition facts | -[ﬁ]- -
| Allergies | -|]=]]- :
| Meal Type | -[ﬁ]- :
| Vitamins | -[ﬁ]- :
| Minerals | -|]=]]- :
| Sterols | -[ﬁ]- :
| Testing section | -|]=]]- -

Add

~Nutrition facts

Data type

|Numeric

Data labels

| Keal | -l]nl]- -

| Sodium | -[ﬁ]- :

| Carbs | -l]nl]- :

| Sugars | -[ﬁ]- -
Add

Figure 26.  Nutrition configuration

Sections

CHAPTER 2
Daily tasks for Catering Roles

Number of sections here will be applied to all items. You can add or remove a section with the button [Add] or

the bin.
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Resource Central Nutrition information set up
\/ DAILY TASKS K save
“ REPORTS i
Sections
7 DESIGNER Mutrition facts
Resources g
Virtual Resources Allergies -~
Forms Meal Type -|]=]l]- :
Mutrition — .
Vitamins
Attendees III] h
Properties Minerals -l]nl]- :
Lookup Values =
: Sterols III] :
Images
. R —_—
Filters Testing section [I]]
Badges
Add
Kiosk Screens

Figure 27.  Configure nutrition information for all items

In the above figure, you can see that there are 7 nutrition sections, i.e. these sections will be available in
Nutrition Information panel of an item.

Nutrition information

@©eack | save
Nutrition information

Nutrition facts

Keal Sodium
Carbs Sugars

Testing fact

Extra info

Allergies

Allergies Extra info

Figure 28.  Nutrition information of an item
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Data type helps you control how the nutrition information is filled in. There are 2 data types for you to select in

each nutrition section:

~Nutrition facts

Data type

|Selectable |

Liata labels

m

| Keal

b

- Numeric: The field is displayed as a text box and you can enter a numeric value.

Nutrition information

Nutrition facts

Keal Sodium

| | | |

Carbs Sugars

| | | |
Figure 29.  Datatype — Numeric

- Selectable: The field can be selected with a lookup button.

Nutrition information

®©ack | save
Nutrition information

Nutrition facts

Mutrition facts Extra info

”Nutrition Data Labels

Enter a part of the name to search fcr| |

O Keal
i [ Sodi
Allergies e
Allergies Extra info O Carbs.
O Sugars
O Testing fact
Meal Type
Meal Type Extra info
ok
—-—

Figure 30. Datatype — Selectable

28



A Add-On Products | CHAPTER 2
Resource Centra Dailly tasks for Catering Roles

It means that in the Nutrition information panel of an item, clicking the [...] lookup button will open a new
window for you to select data labels.
Logistics and delivery management

Occasionally caterers need more guidance on where to deliver. In that case, floor maps or guidance on how
to find the destination for the delivery will be very helpful.

For this purpose, each resource now is equipped with 2 fields in its details so that its location image and

description can be added. Go to RC backend - Designer = Resource. Open a resource and you can see
these 2 fields in Resource Properties section:

~Resource Properties

Resource Data Synch Time

04-05-2021 09:30 AM (]

* Resource Mail Categories

dev_room 14{@aoprc.onmicrosoft.com ! !
* Name

dev_room 14

Description Image
This resource is extremely nice. Please go 4jpg !
ahead and book it. You will not be o
disappeinted for cne minute. Resource location image
If wo for some reason do fine wvourself a v !
License Type Resource location description
Standard A

* Group Name

Warkspaces !

* Location Sign Name
Locations\Viet Nam\Ha Noi !
Time Zone * Send Email
w @®Yes () No

Include in utilization calculation

@ Yes () MNo

Figure 31. Location image and description
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Fields

Resource location image

Resource location

description

Description

CHAPTER 2
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Click [...] button to select an image for the location. This can be a
ground map or a photo of the resource front, so that the resource can

be easily located.

INoTe|: The images for this selection can be uploaded in RC backend

- Designer 2 Images.

Provide guidance on how to reach the location of the resource.

After providing the location image and description for a resource, any order booked with this resource will
have an icon on the button bar when you open the order:

@ Orders

4 Oct 2017
Su Mo Tu We Th

1 2 32 4 5
g8 9 10 11 12
15 16 Rk 18 19
22 23 24 35 26
29 30 3

Figure 32.

Fr

20
27

Sa

21

[
=]

Resource Central Order - 9421
N

[Elust @ oerint | ueoate g UPDATE AND SEND EMAIL

Order number 9421

From: 17-10-2017 01:00 AM (Tuesday)
To: 17-10-2017 01:30 AM (Tuesday)
Subject: Order Change

Organizer: JohnSmith [js@psmax.com]
Resource: Pink Suite - Sky Building

~QOrder details

Resource location icon

° RESOURCE LOCATION

Clicking on that icon leads you to another panel, where the image and desciption of the resource location are

displayed:
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Resource Central Ord 9421

@ Orders ©sBack  EpernT

« oz »  Pink Suite - Sky Building

Su Mo Tu We Th Fr Sa

Location of the room.

26 27 28
1.2 3 4 5 6 7
8 9 10 11 12 13 14
5 16 kM 18 19 20 21
22 23 24 25 26 27 28
29 30 31

Persons with Orders

-

Booking Manager A
Catering

Facility

Host (Security)

Figure 33. Resource location image and description.
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Daily tasks for Reception Roles

The daily tasks section consists of the following areas:
e Reservations
e Overview
e Visitors

Reservations

This view displays all reservations on the currently selected date and the location for which the Service
Provider is responsible. When opened for the first time, the current system date will need to be selected.

All reservations relating to a selected group under the ‘Group’ section can be accessed by selecting the
respective highlighted date from the Date Picker. Users will see the ‘Default’ group in the Group list when no
group has been created in Resource Central.

Please note:

e All Resources are defined per location and relate to the Service Provider logged in. This means that,
you are only able to view those Resources which belong to the location you’re connected to or
“children” locations below this.

e This limitation also affects your ability to create or update resources.

e All the Reservations are also defined per location and relates to the Service Provider logged in. This
means that you can only view the reservations of those Resources which are at the same Location as
you or at “child” locations below this.

Resource Central

Reservations - Friday, September-18-2020

& pRINT

@ Reservations

« Sep 2020 y 03:00 AM 0330 AM Meeting Room 002 Campaign Launch Administrator@rc37.com (Administrator) v Locations
SuMo Tu We Th Fr Sa 0400 AM 0430 AM Meeting Room 002 Project Meeting Administrator@rc37.com (Administrator) Locations
1 284%¢8 06:00 AM 06:30 AM Meeting Room 002 Project Meeting Administrator@rc37.com (Administrator) v Locations
e 7 8 90 e 07:00 AM 07:30 AM Mesting Room 002 Project Meeting Administrator@rc37.com (Administrator) Locations
131415 16 17m 19
0830 AM 09:00 AM Meeting Room 002 Press Conference Administrator@rc37.com (Administrator) Locations
07 2B 2w B
27 2 29 30

When viewing any given reservation, you will be presented with the following information:

As you can see in
the highlighted area
in the example, the
“Is Recurring”
caption identifies if
the listed
reservation is a
recurring
reservation or not.

By clicking on any
of the reservations
you will be able to
display all details
about it.
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Reservation details:

sT o oromronm [B oromsTatus B MuLLOG
Reservation Details In the Order form you
anie are able to change the
- S order of future
reservations
R All past reservation
orders cannot be
v Reservation of Meeting Room 002 Changed in
e — e Reservations

03-10-2016 0630 AM
Romance Stardard Time.

v Attendees

Rageies stendess

Tite Hame Ema

v Extra services for your meeting

Aecount

Figure 35. Reservation Details

To finalize all changes to the order, please remember to enter a message in the text box below and press the
[Send order] button at the bottom of the order form.

Visitors

Upon registering visitors in Resource Central you then have to select the “Visitor” option in the pane. Once
selected then all the visitors who have been registered will be listed here.

The overview of all registered visitors is also based on the Location or “Child” location of the Service Provider
logged in. This means that you will only see visitors that are expected at your location. Instead of trying to
locate individuals from long lists please consider this as a filter which ensures that only visitors arriving at your
location will be listed.

The registration of visitors can happen from the designated section on the order form — however a user in the
reception can also create a new registration of a visitor by clicking [New] on the toolbar.

After creating a new visitor, this can be associated with a reservation, department or a person. Furthermore,
Resource Central can send a Visitor Arrival Notification to the organizer upon the arrival / registration of this
visitor. The “notification” will be in the form of an email or text message once the visitor checks in.
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Visitors - Thu

- A new « 0 DBEE M NOTFCATION  6BR PRIT BADGE AND GHECKN  [arwal time ] [Set istor Status_ v/ [ Cvoe previcus e e 6
Visitors g -
May 2019 ,

o g Y i Produ ing Raom
SuMoTuWeTh Fr & T Project Meeting 1100 AM Kenny Robert Ad-On Products 000000000282 Meeting Raom 201

Jaa g O @ WsejecMong o110pm Mara Brown -0 Producs 000000000283 Wleting Room 201
56 7T 8 9 00
2 s e 1w

P - PR
o |
Figure 36. List of Visitors
Toolbar Buttons Description
New You can create a new visitor
Import Visitors Import visitors from an Excel file
Download Template Download an Excel template file to fill in visitor details

Print Badge and Check In Print badges of visitors with status “Expected” and check them in

Print Badge Print the selected badge

Visitor Arrival Notification

When a visitor checks in, Resource Central can send a Visitor Arrival Notification to the organizer upon the
arrival / registration of this visitor. The “notification” will be in the form of an email or text message sent to
organizer. This all depends on the availability of the feature SMS notification which can be configured in RC
backend > System - SMS Configuration.

Option 1: SMS notification disabled

When you put in a valid barcode in the bar code control and click the button, you will be presented with a
message that if you want to inform the organizer about the arrival of this visitor or not, as shown below:

L
\ll) Do you want to inform the crganizer about the arrival of the visitor?

Figure 37. Visitor Arrival Notification Message

This message will only appear if value of Visitor.Arrivalalert Parameter is ‘1’. If this parameter is not created
or it has ‘0’ value, this alert message will not show up.

For more details about creation of this parameter, please refer to Resource Central Manager - General >
Parameters.

If you select ‘NO’, the organizer will not be informed and no email will be sent.

Selecting ‘YES’ will send an email to the organizer, notifying the arrival of that particular visitor as below:
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Resource Central

Your visitor has arrived

Following visitor has arrived at Locations invited for Press Conference Reservation

Title:

Mame : Kenny Robert
Company : Add-On Company
Category :

Figure 38.  Visitor Arrival Email sent to the Organizer

Option 2: SMS notification enabled

RC supports sending text messages or emails to meeting organizers to notify them of visitors’ arrival. You can
select visitor in the list, click [Notification] button on the toolbar, and the following window shows up:

== new = T oetete | MK NOTIFICATION | € PRINT BADGE AND CHECK IN ¥ | Meeting v |[ et visitor

R T I

—| Meeting at: 11:00 AM Subject: 13/3-recur-normal-all ins
d
¢ = M
« @ Send Notification To Organizer

Message

Please be informed that 3: Visitor names have just checked in the meeting

Where?
Location name: Locations\Germany\Berlin\3EK Building

Kiosk name:

When?
Arrival Time: 24-May-2019 08:36 AM (UTC+07:00)

I R Y

chi_orgF chilns, chi_org@acdrc.onmicr.. O +84912608373

trang_org trang_org@aodrc.onmi... ] +84914853805

{:a nCE|

Figure 39.  Configure Notification to meeting Organizer

In this panel, you can select notification options (by email or text message to organizer’s cell phone). After
making your selection or changing the message content as you wish, click [Send] to finish.
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CHAPTER 4.

Standard Reports

The Reports section provides you with a number of reports used for viewing statistics and order information.

For more details about each standard report, please refer to Reports section in Resource Central
Administrator Guide.
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Custom Reports

Resource Central provides you with some standard Reports which are all available after installation.

If the data they present is not equivalent to what you might need, then Add-On Products can create and offer
you customized reports. Customized reports are based on your needs and are not generally available for other
customers.

Please contact your administrator in order to start a dialog with us — allow us to help you in the best way.
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