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Booking Manager Overview

Booking Manager is a new feature introduced to provide users with the ability to easily manage bookings and
resources in Resource Central (RC).

With this feature, you can move appointments to other meeting rooms, move appointments to another time,
and move orders to other resources as well.

: RC admin service account needs to have impersonation rights or Calendar Editor permission on the
user calendars to be able to use Booking Manager.

This feature is controlled by the parameter BookingManager.Enable.

BookingManager.Enable This parameter controls the appearance of Booking Manager node in
RC backend (Daily Tasks = Booking Manager).

If the value of this parameter is “1’, then Booking Manager is enabled
in RC.

If this parameter is not created or created with any value other than ‘1’
then Booking Manager is disabled.

When Booking Manager is enabled, a role must be assigned "View” permission to be able to see this node in
the tree menu.

Access Control

| T N T

Host{Security Role) Allow Allow Allow Allow

SDA_ROLE Deny Deny Deny Deny

Figure1l.  Access control list
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After this feature is enabled, you will see the
Booking Manager node in the menu from RC
backend:

Resource Central

# DAILY TASKS

Crders

Reservations

Booking Manager

Cherview
[temns

Menus

Clicking [Booking Manager] will open a screen showing all reservations of the current selected date (When
it is opened for the first time, the current system date will be selected).

Resource Central Booking Manager - Sunday, 10-12-2023 Resource Central System Administrator %% | &
& orint R[S ust CAENDAR B DiseLav AL TIMERANGE [30 ~|  meserwamion [an v RESOURCE TYPE
© BockingM.. | ¢ Yo B [ = ]
o= copuinJooan 0130|0200 Joson 040 Josan oeso[oro0 Josor Jonon 1ean 1200 120 |10 Joaaw |vsa0 100 [tro0 |1non 1eao zeo0 |zo0 |mon |naw |
‘ Dec 2023 ,
€56 Hodesk | 0
SuMo Tu We Th Fr Sa
i d €56 Hotdesk 2 4 EE
3456789
B znuses €56 Hordesk 3 B 55 Test - First half day booking €56 Test
R R EEEE
€56 Fotdesk 4 °
24 25 26 21 28 29 0 fehes
&l €56 Hotdesk § 1 \CSG Text - Fist haf day booking
Today 56 Hotdesk & n s}

Resource Legend: Wl8ccked  in Progress [Closed [Tentative 7 Sufier Time
Resources by Group

Room

ADD Geoup

Figure 2.  Booking Manager

Unlike the Reservations screen, this section enables you to change resource(s) and time of the reservations.
Also, you can move order from one resource to another.

In Booking Manager, the following parameters are used:

BookingManager.ListVie  This parameter controls the refresh interval time in the task list.
wintervalTime The default value of this parameter is 300.000 (milliseconds).

If this parameter is not created or created with invalid value, the default value
will be employed.

BookingManager.Restori  This parameter provides an interval time within which the value of
ngTime BookingManagerActive column will be kept.
The default value of this parameter is 10 (minute).

If this parameter is not created or created with invalid value, the default value
will be employed.
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This parameter controls the total number of attendees displayed in the

Attendees section of Mini Resource Finder inside Booking Manager.
If this parameter is not created, created with no value or invalid value, then
all attendees will be displayed.

Booking Manager - Sunday, 10-12-2023

CSG Hotdesk 1

CSG Hotdesk 2

CSG Hotdesk 3

CSG Hotdesk 4

CSG Hotdesk 5

CSG Hotdesk &

Figure 3.

You can select view mode (List or Calendar) to have an overview of reservations.

List view

4

BBl CSG Test - First half day booking

0o

f

4

(ST g BY DiSPLAYALL  TIMERANGE |30

T I I T e M MM M

A RESERVATION | All

Resource Central Systern Administrator % | &

~ RESOURCE TYPE

oo

€5G Test - First half day booking

Booking overview

List view provides a list of all reservations with relevant information.
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Figure 4.
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List view

CSG Hotdesk 1

C5G Hotdesk 2

CSG Hotdesk 3

C5G Hotdesk 4

CSG Hotdesk 5

C5G Hotdesk &

C5G Hotdesk 7

CSG Hotdesk &

CS5G Hotdesk 9

CSG Hotdesk 10

€56 Test

56 Test

CSG Test

C5G Test

C5G Test

€56 Test

C5G Test

C5G Test

C5G Test

C5G Test

S ornt Woeumer | [F ust CALENDAR RESOURCETYPE | 3% DECLINE
N S B L

Sam Smith{samsmith@rcaod.o...
Sam Smith{samsmith@rcaod.c...
Sam Smith{samsmith@rcaod.o...
Sam Smith(samsmith@rcaod.c...
Jone Benson(jone@rcaod.onmi...
Sam Smith{samsmith@rcaod.o...
Sam Smith{samsmith@rcaod.c...
Sam Smith{samsmith@rcaod.c...
Sam Smith{samsmith@rcaod.c...

Sam Smith(samsmith@rcaod.o...

Resource Legend: [l Booked

<

»
In Progress []Closed [JTentative %/ Buffer Time

Locations
Locations v
Locations v
Locations
Locations
Locations
Locations v
Locations
Locations

Locations

Clicking a reservation will open its details (see Reservation details section in this document).
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Calendar view

Calendar view provides an overview of reservations in a timeline.

In Calendar view, you can select to display a list of all resources (by clicking Display all option) ...

St Weow  [Slust [ caenoar TIME RANGE |30 v|  ReservaTion a1 ~| [ Resource TYPE

N N e e e o T e e e e e e T e [ i R R N i

C5G Hotdesk 1 0

€56 Hotdesk 2 Ll G Test
CSG Hotdesk 3 0

CSG Hotdesk 4 0

CSG Hotdesk 6 4

CSG Hotdesk 7 Rl CSG Test
€56 Hotdesk 8 L Cs6 Test
CSG Hotdesk 9 10

CSG Hotdesk 10 2 %
CSG Hotdesk 11 1

CSG Hotdesk 12 1

CSG Hotdesk 13

CSG Hotdesk 14

CSG Hotdesk 15

CSG Hotdesk 16

Resource Legend: MlBooked " InProgress [[|Closed [Tentative /7 Buffer Time Show more

Figure 5.  Calendar view — Display All selected

...or only resources with reservations.

Soeant Wemer 5 ust CALENDAR | BT DisPLAY ALL I TIME RANGE |30 ~|  ResERVATION [all v RESOURCE TYPE
R R T I N o i T e R e R R R T N N N TR N R TR T
CSG Hotdesk 2 Ll CsG Test:
CSG Hotdesk 6 4
CSG Hotdesk 7 Rl C5G Test
CSG Hotdesk 8 R CSG Test
CSG Hotdesk 9 2 <
[E—— o O Vi |
CSG Hotdesk 21 1 H H
CSG Hotdesk 22 16 W
Resource Legend: WBooked ' InProgress [[]Closed [Tentative 77 Buffer Time Show mare

Figure 6.  Calendar view — Display All deselected

The Reservation filter on the toolbar consists of 3 options
(All/With Order/Without Order) which help you categorize
reservations depending on the presence of orders.

RESERVATION | All v

With Order
1100 | 12:0f ARSI

e If you choose "With Order" in the Reservation filter, only reservations with orders are displayed; and
reservations without orders are grayed out.
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@oernt W oameR [ ust CAENDAR BT DISPLAYALL  TIME RANGE [30 v [ RESERVATION | With Order v ] RESOURCE TYPE
o0 Jouse Jizes Jinon Josto Loots Jocao Jbias Jooss Joson 1000 siesizo0 {1300 [sew 150 [reon Lisaw lioon Jinto Jooas
CSG Hotdesk 1 0
€SG Hotdesk 2 4
CSG Hotdesk 3 4
CSG Hotdesk 4 4 W //////%
€SG Hotdesk 5 12

CSG Hotdesk & 1
CSG Hotdesk 7 20

CSG Hotdesk & 20

4 »
Resource Legend: MlBooked  InProgress [[|Clased [JTentative 7 Buffer Time Show mare

Figure 7.  Show Reservation(s) with order(s)

e If you select "Without Order" in the Reservation filter, only reservations without orders are highlighted;
and reservations with orders are grayed out.

vt YWrmeR [ ust CAENDAR BT DISPLAYALL  TIMERANGE [30 v [RESERVAT\ON Without Order v ] RESOURCE TYPE
oo 200 o500 {oko0 {0500 o6on {oron Jovon (o500 1000 1100 120|500 10 500|600 |00 10 500 (2vo0 (2100
CSG Hotdesk 1 0 -~
C5G Hotdesk 2 4
CSG Hotdesk 3 4
CSG Hotdesk 4 4
CSG Hotdesk 5 12
CSG Hotdesk 6 1 E m m
v
CSG Hotdesk 7 20 // % .
FER Ut © an A L4
Resource Legend: [llBooked *//In Progress [[|Closed [JTentative 7/ Buffer Time Show more

Figure 8.  Show Reservation(s) without order(s)

You can select TIME RANGE to show how booked a pooled resource is in each time slot. This will help the
Booking Manager when moving meetings of various lengths.

For example, the following table shows a pooled resource is booked for 2 hours:

TES TIME RANGE | 30 A ES TIME RAMNGE | &0 i

| 1200|1300 14001500 11600 | [ |1200 [1300 |1400 [ 1500 [1600 |1
575, 775 550 575 7750|550

30 minutes 60 minutes
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ES TIME RANGE | 90 w TES TIME RANGE | 120 b

1200 1300 [1400 [1500 1600 |1 11200 1300|1400 1500 1600 |1
ENEE

90 minutes 120 minutes

Clicking on RESOURCE TYPE allows you to select a resource type to filter the booking display.

RESOURCE TYPE

Al

Rooms
Desks
Equipment
Misc

Apply

By entering filter conditions, you can obtain the reservations that you want to work on.

Filters

Organizer Location Resaurce Meeting type

m _E L LI

Figure 9. Filters in Booking Manager

Click the (+) symbol if you want to add more location(s) to the filter conditions. You can also select multiple
resources for filtering.

You can drag and drop an existing reservation to another place in the grid to change resource or time of that
reservation. If the reservation has order, the order moving must follow the predefined conditions (see the note
at the end of this section). Also, clicking a reservation will open its details (see Reservation details section in
this document).

: This screen does NOT allow you to work on reservations with Shared Order. If such reservations show
up in the list, they are greyed out. Clicking on a reservation with Shared Order, a warning message shows up:

Message from webpage X

Operation for resources with Shared Order Form cannot be applied in
Booking Manager, but it can be done in Tasks screen,
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Reservation details

Clicking one of the reservations will show details about it.

7 hel %
" ® =X 7
Save & Close  Reset Decline Availsble  Selected Resources Floor plan
Reservation Resources
Action Function View L3
4Date and Time “ | Organizer csglcsg@rcasdianmicrosoft.com] This reservation has been changed by System administrator B
Stort time Subject: Display visitor
20240130 0300 ROOMS | DESKS MISC
End time
2024-01-30 0330 - Resaurce Overview M Own M Booked M Closed 7/ Buffer Time
Al January, 2024 4 4 RESOURCE CAPACITY  02:00 03:00 04:00 05:00 06:00 07:00 08:00 00:00 10:00 11:00
Su Mo Tu We Th Fr Sa Hamburg-Laptop 1 3 =
T2 3 458 Hamburg-Laptop 2 5
708 9 10 1 1213 Hamburg-Projector 1 5
14015 16 17 18 19 20 O] | Hamburg-Projector 2 2
21 22 23 24 25 26 2 [ | Helsinki - Hotdesk 01 20
28 29 [Ell 31 [ | Hotdesk 1 - floor 1 - Luxembourg 10
[ | Hotdesk 2 - floor 2 - Luxembourg 10
[]  LA-Hotdesk01 20
b Locations - [] | LA- Hotdesk02 15
e ) [ | Hano - Hotdesk 01 B [ [ | [ |
ategories ) | Hanei - Hotdesk 02 10 [ | | |
b Favorites [J | New York - Hotdesk 01 U] 30
4Search and Filter (OB Howfoxiia HotdesE 12 7
[ | New York - Hotdesk 03 20 -
Search o - q >
—
Resource
oo,
Capacity
WMore/ Equal - Attendees Mty [ Tentatve M Outofoffice [Z] Working Elsewhere B3 No information
Riter « NAME
0 sous oo megsaon /// /// /// /// /// /// /// /// ///
ISP h2@ps.com //
onierence foom csg@rcaod.onmicrosoft.com |:-
[ Class Room 4 — v
[C]_VIC - Telanrasence Raom. i - -

Figure 10. Booking Manager — Reservation details

In this view (with look and feel of ResourceFinder), you can change time and resource of the reservation.

For example, if you want to add more resource, click [Available Resources], and a list as the following figure
shows up:

4 ® X R

Save & Close  Reset Decline Available Selected Resources Floor plan
Reservation Resources
Action Function View
4 Date and Time ¢ Organizer: csglcsg@rcaod.anmicrosoft.com]
Start time Subject: Display visitor
2024-01-30 000 N ROOMS DESKS MISC
End time
2024-01-30 0330 - Resource QOverview
4 January, 2024 ’ 4 RESOURCE CAPACITY  02:00 03:00
Su Mo Tu We Th Fr Sa Hamburg-Laptop 1 3
T2 3 4 5 6 Hamburg-Laptop 2 5
7T &8 9 10 11 12 13 Hamburg-Projector 1
14 15 16 17 18 19 20 [ Hamburg-Projector 2 4
21 22 25 24 25 6 T [ | Helsinki - Hotdesk 01 20
28 29 Rl 37 [ | Hotdesk 1 - floor 1 - Luxembourg 10

Figure 11. List of available resources
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Select the resource you want to add by checking the box corresponding to the resource. If you click [Selected
Resources], you will be redirected to the reservation details with added resource:

2 5 Y [)E
Save & Close  Reset Decline fvailable  |Selected ResourcesfFioor plan
Reservation Resources
4Date and Time “ Organizer csglesg @reaod.onmicrosatt.com] This reservation has been changed by System administrator E
starttime Subject: Display visitor
2024-01-20 3 0300
End time Resource Overview M Own M Booked M Closed 7 Buffer Time
20240120 Aoz - + RESOURCE CAPACITY  02:00 03:00 02:00 05:00 06:00 07:00 08:00 02:00 10:00 11:00
. Janvery, 2024 N Hamburg - Hotdesk 01 1
Su Mo Tu We Th Fr Sa Hamburg - Hotdesk 02 1 % 73
12 3 4 5 & Hamburg-Laptop 1 3
78 0 1011 121 Hamburg-Laptop 2 5
14 15 16 17 18 19 20 Hamburg-Projector 1 5
2 2 3 2 25 26 27 J O A
B 50 By << Previous Next >>
b Locations - Attendees M Busy Tentative B Outof office  E5] Working Elsewhere E3 No information
» Categories ~ NAME 02:00 03:00 04:00 05:00 06:00 07:00 08:00 09:00 10:00 11:00
 Favorites h1@pscom i i
P L — ... .
<sg@rcaod.onmicrosoftcom [ ] [ ] [ ] [ ]
“ —— 3

Search

Resource <cPrevious  Next>>

Capacity
More/ Equal

Figure 12. Reservation with added resource

Click [Save and Close] to finish your modification. You can also decline the selected reservation by clicking
[Decline Reservation] button on the ribbon. This can also be done on the List view by selecting reservations
you want to delete and clicking [Decline] button.

: This functionality can be used without impersonation rights for users (instead, it will impersonate
resource account).

NOTE: You can only change the time of recurring bookings one occurrence at a time.

In case of moving order from a resource to another, you should pay attention to the below section:

IMPORTANT NOTE|: In order to move order from a resource (original resource) to another resource (target
resource), the following conditions must be met:

1.The items/extra services on the original resource are available on the target resource.

2. Number of items/extra services in the original resource is less than or equal to that of the target resource.
3. Order cannot be moved from a resource to multiple resources at the same time.

Hence, when you transfer an order to a new resource, you may encounter one of two (2) following scenarios:
e If the item/extra service is available on the new resource and the serving time is within the serving
hours of the item/extra service, the order for this item/extra service will be moved:



Add-On Products
Resource Central

Resource Central

You are moving your meeting to another resource. Do you also want to move your order?

If you select ‘Yes' the order will be transferred to the resource you have selected. If you select ‘No', the

order will be canceled.

Details

Orders

Serving 1 at 08:15

Name Gty Price
Item 01 1 10.00
Item 02 1 10,00
Item 03 1 10.00
Catering Total:
Attendees
Title Name Company Email

Admin

Extra services for your meeting

Check this box if You want to register the visitors on

Total
10.00
10.00
10.00
53.00

Cell. / mobile number

Description

Category

Figure 13. Moving order message (order that has all available items)

Status

Changed
Changed
Changed

Comment

Booking Manager User Guide 1 1

e If any item/extra service is NOT available on the new resource, or the serving time is outside the
serving hours of that item/extra service, the order for that item/extra service will be crossed out and
cannot be moved to the new resource. If you attempt to click [Yes], only available item(s)/extra

service(s) (not crossed out) can be transferred to new resource.

Resource Central

You are moving your meeting to another resource.

The new resource may not offer the same items and/er extra services, or some of the items may not be

available due to deadlines.

If you select 'Yes', we will transfer the items available on the new resource. Please check your new order, to

see the impact.

Details

OrderForm
Serving T at 07:00

Name Qty Price

Her &t + 06

Itemn 02 1 10.00

Item 03 1 11.00

Itern 04 1 12.00

HemE5 + o088
Catering Total:

Attendees
Title Mame Company Email
Admin ad1@ad.ad

OrderForm.Properties

Check this box if You want to register the visitors

on

Total
680
10.00
11.00
12,00

33.00

Cell. / mobile number

T T T

Description

Category

Figure 14. Moving order message (order that has unavailable items)

Comment

»



