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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 that can track the status
of orders.

Yours sincerely
The Resource Central Team
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CHAPTER 1.

Create a meeting

In Outlook®, Outlook Add-in assists you in creating new meetings/appointments by selecting resources,
setting new orders, and inviting attendees. You can see the icon of the add-in when you create a new
meeting/appointment:

In your Outlook Desktop, select Calendar = Home = New Appointment, the add-in is displayed on the
toolbar:

]E — o~ W# Teams Meeting ~ eQi E ||:| Busy - ,[1 | 15 minutes  ~ EE - ﬁ‘]] ﬁ Resource Finder Add-in
@This appointment is next to another one on your calendar,
Title Internal meeting
Save & -
Close Start time Fri 3/22/2024 E 12:00 PM v anday [] @ Time zones
End time Fri 3/22/2024 [ 12:30PM w| £ Make Recurring

Location

Figure 1. Room Booking - Outlook Desktop
In your Outlook on the web and New Outlook Desktop, select Calendar = Home = New Event:

Event Scheduling Assistant

= O] O @ G o ai =

Response Busy 15 minutes Categorize Private  Scheduling My Viva Send to ResourceFinder
options ~ ~  before ~ v poll Templates Insights OneNote

Attendess Options Tags FindTime My Templates = Viva Insights | Send to OneMote ResourceFinder

Save . Calendar < B

23 Internal meeting

g Invite attendees Optional 12PM g
@ 3/22/2024 11:30 AM @ All day @ Time zones o

v I

3/22/2024 12:00 PM > Don't repeat F

Figure 2.  Room Booking - Outlook on the Web/New Outlook Desktop

INoTE: For better illustration when using Outlook Add-in, the Outlook desktop client will be used to describe
all functionalities.

Click on the ResourceFinder Add-in button to locate the room you would prefer for your meeting.
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Use Outlook Add-in to find a meeting room

The Outlook Add-in will assist you in locating the meeting rooms that will fulfill your needs easily and

intuitively.

Normal bookings

ResourceFinder X
8 selected Resources (0) >
Q Resources List (40+) %

Q Locations v IB Rooms -
e Categories ~ || 7 Favorites o
Q, Search Resource Name.. Capacity: == ~ || 0
[ Awvailable Resources F Sort by
R List (11 Floor Plan
London Room A10 (20) @ i
2 2 o i
I T2
Landon Room A2 (30) o
=2 B
| —— /M
Los Angeles - Room AZ (0) o

) )

= /|
Canberra - Room 1 (0) M
[ =
/|
Munich-Room 241 (12) o ir
o
||
Mew York - Room 1 (0) O
=
—
0700 08:00 0800 10:00 11:00 1200 12:00 1400 1500 16:00
22-03-2024
List more Resources
ig) Attendees >

A & @

Figure 3.  Outlook Add-in

Control buttons:

(R

Home button displays the selected
Resource(s) as well as the list of
attendees

[l

Resources button, which is the default
interface when you select Outlook Add-
in, helps you pick the resource.

®

Find Colleague button is a way for you
to book a resource by locating your
colleague.

o
o
[l

Attendees button shows the list of
attendees.

ey

Open Settings

Booking this resource requires approval
by the resource’s delegate. Your

S request will be forwarded, pending
approval.

Q You do not have permission to book this
resource.
You can book this resource for the

Li ] meeting but be aware of the conflicted
occurrences.
The resource is going to be closed within
a specific period. You cannot book it
within that period.

= Show Resource list

() | View Resource Details

v Add Resource to My Favorites

View Calendar

(I Show Floorplan

b Remove the resource
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On the availability timeline for each resource, you Copenhagen B O %
can see the buffer time displayed as a shaded ) B2 * #
rectangle.

A !

Figure 4.  Buffer time

1. Use the Resource List to find a meeting room. You can filter the available room based on the
Locations, Categories, Capacity, etc., saving your time when searching for the right room.

The availability of the meeting rooms will be displayed on each resource on the list.

Please note the categories attached to the selected resource (icons under the resource name).

To select a room, you click on it from the resource list.

Pown

Recurring bookings

In case you book a recurring meeting, the availability is displayed as in the following figure:

Availability: The availability ratio is displayed when

ResourceFinder * you book a recurring meeting. This will be further
@ Sselected Resources (0) > explained below.
Q, Resources List (20+) i

There are vertical bars highlighted in red on the left
© Locations < || m Rooms - of the panel showing if the resource can be booked
except for conflicted occurrence. For example,

- v7 Favorites - A - , .
‘Availability: 9/10’ means that you are going to book
Q. Search Resource Name Capacity: >=  ~ |/ 0 a recurring meeting of 10 occurrences, 9 of which do
Availzble Resources F Sortby not have conflicts.
B Lst @ Flaor Plan The green vertical bar shows that the resource can
arc - Mieetingroom A1 B0 be pooked for your recurring meeting. The grey
: vertical bar also prevents you from booking that
Availability: 10/10 resource because you do not have permission to
; book it.
London Room A10(20) ayiable occurrences of the series: 10/10
o B 1S
Availability: 10/10 Select [Only list available resources] to show the
London Room A2 (30) B O 1 resources that you can book (green vertical bar only).
' B
Availability: 10/10 If you click on the text ‘Availability’, more detailed
Los Angeles - Room A2 (0) B O information will be presented.
Availability: 10/10
Copenhagen - Room 1 (0) B O i
Awailability: 10/10
Amsterdam - Meetingroom (24) 5 ©
Availability: 10/10
List more Resource:
i§ Attendees >
R & @ €3

Figure 5. Book a recurring meeting
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Selecting a room will move the room to the ‘Location’ field and to the selected resources area of the add-in:

@You haven't sent this meeting invitation yet.

B‘ From Jones @rcaod.onmicrosoft.com
Internal Meetin
Send Title g
Required Copenhagen 7
Optional

Recurrence Occurs every Wednesday effective 3/2

024 until 4/17/2024 from 2:00 PM to 2:30 PM  <_* Edit Recurrence

ResourceFinder x

B selected Resources (1) ~
Copenhagen 7 (12) B @ &% X

.o | New order |

Availability: 10/10

Q, Resources List (52) ~

@ Locations ~ I8 Rooms ~

( Location Copenhagen 7

Categories || ¥r Favorites v

‘g, R Find
E}\ oem Finder Q Search Resource Name. | | Capacity: >= ~ | 0

Figure 6.  Selected rooms in Outlook Add-in

Floor Plan

When booking a resource, it is useful if you
can navigate to the resource and see the floor
plan on the screen. The Floor plan feature is
created to serve that purpose.

This function is controlled by the parameter
ResourceFinder.FloorPlan. For more details
about this parameter, please refer to the RC
Parameter Guide. When it is enabled, you
can see the [Floor Plan] icon lif adjacent to
each location and on each resource (that has
attached floor plan).

Select [Floor Plan] on the Outlook Add-in
interface =» click on the Location bar to open
the location list = Choose the Location you
would like to book reservation. Then, the floor
plan of that reservation will appear. You can
click directly on the Green area (Available) to
book and that chosen resource will turn to
Yellow (Selected) and be shown in the
Selected Resources list.

B Avsilable Resources ¥ sortby
Q. Resources List (10) v
Q@ Locations IB Rooms
Categories
Available Resources Capacity: >= v || 0
= List ‘ ¥ Floor Plan '
€ -» Locations\UK\London (@)
: 5 T —— 4
- ‘__"
< 14 <P (D)
13 b dud B3
== |}
Available | Selected I Booked ICIosed

Figure 7.  Floor plan
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You can also find a resource by selecting its
location and/or categories and the capacity
) as you wish. Select [Apply] to see the
@ Locations v IB Desks o corresponding resources, then click on the
green area of the location to book it.

Q. Resources List (39+) s

15 S N T g,
Lategornes v

[J Available Resources Capacity: == ~ || 0

Figure 8. Floor Plan Filter

Find Colleague

You can also use the Find Colleague option to

@ Find Colleague e find and book a resource that your colleagues
.\ Sams@rcaod.onmicrasoft.com by have already booked.
Sam Smith (9) On the Find Colleague tab, enter a part of the
s=ms@roaod onmicrosof com colleague’s name, a list of the persons that
matches your keyword is displayed, followed by
@ 1300-13:30 all their events. By default, you can find your
22052024 colleague by searching their name.
= Internal meeting Alternatively, you can also use their emalil
B Hane instead.
Gl LocationsvietNam'Hanai
The Start time - End time, Start date - End date,
13:00 - 13:30 the meeting subject, the resource name, and
© o0 the location of each event are displayed on this
= Customer meeting screen so that you can easily select the
& Hano appropriate meeting you are looking for.
131 LocationsivietMNam'Hanoi
13:00 - 13:30
®
22-03-2024
= Project meeting
= Perh
@ Locations\Australiz\Perth

13:00 - 13:30
22-03-2024

Internal meeting

s [e] =

Figure 9. Find colleague tab

Canberra

5 o e
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Click on the event of your colleague and you can
see the meeting room/desk that your colleague
will sit is highlighted in Orange on the floor plan.

You can only press on the Green (Available) spot
next to him/her and your chosen spot will turn to
Yellow (Selected). The resource you have just
selected will be displayed in Selected Resource
section.

@ 5 instances of this recurring appointment are next to other appointments on your Calendar.

Title

CHAPTER 2

Use Outlook Add-in to find a meeting room

@ Find Colleague
< o Sam Smith (24)

& = Internal meeting

(S 22-03-2024, 13:00 - 13:30
= Hanoi
(%) Locations\VietMam'Hanai

[ colieague || Available || Selected || Booked || Closed

Figure 10. Colleague’s detailed meeting

ResourceFinder

& selected Resources (0)

Recurrence I Occurs every Friday effective 3/15/2024 until 4/12/2024 from 1:00 PM to 1:30 PM ]O Edit Recurrence

Q, Resources List (2)

1B Rooms

@ Locations
\ £5 Categories

# My Favorites

Q Search Resource Name...

Capacity: >= ~ 0

B Available Resources

B List

¥ Sort by

(0 Floor Plan

| nhagen 7 (12)

.@*l

Availability: 4/5

i® Attendees I

Find Colleague (Not available for recurring meetings) I

(" a

& 8

9
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Invite Attendees and complete your meeting request.

Invite Attendees and complete your meeting request.

At any time, you can add attendees to the meeting and the Outlook Add-in will adjust.
The number of attendees you add to the meeting will directly make an impact on room search: the room
capacity section is automatically changed according to the number of added attendees including the organizer:

ResourceFinder

From Jones @rcaod.onmicrosoft.com
i Title Internal Meeting 8 selected Resources (0) >
—_— Q Resources List (3) ~
| Required | Henry Benson; Sam Smith;
I Q@ Locations V I8 Rooms ~
| Optional | Matr Liy; Tyler Wright; 9 Cat " F X
35 Categories v ©7 Favorites v
Start time Fri3/22/2024 (5 300pPM w| OAlday [ & Timezones Q, Search Resource Name (Capacity: == v | 5 )
End time Fri 3/22/2024 [ 330PM w| < Make Recurring B Available Resources F Sortby
| Location | E)\ Room Finder B List {0 Floor Plan
Figure 11. Attendees — Capacity
Attendees of the meeting are displayed in
tab Home M and tab Resources & of Q Resources List (8) 2
Outlook Add-in. o
gl Attendees o
The color vertical bar shows the availability
of the attendees, in which red means that 1 Jones (Jones@rcaod.onmicrasaft.com) ®
they are unavailable in the selected
meeting time and green means that they
are available. I_D D D
5  Sam Smith [sams@r:aad.nnmi:rasaﬂ... ':I:' X
T  Tyler Wright (tw@rcaod.onmicrosoft... E‘ *,
M Matt Liu (ml@rcaod.onmicrosoft... E‘ *,
1 o o Y o N 7 Y 7 o B

o700 0S:00 0800 10:00 11:00

12:00 13:00 1400 15:00 16:00

22-03-2024

Figure 12. Attendees list
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Clicking on an attendee’s name will open

his/her calendar as shown in the following ResourceFinder %

figure, on which you can check the attendee’s

availability for the meeting: Sam Smith X
March 2024 4

THU FRI SAT SUN MOMN TUE WED
1 2 3 4 5 6

7 g 9 10 11 12 13
14 15 16 17 18 19 20

21 923 24 25 26 27

28 29 30 31

Today
22-03-2024

10:30 | Busy
12:00

14:00 © Busy
30

413

Figure 13. Attendee’s calendar

You need to click [Send] button to finalize the meeting request.

B’ From lones @rcacd.onmicrosoft.com
Titl Internal Meetin
Send e 9
| Required ‘ Henry Benson; Sam smith;
‘ Optional ‘ Matt Liu; Tyler Wright;
Start time Fri 3/22/2024 E 3:00 PM | [Oanday [ @ Tirme zones
End time Fri 3/22/2024 E 3:30 PM | {3 Make Recurring
Location E\ Room Finder

Figure 14. Meeting Request

Shortly after this you will receive one or two emails as confirmation of your booking.

One of the emails might be from the Outlook® Exchange environment and the other one will be from Resource
Central.
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Ordering services for your meeting

Order Form

Ordering services for your meeting can either be done before sending the meeting the invite or after sending
it.

Order services before sending the meeting invite.
To order services, you need to create a meeting in the calendar - click [Outlook Add-in] button, then choose
the resource you would like to book:

ResourceFinder x
B8 sclected Resources (1) s
Meetingroom - Canberra (20)

= = =

ov:00 08:00 089:00 10:00 1100 1200 13:00 1400 1500 16:00
22-03-2024

Figure 15. Book new order.

Click [New Order] button and the Order Form is opened in a new pop-up window:

o = B

Save & Close Delete Order Assistant

Action Function Order Form
<
MEETINGROOM - CANBERRA Order
“Reservation
If you require one or more servings for your resource booking, please enter the number of deliveries, and fill out this form.

Resource:
Meetingroom - Canberra Number of deliveries [1 Delivery - | Delivery time at resource's local time:
Location: .
[ Serving 1 | [15:00 -+

Locations\Australia\Canberra )

Serving 1
Subject:

a Name Price Qty
Internal Meeting Chocolate 125
From:

Coffee 100
22-03-2024 14:00 (Friday) Mineral water 175
To: Soft drinks 200
22-03-2024 14:30 (Friday) Tea 1.50
Capacity: Catering Total
20
., Visitors

[FResource Image
Catering deadline (1 day(s) prior atk: Register visitors

Invitee (Crganizer) Host Zones

= o [

Visitor Details

Title * Name Email Cell. / mobile number

\ J | J | I Details | Remove

Figure 16. Order form

12
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On this sample order form, you're able to book catering services. To order just select the desired number of
services and items needed for the meeting.

You can also register visitors in ‘Visitors’ section by checking on Register visitors box, then enter their
information. In ‘Extra services for your meeting’ section, you can order AV / IT equipment or utilize electronic
meeting room signs. Then, click [Save & Close] to return to ‘Outlook Appointment’ screen and send the
invitations.

Order services after sending the meeting invite

If you have sent a meeting invite without adding an order yet, you can still open the order form in the email
from Resource Central. You will find a summary of the reservation regarding the selected meeting room, the
time slot, and a link which enables you to order associated services for your meeting. This is identified with the
“Click here” hyper-link.

Resou der + Get more add-ins

Resource Centra

New Reservation

Resource : Meetingroom - Canberra

Fromm : 22.March.2024 07:00 PM (Friday)
To: 22.March.2024 07:30 PM (Friday)
Subject : Internal Meeting

This is an automated reply from Resource Central as you've just booked an internal rescurce,

If you would like any extra services for the resource booking then pleasg{Click here

After clicking on the above link, you'll be redirected to a central website to order the available services for the resource.

Figure 17. Open Order form from New Reservation Email

There are two (2) ways to open an order form which belongs to the selected meeting room. This will feature
the services enabled for this particular meeting room.

The first way to open order form is to click on [ResourceFinder] button on the upper left corner of the email
body (not available for Outlook on the web). This will open the order forms as in the following figure and you
can make orders directly from this order form:

13
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rceFinder /.

Resaurce Central

If you require one or more servings for your resource booking, please enter the number of deliveries, and fill out this form.

Number of deliveries [1 Delivery -]

[ serving 1 | [1200

New Reservation

Resource : Meetingroom - Canberra

From : 22.March.2024 07:00 PM (Friday)
To: 22.March.2024 07:30 PM (Friday)
Subject: Internal Meeting

This is an automated reply from Resource Central as you've just booked an internal resource,

= Collapse All
Reservation of Meetingroom - Canberra =
From Subject
22.March.2024 07:00 PM (Friday) Internal Meeting
To Description
22.March.2024 07:30 PM (Friday)
SE Asia Standard Time
Location Capacity
Locations\Australia\Canberra 20
MEETINGROOM - CANBERRA Order =

+ Get more add-ins

-

Figure 18. Order form opened from Outlook Add-in button.

The second way to open the order form from the new reservation email is clicking on the [Click here] hyperlink.
The order form featuring all the associated services available for the meeting room you’ve booked will display

on the web browser:

Resource Central

Reservation of Meetingroom - Canberra

From Subject

22.March.2024 07:00 PM (Friday) Internal Meeting

T Description

22.March.2024 07:30 PM (Friday)
SE Asia Standard Time

Location Capacity
Locations\Australia\Canberra 20

MEETINGROOM - CANBERRA Order

If you require one or mere servings for your resource baoking, please enter the number of deliveries, and fill out this form.

Number of deliveries [1 Delivery -
[ Serving 1 [0 -1+

Serving 1

2 Name Price &
Chocolate 125 1
Caffee 1.00 1
Mineral water 175 1
Soft drinks 200 1
Tea 1.50 1

Catering Total

[ Collapse All

7.50

14
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15

Visitors

Register visitors

Visit detail

Invitee (Organizer)

Host

[4ehn

Zones

Visitor Details

Title * Name

Email

Cell. / mobile number

| Details | Remove

S —

Cost Information
Company:
Department:

Name:

Extra services for your meeting =

Table arrangement

Theater Style ()

Board Room Style (O

Use Meeting E-sign / Screens
[_] Use Meeting Information Display
Company Name (linel):

Meeting Subject (line2):

Figure 19.

Order Form opened from [Click here] button

Once you’ve completed the order form, click the [Send Order] button. Hereafter, Resource Central naotifies all
concerned departments / persons about the services you've ordered.

If you book a recurring meeting, the order form will assemble the following figure:



Add-On Products CHAPTER 4
/AW Resource Central Ordering services for your meeting 16

Resource Central

[= Collapse All
Reservation of Meetingroom - Canberra =
From Subject
22.March.2024 07:00 PM (Friday) Internal Meeting
T Description
22.March.2024 07:30 PM (Friday)
SE Asia Standard Time
Location Capacity
Locations\Australia\Canberra 20
Recurring Dates =

Max number of accurrences: 5

Mark all
22.03-2024 20-03-2024 [ 05-04-2024
12-04-2024 19-04-2024

MEETINGROOM - CANBERRA Order

If you require one or more servings for your resource booking, please enter the number of deliveries, and fill out this form.

Mumber of deliveries [1 Delivery -

[ serving 1 [[oz00 -+

Figure 20. Recurring meeting Order Form
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Order Confirmation

After placing the order, you will receive a confirmation email with a detailed summary of your order.

Resource Centra

New Order - Order Number 9607

The rescurce Meetingroom - Canberra has been reserved on the following date by Jones [Jones@rcaod.onmicrosoft.com]

From: 22.March.2024 07:00 PM (Friday)
To: 22.March.2024 07:30 PM (Friday)
Subject : Internal Meeting

If you want to change something in the order then please Click here

Details

Orders
Serving 1 at 19:00

Name Qty Cunsun:; Price Total  Status Description
Coffee 1 1.00 100 Mew
Tea 1 150 150 New
Mineral water 1 1.75 175 New
Soft drinks 1 2.00 200 New
Chocolate 1 125 125  New
Catering Total : 1.50
Visitors
. _ Cell. f mabile -
Title Name Company Email — Category Visitor Type Comment
CEQ Sam Smith sams@rcaod.onmicrosoftcom 096000000

Figure 21. Order confirmation

Should you at any point choose to delete or move your meeting to another time slot then the selected meeting

room and your order will be automatically deleted (if deadline is not reached) or moved (if deadline is
compromised).

The departments / person delivering the services will also be informed automatically about the change.

Should you, at any point, want to change any of the services ordered then you need to select the hyper-link
[Click here].

17
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Outlook Add-in Settings

CHAPTER 5
Outlook Add-in Settings

ResourceFinder 13
8 Language 5
Q.F-: Assistant Organizer @

Note: An Assistant Organizer can recelve the same
emails from Resource Central as the organizer and
can handle orders on behalf of the organizer.

@ Date/Time Format >
Q Default Location h
2% Default Categories >
® Help >

@0utlook Add-in Version 1.0.186

M = T

Figure 22. Settings panel

Language Setting

il
ims | anguage o

English (United 5tates) s

Figure 23. Settings — Language

Assistant Organizer

[ ] . .
% Assistant Organizer @

Note: An Assistant Organizer can receive the same
emalls from Resource Central as the organizer and
can handle orders on behalf of the organizer.

Figure 24. Settings — Assistant Organizer

From the main screen of Outlook Add-in, you
can open Add-in Settings by clicking on the
cogwheel icon at the bottom right corner.

In the Settings panel, configurations for
language, assistant organizer  function,
date/time format, default location, and default
categories can be made.

You can make configurations for Language to be
used in Outlook Add-in by clicking on the
[Settings] icon at the bottom right corner of the
interface.

Click [Apply] to finish.

In order to enable other organizers like
secretaries or Personal assistances to book
meetings and place orders in RC on behalf of
other organizers, Resource Central provides an
additional feature “Assistant Organizer”.

18
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The feature allows the organizer to assign all related work to the assistant as the notifications can be directed
directly to the assistant who will correspond with the different service providers on the different service orders.

The assistant with access to the organizer’s calendar can also schedule the meeting directly in the organizer’s
calendar and assign all notifications to the assistant.

When this function is enabled in the system, the

[ ] , . icon Assistant needs to be activated in the
¥ Assistant Organizer @) Outlook Add-in Settings.

Assistant Organizer Under Email flow, you can set up an assistant
organizer that will be used as standard on all
your orders. E.g., if all your meetings are always
handled by the same assistant.

Q_ Enter a part of the name to search for

Email flow
) ) You can also set up a default email flow (who will
Only primary organizer e receive notification emails) by selecting from the
drop-down list:
Email flow
Apply _ _
Only primary organizer ~
Note: An Assistant Crganizer can receive the same + Only primary organizer

emalls from Resource Central as the organizer and
can handle orders on behalf of the organizer.

Only assistant organizer

Primary AMD assistant organizer

Figure 25. Assistant Organization configuration

After clicking [Apply], the icon Assistant is available in Outlook Add-in - New Order - Order Form.

Disabled Assistant Enabled Assistant
Aszsistant Assistant
Crder Form Crder Form

Enabling the function will make the assistant organizer available in ‘Meeting Organizer’ section when you make
a booking:

Meeting Organizer

Organizer | lones |
Assistant organizer | Henry Benson |!
Email to Organizer Assistant organizer

Figure 26. Order Form — Meeting Organizer

19
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The options (assistant and email flow) established previously in Outlook Add-in Settings will be displayed
here. You can modify them according to the need of a particular meeting or disable it if it is a meeting where
you do not need an assistant organizer.

Date/Time Format

You can also set up date/time format in the Settings
panel. @ Date/Time Format ~

Go to Settings and scroll down to the middle of the First day of the week
panel, you will see the ‘Date/Time Format’ section.

Sunday s
Select your preferred First day of the week, Time
Format, Date Format and Date Separator, then click

[Apply] to finish. Time Format

HH:mm ( 13:10) v

Date Format

dd-MM-yyyy [ 20-03-2024 ) v

Date Separator

- o

Apply

Figure 27. Settings — Date/Time Format

Default Location

In case you often look for resources in a certain O Default| _
location, you can set a default location to save time. Default location
To do that, click on a location that you want to set as

default, and select [Apply] to finish. v Locations

« Australia
Canberra
Perth
Sydney

~ il Belgium
Bruxelles
Hasselt

« Canada

Figure 28. Default location
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Default Categories

In this section, you can set up default categories

[ 1] .
to be displayed when opening Outlook Add-in. = Default Categories h
Go to Settings and roll down to the bottom of the v O [E] Categories
panel, you will see the ‘Default Category’ section. > [J N Conference Room

Select your preferred default categories, then [J ®@ Board Room

Rooms with Whiteboard

click [Apply] to finish. [l IT Class Room
O Cars
*» O Video Conferencing
[ Executive
[ Hot Desks
O

Figure 29. Default Categories

Help

Click on [Further information] button to visit our
support site. © Help v

Click on Further information to visit our
support site

Figure 30. Help
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CHAPTER 6.

Create a meeting with Pooled Resource

A Pooled Resource is displayed like any other resource, but the difference is that it can be booked multiple
times at the same time. Typically, used for a group of desks where the organizer can book a desk from a pool
of desks - not a specific desk. Parking places can also be an example of resources that can be grouped into
one.

When using Pooled Resources license type, allowing conflicts, and setting capacity number (which determines
how many attendees (including the organizer) can be invited in the pool), you can book a resource multiple
times simultaneously as long as the total attendees invited (including organizer) to the meetings do not exceed
the capacity number set for this resource.

Outlook Add-in will block you if you exceed the available capacity at the time you try to book.

ResourceFinder x
b4

(i) When booking a Pooled Resource, only this resource type and only

ohe can be booked.

B sclected Resources (1) o
Meetingroom - Canberra (20} B O i x

Figure 31. Pooled resource

Noret

- If the capacity is violated either when the organizer uses native Outlook to book excessive capacity, the
organizer will receive a decline email from Exchange on that resource reservation.

- You are unable to order services for the meetings in the pool.

- You are allowed to invite a person to different meetings in the pool.
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CHAPTER 7.

Booking alternative resource for recurring meeting

When you book a conflicted resource, you will see the © icon with the following message:

The message warns you about the dates that

ResourceFinder X have conflicts. These conflicts can be

replaced by using Outlook Add-in after the

() The resource is unavailable on: Series has been approved — meaning after

26-03-2024: Hamburg you have sent the meeting invite, you will be

Alternative resources for the conflicting occurrences can be found sent the acceptance email for your booked
resource.

when the series request has been accepted. Reopen Resource Finder

for this series and it will aid you in finding the alternatives.

B selected Resources (1) e
Hamburg i} @ & X
= Mew Order

Availability: 2/3

Figure 32. Conflicted resource

To start selecting alternative resources, reopen the series. It will prompt an 'Open Recurring ltem’ message,
in which you choose 'The entire series’, and click [OK].

Open Recurring ltem X

This is one appointment in a series.
What do you want to open?

(O Just this one
@The entire series

cancel

On Meeting Series panel, open Outlook Outlook Add-in again. You will see the [Alternative Resource]
button:

ResourceFinder X
(i) Conflicting Occurrences:
26-03-2024
Alternative Resources |
@ sclected Resources (1) o
Hamburg (1) o 9 X
=
Availability: 2/3
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Notice that it shows conflict dates but there is no resource next to it.
Click the button to open the ‘Alternative Resources’ section. Here you can select conflicting dates and then

click [Available Resources] to select different resources for those dates:

) Q, Resources List (75) “
ResourceFinder
Q Locations - IB Rooms w
B sclected Resources (1) s .
_ 88 Categories v t7 Favorites v
Hamburg (1) @ o X
=] Q, Search Resource Mame. | | Capacity: >= ~ || 0
T,
Availability: 2/3 Available Resources ¥ Sortby
: ) L
(:‘ Alternative Resources N # Meetingroom - Canberra (20) o |
MNumber of conflicting occurrences: 1/1
Meetingroom - Perth (3) o r
Conflicting Dates Alternative Resources
26-03-2024 Conflict
.. ] Meetingroom - Sydney (30) ® i
Available Resources 0K Cance

Figure 33. Selecting alternative resource

Once you have selected an alternative resource, you will then see a new message as example below:

You can delete the alternative resource by clicking
on the Delete button on the right and re-select a

different resource =» [OK].

ResourceFinder

B8 selected Resources (1) v
Hamburg (1) D 17 X
(=]

Availability: 2/3

e s
() Alternative Resources s
MNumber of conflicting occurrences: 0/1

Conflicting Dates Alternative Resources

25-03-2024 Munich-Room ...

Available Resources QK Cance

A warning will appear to confirm the Alternative Resources you have changed for each Conflicting
Occurrences:
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Booking alternative resource for recurring meeting

ResourceFinder

(i) You have made changes to the selected resources on
this series, Please close your recurring Qutlook
meeting instead of dicking *5end Update" to avoid
complications. Your chosen alternative resources will
be registered in Rescurce Central when you click
"Send".

Conflicting Occurrences:  Selected Resources:

- 26-03-2024 - Munich-Boom 241

| Send || Alternative Resources |

B selected Resources (1) e
Hamburg (1) @ W X
]

Availability: 2/3

Figure 34. Alternative Resources confirmation

If you still need to change the resource, click on [Alternative Resources] to bring back the alternative
resources panel. When you are done, click [Send] to register your chosen alternative resources in Resource
Central.

Then you will see that the conflicted dates are now registered with a new resource:

ResourceFinder

(i) Conflicting Occurrences: Selected Resources:
- 26-03-2024 - Munich-Room 2A1

Alternative Resources |

B selected Resources (1) 1%
Hamburg (1) 0 D 17 X
3

Availability: 2/3

Figure 35. Altering resource successfully

Be aware that once you click [Send], conflicting dates that are registered with alternative resources cannot
change the resource again. Clicking the [Alternative Resources] button only lets you change the resource for
conflicting dates that still do not have alternative resource.

Then, you will receive an email for each conflicting Occurrence informing you that the booking of the old
resource is how cancelled.
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Resource Centra

Changed Recurring Reservation

From: 26.March.2024 12:00 PM (Tuesday)
To: 28.March.2024 12:30 PM (Thursday)
Subject : Internal meeting

This is an automated reply from Resource Central as you've just booked an internal resource,

If you would like any extra services for the resource booking then please Click here

After clicking on the abowve link, you'll be redirected to a central website to order the available services for the resource.

Resource Central ensures that resource bookings are made easy. When changes are made to a bocked time slot, a resource booking is deleted or when general changes are made then a
response is autematically generated to both the organizer and the service provider(s).

Resource Central (C) 2005-2024 Add-On Praducts

Figure 36. Cancelling conflicted resource email

: If your newly selected resource is still not fully available, it only changes resource for dates that are not
conflicted with that new one. You must select another resource for the remaining dates that are still conflicted.

Finally, close your Meeting Series window.

If there is a message asking you what to do with this meeting request, choose 'Don’t save changes’ and
then click [OK].

: This feature does not work if the meeting has multiple resources selected.

Afterwards, you will receive another email confirming your new alternative resource for that conflicted date,
ie..

Resource Centra

New Reservation

Resource: Munich-Room 2A1

From : 26.March.2024 06:00 PM (Tuesday)
To: 26.March.2024 06:30 PM (Tuesday)
Subject: Internal meeting

This is an automated reply from Resource Central as you've just booked an internal resource.

If you would like any extra services for the resource booking then please Click here

After clicking on the above link, you'll be redirected to a central website to order the available services for the resource.

Resource Central ensures that resource bookings are made easy. When changes are made to a booked time slot, a resource booking is deleted or when general
changes are made then a response is automatically generated to both the organizer and the service provider(s).

Resource Central (C) 2005-2024 Add-On Products

Figure 37. New alternative resources email
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CHAPTER 8.

My Meetings

In Outlook®, you have another Icon in your toolbar named My Meetings. The function of My Meeting is to help
you keep track of all your orders for your future meetings or create new orders.

Move to: 7 « [ unread/ Read EEv |:t| - '_E'Ev |Search People | @ ? - a5~ bt ﬁ']] Reply with Scheduling Poll My Meetings Add-in

Resource Central

My Meetings v

ps5_012 © 9% > &

+ Get more add-ins

New Recurring Reservation (#17231) of Laptop - Hasselt - Alternative startin...

ResourceFinder Resource Central

Resource Central

New Recurring Reservation

Resource : Laptop - Hasselt - Alternative

From : 26.March.2024 12:00 PM (Tuesday)
To: 28.March.2024 12:30 PM (Thursday)
Subject : Internal meeting

Figure 38. My Meetings — Outlook Desktop

My Meetings is accessible:

1. When you open an email, the My Meetings icon is available on the ribbon of that email.

2. When you stand in your Outlook inbox. Then you can see that My Meeting is accessible from
Outlook’s® main panel (this requires Reading Pane is turned on. You can do this by navigating to
View tab > Reading Pane - select Right or Bottom).

Click on [My Meetings Add-in], and from the opened add-in panel click [My Meetings] button.

For Outlook on the web and New Outlook Desktop, My Meetings is accessible when you open an email, click
[More apps] button, and select [My Meetings] as in the following figure:

0o -
¥ Quick steps 8 O B 9 @ o @ fgj Q_ Find an app
¥ | Read/ Categorize Flag Pin Snooze Policy  Print  Discover
Unread w ~ w ~ groups
Quick steps Tags Print Find Undo @ m *
New Order (#18219 - ordre big event) on 28.March.2024 06:00 PM SE Asia Standard Time at Locations\VietNam Viva Insights Send to Share to Teams
OneMote
P ps5_084 U=U e | F--
To: Sam Smith A X TZ20 PM
My Meetings
Resource Ce
New Order - Order Number 18219
The resource ADDTest3 has been rezerved an the following date by L com] Add apps &
From 28 March 2024 06-00 PM (Thursday)
To 28.March.2024 06:30 PM (Thursday)
Subject : ordre big event
Details

Orders

Figure 39. My meetings — Outlook on the web/New Outlook Desktop
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Another panel is opened after you click [My
Meetings] from the app list. In this panel, [My

Meetings] button is available. Click the button s L %
to open My Meetings window from Outlook on Ay Resource Centra'
the web.

My Meetings -

& My Mestings
- ¥ g

Figure 40. Open My Meetings

My Meetings navigation

~3 R .0 =
=% e e ()
Delete Orders My Mestings My Visitors Helo
Action View
= bay I« My Meetings
S T S i N S
< Mar 2024 »
Su Mo Tu We Th Fr Sa O 20-03-2024 01:30 20-03-2024 02:00 Internal meeting Ha Noi Locations\VietNam\Ha Noi Sam Smith
1 2 O 20-02-2024 04:00 20-03-2024 04:30 Project meeting Ha Noi Locations\VietNam\Ha Noi Sam Smith
3 4 5 6 7 8 9 O 20-03-2024 03:30 20-03-2024 06:00 Board meeting Ha Noi Locations\VietNam'\Ha Noi Sam Smith
10 11 12 13 14 15 16
17 18 19 m2| 22 23
Y m TS DM 1| Jtems per page Records 1- 140 14
31
Apr2024
Su Mo Tu We Th Fr Sa

1.2 2 4 5 6
7 8 9 10 11 12 12

Figure 41. My Meetings Navigation

On the left side of the window, you will find the date picker area where all the dates on which you have booked
a meeting will be highlighted in bold.

In the main section of the window, you will find all the meetings listed for the date which has been selected.
From here an order can be changed, created, or deleted just by clicking any of the listed meetings.

Again, the appropriate order form will be opened, and you can, as described earlier, select the services or the
changes you want for the meeting.

Click on [Order Status] to see the status of the order you selected.
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<

Serving 1 at 14:30

& Name Quantity Consumed gty Description
basecostl 2
cookiel 2
EXTRA SERVICES FOR YOUR MEETING

aName Value Description
MatterNumber 23

R C | CHAPTER 8
esource Centra My Meetings
= g ] @
Order Form | Order Status Help.
Show
Resource Central
Order Status
ORDER DETAILS Order Number 17239

Resource Central ensures that resource bookings are made easy. When changes are made to a booked time slot, a resource booking is deleted or when general changes are made then a response is automatically generated to both

the organizer and the service provider(s).

Resource Central (C) 2003-2024 Add-On Products

Figure 42. Order status

Delete Order associated with Meeting(s)
You can delete one or more order(s) associated with meetings in My Meetings window by selecting the

checkbox against one or more meetings and clicking the Delete Orders button.

Su

10
17
24
3

el - -0 (N
=% EH Bed )

Delete Orders My Meetings My Visitors Help
Action View

7 oy 1« My Meetings

] S S S S|
Mar 2024 »

Mo Tu We Th Fr Sa 20-03-2024 01:30 20-03-2024 02:00 Internal meeting
2 20-03-2024 04:00 20-03-2024 04:30 Project meeting
4 5 6 7 8 9 20-03-2024 05:30  20-03-2024 06:00 Board meeting

11 12 13 14 15 16

18 I9m2l 22 23

Apr 2024
Mo Tu We Th Fr Sa
1 2 3 4 5 ¢

Figure 43. Delete Orders Button

Ha Noi

Ha Noi

Ha Noi

Locations\VietNam'Ha Noi
Locations\VietNam'Ha Noi

Locations\VietNam'Ha Noi

Cancelled Order Email will be sent to the meeting organizer and all persons related to the order. Also, the

Check symbol (') against that reservation for the Order column would also be removed.

: Those Servings in the order of a reservation in which any of the Item(s) has status = Arranged and/or
Locked, will not be deleted from the system. Only those Serving(s) in which the Item(s) have status = New,
Changed, Confirmed or Declined, would be removed from the selected meeting(s) and corresponding
Cancelled Order emails would be sent to the relevant stakeholders.
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Manage Visitors

You can manage all visitors in My Meetings by clicking [My Visitors] button, which will open the visitors list in
the selected date:

- = e o
EF5) b 3
Delete Visitors  Mew Visitor My Meetings | My Visitors Settings

Action View
[+] D ME el A B Undepsrted M Decarted
. My Visitors
1 Mar 2024 »
0 o e I s N S =T T =TT
Su Mo Tu We Th Fr Sa
12 7| [~ Meeting at: 1:00 Pl Subject: Project Meeting Organizer: Mark Olin [mol @add-on-company.com|
] = 1:00 P 1:30 PM Al TH . 139... 1
3 5 s 6 7 8 9 00 PM 30 DA T 0000000139, 510_006 normal Mark Olin [mol@add
) Meeting at: 3 . " Organt o (mol@adk
0 11 12 13 14 15 16 | = Meeting at: 3:30 PM Subject: Project Meeting Mark O (mol@
7 15 19 20 22 2 0 330PM 400PM A8C i+ 0000000139 ps10.001 norma Mark Glin [mol@add-
24 25 26 27 28 29 30 —
ctP p 3 1|1 ’ ﬂ Items per page [60  w| Records1-20f2

Hosted Visitors
o2 | B | st (]| At (71| Depur (7] Compry (]| Meme | Aeproat  [5]| Viitor (5] Resoucerame  [7]] Orguniceremad [}
E ABC :

Su Mo Tu We Th Fr Sa
230PM 3:00 PM Kimberly Jackson 0000000139... ps10_001 normal Thomas Conrad[tmc®.
1 2 3 4 5 &6

7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27

28 29 30

Figure 44. My Meetings — Visitors list

Button Description

New Visitors Add a visitor to a meeting or a person/user
Delete Visitors Delete the selected visitor(s)

My Meetings Go back to My Meetings list

My Visitors Show list of visitors invited

‘My Visitors’ list shows visitors who are invited to your meetings.
If you are also designated as a Host, the ‘Hosted Visitors’ list will show visitors that you need to take care of
during their visit.

Clicking [New Visitor] on toolbar enables you to add a new visitor to a meeting or a person:
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@E @ O
Back Save Save & New Help

Action

[ oo -1 < Visit detall
Arrival Date Arrival Time Departure Date Departure Time
1 »
Mar 2024 23-03-2024 || 16:03 v 23-03-2024 || 1603 v
Su Mo Tu We Th Fr Sa

S Associate Type * Location

3 4 5 6 7 8 9 Persan hd H

10 11 12 13 14 15 16

* Persons Zones

17 18 19 20 21 22
onmicrosoft.com

24 25 26 27 28 29 30
Set all visitors to be Escorted

v [

fer e Visitor Details

Su Mo Tu We Th Fr S3a
12 3 4 5 6 Title * Name Cell. / mobile number
7 8 9 10 11 12 13 Details | Remove
14 15 16 17 18 19 20 Add
21 22 23 24 25 26 27
28 29 30

Today

Figure 45. Add a visitor

On ‘Visit detail’ section, you can set Arrival and Departure date & time, Location where your visitors will be
invited to, and Zones where your visitors can go to.

If you select ‘Reservation’ for Associate Type field, then you will not need to fill in the fields mentioned above.
Instead, you simply need to select a reservation that you have created.

On ‘Visitor Details’ section, you can add specific visitors and fill in their information. Once you are done, click
[Save] to finish.

You can also set recurring visit for your visitor if the Arrival Date and Departure Date are 2 different dates. In
this case, a new option [Make Recurring] will appear, e.g.:

Visit detall

Arrival Date Arrival Time Departure Date Departure Time

23-03-2024 || 16:03 v 24-03-2024 || 16:03 v| @ take Recurin

1]

Clicking [Make Recurring] will open a ‘Recurring visit’ similar as follows where you can select the exact
recurring dates:
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Resource Central

Recurring visit

Max number of occurrences: 10

2 N

B 23-03-2024 Saturday 16:02 v| 1603

24-03-2024 Sunday El 16:03 v| 1802 v

Here you can select the exact date and time for each occurrence. Note that there may be a maximum number
of occurrences which is determined in Resource Central Admin = Designer =» Visitors (refer to Resource
Central Administrator Guide for more details).

After filling in necessary information of your visitor(s), click [Save] to finish.

32



