Resource/Conference Rooms
Admin
Create New Site:
P

Click on New Site in toolbar

Name the site — Name
carefully, you cannot edit the
site name.

These fields will
> | befilled in
automatically.

Click Enabled if you want auto
reminders to be sent out.

Site If you selected particular
rooms/resources, see box below.
Profile -

& All resenations
€ Manually created resernvations only

When autoreminder & Weekly
should be sent: = Daily
On:
|Sunday =]
Erie 1 sends out reminders every Friday that i ) ) . )
reminds us of our upcoming reservations for %wg ors include il resenations that mm,,""ﬂ"“ﬂﬁ e
the next week. This is a great feature! include reminders for aill meetings that start on Tuesday trough the following
Mondzy:
Send autoreminderfor: T All roomsiresources Click to select
& Particular rooms/resources rooms/resources to be
Select roomsiresources: notified about.
—



Create New Resource

Click on New Resource from top tool bar
Fill in form below. Save and Close when form is complete

Save and Close

Give specific detail about what is in the
room.

&+ Room Name of room  Online Meeting Place
Nems | ComputerLab DESErpton 25 Windaws XP computers. | \\hat i the capacity of the room?
Note: if you select Other, this
Site [Manyvale-Erie 1 = Capacity | 25 <“— | will change to Category.
\ Select site where
Intemnet | buo-veriel wiyric.org room/resource is located
Address
& -None- 241 4 When room is available
Qwner 0 Owner anly Asvailability Burs BVEL Bay
restrictions| g~ Specific people Settings Time Zone y— ﬂ
0 Autoprocessing
" Disahle reservations [T Sunday: 709:00 AM - 05:00 P,
¥ honday: 709:00 Ahd - 05:00 P
See details below on ¥ Tussday: " 09:00 AM - 05:00 Phd
owner restrictions ¥ Wednesday; T09:00 A - 05:00 PM
¥ Thursday: 709:00 Ahd - 05:00 P
¥ Friday: 709:00 Ak - 05:00 Phd 4
[ Saturday: "09:00 Ahd - 05:00 Ph

Additional field for comments if needed.

Note — You can delete a room/resource but the deletion needs to be approved in
admin requests, just like you approve a person deletion. A room/resouce rename
does not need to be approved.

Option Description

None Assigns no owner to resource. Anyone can reserve the resource (first
come, first serve).

Owner Only Assigns someone as resource owner. Only resource owner can

process resource requests. The owner acts as gatekeeper, approving
or declining reservation requests

Specific People

Allows only certain users access to the resource. Any users not
specified here cannot reserve this resource.

Autoprocessing

Allows only certain users access to the resource and to assign a
resource owner. The owner is the person whom requests from other
users (those not listed in List of Names field) are forwarded to for
approval and processing.

Disable
Reservations

Prevents users from reserving a resource from their Mail files. If this
field is disabled, users can




