Micad Room Booking Guide
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Micad Room Booking Guide

Setting Yourself Up as a User

Micad allows you create your own account to use the Room Booking Module as a client. There are 3
types of users:

Administrator — this is the person who can configure users, rooms and resources on the Micad
system. They can also book and confirm/decline rooms and resources.

Room Manager — this will be the person(s) who is responsible for managing the rooms and resources
for a particular area and will book, check and confirm your provisional room and resource bookings.

Client — this is you, someone who can request rooms and resources for yourself or on behalf of your
colleagues. All your bookings will be sent to the local Room Manager for a decision.

Follow the link to the Micad booking
application: http://cam.ac.micadipr.net/pages/roommonitoring/rmRoomSearchForClients.asp

You will also find this on the Estate Management Website.

Register on the system
If you are a new user then you will need to register on the system.

i. Select ‘| am a new user’

Edsing User Once you have registered as a
Email Address: new user, you will use your CRS
Password <4—— ID email address and password
to login for future bookings.

iii. Complete the form and select ‘Create Account’.

NB: If you have any future bookings on Planon they will be transferred to Micad. A user account will
be created for you when your building goes live. Sign in using your CRS id, email address and current
Planon password.
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1. Search for an available room

—l Z [Room]
P [Einder
Room Booking Resource Booking
Date Room Reguired on?: 3-2-2014 ]
Time From?: Any ;- 00 -
Time To?. Any w« - 00 w-
What Room Function Do You Require?: —MNone Selected— -
Capacity (number of occupants) —Any Value— -
Preferred Building?: —| Don't Mind— -
Also Show Alternatives: =
| ﬁ‘ Search

Search by Date and Time

Select your date and specific time and then select Search. This will filter the search results and only
show rooms available at the specified time.

Room Function
Select from the dropdown list if you are looking for a particular type of room.
Seating Capacity

Enter in the number of occupants expected to attend the session and this will return rooms that have
the suitable capacity.

Preferred Building

Preferred Building?: -I| Don't Mind-- -
Select the Building you want to Also Show Alternatives:
search on and it will show all
available rooms within the specified
building or leave at | Don’'t Mind.

South Residential Building C,W073

Also show alternatives Tick if required.

1.1 Complete the form and click Search. A list of your preferred rooms will appear below.
Meeting Room Availability

If you scroll to the right hand side this will show you if the room is available at that time:

If the block is red then this means that the room ojector
is already booked for that time:

Hoom Avallabimy 4-11-20117 I

Tip: If you hover your mouse over the red block ' FREEEEEU SN e
you can see who booked the room.

Making the booking

1.2 If the required slot is free then select Book Room and you will be taken to the following screen:
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Email Addi : o Tt lon Test ] .
el Aadress — = Click here to find out
. Shet Ol Press She B
hssaont Pulang S more information
(. Figar Ground Fioar.00 about the room
1 _ " Room: BO011-00-0007, BU11-00-0007
Sign in here if you R / here if L —
egister here i SR .
are a current user
you are a new user

Date Room Reguired On 30-5-2013 5
Recurrence i Doss Mot Recur

= Recurs Everyday (Mon-Sun)
= Recurs Every Weskday (Mon-Fii)

N e Mon Tue Wed Thu Fri Sat Sun
B AR E B B R
& Ewvery "x” Weeks from a Date Plezse Enfier e Numiber of Weeks: 2

= Certain Days of the Month W Day = of every month

i The P™  w Monxy  w of avery month

Recur Start Date eIz T Recur End Date e R
Time From {Hrs:Mins): 00 + 00 -
Time To (HsMins): 00 + D0 w

Please make sure you enter in
the number of occupants

Mumber of Occupants (Af one time):

Booking Type: Flease Sslect 3 Type w

Booking Description:

Brief Description of Proposed Uss: A

Type in specific

e — requirements or questions|to
<«— Dedirected to the room

administrators here e.g. AV

Click here to ensure there are Equipment

no current bookings for the Y e
_g —DL_'!'" s
requested time

Associated Rooms

There are a few rooms that can be booked as a single room or with another room to make a larger
room. These are referred to as associated rooms.

1.3 If you require both rooms then you need to select the ‘Associated Room’ box.

Show Room
ﬁ Associations — S5E1,5044-00-0010 D03: Meeting/Commitee room
M -

1.4 Select Request Booking and your provisional booking request will be sent to the Room Manager
to confirm. You will receive an email with your booking details.

1.5 If the room is unavailable because it is either booked or you have requested it out of the available
times then you will receive an on screen message. You will need to choose another room or
change the time of your booking.
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2. Room Information

When you select L) you will see the information about the room.
*Please make sure you read the terms and conditions and all room information to ensure the
room is suitable for your requirements.

3. Booking Confirmation
All bookings are provisional until they have been accepted by the Room Manager.

3.1 You will receive an e-mail once the booking has been accepted / declined by the local Room
Manager.

3.2 If a Room Manager makes a provisional booking on your behalf you will receive an email asking
you to confirm or decline the booking.

4. Managing your Bookings =
You are able to view all your room and resource bookings.

b
4.1 Click on the Show Me My Bookings icon at the top left = R @ 'I""
hand side of the page. You will need to be logged in to be
able to access this information.

it

g EE B
T B B
F
|;i'

Ues ockangs
Rovgen [ Ouing [ FAR Fevsm wfamaton Sroot Dent Gockeo Dosk Lyt GestingAstumer Daseng Tipe Gatiog St Goctinglow 99rTans a3Tine Reamisce Tads

Independent firsauce Bockegs
[e—— ‘Sacial bumber Gasking Aoticsece Duts

[N (S S —

Tip: You can sort columns by
**'——H"— clicking on the headings.

How to cancel a booking
4.2 Select the Cancel Booking next to the booking you wish to cancel.

If it is a recurring booking you will have the option to cancel a single occurrence or the whole booking
by selecting the date range you wish to cancel.

4.3 Give a reason for cancelling this booking and select Cancel Booking.

How to edit a booking

4.4 You are unable to edit the bookings once requested. If you need to make any changes then
you will have to cancel the incorrect booking and request a new booking. A Room Manager can edit
part of a booking once it has been confirmed.
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Resource Booking New!

Alongside Room Bookings, you can now request Resources i.e. car parking spaces, bikes, pool cars

that are available for your building/site. This is done in a very similar way to booking rooms.

NB: Booking cars is slightly different from before. For example, if booking a pool car overnight, you

will need to make each day a separate booking.

5. Booking a Resource

5.1 Click on the Resource Booking tab

5.2 Complete the form below to search for available resources.

i

Room Booking
Resource Type?:

Date Resource Required On:

——

z IRoom)]
d Einden

Resource Booking

—~Select Resource Type— -

3312014 E

Time From?: Any w - 00 w
Time To?: Any ~ - 00 -
Preferred Building: —| Don't Mind--

>

5.3 Click Search and the results will appear below where you can provisionally book the resource as

required. Bookings already on the system will appear in red.

Pholo Mame Code Contact
BGA car parking space 1 Resaurce Contact
Contact Number.
—-Contact Ermal-
BGR car parking space 2 -Resource Contact--

Contact Number.
=Contact Emeil--
EM Recepton
arrin

Contact Emal
EM Reception
arrto

Fenmare Parking Space 1

Fenmare Parkng Space 2
Contact Email

Availability

o, 8011

re House 5011

V208 4 8 8 788 s
nunBEEENEEES B BN

X DRI SO E W KO
r—L

Lot ot SEEEN TS BT

Charge Cost
s = n = = e PerBoaking £ y]]
97 s s 2 00 PerBooking £0

‘e E— - PerBookng £0 yll Bock R

se 0t B LE e g "
rarsdy Sarren, ooz ISR Rt 4 \I}j]
Add Resource Booking e
Existing User Resource Information
alson wallsfiadmin cam ¢ uk Eennuren Type: Paing apace

5.4 As with room bookings you will then complete the

booking form. You can enter any recurring details here

and check for double bookings.

5.5 Once booked you will see an on screen confirmation ...

and will receive an email. You will also receive an email

from the Room Manager to confirm or decline your

request.
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6. Add a Resource to a Room Booking
In Micad you can add a resource to an existing room booking once the Room Manager has
confirmed the request.

o, 7 (@)

MiBookinns]

Show Crly Fukre Bookings | &

6.1 Go to Show Me My Bookings icon.

Show All Bookings

Shiw Cancobed Baokings

| Show Boakigs
Room Bookings
" e
Reghn Inm .-h‘m\:lm‘mw Booking Desawpton Boging Tipe: mhm n“mﬂ 1}?‘" .ﬁ':. bmfﬁmm 3:901‘90“
Univessiyol  Old  Kinmat  Ground  Rioam &7 2045 | Mesting - | Cofimed DRAZZ014 1400 1700 5 This is & D T A s o
Camenaoe.01 Press House 8011 Ploor00 Mesting Booking 112745 recurming | “!J umw E Save
Silel Reom#011- L I - am
000007 ey Wk
dax (Mon-
Fri) starting
1RGNS
ending
022014
Unbersiyol  Old  Kenmase  Ground Room u - ] AddResource |
Camenaps (1 Prees House BINT Flbordd 13 BOT100- L st e s EJ T Raom Boaking E Save H
i 0035
2087 Meeting .| Confimed 14025004 0015 1085 Thizis 3 Rosours o
L - e Booking 6 onean |LJ w‘l‘:«nm [ Sawe IEI:
Booking .
and does
nol recur
Desk Bookings
Reglon S8 Bulcing GRR Rbem Desk Layout Booking Tive St Time EnaTime Recumence Tools
Independent Resource Bookings
L ate SEat Time End Time Exceptions
[Eledc Bive 1 132 None Recaming 000 1200

DRO22014

BGE car parking space 2 133 None Reowing 0800 1200

(2| comzoney |
= ] oo |
6.2 Find the room booking you wish to add the resource to and click Add Resource to Room Booking

6.3 Select the type of resource required from the drop down list and click Search.

6.4 You can now choose which resource you want to book. The resource will be booked for the
same time as the room booking.

Resource Search

Room Booking Details:

Booking Ref: | Description: Dates: Start Time: | End Time:
22047 test 14 February 2014 | 09:15 10:45
What type of Resource is required?: Parking space -

Dates Required?:

14 February 2014

&

Search

Code Number Contact

—-Resource Contact—-
—-Contact Number—
—-Contact Email-—-

Photo Name Documents Charge Cost

£0 PerBooking £0

BGB car parking space 1

] s
‘ @uﬂ‘ Book Resource ‘
T

Kenmare Parking Space 1 EM Reception
37770

—Contact Email—

EM Reception
37770
-—-Contact Email--

£0 PerBooking £0

Kenmare Parking Space 2 £0 PerBooking £0
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6.5 Once you have booked the resource you will be taken back to the My Bookings screen where you

can see that the resource has been added to the room booking.

6.6 You will also receive a confirmation email of the provisional booking. Please note: you cannot

edit the booking. If it is incorrect you will need to cancel and rebook.

6.7 The Room Manager will confirm or decline by email. Once the booking has been confirmed the

Room Manager can edit parts of your

7. Cancel a Booking

7.1 Go to Show Me My Bookings icon.

Room Bookings

Stat End  MNumber of

booking.

Final

fime Time Occupants RECUTENce Resources Charge Tools
(£s)

1400 1700 7 Thisisa  [[] T Ty 0

recurring To Room Booking E Save @ Cancel Booking

booking =

every week

day (Mon-

Fri) starting

17102/2014

ending

21102i2014

J I T:ggoRn:m?ng ‘E‘ Save |@‘ Cancel Booking ‘

1915 10:45 5 Thisis a Resource| 0

one-off Booking ESCUICERESOUIEE S8N8T oot Date |End Date  [Contact E SSVG @ Cancel M"g

Mombey [TYPe [Neme  |Humber

booking

and does

not recur
. BGB car
Parking

124 parking

Resource|
Contact-

P2 |space 1

1£/02/2014(14/02/2014|~Contact |@ ‘ Cancel Booking ‘

Humb

—Contact A
Email—

|:,H' | Add Resource
",| To Room Booking

This will cancel just
the resource and not
the room

This will cancel the
room and the resource

7.2 When you cancel you will be asked to provide a reason then you can confirm cancellation.

7.3 You will receive an email confirming the cancellation.
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