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Introduction

Getting started with the
SmartSpace Online Room Booking Service

This User Guide outlines the functionality of the online room booking service.

The service allows you to book advance meeting rooms and additional services and catering.
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Home Screen

iﬂ-ﬁﬁTSpACE Meetings Desks Display Touchscreen Analytics | ® @

The home screen provides links to other

SmartSpace products.

00000 , = = % N You can access your profile and specify
| | —
00000 : chi] default location details.

MEETINGS DISPLAY TOUCHSCREEN ANALYTICS

You can also access a help page with links to

further training materials and our help desk.
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Profile

o
siﬁﬁh{T’pA(E Meetings Desks Display Touchscreen Analytics | ® @

Use the Profile icon in the top right corner to

update your profile. This enables you to
USER PROFILE specify your default location details. You

Welcome,

D.Thompson

Your Details must specify Region and Site as a minimum.

This will be used as your default search
criteria when searching for meetings or
rooms across both web portals and mobile
Where do you work? (D applications.
Your preferred location

United Kingdom Click ‘Update Default Site’ to save any

- changes. If you do not wish to make any
250, The Village changes you can click the ‘Meetings’ link to
oo navigate to the booking portal.
All dates and time zones will be shown in

your default site’s time zone. Click ‘Log Out’

to securely exit the system.
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Use Find Rooms to _ . .
search available Three different display views provide different Today’s Date and Time Zone information and

rooms and Find functionality to aid ease of booking. timeline. Profille lcon
Meetings to search & Help

for existing

meetings.

=

Overview

NIARTSPACE ey % 5
@ NG Desks ( Meetings ) Display Analytics

Find Rooms Find Meetings &2 Schedule ©® Map = List

Use the left hand search panel to specify

> Wednesday 16 December 2020 (UTC+00:00)
* | United Kingdom

\ Now
% | Luton X - Austin

your room requirements

(

Left Hand Project Plan
Panel allows 250, The Village . Bristol
you to search aidoh Use the Scrollbar at the bottom of the screen
f . Ground Floor X -
or meetlng Luton (Demo Room) ] ! ] ! j ! to search along the timeline.
rooms Wlth d Room Size / Availability Mildenhall
range of

Minimum room capacity

Switch between the Schedule, Map and List

\options. )

Wed 16 Dec 2020
view depending on your requirements and

Minimum duration (hours)

preferences.

Show after-hours

Room Type

Room Features & Facilities
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Find Rooms Find Meetings

* | United Kingdom

X | Luton

250, The Village

Ground Floor

Room Size / Availability

Wed 16 Dec 2020
Minimum duration (hours)
Show after-hours

Room Type

Room Features & Facilities

&8 Schedule ® Map = [List

> Wednesday 16 December 2020 (UTC+00:00)

Now
Austin

Project Plan
Bristol
Farringdon

Luton (Demo Room)

Mildenhall

Desks

( Meetings )

Display

Analytics | @ Q_jl

Find Meeting Room

Use the search parameters on the left- hand side

panel to filter for a suitable room.

This will allow you to specify the Region,Site,
Building and Floor. The system will default to the

location options specified in your profile.

You can further filter the rooms displayed by

specifying Room size, Date, Time and Room Type.

You can also select ‘Show after-hours’ to show
room availability beyond your core operational

hours.

You have further options to specify the available
Features and Facilities, as well as Service Options

and Layout.
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Schedule view

ey : : AN ray
Desks Meetings ) Display Analytics (Sy .\L

Find Rooms Find Meetings 58 Schedule @ Map =izt

2 ke e et 2UB Gl 00) Schedule view is a calendar style view that

%  Europe

Now 9 shows you the availability of the rooms that

Project Plan a e

% | London - Smart London A2-Rml

SmartSpace Building A meet your search criteria across a timeline.

Smart London A2-Rm2 I

Project Upd

Smart London A2-Rm3
Floor 2

Smart London A2-Rm4
Room Size / Availability 1. Booked meetings will appear red with the

Minimum room capacity

meeting title displayed.

Wed 16 Dec 2020

2. Meetings will appear striped to indicate

Show after-hours

they are tentative until the room has

Room Type

accepted the booking.

Room Features & Facilities

3. Available slots will turn green when you
hover over them. Simply click an empty time

slot to begin the booking process.
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Map view

Desks i Meetings ) Display Analytics @ @

Find Rooms Find Meetings 28 Schedule ® Map = List

> Wednesday 16 December 2020 (UTC+00:00) Map view displays a floor plan of your

Europe

filtered location.

London

SmartSpace Building A

Floor 2 : N )= You can move and zoom in or out of the map.

Room Size / Availability

S : SR Move the interactive timeline across the top

Wed 16 Dec 2020 - E . . . .
to see how availability changes over time.

Show after-hours : i ; TR e | . . .
' - o Red indicates a room Is booked. Striped red

Smart London A2-Rml

4=

Room Type y ' 3 i . . . . .
S T and white indicates a tentative booking.

-t o
s

Green that the room is available. Click on a

Room Features & Facilities

green room to begin the booking process.
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Find Rooms Find Meetings

0 % Europe X Asia

%  London ¥ | Singapore

Room Size / Availability

Minimum room capacity

Wed 16 Dec 2020 Now

Show after-hours

Room Type

Room Features & Facilities

SMARTSPACE

SOFTWARE

28 Schedule ® Map = List
) Wednesday 16 December 2020 (UTC+00:00)

Room
London
SmartSpace Building A

Ground Floor

Smart London AG-Rm1
Smart London AG-Rm2
Smart London AG-Rm3
Smart London AG-Rm4
Floor 1

Floor 2

Floor 3

Floor 4

Floor 5

Floor 6

Floor 7

Singapore

SmartSpace Building E

Desks

RN
|_Meetings )

Dec 16 2020
Dec 16 2020
Dec 16 2020

Dec 16 2020

Display

Analytics

AT
& Q@

List view

List view displays a list of rooms that meet

your search criteria.

Use List view to book multiple rooms for your

meeting.

1. You can filter multiple regions and sites
and book available rooms across you estate

for your meeting.

2. Place a tick next to the meeting room(s)

you wish to book.

3. Use the ‘Create Meeting’ button to begin

the booking process.




Meeting Details [ Event / Meeting Details

Event / Meeting Event Name

Event Organiser Davinia Thompson

Book Room

Contact Number

@ You (Davinia Thompson)

Contact Email DThompson@demao510.smartspacesoftware.tech

Description

MEETING TOTAL COST

Cost Centre
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Room Capacity 1

Facilities

2  Catering

View schedule for

Thu 9 Jul 2020

Schedule for Thursday 9 July 2020 (UTC+01:00)

To begin, select a free slot in
schedule or the start time and
duration

Duration 00:45 minutes -

Review Room

Once you have filtered for available rooms
that meet your needs and selected your
preferred room you can begin creating your

meeting.

Room capacity and a list of the room’s
facilities are listed in the left column of the

booking window.

The central panel displays the rooms
schedule. It highlights the time now and
any scheduled meetings in red and

availability in green.

You can adjust the start, end and duration

of the booking in the third panel.
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Adjust Timing

Bookings can be scheduled in increments of

15 minutes.

Room Capacity 1 View schedule for To begin, select a free slot in Use the ‘Start’, ‘/End’ or ‘Duration’ drop

schedule or the start time and
Thu 9 Jul 2020 duration

Facilities

down menus to make alterations to the

4 Catering Schedule for Thursday 9 July 2020 (UTC+01:00
< DY, ROR0C 2 Start 10:30

booking.

10:30
10:45

Duration 1::50 Click ‘Book Room’ when you are happy with

b

1130 the scheduled slot.

- 11:45 vI
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Meeting Details

Event / Meeting

Book Meeting

MEETING TOTAL COST

£0.00

(%) Event / Meeting Details

Event Name

Event Organiser

Booked For

Contact Number

Contact Email

Description

Cost Centre

Project Planning

Davinia Thompson

@ You (Davinia Thompson)

DThompson@smartspaceplc.com

I

Meeting Details

Once you have clicked ‘Book Room’ you will be

able to specify the details of your meeting.

A minimum requirement of ‘Event Name’ is

required to complete a meeting room booking.

Event Organiser, contact number and email will be

pre-populated.

If you have been assigned Concierge permissions

can book a meeting for yourself or another user.

Leave the tick next to your name to book a

meeting for yourself.
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Meeting Details

Book a meeting on for another user by placing a
Meeting Details (%) Event / Meeting Details tick next to ‘Someone Else’. This functionality is

only available to ‘Concierge Users’.

Event / Meeting Event Name

Event Organiser Davinia Thompson Begin typing your colleagues name and select it

from the drop-down menu.
You (Davinia Thompson)

Booked For

® Paul

Their details will replace yours as ‘Event

Contact Number Organiser’ and ‘Contact Number/Email’

Contact Email DaviniaThompson@smartspaceglobal.com
They will receive notification of the booked

Description
meeting. They will also be able to view and edit

MEETING TOTAL COST £0.00
the meeting within the web and mobile
application.

Cost Centre PP

As a concierge user, you will also be able to view

and edit the meeting.

s SMARTSPACE
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Meeting Details [?] Event / Meeting Details

Booked For

Event / Meeting

Contact Number

Contact Email

Description

Cost Centre

Recurring Meeting

MEETING TOTAL COST £0.00 !
Teams Meeting

Private Meeting

®  Paul Sutor

+44 (0) 7864 606868

Paul.Sutor@smartspaceglobal.com

Specify where costs will be charged to for this room & any services added.

Create a recurring meeting based on this meeting
Create Teams Online Meeting

Hide details of the meeting from general view

Meeting Details

Add a description as further information for your

attendees.

Ensure you enter a cost code if you will be adding

services that incur a cost.

You can make meetings recurring by selecting the
‘Recurring Meeting’ tick box. The option
‘Schedule’ will appear on the left panel to enable
you to schedule the pattern and number of

repeats of your recurring meeting.

Make meetings private by selecting the ‘Private

Meeting’ tick box.

Place a tick next to ‘Teams Meeting’ to create a

Teams Meeting.

s SMARTSPACE
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Meeting Details

Event / Meeting

Update Booking

Join Teams
Meeting

MEETING TOTAL COST

£0.00

Cancel Meeting

[¥] Event / Meeting Details

Event Name

Event Organiser

Contact Number

Contact Email

Description

Cost Centre

Recurring Meeting

Private Meeting

Project Planning

Davinia Thompson

DaviniaThompson@smartspaceglobal.com

Specily where costs will be charged to for this room & any services added.

Create a recurring meeting based on this meeting

Hide details of the meeting from general view

MS Teams Meeting

Once created you will be able to join a Teams Meeting

from either the web or mobile application.

Click on the ‘Join Teams Meeting’ button and follow the

on screen instructions.

S
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Meeting Details

Room / Services

MEETING TOTAL COST

£0.00

::: Sessions

Options & Services

Catering & Refreshment Services

Biscuits Selection £2.00 per ltem
Canape (4 items) £4000.00 per Item
Canape (8 items) £25.00 per Item

Coffee/Tea £2.00 per ltem

Bristol Building 250, The Village - Site Luton - Region United Kingdom

Add Room

Click ‘Room / Services’ to review the meeting
start and end time you previously set. This
screen will show summary of the room(s)

selected.

Click ‘Add Room’ to add additional rooms to a
meeting. You will be taken to the search
screen where you can filter and choose an

appropriate room.

Click the (x) next to a room to remove it from

the meeting.
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Add Services

Click ‘Options & Services’ to view a list of

services available for the meeting room.

Meeting Details Sessions

\é\’?/ Assorted Sandwiches ®
Smart London Al-Rm1 N\

T This includes details on cost, booking

Catering & Refreshment| . ;o5 1 days notice of booking restrictions and other key information.

- Region Europe

A maximum of 10 may be booked per session

£0.00 per Item

Assorted Sandwiches Booking details

Tea, Coffee, Water & Biscuit Enter the quantity you require for the meeting

DiStary and click ‘Booking details’ to add any notes on
Requirements

dietary requirements or timings to the

supplier.

MEETING TOTAL COST £0.00
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Schedule Recurring
Meeting

If you have selected ‘Recurring Meeting’ on

Meeting Details [¥) Recurring Meeting Schedule

the ‘Event/Meeting’ page you will have an

additional tab called ‘Schedule’.

This is a recurring meeting

Changes made here could override any changes you have made to Back to Instance

specific instances

First meeting: Thursday 9 July 2020, 12:00 - 13:00 (UTC+01:00) Click ‘Schedule’ to SpeCifV the pattem and

Series Schedule:

Schedule

® Repeatsevery 7  ~ days number of repeats for your recurring meeting.

Occurs every | 1st week on these days:

The date and time of the first meeting will be

Occurs on the | 9th of every
displayed and you will select one of the ‘Series

y Occurs on the | st of every

Schedule’ options to specify when you would
MEETING TOTAL COST

Series end: i
Repeat meeting up to

like the meeting to occur.
Number of occurrences
Use ‘Series End’ to specify when you would
like the series of meetings to end. You can
choose either a date or the number of

occurrences.

SMARTSPACE

SOFTWARE

)

Commercial in confidence



)

SMARTSPACE

SOFTWARE

Meeting Details A Attendees

Search:

Name

» Davinia Thompson

Attendees » Richard Malcolm

» Patricia Salamanca

MEETING TOTAL COST

Attendee Name

Nate Collé
NColle@smartspaceplc.com - @

Nate Colle

NColle@smartspaceplc.com -
Organiser
Local

Local

Add Attendees

Click ‘Attendees’ and you will be able to
search for your colleagues to add them to the

meeting invite.
You can also add attendees from outside of
your organisation by scrolling down further

on this screen and using the ‘Visitor’ fields.

The list of attendees will be shown in the

window below your search field.

An outlook calendar invite will be emailed to

all your attendees.
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Meeting Details R Attendees

Search:

Name Company

Davinia Thompson

‘ Attendees ‘ Richard Malcolm

Patricia Salamanca

Book Meeting Nate Collé

MEETING TOTAL COST £0.00

Attendee Name

Organiser
Local
Local

Local

Book Meeting

Click ‘Book Meeting’ to complete your booking.
Or Click ‘x” to exit the meeting room booking

process and return to the Home Screen. Any

selections made will be discarded.
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v BOOKED

Project Planning

Every 7 days
at 12:00 - 12:00

Room: Bristol

Tentative Booking

This booking has not yet been accepted by the room or
room owner.

Book Meeting

Headline details of your new meeting will be

shown for your consideration.
Click ‘Close (x)’ and you will be taken back to the

home screen, your new booking will appear in

the timeline.
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A Find
S st ] oo W= | @ @ Meetings

Find Rooms  Find Meetings i Schedule @ Map Use the ‘Find Meetings’ tab to filter and

yEH

Viewing [l meetings found locate your bookings.
project planning

> Thursday 3 September 2020 (UTC+01:00)

Organiser Now You can filter by:
Smart London A1-Rm1

Myself(Davinia Thompson)

* Meeting Title
* Organiser
Where

* Location

% Europe

e Date & Time

X | London

SmartSpace Building A

Floor 1

When

Thu 3 Sep 2020

SMARTSPACE

SOFTWARE
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Editing
S st Coosogs)  oepiy soavs | @ @ Meetings

Find Rooms Find Meetings B8 Schedule ©® Map == i

T E— Organisers can view and edit meetings they

Europe

have organised. This is denoted by a blue

London

bar in Map view and Schedule view.

SmartSpace Building A

ik | ‘ [T ] . Attendees can view but not edit meetings
Room Size / Availability that they are invited to. Other users can
Minimum room capacity ' [ EIEIEIE I view the meeting but only see the name
Thu 3 Sep 2020 and organiser details. Red will indicate that

the meeting is read only.

Minimum duration (hours)

i - Wt ' When a meeting is set to Private, only the
Meeting Name will appear in the schedule.
AceiEeates i Fadlimes - . - ' { - This will be greyed out to indicate that you

cannot access it.

SMARTSPACE
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Edit Booking

Click ‘Event / Meeting’, ‘Room Services’ or
Meeting Details (5] Event / Meeting Details ‘Attendees’ to amend any of the settings

you have made on these screens.

Event / Meeting Event Name Audit]

Event Organiser Davinia Thompson

Once you have finished making

Contact Number

amendments click ‘Update Booking’ to

Update Booking Contact Email DThompson@smartspaceplc.com
save changes.

Description

As with outlook, attendees will be

Cost Centre notified of any changes that affect them.

HEERNG IO COAE Linkl Specify where costs will be charged to for this room & any services added E Ad d d tt d H | I H
' g. ed attenaees WiIll recelve an

Recurring Meeting Create a recurring meeting based on this meeting

Cancel Meeting Private Meeting Hide details of the meeting from general view I nVIte' Deleted atten d €ees WI | I recelve d

cancellation notification. All will be

notified of changes to dates and times.

SMARTSPACE

SOFTWARE Commercial in confidence
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Meeting Details

Event / Meeting

Update Booking

MEETING TOTAL COST £0.00

Cancel Meeting

[¥] Event / Meeting Details

Event Name

Event Organiser

Contact Number

Contact Email

Description

Cost Centre

Recurring Meeting

Private Meeting

Audit

Davinia Thompson

DThompson@smartspaceplc.com

Specily where costs will be charged to for this room & any services added.

Create a recurring meeting based on this meeting

Hide details of the meeting from general view

Cancel Booking

You can also cancel the meeting entirely.

Attendees will receive an email notification

of the cancellation.

Supplier of services will also receive notice
of the cancellation. However if meetings are
cancelled at short notice you may still be
charged for any cost item you have set for

the meeting.

Commercial in confidence



Cancel Booking

Headline details of your meeting will be

shown for your consideration.

Click ‘Yes’, cancel meeting’ and you will be

shown a cancellation confirmation screen.

[[] CANCEL MEETING

Audit
Thursday, 8 July 2020 Click ‘No, do not cancel’ to return to the

14:00 - 15:00
Room: Bristol

previous screen where you can edit and

You are about to cancel the

above meeting. update your meeting.

Mo, do not cancel

@ SMARTSPACE
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Cancel Booking

Click ‘Continue’ and you will be taken
back to the home screen, your newly
cancelled booking will no longer appear in

the timeline.

J MEETING CANCELLED

Audit

has been successfully cancelled.

@ SMARTSPACE
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Multi-Room

Bookings

SMARTSPACE

Find Rooms Find Meetings

—
X | Malaysia % Singapore
x| Singapore Changi Business Park

X

Malaysia Wisma Scope
International

Room Size / Availability

Minimum room capacity

Fri10 Jul 2020 17:30

Minimum duration (hours)

Room Type

X | VIP room

Room Features & Facilities

X ' Blackout Option

*  Audio

2 Schedule © Map = List

> Friday 10 July 2020 (UTC+08:00)

Room
Malaysia Wisma Scope International
Wisma Standard Chartered

Floor 4

GA-Bahrain
RA-Adliya
Floor 6
Floor 8
Singapore Changi Business Park
CBP1
Floor 2
GA-Lantau
Floor 4
Floor 5
CBP 2

Floor 2

PO-Johor Bahru

Meetings Analytics Display

Jul 10 2020

Jul 10 2020

Jul 10 2020

Jul 10 2020

Touchscreen ‘ ® G)
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B\ List View — Multiple

SMARTSPACE ( Desks ) - i i @ (N
@ (_Desks ) Meetings Analytics Display Touchscreen @ )

SOFTWARE

Find Rooms Find Meetings &= Schedule @ Map = Lt

List view allows you to view available meeting

) Friday 10 July 2020 (UTC+08:00)
¥ Malaysia  *  Singapore

rooms that meet your search criteria across

Room
% | Singapore Changi Business Park

Malaysia Wisma Scope International locations.

Malaysia Wisma Scope
International Wisma Standard Chartered

Floor 4

This may be useful in setting conference calls in
GA-Bahrain Jul 10 2020

_ different regions and across time zones.
RA-Adliya Jul 10 2020

Floor 6
Room Size / Availability

Floor 8 You must specify regions, site, date and time

Singapore Changi Business Park

Fri10 Jul 2020 | | 17:30 (in your time zone) as a minimum and then

CBP 1

— tailor the search to meet your requirements.

GA-Lantau Jul 10 2020

Room Type

Floor 4
% VIP room

Floor 5

Room Features & Facilities CBP 2

% | Blackout Option
Floor 2

% | Audio

PO-Johor Bahru Jul 10 2020

SMARTSPACE
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@ SMARTSPACE
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Find Rooms Find Meetings

N
¥ | Malaysia | ¥ Singapore
% Singapore Changi Business Park

b4

Malaysia Wisma Scope
International

Room Size / Availability

Fri 10 Jul 2020 17:320

e e
Minimum auration (Nours)

Room Type

% WIP room

Room Features & Facilities

% | Blackout Option

% | Audio

SMARTSPACE

SOFTWARE

¥ Schedule @ Map = et

> Friday 10 July 2020 (UTC+08:00)
Room
Malaysia Wisma Scope International
Wisma Standard Chartered

Floor 4

GA-Bahrain
RA-Adliya
Floor 6
Floor 8
Singapore Changi Business Park
CBP1

Floor 2
GA-Lantau
Floor 4
Floor 5
CBP 2

Floor 2

PO-Johor Bahru

- - i @ )
Meetings Analytics Display Touchscreen | & @

Create Meeting #

Jul10 2020  Now

Jul 10 2020 Now

Jul10 2020

Jul 10 2020

List View — Multiple
Room Booking

The returned search will display rooms that
meet your criteria and show when they are

available.

When booking multiple rooms, check the tick
boxes next to the two (or more) rooms you
would like to book and click ‘Create Meeting’

to begin the booking process.

e arals £ ~Noanco
in confidence




Room Capacity 4

Facilities

Blackout Option

GA-Bahrain Jul 10 2020 17:30  21:30 @‘

GA-Lantau Jul 10 2020 1?:30@1:30 @

View schedule for

ri 10 . ul 2020

Schedule for Friday 10 July 2020 (UTC+08:00)

To begin, select a free slot in
schedule or the start time and
duration

Duration

List View — Multiple
Room Booking

You will be able to toggle between the rooms
selected to view and compare their schedule

and a summary of their facilities.
The time and duration will be locked.

Select ‘Book Rooms’ to begin the room

booking process.

S
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SOFTWARE

Commercial in confidence



List View — Multiple
Room Booking

Meeting Details Sessions

You will be able to toggle between the rooms

Add Room
selected to view room details and order

AR Onchan ofCo o) Thursday 3 September 2020 14:30 1530 (%)
additional ‘Options & Services’.

smark Sing EC-Ril Thursday 3 September 2020 14:30 1530 (®)

Room / Services

Options & Services
Add required attendees as usual and click

Smart Sing EG-Rm1 Building SmartSpace Building E - Site Singapore - Region Asia
‘Book Meeting’

Catering & Refreshment Services
You will be shown confirmation of your

A ted Sandwich £0.00 It Booking details . .y
SR i booking detailing rooms booked, the date and

Tea, Coffee, Water & Biscuits £0.00 per ltem

time.

MEETING TOTAL COST £0.00

s SMARTSPACE
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