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Introduction

Getting started with the
SmartSpace Calendar Add-In

This User Guide outlines the functionality of the outlook calendar add-in room booking service.

The service allows you to book advance meeting rooms and additional services and catering from the familiarity of Microsoft Outlook

Commercial in confidence



Workplace Add —In
Rooms & Services

~N

[Filter Meeting
Rooms by
location:
Region, Site,
Building and
floor

- J

-

Filter Rooms
by size, type,
room
features and
facilities

. J

Ends: | Monday 06 Jul 2020

Change Date, Time and Time zone.

=i

File Appointment  S&heduling Assistant

@ Calendar

Starts: | Monday 06 Jul 2020 [+ ||10:30AM

T oIy OO

Location details

|Regions 3 Selected | =
Sites 3 Selected | »
mﬂg\ 3 Selected | ~

—

|Floor 3 Selected | =
Make Default

Search for rooms by name

| ™ |

Clear Search Find Rooms

Filter Rooms

Room Size

Capacity (minimum) | 4 ]

RDDmV
om Types

S €

[J~ | 11:00 AM (30 mins)

[] General Access
[] Private Only

[ Restricted Access
[] Restricted Room

Insert  Format Text  Reyiew  Help

o\ 2

Delete — Forward Appointmen: Workplace Workplace Teams Meeting nvite
Rooms Services Meeting Notes Attégdees
Actions = Teams Meeting | Meeting Notes | Attend

~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

~rooms

Select more locations or select a room

1 Basinghall Avenue / Floor 5

GA-Room 15
GA-Room 16
GA-Room 17
GA-VC Room 10
GA-VC Room 11
GA-VC Room 9
RR-VC Room 2
RR-VC Room 3

Changi Business Park 1/ Floor 5

GA-Ansam
GA-Beijing
GA-Delhi
GA-Gumi
GA-Hanoi
GA-Kathmandu
GA-Melaka
GA-Mumbai
GA-PeNong
GA-Sydney

Digital Zone - Phase - Il / Floor 1

GA-China v

Room Detalls
Roorm: GAVT Room 9

Capacity. 9

Location: 1 Basinghall Avenue - Floor &

Choose between Map and Schedule View

ernationa £a Appo

Q@ Tell me what you want to do

E Show As: DBusy

Q Reminder: 15 minutes

~ | [ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Options

Schedule hap
2 4
2 4
2 4

Add Room to Meeting

O 5 & private
—_ I -
Recurrenc Categorize °* High Importance Dictate
T \l, Low Importance 4
Tags Voice

United Kingdom /1 Basinghall &venue /1 Basinghall &venue { Floor S

5 6 7 8 9 10 11 12
5 6 7 8 9 10 11 12
5 B 7 8 9 10 11 12

Added Rooms

Mo rooms added to wour meeting

Rooms Details - Review the

capabilities of the selected room

[T] 1
15 16 17
15 16 17
15 16 17

Continue

Added Rooms - Rooms added to
the meeting time slot will be listed

Overview

Use the left hand search panel to specify

your room requirements

Use the Scrollbar at the bottom of the screen

to search along the timeline.

Switch between the Schedule, Map and List
view depending on your requirements and

preferences.




Project Planning - Meeting

File Meeting  Scheduling Assistant  Insert Format Text  Review  Help Q Tell me what you want to do

Appointment * a— i e
e | e ® 8 @ d§§ [ B & FH vl - O B O 8| O % I
€* Workplace Rooms ) : i | High Importance ' . . - -
Delete =S . Skype Online Teams Meeting Cancel Address Check Response Recurrence Categorize °* Dictate Office Switch Switch Insights
z \[, Low Importance = Add-ins | Background Background

%Workplace Services Meeting Meeting Meeting Notes Invitation Book MNames Options v Q Regunden 15 minutes

Actions Show Skype Meet... | TeamViewer | Teams Mee... | Meeting N... Attendees Options Tags Add-ins Dark Mode

Starts: |Wednesday 05 Aug 2020 [+ ‘ 5:00 PM ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ends: |Wednesday 05 Aug 2020 E- ‘ 6:00 PM (1 hour) ~ | [ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms Rooms View

o
O O kl I l g a |Lucat\on details Select maore ligstln?ns or selecta Schedule H Tap ‘ Uk ¢ Luton ¢ 250 The Village ¢ First Floor
UK

~
250 The Village / First Floor

I | Christchurch Room El

| Luton

eeting Room — ,

Make Default

Tauranga Room

Search for rooms by name

ia Schedule __ .

Find Rooms

ot Filter Rooms
I e W Room Size

Room Types

Capacity (minimum) | {

| Room Types

Room Features and Facilities

- = I Development
| n-Room Features - Professional Services

@ searTseace

| Room facilities

Room Details Added Rooms

R :
pom: - Christchurch Room Christchurch Room 05 Aug 2020 17:00 - 18:00 (UTC+1)
Capacity. &
Location: 250 The Village - First Floor
Facilities: ‘ideo Conference, Conference Phone, Wifi, Lights, Air Caon, Display Screens,
Interactive Whiteboard, Flip Chart Stand and Paper, Dry Wipe Markers for Flip
Chart




A Create Meeting

Project Planning - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text Review  Help @ Tell me what you want to do

@ E catendar ‘i’ @j @R @ H * @ |__.:>I< }J\% 5 &= show As: [T]Busy v O DS ) private

E : - - | High Importance
Delete — Forward ~ Appointment Workplace Workplace Skype Online Teams Meeting Cancel Address Check Response J:,l Reminder: 115 minutes . Recurrence Categorize

Dictate Insights
Rooms Services Meeting Meeting Meeting Notes Invitation Boock MNames Options v =

J, Low Importance =
Actions Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes Attendees Options

] _ The SmartSpace Calendar Add — In allows you
ags Voice
'CD You haven't sent this meeting invitation yet.

This appointment is next to another ane on your calendar. tO bOOk meet' ng rooms th rough an

B Title Project Planning

integration with Outlook.

Required Mark Lawrance; Richard Malcolm; Patricia Salamanca;

Optional

Create your meeting as you normally do.
Start time Thu 06/08/2020 ~ [anday [ @ Time zones

End time Thu 06/08/2020 ¥| 4> Make Recurring

Location

E& Room Finder Then click “Workplace Rooms’ to begin the

booking process.

4
In Shared Folder é.fé; Calendar




File Meeting Scheduling Assistant  Insert

£ & €

Appointment Workplace Workplace Skype Online Teams Meeting Cancel Address Check Response . . . Recurrence
Rooms Services Q_., Reminder: 15 minutes

@ Calendar
Delete 5 Forward ~

Actions Show

Starts: | Thursday 06 Aug 2020  [J+||10:00 AM

Ends: | Thursday 06 Aug 2020 [~ ||11:00AM (1 hour)

Find Meeting Rooms

Location details

|UK

|Lut0n

|250 The Village

|Fir3t Floor

Make Default

Search for rooms by name
| ¥

Find Rooms

Filter Rooms
Room Size
Capacity (minimum} |4

Room Types

Format Text  Review  Help

| Room Types

Room Features and Facilities

|In—Room Features

|R00m facilities

Apply Filter

Project Planning - Meeting

Q@ Tell me what you want to do
@ & EShowAs: DBusy

Meeting Meeting Meeting Notes Invitation Book MNames Options v
Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes Attendees Options
~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London
~ | [ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Rooms View

Select more locations ar select a Schedule

room tap UK Luton /250 The Village [ First Floor

)
250 The Village / First Floor
+
Christchurch Room E\

Tauranga Room

- Development
B Professional Services

Room Details Added Rooms

Select a room to see details and book it

Add Room to Meeting

DH E| Private

[
I -

Trmraras - High Importance
2 J, Low Importance

Tags

Mo rooms added to wour meeting

Dictate

w

Voice

Insights

Filter by location

First filter your requirements based on

location.

Use the drop down menus to select the

region and site as a minimum.

Building and Floor are optional, however it is
good practice to specify these when possible

to avoid returning too many results.




Filter by location

Project Planning - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help @ Tell me what you want to do

@ Calendar E @h $ @ G ﬁ @ @ p\% ,ézl E Show As: DBusy EE E' Private

I -
Delete Appointment Workplace Workplace Skype Online Teams Meeting Cancel Address Check Response Q Reminder: | 15 minutes Recurrence Categorize * High Importance

Rooms Services Meeting Meeting Meeting Notes Invitation Book MNames Options v v \L Low Importance 4 You can Set these detalls as your_ default

Actions Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes Attendees Options Tags Voice

Starts: | Thursday 06 Aug 2020 DV| 10:00 AM ~ | | (UTC+00:00) Dublin, Edinburgh, Lisbon, London |Ocat|0n fl|terS |f you W|” genera”y be USing

Ends: | Thursday 06 Aug 2020 E~ | 11:00 AM (1 hour) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

e Hesting Rooms Rooms them to book meetings.

Location detail Select more locations or select a ) .
praton Bearns - Schedule Map UK / Luton / 250 The Village / First Floor

—> Forward ~ Dictate | Insights

‘UK

~
250 The Village / First Floor

- Tauranga Room . a0 . = r . .
(250 The Village e . = R & =l You can also search for a particular room by

‘First Floor

‘ Luton

Make Defaur Ly BH RO T ‘% AN using the ‘Search by room name’ field.
Search for rooms by name e | g = 3

|Tauranga Room |§J

Find Rooms
The system will automatically start searching

Filter Rooms

Room Size - BER & for rooms that match your location details

Capacity (minimumy) |4

oo Types i : ‘ and these will be shown in the ‘Rooms’

‘Room Types

Room Features and Facilities - |
I Development pa nel.

BB Professional Services

‘In—Room Features

‘ Room facilities

Apply Filter Room Details

Select a room to see details and book it Mo raoms added to your meeting

Add Room to Meeting




File Meeting  Scheduling Assistant

£ & €

Appointment Workplace Workplace Skype Online Teams Meeting Cancel
Meeting MNotes Invitation Book MNames Options v

@ Calendar
Delete —> Forward ~

Actions

Rooms Services

Show

Starts: | Thursday 06 Aug 2020

[~ | |10:00 AM

Ends: | Thursday 06 Aug 2020

[J~ | 11:00AM (1 hour)

Find Meeting Rooms

Location details

|UK

|Lut0n

|250 The Village

|Floor

Search for rooms by name

Make Default

~]

Filter Rooms

Room Size

Find Rooms

Capacity (minimum) | 4

Room Types

Insert

|Room Types

Room Features and Facilities

|Di3p|ay Screens

|Room facilities

Apply Filter

Project Planning - Meeting

Format Text  Review Help

® Q@ & 6 O B &8 H

Meeting Meeting
Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes

~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

~ | [ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Rooms View

Q@ Tell me what you want to do

E Show As: DBusy

Address Check Response «D:. Reminder: |15 minutes

Recurrence
-

Attendees Options

Select more locations ar select a Schedule
room

Uk Luton £ 250 The Village

6 August 2020
250 The Village / First Floor 1 9
Christchurch Room
Tauranga Room
) _ 6 August 2020
250 The Village / Ground Floor 1 2
Farringdon Room

Mildenhall Room

Room Details

Select a room to see details and book it

Added Rooms

Add Room to Meeting

DE E| Private
- High Importance
2 \l, Low Importance

Tags

Mo rooms added to wour meeting

Dictate

Voice

Insights

Filter by features

Use the other ‘Filter Rooms’ panel to specify
minimum capacity, room types and room

features & facilities.

Click ‘Apply filters’ and your results ‘Room’
panel will change to reflect rooms that meet

your criteria.




File Meeting

@ Calendar
Delete —> Forward ~

Actions

Scheduling Assistant

£ & €

Appointment Workplace Workplace

Insert

Rooms Services

Show

Starts: | Thursday 06 Aug 2020

[~ | |10:00 AM

Ends: | Thursday 06 Aug 2020

[J~ | 11:00AM (1 hour)

Find Meeting Rooms

Location details

|UK

|Lut0n

|250 The Village

|Floor

Search for rooms by name

Make Default

~]

Filter Rooms

Room Size

Find Rooms

Capacity (minimum) | 4

Room Types

|Room Types

Room Features and Facilities

|Di3p|ay Screens

|Room facilities

Apply Filter

Project Planning - Meeting

Format Text Review

®

Skype
Meeting

Help Q@ Tell me what you want to do

Q & 0 [ B & F

Online Teams Meeting Cancel Address Check Response
Meeting Meeting MNotes Invitation Book MNames Options v

EShowAs: DBusy v @

Recurrence
-

Q_., Reminder: 15 minutes

Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes Attendees Options
~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London
~ | [ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

00ms View

Select more locations ar select a
room

Schedule Map

Uk Luton £ 250 The Village

DE E| Private

Categorize
2 \l, Low Importance

Tags

6 August 2020
250 The Village / First Floor 1 9
Christchurch Room
Tauranga Room
) _ 6 August 2020
250 The Village / Ground Floor 1 2
Farringdon Room

Mildenhall Room

Room Details

Select a room to see details and book it

Add Room to Meeting

Mo rooms added to wour meeting

! High Importance

Dictate

Schedule View

Insights

When in Schedule View, the list of ‘Rooms’

aligns with the timeline.

You can use the scroll bar to navigate up and
down the list of rooms. Use the scroll bar in
the View panel to navigate through the

timeline.

Existing meetings will be denoted by a red

block.

The blue overlay indicates the start time of
the meeting, which is pulled through from

your initial calendar time slot.




Project Planning - Meeting

Scheduling Assistant  Insert Q@ Tell me what you want to do

@ H * @ '__':>|< p\% /gl EShowAs: I:IBusy - O

Skype Online Teams Meeting Cancel Address Check Response Recurrence
Meeting Meeting Meeting Notes Invitation Book MNames Options v

File Meeting Format Text  Review Help

IR=

Delete

EAppointment
@[1 Workplace Rooms

= € Workplace Services [\ Reminder: |15 minutes

Actions Show Skype Meet... | TeamViewer | Teams Mee... | Meeting MN... Attendees Options

Starts: | Thursday 06 Aug 2020 | Dﬂ 10:00 AM ~ | | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ends: 4 August 2020 ¥ 100 AM (1 hour) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find ¢ Mon Tue Wed Thu Fri Sat Sun
|27 28 29 30 3 1 2
Locatig 3 4 5 m - 8 g
UK 0 11 12 13 14 15 16
17 18 19 20 21 22 23

25 26 27 28 29 30

Rooms View

Select more locations ar select a
room

Schedule

Uk Luton £ 250 The Village

6 August 2020
250 The Village / First Floor 1 9
Christchurch Room

Tauranga Room

31 1 2 3 4 5 6
[ | Today: 06/08/2020

Make Default

6 August 2020

250 The Village / Ground Floor 1 2

Farringdon Room
Mildenhall Room

Find Rooms

Filter Rooms
Room Size
Capacity (minimum) | 4

Room Types

|Room Types

Room Features and Facilities

|Di3p|ay Screens

|Room facilities

Apply Filter Room Details Added Rooms

Select a room to see details and book it

Add Room to Meeting

DE |9| Private

Categorize

High Importance

5

Dictate Office

\l, Low Importance S Add-ins

Tags

Add-ins

Mo rooms added to wour meeting

- P -
'Q\ J
Switch Switch

Background Background

Dark Mode

Insights

Date & Time

The Date and Time are pulled through from
your initial calendar time slot and you can

adjust them if required.

Start and end times can be adjusted in 15

minute increments.




Project Planning - Meeting

Scheduling Assistant  Insert Q Tell me what you want to do

@ €} Workplace Rooms @ a $ @ '—_':>|< p\% ’El & show as: IllBusy N Q

Delete N : Skype Online Teams Meeting Cancel Address Check Response Recurrence
@;\Workplace Services Meeting Meeting Meeting Notes Invitation Book Names Options v

Format Text Review  Help

File Meeting
EAppointment

Q Reminder: |15 minutes

Actions Show Skype Meet... | TeamViewer | Teams Mee... | Meeting M... Attendees Options

Starts: | Thursday 06 Aug 2020 E~ | 10:00 AM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

UTC+00:00) Dublin, Edinburgh, Lisbon, London

UTC+00:00) Monrovia, Reykjavik

UTC+00:00) Sao Tome

UTC+01:00) Casablanca

UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna
UTC+01:00) Belgrade, Bratislava, Budapest, Ljubljana, Prague
UTC+01:00) Brussels, Copenhagen, Madrid, Paris

(
(
(
(
(
(
E
250 The Villa/(JTC+01:00) Sarajevo, Skopje, Warsaw, Zagreb
(
(
(
(
(
(
(

Ends: | Thursday 06 Aug 2020  [JJ+ | |11:00 AM (1 hour) ~

Find Meeting Rooms Rooms

Location details Select more Ig

{250 The Village

|UK

UTC+01:00) West Central Africa
UTC+02:00) Amman
UTC+02:00) Athens, Bucharest
UTC+02:00) Beirut

UTC+02:00) Cairo

UTC+02:00) Chisinau
Farringdon Roq(UTC+02:00) Damascus
Mildenhall Roo/(UTC+02:00) Gaza, Hebron
UTC+02:00) Harare, Pretoria
(UTC+02:00) Helsinki, Kyiv, Riga, Sofia, Tallinn, Vilnius
(UTC+02:00) Jerusalem

(UTC+02:00) Kaliningrad

(UTC+02:00) Khartoum

(UTC+02:00) Tripoli

(UTC+02:00) Windhoek

(UTC+03:00) Baghdad
(
(
(
(
(
(

|Lut0n

Christchurch R
Tauranga Roor

|250 The Village

|Floor . 250 The Villa

Make Default

Search for rooms by name

~ |

Find Rooms

Filter Rooms

UTC+03:00) Istanbul

UTC+03:00) Kuwait, Riyadh
UTC+03:00) Minsk

UTC+03:00) Moscow, St. Petersburg
UTC+03:00) Nairobi

UTC+03:30) Tehran

Room Size
Capacity (minimum) | 4

Room Types

|Room Types

Room Features and Facilities

|Di3p|ay Screens

|Room facilities

Apply Filter Room Details Added Rooms

Select a room to see details and book it

Add Room to Meeting

DD E| Private
! High Importance

Categorize

5

Dictate Office

\L Low Importance S Add-ins

Tags

Add-ins

Mo rooms added to wour meeting

- P -
’Q\ J
Switch Switch

Background Background

Dark Mode

Insights

Time Zone

The time zone fields allows you to compare

and align meetings across time zones.

Please note that Schedule View will always

display your local time zone.

1. Change the time zone field to the
country you are booking your meeting in.

2. Move the blue overlay to when you want
you meeting to start in local time.

3. The time field will display the time in the

time zone displayed.

This allows you to check that the meeting
time will be suitable for all attendees from

each region.




Choose Room

Project Planning - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help Q@ Tell me what you want to do

@ =] Appointment @ H * @ L':>|< p\% é: &= show As:  []Busy v O DE I?lprivate 6) :ij: J

@. Workplace Rooms ) i
Delete H ke Skype Online Teams Meeting Cancel Address Check Response Recurrence Categorize High Importance Dictate Office Switch Switch Insights

> @gWorkplace Services Meeting Meeting Meeting Notes Invitation Book MNames Options v Q Reminder: |15 minutes v \l, Low Importance v Add-ins | Background Background

You can hover over the rooms listed in the

Actions Show Skype Meet... | TeamViewer | Teams Mee... | Meeting MN... Attendees Options Tags Voice Add-ins Dark Mode

Starts: | Thursday 06 Aug 2020 Dv| 10:00 AM ~ | | (UTC+00:00) Dublin, Edinburgh, Lisbon, London /Rooms; ||St tO flnd Out fu rther information

Ends: | Thursday 06 Aug 2020 B~ | 11:00 AM {1 hour) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Findliesting Rooms Rooms about the room capacity and features.

Location detail Select more locations ar select a ) )
pration aetars o Schedule Map UK / Luton ¢ 250 The Village / First Floor

|ux 6 August 2020
250 The Village / First Floor 1 9

|Lut0n

Christchurch Room

|250 The Village Tauranga Room C||Ck a room and yOU can reVleW fu rther

B August 2020 -
|Floor v 250 The Village / Ground Floor 9 Mildenhall Room
1 2 Capacity: 8

Make Default Farringdon Room Catering, Layout, Lunch Pork Free options detaI|S |n the {ROOI’T\ DetaI|S' pa nel be|OW

Mildenhall Room lk

Search for rooms by name

~]

Find Rooms
You can also click within the blue overlay

Filter Rooms
Room Size alongside the room you wish to book.
Capacity (minimum) | 4

Room Types

|Room Types

oom Featres and raciines Click ‘Add to meeting’ and you will see the

|Di3p|ay Screens

[Room facilies room listed in the ‘Added Rooms’ panel.

Apply Filter Room Details Added Rooms

R :
pom: - Chnstehurch Room Christchurch Room 06 Aug 2020 10:00 - 11:00 (UTC+1)
Capacity. B

Location: 2580 The Village - First Floor
Facilties: “ideo Conference, Conference Phaone, Wifi, Lights, Air Caon, Display Screens, Cl |Ck ’CO nt| n ue' to progress the bOO k| ng

Interactive Whiteboard, Flip Chart Stand and Paper, Dry Wipe Markers for Flip
Chart

Continue




Add Services

Project Planning - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help Q@ Tell me what you want to do

@ =] Appointment @ H * @ L':>|< p\% é: &= show As:  []Busy DE I?lprivate O(j :ij: J

@. Workplace Rooms ) i
Delete H ke Skype Online Teams Meeting Cancel Address Check Response Recurrence Categorize High Importance Dictate Office Switch Switch Insights

> %\Workplace Services Meeting Meeting Meeting Notes Invitation Book MNames Options v v \l, Low Importance v Add-ins | Background Background C||Ck ’No' |f you do not W|Sh to add any
’

Actions Show Skype Meet... | TeamViewer | Teams Mee... | Meeting MN... Attendees Options Tags Add-ins Dark Mode

Starts: | Thursday 06 Aug 2020  [J+||10:00 AM | |(UTC+00:00) Dublin, Edinburgh, Lisbon, London services to your meeting You will be taken
Ends: | Thursday 06 Aug 2020 B~ | 11:00 AM {1 hour) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms Rooms back to the calendar slot to send your

Location detail Select more locations ar select a ) )
i o Schedule UK / Luton / 250 The Village / First Floor

UK 6 August 2020 Invitation.
250 The Village / First Floor 1 9

Q Reminder: 15 minutes

|Lut0n

Christchurch Room
|250 The Village Tauranga Room

6 August 2020

1 S— Click ‘Yes’ to add services or equipment to

Add Services

|Floor 250 The Village / Ground Floor

Make Default Farringdon Room

Mildenhall R
Search for rooms by name fidenhall room

your meeting.

~]

o Do you want to add services to your meeting?

Find Rooms

Filter Rooms

Room Size

Capacity (minimum) | 4

Room Types

|Room Types

Room Features and Facilities

|Di3p|ay Screens

|Room facilities

Apply Filter Room Details Added Rooms
R .
CZS;”C“Y (B:h”smh”mh Roorm Christchurch Room 06 Aug 2020 10:00 - 11:00 (UTC+1)
Location: 2580 The Village - First Floor

Facilties: Wideo Conference, Conference Phone, Wifi, Lights, Air Con, Display Screens,
Interactive Whiteboard, Flip Chart Stand and Paper, Dry Wipe Markers for Flip
Chart

Continue




Project Planning - Meeting

Meeting  Scheduling Assistant  Insert  Format Text Review  Help Q@ Tell me what you want to do

@ =] Appointment @ H * @ '_":>|< p\% ]gl Eshowas [lusy . O DE B8 Pprivate

& Workplace Rooms | Hi
Delete = . ' P Skype Online Teams Meeting Cancel Address Check Response Recurrence Categorize °* High Importance Dictate Office Switch Switch Insights

%Workplace Services Meeting Meeting Meeting Motes Invitation Book Mames Options ~ Q Reminder: |15 minutes e \l, Low Importance > Add-ins Background Background

Actions Show Skype Meet... | TeamViewer | Teams Mee... | Meeting M... Attendees Options Tags Voice Add-ins Dark Mode

Added Rooms Service Details

. Select a room to showe details
Christchurch Room 06 Aug 2020 10:00 - 11:00 (UTC+1) Remaove

Cluantity |1 Add to meeting

Meeting Summary
Chnstchurch Room 06 Aug 2020 10:00 - 1100 {(UTC+1)
Type Unit Cost Qty Sub Total

Catering | £0.00 1 £0.00 @

Services

|Catering & Refreshment Services

Room Total

Cost centre (2345

Show Summary Continue

Add Services

Here you must remember to click on the
room name. This will highlight it and you will

then be able to choose required equipment.

You will be able to view any further details
regarding the item and adjust the quantity.
When ordering catering you will also be able
to add notes to the service provider. E.g.

dietary requirements.




Summary

Project Planning - Meeting
AutoSave (@ Off) OneSpace PrintSummary _18860af8-2614-4a63-bceb-817b4... - Saved ~ 0 Davinia Thompson DT (Eal O X

H A/
File Home Insert Design Layout References Mailings Review View Help  Acrobat =2 Share 71 Comments B} Private ] 5) -0 J
! High Importance s

?_ ~ | €= 3= Dic;cate Offic_e Switch Switch Insights .
e éf pe) ['E, ég_m L_D:J £ j, Low Importance > Add-ins | Background Background Ensu re you add a Cost Code for any |tems that

Paste = ol Styles | Editing = Create and Share Request Dictate Editor Ta : B
. 35 s gs Voice Add-ins Dark Mode

oS i\ £« A~ par A A 2l o v v Adobe PDF  Signatures v -
lipboard & Font (5] Paragraph Nl Styles & Adobe Acrobat Voice Sensitivity Editor Ca rry an add Itlonal Charge.

Project Planning

fll*] X Calibri vi16 o~
= a | B F U as x x|

S T

Date: “Thirstdy 06AURUSE2020 Click ‘Show Summary’ to view a summary in
Time: 10:00- 11:00 (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Total Cost: £0.00
Cost centre: 2345

MS Word of your booking, which will include

UK - Luton - 250 The Village - First Floor (1 room) g T S floor plans and costs of items added.

Type Unit Cost | O | Sub Total

T, e @’ The time zone will also be displayed. So it is
important to leave the time zone field set to
the time zone you want displayed on the

summary and the calendar invite.

bge 1 of 1 47 words English (United States) :D: Focus [;Ta

Foom Total

Cost centre

umrmary Caontinue




“} Send Invitation

Project Planning - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help Q@ Tell me what you want to do

@ Calendar E s‘ﬁ @R @ H * @ '_":">|< })\% 5 EShowAs: I:IBusy DS E|Private

. . . i | High Importance . .
Delete — Forward Appointment Workplace Workplace Skype Online Teams Meeting Cancel Address Check Response Q Reminder: |15 minutes . Recurrence Categorize Dictate Insights

Rooms Services Meeting Meeting Meeting MNotes Invitation Book MNames Options v w7 \l, Low Importance v Yo ucan how com p | ete yo ur ca | en d ar |nV|te

Actions Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes Attendees Options Tags Voice

(D You haven't sent this meeting invitation yet.

as you usually would.

= Title Project Planning

Required Mark Lawrance; ' Richard Malcolm; @ Patricia Salamanca; | Luton: Christchurch

Your attendees will receive email notification

Optional

of the meeting as usual.
Start time Thu 06/08/2020 - CJanday [ @ Time zones

End time Thu 06/08/2020 ¥ | 42 Make Recurring

Location Luton: Christchurch

E& Room finger You will receive notification from the meeting
rooms booked that your booking has been

accepted.

4
In Shared Folder éﬁé, Calendar




Project Planning - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help Q@ Tell me what you want to do

m Calemdar E @h @P\ @ a * @ ﬁ'( p\% 'El EShow e EIBusy %E |9| Private g

I -
Delete 5 Forward ~ Appointment Workplace Workplace Skype Online Teams Meeting Cancel Address Check Response Q Reminder: 15 minutes Recurrence Categorize °* Riablipotance Dictate Insights
Rooms Services Meeting Meeting Meeting MNotes Invitation Book MNames Options ¥ ’ 4 i, Low Importance i

Actions Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes Aftendees Options Tags Voice

Starts | Thursday 06 Aug 2020 E- | 12:00 PM ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ends | Thursday 08 Aug 2020 E~ | 1:00 PM (1 hour) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms Rooms View

o
Location detail Select moare locations or select a
B O O kl I | g a | peation detars it Schedule H Map ‘ UK ¢ Luton ¢ 250 The Villege ¢ First Floor
UK

250 The Vill I First Fl § August 2020
e Village / First Floor 1 2 3 4 5 5 7 8

|Luton
Christchurch Room

S .
Multi-Room Via e o
-—
|Fir5tFloor .

Wake Default

Search for rooms by name

Schedule View |

Find Rooms

Filter Rooms

Room Size
Capacity (minimum) | 4

Room Types

| Room Types

Room Features and Facilities

|Di5pla},r Screens

| Room facilities

ar Filter Apply er Room Details Added Rooms
R .
parm Tauranga Room Christchurch Room 06 Aug 2020 12:00 - 13:00 (UTC+1)
Capacity. 4
Location: 250 The Village - First Floor Tauranga Room 06 Aug 2020 12:00 - 13:00 (UTC+1)

Facilities:  Video Conference, Conference Phone, Wifi, Lights, Air Con, Display Screens,
Interactive Whiteboard, Flip Chart Stand and Faper, Dry Wipe Markers for Flip
Chart




Project Planning - International Teams - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help Q Tell me what you want to do

@ Calendar E % @ * @ '_":">|< })\% é: EShowAs: DBusy

Delete Appointment Workplace Workplace Teams Meeting Cancel Address Check Response . . .
Rooms Services Meeting MNotes Invitation Book MNames Options v Q Reminder: |15 minutes

Recurrence
—> Forward ~ ;

Actions Show Teams Meeting | Meeting Notes Attendees Options

Starts: | Tuesday 30 Jun 2020 [~ | 8:30 AM ~ | | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ends: | Tuesday 30 Jun 2020 E~ | 9:00 AM (30 mins) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms Rooms View

Location details Select your meeting locations Schedule

‘Regions 3 Selected

‘Sites 3 Selected

Buildings 3 Selected
-~

T Dadniynian Ave iuc

Changi Business Park
Akzo Nobel
[] changi Business Park 1
[] Changi Business Park 2
Digital Zone I
Digital Zone - Phase - Il

Filter Rooms
Room Size
Capacity (minimum] 1

Room Types

‘Room Types

Room Features and Facilities

‘Room facilities

Clear Filter Apply Filter Room Details Added Rooms

Select a room to see details and book it

Add Room to Meeting

DS E| Private

! High Importance

Categorize

Dictate

\l, Low Importance T

Tags

Mo rooms added to your meeting

Continue

Filter by locations

First filter your requirements based on

location.

Use the drop down menus to select the

regions and sites as a minimum.

Buildings and Floors are optional, however it
is good practice to specify these when

possible to avoid returning too many results.

The system will automatically start searching
for rooms that match your location details
and these will be shown in the ‘Rooms’

panel.




Filter by Features

Project Planning - International Teams - Appointment

File Appointment  Scheduling Assistant  Insert  Format Text = Review  Help Q@ Tell me what you want to do

@ Calendar E @}L] s‘;‘)\ $ @ pi E T s DBusy DE & private

Delete — Forward Appointment Workplace Workplace Teams Meeting Invite Q Reminder: 115 minutes Recurrence Categorize High Importance Dictate
Rooms Services Meeting Notes Attendees ' v \l, Low Importance w7

Use the other ‘Filter Rooms’ panel to specify

Actions Show Teams Meeting | Meeting Notes | Attendees Options Tags Voice

Starts: | Monday 06 Jul 2020 Dv| 10:30 AM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

minimum capacity, room types and room

Ends: | Monday 06 Jul 2020 B~ | 11:00 AM (30 mins} ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms Rooms

features & facilities.
Select more locations or select a room Schedule United Kingdom ¢ 1 Basinghall Avenue /1 Basinghall &venue / Floor 5
020

Location details

|Regions 3 Selected

1 Basinghall Avenue / Floor 5

|Siles 3 Selected 10 11 12
GA-Room 15

[Buidings 3 Selected GA-Room 16 Click ‘Apply filters’ and your results ‘Room’

|Floor 3 Selected | ~

GA-Room 17
GA-VC Room 10

Make Defaul GA-VC Room 11 panel will change to reflect rooms that meet

GA-VC Room 9
RR-VC Room 2

~] RR-VC Room 3 your criteria.

Changi Business Park 1/ Floor 5

Search for rooms by name

Find Rooms
GA-Ansam
Filter Rooms GA-Beijing
GA-Delhi
Room Size GA-Gumi
GA-Hanoi
GA-Kathmandu
Room Types GA-Melaka
GA-Mumbai
GA-PeNong
[] General Access GA-Sydney
[_| Private Only o _
[ ] Restricted Access Digital Zone - Fhase - Il / Floor 1

[] Restricted Room GA-China

Capacity (minimum) | 4

Room Types

Room Details Added Rooms
Roorm: GAVT Room 9

Capacity. 9

Location: 1 Basinghall Avenue - Floor &

Mo rooms added to wour meeting




Schedule View

Project Planning - International Teams - Abpointment
File Appointment  Scheduling Assistant  Insert  Format Text = Review  Help Q@ Tell me what you want to do

@ Calendar E % s‘?)\ $ @ pi E Show As: DBusy DE E' Hlislis

I -
Delete Appointment Workplace Workplace Teams Meeting Invite : High Importance
Rooms Services Meeting Notes Attendees

Recurrence Categorize Dictate

—> Forward ~ v \l, Low Importance v

Q Reminder: 15 minutes

When in Schedule View, the list of ‘Rooms’

Actions Show Teams Meeting | Meeting Notes | Attendees Options Tags Voice

Starts: | Monday 06 Jul 2020 Dv| 10:30 AM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London allgns Wlth the tlme“ne' Thls a”OWS you to

Ends: | Monday 06 Jul 2020 B~ | 11:00 AM (30 mins} ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

. - _ compare the availability of all rooms against
Find Meeting Rooms Rooms View

Lacation detalls Select more Incations or select a room Schedule United Kingdom / 1 Basinghal &venue / 1 Basinghall Avenue { Floor 5 the schedule
|Regions 3 Selected 020 :

1 Basinghall Avenue / Floor 5

|Siles 3 Selected 10 11 12
GA-Room 15
|Bui|din gs 3 Selected GA-Room 16

GA-Room 17
|Floor 3 Selected | ~ GA-VC Room 10

You can use the scroll bar to navigate up and

Make Default GA-VC Room 11
GA-VC Room 9
Search for rooms by name o

| v| RR-VC Room 3

down the list of rooms. And use the scroll

Find Rooms CHEE EUEREEE P AR bar in the View panel to navigate through the

GA-Ansam

Filter Rooms GA-Beijing . .

GA-Delhi timeline.

Room Size GA-Gumi

GA-Hanoi

GA-Kathmandu

Room Types GA-Melaka

= T GA-Mumbai . . . .
— A reteng Existing meetings will be denoted by a red

[] Private Only - )
[ Restricted Access Digital Zone - Phase - Il / Floor 1 blOCk
[] Restricted Room GA-China .

Capacity (minimum) | 4

Room Details
Room: GA-VEC Room 8
Capacity. 8

Location: 1 Basinghall Avenue - Floor & Mo raoms added to your meeting The blue Overlay |nd|CateS the Sta rt t|me Of

the meeting, which is pulled through from

Add Room to Meeting

your initial calendar time slot.




B Date & Time

Project Planning - International Teams - Appointment

File Appointment  Scheduling Assistant  Insert  Format Text = Review  Help Q@ Tell me what you want to do

@ Calendar E @}L] s‘p\ $ @ pi E T s DBusy Da & private

B . _ . High Importance .
Delete Appointment Workplace Workplace Teams Meeting Invite Recurrence Categorize g P Dictate

> Forward e ko | e | Mo e s | Q) Reminder: 15 minutes % | Low Importance ! The Date and Time are pulled through from
Actions Show Teams Meeting | Meeting Motes | Attendees Options Tags Voice L. .

Starts: | Monday 06 Jul 2020 (kg | 10:30 AM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London you rin Itlal ca Ienda r tl me SlOt d nd you can

Ends: | Monday 06 Jul 2020 B~ | 11:00 AM (30 mins} ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

o _ adjust them if required.
Find Meeting Rooms Rooms View

Location details

Select more locations or select a room Schedule United Kingdom ¢ 1 Basinghall Avenue /1 Basinghall &venue / Floor 5

020
1 Basinghall Avenue / Floor 5
|Siles 3 Selected 10 11 12

GA-Room 15 Start and end times can be adjusted in 15
|Bui|din gs 3 Selected

|Regions 3 Selected

GA-Room 16

GA-Room 17 . .

GA-VC Room 10 Mminute increments.
GA-VC Room 11

GA-VC Room 9

RR-VC Room 2

v| RR-VC Room 3

|Floor 3 Selected | ~

Make Default

Search for rooms by name

) ) ,
Find Rooms Changi Business Park 1/ Floor 5

GA-Ansam
Filter Rooms GA-Beijing

GA-Delhi

Room Size GA-Gumi

GA-Hanoi
GA-Kathmandu
Room Types GA-Melaka
GA-Mumbai
GA-PeNong
[] General Access GA-Sydney
[_| Private Only o _
[ ] Restricted Access Digital Zone - Fhase - Il / Floor 1

[] Restricted Room GA-China

Capacity (minimum) | 4

Room Types

Room Details Added Rooms
Roorm: GAVT Room 9

Capacity. 9

Location: 1 Basinghall Avenue - Floor &

Mo rooms added to wour meeting




Project Planning - International Teams - Appointment

File Appointment  Scheduling Assistant  Insert  Format Text Review  Help Q@ Tell me what you want to do

@] Calendar E @};] @3\ $ @ Qi EShowAs: DBusy v O

Delete Appointment Workplace Workplace Teams Meeting Invite

e e Rooms Services Meeting Notes Attendees Q Reminder: |15 minutes

Actions Show Teams Meeting | Meeting Notes | Attendees Options

Starts: | Monday 06 Jul 2020 DV| 10:30 AM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

UTC+03:00) Istanbul

UTC+03:00) Kuwait, Riyadh
UTC+03:00) Minsk

UTC+03:00) Moscow, St. Petersburg
UTC+03:00) Nairobi

UTC+03:30) Tehran

UTC+04:00) Abu Dhabi, Muscat
UTC+04:00) Astrakhan, Ulyanovsk

Ends: | Monday 06 Jul 2020  [J~ || 11:00 AM (30 mins) v

Find Meeting Rooms Rooms

Location details
Select more loc

|Regions 3 Selected | =

1 Basinghall

GA-Room 15
|Bui|din gs 3 Selected | - GA-Room 16
GA-Room 17
GA-VC Room

Make Default GA-VC Room

GA-VC Room
Search for rooms by name RR-VC Room

UTC+04:00) Izhevsk, Samara
UTC+04:00) Port Louis
UTC+04:00) Saratov
UTC+04:00) Thilisi

UTC+04:00) Volgograd
UTC+04:00) Yerevan
UTC+04:30) Kabul

UTC+05:00) Ashgabat, Tashkent
UTC+05:00) Ekaterinburg
UTC+05:00) Islamabad, Karachi

|Floor 3 Selected | =

v| RR-VC Room

(
(
(
(
(
(
(
E
|Sites 3 Selected | = (UTC+04:00) Baku
(
(
(
(
(
(
(
(
(
(

e Changi Busi
Find Rooms 5:30) Chennai, Kolkata, Mumbai, New Delhi
GA-Ansam (UTC+05:30) Sri Jayawardenepura
e GA-Beiiin (UTC+05:45) Kathmandu
ler Rooms eapan . |(UTC+06:00) Astana
) ) (UTC+06:00) Dhaka
Foom Size GA-Gumi (UTC+06-00) Omsk
Capacity (minimurm) [ 4 GA-Hanoi |()TC+06:30) Yangon (Rangoon)
GA-Kathmand|(UTC+07:00) Bangkok, Hanoi, Jakarta
Room Types GA-Melaka  |[(UTC+07:00) Barnaul, Gorno-Altaysk
(UTC+07-00) Hovd

GA-Mumbai

GA-FeNong
Foom Features and Facilities GA-Sydney

|Room Types

|In—R00m Features Digital Zone - Phase - Il / Floor 1

|R00m facilities GA-China

Room Details

Select a room to see details and hook it

Add Room to Meeting

Recurrence | Categorize

D O |9| Private

I -
| High Importance Dictate

T \L Low Importance 4

Tags

{ Changi Business Park / Changi Business Park 1 / Floor 5

10 11 12

Added Rooms

o rooms added to wour meeting

Check Time zones

The time zone feature allows you to compare
and align meetings across time zones.
The ‘Schedule View’ will always display your

local time.

1. Change the time zone field to the
country you are booking your meeting in.

2. Move the blue overlay to when you want
you meeting to start in local time.

3. The time zone field will display the time

in the country time zone displayed.

Repeat this for each region you are booking a
room in. You will be able to check that the
meeting time will fall within your core

business hours for all attendees.




Check Time zones

Project Planning - International Teams - Appointment

File Appointment  Scheduling Assistant  Insert  Format Text = Review  Help Q@ Tell me what you want to do

@ Calendar E @}L] s‘p\ $ @ pi E T s DBusy Da & private

Delete Appointment Workplace Workplace Teams Meeting Invite High Importance

; - R Cat i Dictat,
— Forward ~ ,Q, Reminder: 15 minutes | ecurTence DS ictate

Rooms Services Meeting Notes Attendees v \l, Low Importance w7 Remember to Change your tlme zone f|e|d

Actions Show Teams Meeting | Meeting Notes | Attendees Options Tags Voice

Starts: | Monday 06 Jul 2020 Dv| 10:30 AM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

back to local time if this is the time zone you

Ends: | Monday 06 Jul 2020 B~ | 11:00 AM (30 mins} ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms Rooms

wish to send your invitation in. It will also

Select more locations or select a room Schedule United Kingdom ¢ 1 Basinghall Avenue /1 Basinghall &venue / Floor 5

~ 020 appear on the Summary.
1 Basinghall Avenue / Floor 5

|Siles 3 Selected 10 11 12

Location details

|Regions 3 Selected

GA-Room 15
|BUi|di”95 3 Selected GA-Room 16
GA-Room 17
|F'0°r 3 Selected | = GAVC Room 10
Make Default GA-VC Room 11
GA-VC Room 9
RR-VC Room 2
v| RR-VC Room 3

Search for rooms by name

) ) ,
Find Rooms Changi Business Park 1/ Floor 5

GA-Ansam
Filter Rooms GA-Beijing

GA-Delhi

Room Size GA-Gumi

GA-Hanoi
GA-Kathmandu
Room Types GA-Melaka
GA-Mumbai
GA-PeNong
[] General Access GA-Sydney
[_| Private Only o _
[ ] Restricted Access Digital Zone - Fhase - Il / Floor 1

[] Restricted Room GA-China

Capacity (minimum) | 4

Room Types

Room Details Added Rooms

Roorm: GAVT Room 9

Capacity. 9

Location: 1 Basinghall Avenue - Floor & Mo rooms added to wour meeting




File Meeting

@ Calendar
Delete —> Forward ~

Actions Show

Starts: | Monday 06 Jul 2020 [+ ||10:30AM

Ends: | Monday 06 Jul 2020

Find Meeting Rooms

Location details

|Regions 3 Selected

|Siles 3 Selected

|Bui|dings 3 Selected

|Floor 3 Selected | =
Make Default

Search for rooms by name

~]

Find Rooms

Filter Rooms
Room Size
Capacity (minimum) | 4

Room Types

|Room Types

Room Features and Facilities

| In-Room Features

|Room facilities

Apply Filter

Scheduling Assistant  Insert

£ & €

Appointment Workplace Workplace Teams Meeting Cancel Address Check Response
Rooms Services

Project Planning - International Teams - Meeting

Format Text  Review Help

W 0f

Meeting Notes Invitation Book MNames Options v
Attendees

Teams Meeting | Meeting Notes

~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

B~ | 11:00 AM (30 mins} ~ | [ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Rooms View

Q@ Tell me what you want to do

DE E| Private

High Importance

EShowAs: DBusy v O

Recurrence Categorize

Q Reminder: 15 minutes - \L v [Esr s

Options Tags

Select mare locations or select a room Schedule

India - Chennai / Digital Zone Il / Digital Zone - Phase - ||/ Floor 1

GA-Room 16
GA-Room 17
GA-VC Room 10
GA-VC Room 11
GA-VC Room 9
RR-VC Room 2
RR-VC Room 3

”~

Changi Business Park 1/ Floor 5

GA-Ansam
GA-Beijing
GA-Delhi
GA-Gumi
GA-Hanoi
GA-Kathmandu
GA-Melaka
GA-Mumbai
GA-FeNong
GA-Sydney

Digital Zone - Phase - Il / Floor 1

GA-China

GA-Japan

GA-Vietnam

Room Details

Roorm: GA-Japan

Capacity: 10

Location:  Digital Zone - Phase - Il - Floor 1

Added Rooms
RR-WC Room 2
GA-Ansam

GA-Japan

Dictate

Tuesday, 07 J
0 1

Tuesday, 07 J
0

06 Jul 2020 10:30 - 11:00 (UTC+1)
06 Jul 2020 10:30 - 11:00 (UTC+1)

06 Jul 2020 10:30 - 11:00 (UTC+1)

Continue

Choose Rooms

You can hover over the rooms listed in the
‘Rooms’ list to find out further information

about the rooms capacities and features.

Click a room and you can review these details

in the ‘Room Details’ panel below.

You can also click within the blue overlay

alongside the room you wish to book.

Click ‘Add to meeting’ and you will see the

room listed in the ‘Added Rooms’ panel.

Click ‘Continue’ to progress the booking.




File Meeting Format Text  Review Help

@ Calendar

Delete

Scheduling Assistant  Insert

£ [& € @& M

Appointment Workplace Workplace Teams Meeting Cancel

T Rooms Services Meeting Notes

Actions Show Teams Meeting | Meeting Notes

Starts: | Monday 06 Jul 2020

Ends: | Monday 06 Jul 2020

Find Meeting Rooms Rooms

Location details )
Select more locations or select a room

3 Selected -
GA-Room 16
GA-Room 17
GA-VC Room 10
GA-VC Room 11
GA-VC Room 9
RR-VC Room 2
RR-VC Room 3

|Regions ~

|Siles 3 Selected

|Bui|dings 3 Selected

|Floor 3 Selected | ~
Make Default

Search for rooms by name Changi Business Park 1/ Floor 5

V| GA-Ansam
GA-Beijing
Find Rooms GA-Delhi
GA-Gumi
GA-Hanoi
GA-Kathmandu
GA-Melaka
GA-Mumbai
GA-FeNong
GA-Sydney

Filter Rooms
Room Size
Capacity (minimum) | 4

Room Types

|R°°m Types Digital Zone - Phase - Il / Floor 1

Room Features and Facilities T

GA-Japan
GA-Vietnam

| In-Room Features

|Room facilities

Apply Filter Room Details
Roam: GA-Japan
Capacity: 10

Location:  Digital Zone - Phase - Il - Floor 1

Invitation

Address Check Response
Book MNames Options v

Project Planning - International Teams - Meeting

Q@ Tell me what you want to do

EShowAs: DBusy v O DE & Private

Recurrence Categorize
T \L Low Importance

High Importance
Q Reminder: 15 minutes

Attendees Options Tags

(kg | 10:30 AM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London
B~ | 11:00 AM (30 mins} ~ | [ (UTC+00:00) Dublin, Edinburgh, Lisbon, London

View

Schedule

India - Chennai / Digital Zone Il / Digital Zone - Phase - ||/ Floor 1

Add Services

o Do you want to add services to your meeting?

Added Rooms
RR-WC Room 2
GA-Ansam

GA-Japan

Dictate

Tuesday, 07 J
0 1

Tuesday, 07 J
0 1

06 Jul 2020 10:30 - 11:00 (UTC+1)
06 Jul 2020 10:30 - 11:00 (UTC+1)

06 Jul 2020 10:30 - 11:00 (UTC+1)

Continue

Add Services

Click ‘No’, if you do not wish to add any
further services to your meeting.
You will be taken back to the calendar slot to

send your invitation.

Click ‘Yes’ to add further services or

equipment to your meeting.




Project Planning - International Teams - Meeting

File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help Q@ Tell me what you want to do

@ [<] calendar E s‘ﬁ % $ @ L':>|< p\% /gl &= show As: []Busy . O DE & Private

I -
Delete Appointment Workplace Waorkplace Teams Meeting Cancel Address Check Response High Importance

Recurrence Categorize * Dictate
—> Forward ~ i ) o : v
Rooms Services Meeting Notes Invitation Book MNames Options v

Q Reminder: 15 minutes - \L v [Esr s .

Actions Show Teams Meeting | Meeting Notes Attendees Options Tags Voice

Added Rooms Service Details

Select a service to show details
RR-VC Room 2 06 Jul 2020 10:30 - 11:00 (UTC+1)
GA-Ansam 06 Jul 2020 10:30 - 11:00 (UTC+1)

GA-Japan 06 Jul 2020 10:30 - 11:00 (UTC+1) Remaove

Cluantity |1 Add to meeting

Meeting Summary
RRE-VC Room 2 06 Jul 2020 10:30 - 11:00 (UTC+1)
Name Type Unit Cost Qty Sub Total

Services

|Equipment Options

Foom Total

Cost centre

Show Summary Continue

Add Services

Here you must remember to click on the
room name. This will highlight it and you will

then be able to choose required equipment.

You will be able to view any further details

regarding the item and adjust the quantity.

When ordering catering you will also be able
to add notes to the service provider. E.g.

dietary requirements.




A Summary

AutoSave Davinia Thompson

File Home Insert Design Layout References Mailings Review View Help  Acrobat % Share i1 Comments

A

] T A ' — LOFind ~

_ D N Calibri v16 v AT A Aar B : = 2l | AaBbCcDd AaBbCcDd Ag@BbC AaBbCc AaBbC s [“,1, 82 LI;IJ %‘
| i . Replace 2 -

Paste 'ﬁ B I U-~as x el Fa ﬁ . = O f Normal | T No Spac... Heading1 Heading 2 Title — Create and Share Request Dictate Editor

W < + =

S i [ Select~ Adobe PDF  Signatures v

Clipboard & Font (] Paragraph Styles Editing Adobe Acrobat Sensitivity Editor

Ensure you add a cost code for any items that

carry an additional charge.

s SMARTSPACE :
SOFTWARE - b ! " .-.: 8 ": k3 : g : oy e ; H 1
o s B SemoBomom DR *. . You can view a summary of your booking,

Project Planning - International Teams

which will include floor plans and costs of

Date: Monday, 06 July 2020 _: g ol = a _ - | 3 Iitems a d d ed .
Time: 10:30 - 11:00 (UTC+00:00) Dublin, Edinburgh, Lisbon, London 3 e > 7 { | LTS

Required: Test Userl; VCRoom9.BAS@sc.com; Room15Kiosk.BAS@sc.com;
Roomil6Kiosk.BAS@sc.com; Room17Kiosk.BAS@sc.com; VCRoom10.BAS@sc.com;
VCRoom11.BAS@sc.com

Total Cost: £0.00

y s o o

The time zone will also be displayed. So it is

India - Chennai - Digital Zone Il - Digital Zone - Phase - Il - Floor 1 (1 room)

important to leave the time zone field set to

RR-VC Room 2

Polycom Per Session £0.00 the t|me zone yOU Want dISp|ayed on the

Singapore - Changi Business Park - Changi Business Park 1 - Floor 5 (1 room)

‘e e
b A A
T

e e

summary and the calendar invite.

A A A,

o |
e wy wd

‘o e |

o
o e |
LR

b |

R,

o

1

2 words English (United States)




File Meeting  Scheduling Assistant  Insert  Format Text  Review  Help

] & €

Appointment Workplace Workplace Teams Meeting

@ Calendar
Delete —> Forward ~

Actions

@ @ 0F

Rooms Services Meeting Notes Invitation

Show Teams Meeting | Meeting Notes Attendees

(D You haven't sent this meeting invitation yet.
This appointment conflicts with another one on your calendar.

‘\7\' Title

Required
Optional
Start time
End time

Location

4
In Shared Folder éﬁé, Calendar

Project Planning - International Teams

VCRoom9.BAS@sc.com; ' Room15Kiosk BAS@sc.com; ' Room16Kiosk. BAS@sc.com;

Cancel Address Check Response
Book MNames Options v

Project Planning - International Teams - Meeting

Q@ Tell me what you want to do

E Show As: DBusy DE EI Private "—.Dn_-J
) | High Importance

. . Recurrence Categorize * Dictate
Q Reminder: 15 minutes v - \L v [Esr s .

Options Tags

Room1/7Kiosk.BAS@sc.com; ' VCRoom10.BAS@sc.com; ' VCRoom11.BAS@sc.com; ' RR-VC-RoomZ; ' GA-Japan;

Ansan.SCBChan

Mon 06/07/2020 E 10:30 Dublin, Edinburgh, Lisbon, +

Mon 06/07/2020 E 11:00 Dublin, Edinburgh, Lisbon, +

RR-VC-RoomZ; GA-Japan; Ansan.SCBChan

[ Anl day @ Time zones

¥ Make Recurring

Recent People
Juilee Kulkarni
Jkulkarni@exmmx.onespace.co.uk
GA-China
ga-china@exmmx.onespace.co.uk
GA-Meeting Room 7
ga-meetingroom7@exmmx.onespace.co.uk
GA-Hong Kong
ga-hong-kong@exmmx.onespace.co.uk

RR-Boardroom
rr-boardroom@exmmyx.onespace.co.uk

Send Invitation

You can now complete your calendar invite

as you usually would.

Your attendees will receive email notification

as usual.

You will receive notification from the meeting
rooms booked that your booking has been

accepted.
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@ Calendar E @h @(Q @ G ﬁ @ pi == show As: [T]Busy v O %E i Private |
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Delete Appointment Workplace Workplace Skype Online Teams Meeting Invite QReminder‘ 15 minutes Recurrence Categorize 'gh Importance Dictate Insights

= fanEm) = Rooms  Services Meeting Meeting Meeting Notes Attendees M \lz Low Importance -

Actions Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes | Attendees Cptions Tags Voice

Starts: | Thursday [E Aug 2020 [+ ‘ 2:00 PM ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ends: | Thursday 06 Aug 2020 [l ‘ 3:00 PM (1 hour) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms Rooms View

[}
OO I I l a woation cetails Select your meeting locations Schedule ‘
|Reg\oms

[-]

Make Default

Search for rooms by name Glasgow Emngulw
o

oom Via Map | ]

Clear Search Find Rooms Kingdom

[ ]
Filter Rooms ’ -~
) Manchester
Room Size . e
Liverpool

Capacity {minimum) 4
.ﬂrnstsfdam

Room Types
Netherlands

| Room Types

Room Features and Facilities Brussels Cologne Gerr
- L] 4

|In—Room Features . Bolgium .
@ smarTsPACE

| Room faciliies

Clear Filter Apnby Filter Room Details Added Rooms

Select a room to see details and book it Mo rooms added to your mesting

Add Room to Meeting




Filter by locations

Project Planning - Appointment

File Appointment  Scheduling Assistant  Insert  Format Text Review  Help Q@ Tell me what you want to do

@ Calendar E @] @)\ @ H $ @ pi &= Show As: [ Busy

Delete ; . Appointment Workplace Workplace Skype Online Teams Meeting Invite . . . Recurrence
—> Forward Rooms Services Meeting Meeting Meeting Motes Attendees ,_[1 Reminder: |15 minutes

D ] E‘| Private

Categorize High Importance Dictate Insights

7 \L Low Importance <

Use the interactive Map to find your location.

Actions Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes | Attendees Options Tags Voice

Starts: | Thursday 06 Aug 2020 E~ | 2:00 PM ~ | [ (UTC+00-00) Dublin, Edinburgh, Lisbon, London

Ends: | Thursday 06 Aug 2020

E~ | 3:00 PM (1 hour) ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms

Location details

Rooms View

Click on the pinpoint to select your Region,

Select your meeting locations Schedule UK Luton
|UK South Beds G

|Lut0n
|Bui|dings -

Make Default

then Site and Building.

Search for rooms by name

~]

Find Rooms : 3 - 250 The Village

Capacity (minimum? | 4

Filter Rooms

Room Size

Room Types

|Room Types

Foom Features and Facilities

|In-Room Features

|Room facilities

Clear Filter Apply Filter Room Details Added Rooms

Select a room to see details and book it No raams added to your meeting

Add Room to Meeting




Filter by locations

Project Planning - Appointment

File Appointment  Scheduling Assistant  Insert  Format Text = Review  Help Q@ Tell me what you want to do

@ Calendar E % s‘p\ @ H * @ pi E Show As: DBUSY . O DS |?| Private

Delete Appointment Workplace Workplace Skype Online Teams Meeting Invite . . Recurrence Categorize High Importance Dictate Insights
— Forward ~ : Q Reminder: 15 minutes ~ . .
Meeting | Notes | Attendees ¥ Lowimportance v Region and site are mandatory. You can also

Rooms Services Meeting Meeting

Actions Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes | Attendees Options Tags Voice

Starts: | Thursday 06 Aug 2020 Dv| 2:00 PM ~ | | (UTC+00:00) Dublin, Edinburgh, Lisbon, London use the map to pinpoint a bwldmg and a

Ends: | Thursday 06 Aug 2020 B~ | 3:00 PM (1 hour) ~ | (UTC+00:00) Dublin, Edinburgh, Lisbon, London

floor within that building.

Find Meeting Rooms Rooms View

Location detail Select more locations ar select a )
praton fears o Schedule Map UK / Luton ¢ 250 The Village

|UK

|Lut0n No matching rooms
- Once you have selected a floor you can then

|250 The Village

|Floor . .
Make Default see the availability of rooms on that floor.

Search for rooms by name

~]

First Floor

Find Rooms

Filter Rooms

Room Size
Capacity (minimum} |4

Room Types

|Room Types

Room Features and Facilities

| In-Room Features

|Room facilities

Apply Filter Room Details Added Rooms

Select a room to see details and book it No raams added to your meeting

Add Room to Meeting




Project Planning - Appointment

File Appointment  Scheduling Assistant  Insert  Format Text = Review  Help Q@ Tell me what you want to do

@ Calendar E @h @3\ @ G $ @ pi E Show As: DBUSY %E |?| Private

Appointment Workplace Workplace Skype Online Teams Meeting Invite Q Reminder: 115 minutes Recurrence Categorize

Delete —> Forward ~

Actions

Rooms Services Meeting Meeting Meeting Notes Attendees

Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes | Attendees Options

Starts: | Thursday 06 Aug 2020

(kg | 2:00 PM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ends: | Thursday 06 Aug 2020

B~ | 3:00 PM (1 hour) ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms

Location details

Rooms View

Select more locations ar select a )
roorm Schedule tap UK ¢ Luton /250 The Village / Ground Floor

|UK

|Lut0n

~
250 The Village / Ground Floor
+

|250 The Village

Bristol Room E\
Farringdon Room

Mildenhall Room

|Ground Floor

v

Search for rooms by name

Make Default

~]

Filter Rooms

Room Size

Find Rooms

Capacity (minimum) | 4

Room Types

| Room Types

Room Features and Facilities

Directors Suite

|In—Room Features

- Finance & HR

|R00m facilities

Apply Filter Room Details Added Rooms

Select a room to see details and book it

Add Room to Meeting

High Importance Dictate Insights
4 \L Low Importance T

Tags Voice

Mo rooms added to wour meeting

Filter by Features

Use the ‘Filter Rooms’ panel to specify
minimum capacity, room types and room

features & facilities.

Click ‘Apply filters’ and your results ‘Room’
panel will change to reflect rooms that meet

your criteria.




File Appointment

@ Calendar
Delete 5 torward ~

Actions

Scheduling Assistant  Insert

£ & €

Appointment Workplace Workplace

Project Planning - Appointment

Format Text  Review  Help

® @ @& 6 &

Skype Online Teams Meeting Invite
Rooms Services Meeting Meeting Meeting Notes

Show Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes | Attendees

Starts: | Thursday 06 Aug 2020

B~ | 2:00 PM ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ends: | Thursday 06 Aug 2020

E~ | 3:00 PM (1 hour) ~ | [(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Find Meeting Rooms

Location details

Rooms View

Attendees

Select more locations or select a Schedule Map

|UK

room

4
~

|Lut0n

250 The Village / Ground Floor

:

|250 The Village

Bristol Room
v | Famingdon Room E\

|Ground Floor

Mildenhall Room

v

Search for rooms by name

Make Default

~]

Filter Rooms

Room Size

Find Rooms

Capacity (minimum) | 4

Room Types

| Room Types

Foom Features and Facilities

|In-Room Features

|Room facilities

Apply Filter Room Details

Room: Farringdon Room

Capacity: 12

Location: 250 The village - Ground Floor
Description:  Boardroom

Q@ Tell me what you want to do

Y OE A rrivate
MR, 0o
Recurrence Categorize
4 \L Low Importance

E Show As: DBusy

Q Reminder: 15 minutes

| High Importance

Options Tags

Uk f Luton 4 250 The Village [/ Ground Floor

Directors Suite
- Finance & HR

Added Rooms

Farringdon Room

Dictate Insights

w

Voice

N

06 Aug 2020 14:00 - 15:00 (UTC+1)

Choose Room

You can hover over the rooms listed in the
‘Rooms’ list to find out further information

about the rooms capacities and features.

Click a room and you can review these details

in the ‘Room Details’ panel below.

You can also click the room on the floorplan
to review the details of the room in ‘Room

Details’.

Click ‘Add to meeting’ and you will see the

room listed in the ‘Added Rooms’ panel.

Facilities: Videno Conference, Conference Phone, Wifi, Lights, Air Con, Display
Screens, Interactive Whiteboard, Flip Chart Stand and Paper, Dry Wipe

Click ‘Continue’ to progress the booking

ve Foom from Meeting Continue




File Meeting

@ Calendar E 9‘|'—| s‘p\
Delete

—> Forward

Scheduling Assistant  Insert ~ Format Text

Project Planning - Meeting
Review

Help Q@ Tell me what you want to do

® 8 @& @ [ B &8 H
Skype Online Teams

Meeting
Meeting Meeting

Appointment Workplace Workplace

Rooms Services
Actions

Show

Send Invitation

Cancel

Meeting Invitation

E Show As: |:| Busy

Motes
Skype Meeting | TeamViewer | Teams Meeting | Meeting Notes

Address Check Response

Book MNames Options v
(!/' You haven't sent this meeting invitation yet.

DS E] Private

| High Importance
Categorize °* g P
This appointment is next to another one on your calendar.

. . Recurrence
.Q. Reminder: 15 minutes -
Attendees

Dictate Insights
2 \l, Low Importance T
Options Tags Voice
= Title Project Planning
Required Luton: Farringdon

Optional

You will have the option to add services to

Start time

the room as previously detailed.
Thu 06/08/2020

[JAllday [ @& Time zones
End time Thu 06/08/2020

£ Make Recurring
Location

Luton: Farringdon

Send meeting invite as usual.

E:}\ Room Finder

4

In Shared Folder éﬁé, Calendar
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