
RoomWizard User Guide 

 RoomWizard is a room scheduling solution that makes it easier to get where you need  
to go. This is a brief overview of how to reserve a space directly from the RoomWizard.

”Free” Screen –  When the space is available. Clear LEDs to show 
availability from a distance.  
Green means available.

Large font clearly displays 
time availability. This room is 
available for 59 minutes.

Easily reserve a room now or 
later by simply touching the 
‘Reserve’ button. 

Interactive timeline displays 
room schedule for the day.
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”Adjust” Screen – During the space reservation. 

Adjust the meeting start  
and end time by using the 
time dropdown. 

Use the “+” button to add time 
by 15-minute increments. 

Use the “-” button to subtract 
time by 15-minute increments. 

Touch the “Confirm” button to 
confirm your reservation.

Preview your new reservation 
in the timeline as you adjust.
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”Busy” Screen – When reservation is confirmed, and space is booked.

End the  reservation early with 
the “End” button to free up the 
room for others.

Extend the reservation  
with the “+15m” button. 

A new event is created on  
the timeline. This event is also 
created in the calendaring 
system (ex. Outlook). 

Text display switches from 
showing time available to 
showing “busy.” 

LEDs turn from green to red 
when the room is booked.


