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Monash Messaging — Lotus Notes

Managing rooms and resources (for delegates)

This learning topic will cover:

overview of the Resource Reservations database,

accessing a room in the Resource Reservations database,
viewing the calendar of a room or resource from the database,
making a reservation from the database,

editing reservations, and

responding to reservation requests.

Prerequisite learning card: For more information about booking rooms or resources, see Booking
Rooms & Resources (CAO03).

Overview of the Resource Reservations database

Rooms and resources (such as laptops, data projectors and cars) are contained in the Resource
Reservations database. At Monash, there is a separate Resource Reservation database for each
campus.

Rooms and resources are categorised into groups. These groups are:
B Rooms,
B Vehicles,
B Equipment, and
H Other.

Everyone can open and view the Resource Reservations databases, but resource owners have
additional access to manage their rooms and resources.

Tip: A room or resource can have more than one owner. To add additional owners, see Changing
resource attributes at the end of this document.

Rooms and resources can be booked in several ways, depending on the level of access applied to them.
Some rooms and resources can only be booked by owners, while others are public and can be booked
by anyone.

Note: Rooms and resources with restricted access are listed in the Monash'’s Directory with a © symbol
next to them. To see who the owner of the resource is, click on the Details button.

Accessing aroom in the Resource Reservations database
1. From your Lotus Notes Calendar, expand Other People’s Calendars.

2. Select Open Person’s Calendar.
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3. Select the room or resource from the Monash’s Directory.

Open Calendar HE

Choose the directory, then type all ar part of the name.

Directory: | MonashT rain's Directory "|

Find names starting with | |

& Acharya , Varun
4 Adrn Studio 7 Bld 51/Clavton b
& Admin, Domino

= Administration Reguests
& Azlan, Rizlan

2 Bar-Trainingx, Team
& Carpenter. Hamish

a e

41/ >

Details...

|4

Cancel

4. Click OK

B The Resource Reservation database containing the specified room will open in a new tab.

Viewing the calendar of a Room or Resource

When the Resource Reservation database is opened, all room bookings in the database are displayed.
However, you can select to view only the calendar of a specific room or resource.

1. Click on Week and set the view to One week.

2. Select View by Room or Resource to view a single room or resource calendar.
[ View by Room or Regaurce [ View a1 | cnat ~ |

) Day ~ }[‘i] Week~ ]@ Maonth + ] Formatting~ ) July 2009~
i 5 16 D 0
08:45 AM - 09:45 AM Practice Pres 09:00 AM - 05:00 PM Info Mapping

Location: ITS Meeting Room 203-G13/Clayton Location: ITS Detroit Room 203/Clayton

Reserved by: Pri Peters Reserved by: Judy Wrenn
09:00 AM - 10:30 AM Timelines and cutcome from interviews 09:00 AM - 05:00 PM Info Mapping

Location: ITS Meeting Room 203-G4 2/Clayton Location: ITS Detroit-Annex 203/Clayton

Reserved by: Greg Roughsedge Reserved by. Judy Wrenn
09:00 AM - 05:00 PM Power Works 09:30 AM - 10:30 AM General Staff Meeting

Location: ITS Detroit Room 203/Clayton Location: Law Staff Librany/Clayton

Reserved by: Lynette Mcintyre Reserved by: Toni Waser
09:00 AM - 05:00 PM UFZ Booking 08:30 AM - 11:00 AM General Staff Meeting

Location: ITS Pool Car UFZ-873/Clayton Leocation: Law Faculty Calendar/Other/Clayton

Reserved by: Allan Bartley & Reserved by: Toni Waser &
14 55%% @ 17 5 ©
09:00 AM - 05:.00 PM Info Mapping 10:00 AM - 11:00 AM CIM Meeting

Location: ITS Detreit Room 203/Clayton Location: ITS Meeting Room 203-G50/Clayton

Reserved by: Judy Wrenn Reserved by Vicki Landolfo
09:00 AM - 05:00 PM Info Mapping 10:00 AM - 11:00 AM Server Refresh Project Steering Committee Meeting

Location: ITS Detroit-Annex 203/Clayton Location: ITS Meeting Room 203-G48/Clayton

Reserved bv: Judv Wrenn Reserved bv: Kate Papaluca
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3. Select the room or resource you wish to view.

View by Room or Resource

Select the room or resource whose calendar you want to see:

FLT Leave RosterlLeave Roster/Clayton
HR Roseville Room Bld 203/Clayton
ITS BoardroomiClayton

ITS BRWPEM Pool Car/Cars/Clayton
ITS Meeting Room 203/G42/Clayton
Laptop/IT Equipment/Clayton

The Room/Clayton

|A
|

ResourceName OK
I f n
Desiree RoomiClayton ﬂ

4. Click OK.

Making a reservation

Monash Messaging — Lotus Notes

Reservations can be scheduled directly in the Resource Reservations database.

Note: Reservations can be scheduled up to 365 days in advance. Rooms may be booked 24 hours a

day.

1. Double click the timeslot you want to make a reservation in.

2. Complete the Reservation description, When and Phone/extension fields.

Save and Close

New Reservation Request

Your reservation request is not booked until the system determines that there are no conflicts for the requested date(s) and time(s).

Business Change Team Weekly
Mesting

* Reserve a Room
I~ Reserve a Resource

Date 12/05/2008 16
Stattme p1g0pM ©
Endtime Inogopm @

Timezone || ocaltime @

Repeats...

Samantha Garratt/ITS/StafffMonashTrain

44453

T nd @ room at a SpeCmc firme

= ’fll"ld a time for a specific room;

3. Select the find a time for a specific room option.

4. Click the Select Room button and select the required room.

5. Check the availability of the room using the Scheduler.
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Dizplay Options H Refresh Schedule Information

Adm Studio 7 Bld 51/Clg

= | i | >

L pvailable ™ Already Scheduled | Unavailable | Nelnfo ' Info Restricted

Tip: If the timeslot is displaying in green, the room is available. If it is displaying in red, drag the indicator
bar until a green timeslot is found.

6. If the reservation is for someone else, select Actions > Forward to email them details of the booking.

7. Click Save and Close to complete the reservation.

Note: If you are not the owner of the room, an email may be sent to the owner to confirm your
reservation.

Editing reservations

Note: You can only edit reservations that you have created.

1. Locate the reservation in the Resource Reservations database.

11 E’;:::::lm @

10:00 AM - 01:00 PM RM4 Publications Write Access
Location: Adm Studio 7 Bld 51/Clayton
Reserved by: Samantha Garrett

j01:00 PM - 02:00 PM Business Change Team Weekly Meeting
Location: Adm Studio 7 Bld 51/Clayten
Beserved by: Samantha Garrett

2. Double-click the entry to open it.

3. Click Edit Reservation

Edit Re * rvation Delete Reservation || Transfer Reservation

Accepted Reservation

Samantha GarrettITS/StafffMenashTrain

Room/fresource
44453

Requested by /
extension

‘Adm Studio 7 Bld 51/Clayton

“IZI"I 1/2008

01:00 PM ZE10 - 02:00 PM ZE10
Local time ﬂ

4. Update the information and click Save and Close.
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Responding to reservation requests
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When a reservation is made by a person other than the owner(s), a reservation request is emailed to the
owner(s) of the room or resource.

Tip: Some rooms and resources do not have room owners or booking restrictions. Reservations for
these rooms and resources will not require approval.

The owner should confirm the availability of the room, and then accept of decline the reservation
accordingly.

Follow the steps below to accept or decline a reservation.
1. Open the email with subject Resource Reservation Request for <Room/Site>.

2. Click the document link contained in the email.

¥] New > /=] Reply~ <& ReplyToAll» [ Forward~ &~ [= -~ ﬁ Displayx ) ~ More~

A Resource Reservation Request for Adm Studio 7 Bld 51/Clayton requires your approval.
= Desiree Joubert to: Lisa Instructor-02, Samantha Garrett 12/01/2008 04:04 PM
Sentby: Adm Studio 7 Bld 51 Show Details

A Resource Reservation Request by Desiree Joubert for Adm Studio 7 Bld 51/Clayton requires your approval. Resource is scheduled on 11/12/2008 from
03:00 PM ZE10 to 04:00 PM ZE10.

The subject ofthe mesting is

Please process the reservation -»

3. The Waiting for Owner Approval form will open. Review the reservation and click the Accept or
Decline buttons.

Tip: You cannot see the availability of the room or resource from this form. To check availability, open
the calendar of the room or resource.

m | |4 Home = |B& Samantha Garrett- Mail x || @ AResource Reservation R.. |§Y, Reservation for: Desiree ..  x l
V-89 % %E = W) & | | [search |
e - =
:
Waiting for Owner Approval B

Adm Studio 7 Bld 51/Clayton Desiree JoubertITS/StaffiMonashTrain

121172008 'Moving to Notes' Transition Workshop

03:00 PM ZE10 - 04:00 PM ZET0 Lisa Instructor-02/ITS/StaffiMonashTrain

Samantha Garrett| TS/StafffMonashTrain

B The appropriate notification will be sent to the person who made the reservation request The
reservation will be placed in the calendar of the room or resource.
B You can now delete the email.
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