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Getting into Room Booking Module
Just click on Room Booking in the events home page, in the top dark bar. You will be asked to sign
in. Use your KFUPM login.

The First Page
The Room Booking first page shows a booking area, a side menu and a horizontal menu.
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The booking area

The horizontal menu
BOOK A ROOM

This is the main page of KFUPM Room Booking and the page to go if you want to book a room
easily.
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LIST OF ROOMS
This page shows you all the rooms available at KFUPM for your conference, meeting or lecture.
You also have a map if you want to find a room in a specific area of KFUPM.

BOOKINGS
This page shows you the bookings for all the rooms by day, by week and by month.
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The side menu
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Book a Room
As a first step click on the button Book a Room in the horizontal menu. In the booking area you
have to specify the kind of booking, date range and time range in which you want to search for
bookings. You can also search by building number or room name if you want to find a specific room
in a specific location.
If you want to book the room for only one day, simply click on Single booking and on the date, you
want by choosing the correct month and day. You will also have to choose the you want to book it
for.
If instead you want to book a room for several consecutive days, weeks, or months, click on Daily
or Recurring booking

If you have already used Room Booking and have selected favorite rooms, your booking area will
look like this picture. If you want to book only a room from your favorites check the box search
only my favorites. To know how to add a favorite read the section below.
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Then you will be directed in a page with all the Rooms available according to your request.

You can use some filters if you want your room to contain certain equipment, such as
videoconference, Webcast or a Projector.
To find out more about a room, put your mouse over its picture. A series of action icons will show
up: (pre-)book, view details and add to favorites.
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If you select book a room you will see this window:
There, you may find information about the room such as capacity and size of the room. To finalize
the booking, you have to fill in the Usage section mentioning the person for whom you are making
the booking and giving the reasons why you book this room.

How to pre-book a room
Some rooms require owner's approval. Therefore, they can only be pre-booked. If you select prebook a room, you will see this window:
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There, you may find information about the room such as capacity and size of the room. To finalize
the pre-booking, you have to fill in the Usage section mentioning the person for whom you are
making the pre-booking and giving the reasons why you pre-book this room.

How to see room details
If you select room details you will see one of these windows:

In this window, you may find information such as size, capacity and phone number in the room. If
you click on the button book it, you will be directed to the book a room or prebook a room
window. To know how to finalize a pre-booking or booking, read the previous paragraphs.
If you select add to favorites the room will be placed in your favorites’ list. For your next booking,
you could find all your favorite rooms by selecting this option in the filters' menu or ticking the box
search only my favorites in the booking area of the first page.
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Searching and Booking
Let’s now look at how to search for an available room based on more specific criteria. For this, click
on List of Rooms in the horizontal menu.

At the top of the page, there are some criteria you can select to filter the rooms:

Choose the building you want and the number of seats you want the room to have. Then select the
criteria that you want from the extensive list of equipment. Every time you select a criteria do not
forget to click on apply or your criteria will not be taken into consideration.
If you want to see only the rooms, you are authorized to book or your favorite click on Show only
and select your criteria.
Once you have finished, the next page will show you the list of rooms that match your criteria.

Place your mouse over the picture of the room which interests you and click on see details for
more details about the room.
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There you can also Start booking or pre-booking (if the room requires confirmation) and you will
be directed to the page that allows you to book the room. Complete just like we have seen before.
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Booking conflicts
After your search, if you choose a room which is already booked you will see a window with an
error message, and you will not be able to make your booking. To solve this problem, you have
two options:
1. Go to the previous page and choose another room according to your criteria.
2. Change the date or/and hours for your booking.

If you are making a daily booking and the room you choose is not available for one or more days
you will see a warning message:

If you decide to book this room anyway you will be directed to the pre-booking/booking page. You
will see another warning message telling you the number of your occurrences which are in conflict
with existing bookings. To finalize your pre-booking/booking you will have to check the box "I
understand, please skip any days with conflicting occurrences".
It means that you will have to find another room for the days in conflict.
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Block a room
As a room manager you may create room blockings which prevent regular users from booking
certain rooms. This feature can be used for special events during which only a few people should
be allowed to create bookings for some rooms. If you are not a manager, you ca also block rooms.
However, those blockings have to be approved by the owners of those rooms.
To create such a blocking, go to List of Rooms in the Room Booking horizontal menu and follow
these steps:
•

Choose the period during which the rooms should be blocked by clicking the start and end
date on the calendars.

•

Enter a reason for the blocking - it will be displayed to users trying to book one of the blocked
rooms.

•

Add some rooms to the Rooms list. Those will be affected by the blocking.

•

Unless you want to be the only one to be able to book the blocked rooms, you can add other
users or groups to the Allowed users/groups list.

•

Submit the blocking after confirming that the chosen period is correct. Once you have created
the blocking, the dates cannot be changed.
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Viewing your Bookings and all the bookings
Your Bookings

You can view the bookings or pre-bookings that you made by going under the My bookings section
of the Room Booking side menu.

All the bookings
You can view all the bookings made by everybody for all the rooms clicking in Bookings in the
horizontal menu.
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At the top of the page, there are some criteria you can select to filter the rooms:

Choose the building you want and the number of seats you want the room to have. Then select the
criteria that you want from the extensive list of equipment. Every time you select a criteria do not
forget to click on apply or your criteria will not be taken into consideration.
If you want to see only the rooms, you are authorized to book or your favorite click on Show only
and select your criteria.
Once you have finished, the next page will show you the list of rooms that match your criteria.
This option can help you to do a last-minute room booking or to solve a booking conflict. You can
see easily the name of the colleagues who booked the rooms and send him an email to try to find
a solution for the conflict if you really need this room and no one else can correspond to your
criteria.

Summary of Feature Set
General features are:
•

The stand-alone mode allows you to book, manage bookings and do administration stuff. You
don't have to create an event (the bookings will not be assigned to any KFUPM event).

•

The mode bound to an KFUPM event allows you to book rooms for your event. You can assign
booked rooms to conferences, lectures, meetings, sessions, contributions or breaks.

•

Recurring bookings, e.g. Daily, Weekly, Monthly.

•

Email notifications (to users and room managers, about every important action).

•

Three user roles: (1) administrator, (2) room manager and (3) ordinary user.

•

Optional booking moderation. Each room may work in one of the following modes:

•

Bookings require explicit confirmation of room manager, or

•

Bookings are automatically accepted.

User
Options available to regular users:
•

Book a room

•

Manage own bookings (track, modify, clone, cancel)
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•

Search for rooms

•

Search for bookings (including archival)

•

View existing room blockings

Room Manager
In addition to what a user has access to, a room manager can:
•

Accept and reject pre-bookings (for his room(s))

•

Reject bookings (for his room(s))

•

Block rooms from being booked (with confirmation from the room owner)

•

Accept blocking requests (for his room(s))

Administrator
In addition to what a room manager has access to, an Administrator can:
•

Switch on/off the Room Booking Module

•

Configure room booking plugins in admin section

•

Add/remove location

•

Define room attributes specific to the location

•

Define possible room equipment specific to the location

•

Manage meeting rooms (add/modify/remove)

Constraints
The room must have its manager. It is not possible to define multiple managers for a single room
(you can work around this by creating an account shared by several people).
The room must have a defined building, which must be a number. This is mandatory. If you do not
need building, put any number there (like '0'). If your building naming scheme has letters, we are
sorry - the software is not flexible enough for you.
The room must have defined floor (alphanumerical) and room 'number' (alphanumerical in fact).
Restrictions may apply to the time period for which you are allowed to define a periodic booking,
e.g. you may book the same room every day at the same time but not for more than X
weeks/months.
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Glossary
Room: meeting or conference room. Please note that the software is not suitable for managing
other rooms, like offices, corridors, etc.
Location: physical location of rooms. Room custom attributes and possible equipment are defined
on a location basis. Example: rooms at KFUPM may have different attributes and different
equipment than rooms in DCC college.
Booking: final reservation of a room. While considered final, it still may be rejected in case of
emergency.
PRE-booking: unconfirmed reservation of a room. PRE-booking is subject to acceptance or
rejection by the room's owner.
Room responsible/manager: the person who accepts/rejects bookings. Each room has exactly one
person responsible. A person may be responsible for any number of rooms.
Room blocking: a restriction created by a room manager which prevents users from booking the
rooms listed in the blocking unless they have explicit permission to override the permission or own
the rooms.
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