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Copyright notice
VisualTime is a trademark of Visualtime Corporation.

Microsoft Outlook, Active Directory, SQL Server and Exchange are trademarks of
Microsoft Corporation.
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Introduction
VisualTime Room Scheduling is a user friendly and powerful resource and room
scheduling software.

The VisualTime system is comprised of several software components. The user software
components are the VisualTime Rich-Client and the Web Client.

The VisualTime Rich-Client runs as a standard Windows application and connects to the
VisualTime Application Server via HTTP calls. With the Outlook Integration Module
enabled and when the Microsoft Outlook software is installed on the local users PC, the
VisualTime Rich-Client can communicate with Outlook and create meeting invitations in
the user’s Outlook Calendar which are synchronized with the VisualTime scheduled
activities.

The VisualTime Rich- Client is a Zero Installation Client which does not require to be
installed and does not require any administrative privileges on the local users’s PC in
order to run.

Concepts

Each room, conference room, piece of equipment, etc, needs to be defined in the
VisuatTime system as a Resource.

The Resources have Features and Capabilities and are grouped within Resource Groups,
Locations and Sites.

A Resource is booked, scheduled or reserved by creating an Activity. An Activity in the
VisualTime system is the representation of period of time of one or more resources
when these resources are dedicated to a particular task.

All the elements of the VisualTime system need to be defined and configured by an
administrator via the VisualTime Management Console. The VisualTime system
administrator plans the implementation of the system and establishes how the business
requirements will be represented in the VisualTime system and user interface.

VisualTime Corporation - © 2004-2009 page 3/12



VisualTime — Quick Start guide 1.26b

Main screen

The main screen of VisualTime is made of six principal elements:

Toolbar — Allows access to the various modules of the program. Some modules may not
be accessible if the modules are not enabled at the application level or if the profile
current user profile does not have sufficient permissions.

Date Navigator — Allows the user to select the current date for the Main View.

The Main View — Also referred to as the Roster or Calendar, it displays the selected
resources and activities for the specified date. There are seven built-in views: the Time

Table view, the Day view, the 5 Working Days view, the Week view, the Month view and
the Quickview.
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The Time Table view

The Time Table view displays the resources as columns and the time as rows with the

time indicator on the left.

Selected Site

Resource name

Zonferencity @ AsusEEEtop r- Ford'Escapa

Resource type icon

#  Ford Focus

#  Hyundai Elantra @ Main boardroom

200 AM
230 AM
Time frame — 22
330 AM
| 400 am
430 AM
| 500 am

Qutside of business hours | saam

color indicator 630 AM
7:00 AM

Business hours | 720am

color indicator | szam
9:00 AM
9:30 AM
10:00 AM
10:30 AM
11:00 AM
11:30 AM
12:00 PM
12:30 PM
1:00 PM
1:30 PM
2:00 PM

The time intervals in the Time Table view can be selected from 5, 10, 15, 30 minutes and

1 hour.

2:00 AM

8:30 AM

Time Intervals

k

9:00 Am
9:30 AM
10:00 AM
10:30 AM
11:00 AM
11:30 AM
12:00 PM
12:30 PM

5 minutes
10 minutes
15 minutes
30 minutes

60 minutes

The resources can be removed from the Time Table view through a context menu

available via right-click.
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The resources are sorted by default in alphabetical view. To change the display order of
the resources in the Main View just drag and drop the resource name.

The other views

The Day, Working Week, Week and Month Views are based on a Gantt chart style view
where the resources are shown as rows and the time slots are shown as horizontal lines.
The darker areas are the weekends or dates which are defined in the system as holidays.

[ February 2008
1,2,3,4,5,6,7 8 9 10,11 12 13 14 15 16,17 18 10 20 2 22 23 24 25 26 21 B8 | B

Resources

Asus EEE top

Ford Escape

Ford Focus

Hyundai Elantra

Main boardroom

Meeting Room

Polycom Multi

Pontiac Solstice

Principal Boardroom
Sony VPL-PX11
Toshiba Satellite 13

Toyota Prius

The Quickview displays each resource as a picture (if available) together with a resource
availability status indicator.

VisualTime Corporation - © 2004-2009 page 6/12



VisualTime — Quick Start guide 1.26b
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The resource status indicator shows if the resource is available during the interval
specified in the Visual Explorer.

The green O indicator is displayed if the resource is available.

The red indicator e is displayed if the resource is busy.

Visual Explorer

The Visual Explorer is a very powerful way to control the resources and activities
displayed in the Main View. The Visual Explorer has two main tabs: Resources and
Contacts.

Once selected, the Resources tab has three separate tabs at the bottom:

The Filter can quickly filter the resources shown in the Main View by selecting or de-
selecting particular resource types or resources having certain features.

Via the Status tab you can also select resources based on status — booked, available or
unavailable between predefined intervals as well as filtering the Activities based on
activity type and activity status.

The Sites tab allows selecting a particular Site and the Locations belonging to that Site.
The Multiple Sites Module needs to be enabled in order to have more than one Site.
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Note: The main difference between sites and locations is the ability of a site to contain
multiple locations . Another characteristic of the sites is that each Site can be in a
different time zone. If your business has resources located in different time zones, you
will need to define at least as many sites as time zones you have. In the same time zone
you can have one or more sites. If you need to have separate administration and
permissions in regards to the resources and services you manage, you will need to
create a separate Site for each logical administrative unit as permissions for the user
profiles are granted at the Site level. A minimal configuration will contain at least one
Site with one Location.

The Contacts tab of the Visual Explorer, allows the display of external calendars within
the Main View.

When Microsoft Outlook is installed on the computer where VisualTime is running, you
will be able to search through your Outlook Address Book as well as through the Global
Address Book stored on your Microsoft Exchange Server. You can also quickly add
contact into the VisualTime address book by selecting the Quick add option.
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Favorites
The Favorites are user configurable predefined sets of criteria for the main view. Each
user can create and customize his or her own set of Favorite views. Once created, the
Favorite views can be accessed by selecting them from the list.

Favorites =

Cars

Equipment and Computers

Rooms in Conferencity

Conferencity - All

Conference Center - All

Leraning and Training Facilities
[ Add [ ot |[ Detete |

A Favorite View can be set as the default view by checking on the Is Default option. The
Default view is the view which is automatically loaded when a user logs in.

Searching for Activities and Resources

By clicking the Search button on the toolbar, the user can specify it’s own criteria and
find a particular activity stored in the VisualTime system database.

The star * sign can be used as a wildcard in the name field.

Visuattinie =X
&

=
_) Connected to: demo.visualtime.com/visualtime.sample
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Previous Next Calendar Activity Search Print Requests * Administration CRM Reports simplify your scheduling

Facility Management Dept - Conferencity Inc
4 october20i0 *

x

Activities| Resources

Name Weekly™ Site Vegas - | search |
Start dati > -
44(25 26 27 8 2 30 3 g it [ Cose |
451 2 374 5 & 7 | ||| End'date any - Resource <all> :
OToday: 4/16/2010 Requested start date ay 7|1 Status <Al - ‘ il |

| Activity type | <All> = New search

Requested end datetime gy ~
ha £ Remove selected

Preparation time any - Include private Cost center <All> 4 Choose fields
Activities ;

Shutdown time any - Client code | <All»
Creation start date any 7|1 [0 aM = | Creator <all>
Creation end date any =1 | Modifier <all> &
Modification start date | ny = 0 BE | Requester <all»
Modification end date [y +| 1 [7:00 aM 2]

Drag a column header here to group by that column e
Action Name Resource Status Type Start date Start time
7 Open Remove  Weekly meeting Main boardroom 7/30/2010 10:00:00 AM
7 Open Remove  Weekly meeting Main boardroom 8/6/2010 10:00:00 AM
[7 Open Remove  Weekly meeting Main boardroom 8/13/2010 10:00:00 AM
7 Open Remove  Weekly meeting Main boardroom 8/20/2010 10:00:00 AM
7 Open Remove  Weekly meeting Main boardroom 8/27/2010 10:00:00 AM
7 Open Remove  Weekly meeting Main boardroom 9/3/2010 10:00:00 AM
[7 Open Remove  Weekly meeting Main boardroom 9/10/2010 10:00:00 AM
I7 Open Remove  Weekly meeting Main boardroom 9/17/2010 10:00:00 AM y
[T Open Remove  Weekly meeting Main boardroom 9/24/2010 10:00:00 AM [
I7 Open Remove  Weekly meeting Main boardroom 10/1/2010 10:00:00 AM E
[T Open Remove  Weekly meeting Main boardroom 10/2/2010 10:00:00 AM
I7 Open Remove  Weekly meeting Main boardroom 10/15/2010 10:00:00 AM =
[ " 1 »

Selected Site: Vegas (GMT-8) | : admin - Ve E
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A very powerful feature is the user defined custom list. This feature allows the user to
sort and group the search results by dragging the column header fields or remove
certain columns in order to create a customized view:

Start date

Action Name End date Start date Status End time Create

-1 Start date: 10/15/2010
[7 Open Remove  Weekly Meeting 10/15/2010 10/15/2010 12:00:00 PM Admin
[T Open Remove  Weekly meeting 10/15/2010 10/15/2010 1:30:00 PM Admin

(=] Start date: 10/8/2010
[T Open Remove Weekly Meeting 10/8/2010 10/8/2010 12:00:00 PM Admin
[7 Open Remove  Weekly meeting 10/8/2010 10/8/2010 1:30:00 PM Admin

(=] Start date: 10/1/2010
[T Open Remove Weekly Meeting 10/1/2010 10/1/2010 12:00:00 PM Admin
[T Open Remove Weekly meeting 10/1/2010 10/1/2010 1:30:00 PM Admin

Creating an Activity
In order to book, reserve or otherwise schedule a resource, the user can select the
desired time slot and resource through the View of choice.
There are several ways to create an Activity:
e By selecting a time slot in the Time Table view
e By selecting a time slot in the Day, Working Week, Week or Month views.
e By selecting the desired resource in QuickView.
e Viathe Activity button from the Toolbar.
* Via Copy / Paste — A previously created Activity can be easily duplicated by
copying and pasting it via the context menu.
* By selecting a resource in the Resource Search results list.

Visualtime =l

(-
T e e B e e A

(] () ] &) 7)) @) =] 1 X 4
G ﬁ i £ P ko i o = N / - ua IT Iime
Previous Next Calendlar Activity Search Print Requests - Administration CRM Reports simplify your scheduling

Facility Management Dept - Conferencity Inc

Summary x
Recurrence type: random
Re d ~ | Durati + 03:00 - Startti - 03:00 - AM 3 Save
PR T esource @ Meeting Room uration art time = ‘ ‘
Special requests count: 1 Date 08/20/2010 Z End time. 12:00  PM ‘ Gancel ‘
Total it ted: 4
o e Details| Recurrence Schedule Conflicts Food services
Total price of items: 144 AT ‘ Print ‘
<tivity Name L -
Weekly Meeting ‘ Ra’“fe‘;fefsm’"
z Activity requester ‘ Delete
Request Services L Preparation time (minutes) |0 ‘
- Steve Newman | Delete |
Resources and Attendees ‘= Shutdown time (minutes) Q
Notes
Resources | Contacts
M Please have all the guests arrive 15 minutes Status Approved
£ (2| | |cary.
<ali -
Steve Newman Activity type
Client code

Cost center

Fileid

Disable conflict

Private Locked S

| Quickadd

Selected Site: Vegas (GMT-8)
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When the Services module is enabled, depending on the capability of the Main Resource
where the Activity takes place, a list of services that can be requested is presented and
you can select the required service from that list:

Summary

Recurrence type: weekly
1st occurence: 10/8/2010
Last occurence: 10/15/2010 Date 10/06,/2010 -2

Resource @ Main boardroom

Details Recurrence Schedule

Date Resoi

. 3 Sort by: Date/Increasi
Request Services = k

[ Audic-video installation
[ Bar and drinks
[J Buffet

[T Cleaning

[J Courier

[ Extras

[J Food & Catering
[T Food services
[T Inventory

[ MY - Inventory
[ Personnel

[ Room service

L B

An Activity may require more than one resource and it may also require a number of
attendees or participants.

A list of resources is presented on the left side of the Activity form so any additional
resources can be added to the activity. Optionally, if Microsoft Outlook is installed and if
the Outlook Integration Module is enabled, you can add Attendees to the list by
searching and selecting them from the Global Address Book (in case of Microsoft
Exchange Users) or Personal Address Book.

Summary

Recurrence type: weekly
1st occurence: 10/8/2010
Last occurence: 10/15/2010 Date 10/06/2010

Resource i@ Main boardrocm

Details Recurrence [Schedule| Conf

<Previous || Net> |

October 8/2
| 7002 | 800

Main boardroom [

Request Services *

Resources and Attendees (=
Resources| Contacts

B Asus EEE top

7 Ford Escape

## Ford Focus

¥ Hyundai Elantra

@ Main boardroom

&8 Meeting Room

% Pontiac Solstice

{3 Sony vpL-Px11

B Toshiba Satellite 13

& Toyots Prius

Filter ¥ Locations @) bl | v i
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Activity

Once saved, the activities are displayed on the Main view. In the Time Table view, there
are number of visual elements that give additional information about each activity:
Activity Type and Activity Status based the color, icons for Recurrence, Private,
Requested Services, Additional resources, etc.

9:30 AM

10:00 AM E

10:30 A B Customer meeting - Steve Mewman
11.00 am 0=
11:30 AM

12:00 PM

12:30 PM

1:00 PM

1:30 PM

2:00 PM

2:30 PM

3:00 PM

Additional information:
For more information please refer to additional documentation available for download
from www.visualtime.com.
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