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Fast Track Room Booking v4

Version 4 of Fast Track Room Booking (“FTRB”) has powerful and significant new mechanisms and modules, which
increase user efficiency by saving time and booking rooms and desks in intuitive ways. A number of user interface

updates provide enhanced branding and navigation.
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Desks are booked by simply clicking on the
desk number (or ID), and a group of four desks
can be booked for a project or team in about

Edit a Booking

Change Location, Date and Times, or click Booking Ref to Review Booking:

ten seconds. Clicking a desk’s booking details Building: [Trafalgar Square |4 Date:  22ndSep17 |
opens an Edit pop up, allowing the booking to Floor: From:

be moved to a different desk, different day, Raom: 724 v To:
location, time, etc. Bocked By dbaFastTrack

Booked Far:  Peter Barkthwai
The Edit pop up also has a link to load the pokeg for. - Peter e

booking into FRTB’s main Review Booking view,
so that additional booking elements can be

reviewed or changed. =
Close Pop-Up Save Booking

Visual Booking Range

Meeting Title:  Purple Project
Bocking Ref:  1472-1

Based on one of the main views in FTRB, Visual Booking Range provides the ability to graphically review, in detail,
bookings over a range of locations and dates. Booking locations, dates and times can quickly be changed using the
“Edit a Booking” pop-up which is similar to the one used in Floor Plan desk Booking described above. For instance,
the rooms on a floor can all be viewed for a week, and bookings moved between rooms and days to optimise. Users
with elevated permissions will find changing and optimising groups of bookings much quicker, and new bookings
can be made in a few seconds.

In the image below, bookings for the three CARDIFF 1% Floor rooms are shown for a FOUR DAYS range.

How do i.. = Search Quick Help > Add
Visual Booking Range FILTER VALUES: Date From: 25thSep 17 | To: 2BthSep17 | Buiding: [CARDIFF | Floor:  [00 | Room: | | RoomTye=| | Print
NEWEOOKNG VALUES:  Time[12 v][eov]  Te[i2 V] Mesting Title
lpamg ool o et el beeloleielulolulaluli) IIEHIIEHEIEIHIEIIIIHI
CARDIFF Hohenstaufen Room (01-100)  SUBPORT 25/09/2017 RUSS 1A P [e[njp| [o]F| [P CENT
D CARDIFF 01  Hohenstaufen Room (01-100)  SUPPORT 26/09/2017 [r[e[v]i[e|w] [o]e] [i]a]s|7] INGIEERDEDE
[] (CARDIFF 01  Hohenstaufen Room (01-100)  SURPORT 27/09/2017 [ [a[s{7] [als]i] il e rs [ A[L[P[H]
[5] [CARDIFF 01  Hohenstaufen Room (01-100)  SUPPORT 28/09/2017 EAST ASI1A TEAM [ 7[E[alm[ [B[u[1]
(5] |CARDIFF 01  Tudor Room (01-101) CONFERENCE 25/09/2017 RUSS 1 A P [ |o|c|T]
[5] CARDIFF [01  Tudor Room (01-101) CONFERENCE 26/09/2017 REV I EW
5] [CARDIFF 01  Tudor Room (01-101) CONFERENCE 27/09/2017 lep|s|1]|L|o[n] [p[r[o[s]E|c|[T] [R[E[vV]1] TEAM REV
[5) |cARDIFF 01 Tudor Room (01-101) CONFERENCE 28/09/2017 [ r[u[s]s]
(5] |CARDIFF |01 Juliae Room (01-102) CONFERENCE 25/09/2017 rilrar east red@ s [palv|1]
[5] [CARDIFF [01 Julize Room (01-102) CONFERENCE 26/09/2017 : o AABEINEER : o BEEAvof e Aas EHOEA &
[5] [CARDIFF 01 Juliae Room (01-102) CONFERENCE 27/09/2017 o/ e[ r|e[n[c]e] [c[o[m[m] EDUCATION COMMI TTE
[5) |cARDIFF 01  Julize Room (01-102) CONFERENCE 28/09/2017 [ ru|s|s] = BONE =
Menu Block Text Booking Activity Daily Cancellation Joe Parker EXEC
The text that appears in the coloured menu blocks can by Booked By Report TEAM Key

Requestor Meetings Today

now come directly from the main menu data in the
Background Data configuration. This means that user-
developed reports and report folders have a clearer and more integrated menu access path. In the example shown
here, the block for a user-defined report called “Joe Parker EXEC TEAM Key Meetings Today” is shown.

Masthead Theme Configuration

Tailored Masthead Theme by Role/User
The text, colour, font, size and background colour of the
masthead or logo area at the top of the view, can be
tailored in the config settings. The overall theme can be
defined, and also themes can be defined by role. This
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means that different teams or geographically spread
out groups can use different themes.

HR Caterers Portal

isual Booking — My Boola Bookings

oking —

News ltems

Information and news that needs to be shared with staff can be shown as Car Park Chosexd

rolling text in the top-right of the masthead/logo area. Users can click onthe [RI e le d i olra o
new items to pop up a fuller version of the story mentioned. This mechanism
can be used to emphasise day-to-day details that impact upon room/desk
booking, such as weather, access issues, partial building closures, etc., and =< Back Main Menu — Logout
can help external users to receive specialised information.

Fast Track Room Booking for Outlook

Running as part of Outlook, Fast Track Room Booking for Outlook manages room bookings and appointments at the
same time, so that they become inseparable. For busy office staff managing desk and small meeting bookings,
bookings, appointments and
meetings can be created in a few b = s Inbox - nigel.preston@FastTrackAutomation.com - Outlook 7 EH - O X
seconds. Key add-on resources
are also available, such as . .
: ' B O B &

catering packages, A/V i : ] & [ View Help

] ] My Quick  Visual  About
equipment requirements, and Bookings Booking Booking
front-desk instructions. Easbilinck Ecomifinaking s

HOME SEND / RECEIVE FOLDER VIEW ADD-INS Room Booking

¥ FTRB Web

Invitations are sent to participants and guests via the
normal Outlook process, whereby people are looked ;
up from address books. Fast Track Room Booking for Fast Track Room BOOkIﬂg
Outlook provides a “My Bookings” quick review of
pending assignments, a “Quick Booking” pop-up
which allows bookings to be made very quickly, the
“Visual Booking” view which is a mainstay of the
web software, and also links for a help page and the
web software.

Choose a Date, Times and Location for your Meeting

Date: 21 September 2017 v Building: |HQ Cardiff
Start Time: (16 v ' (00 v Floor: |Second Floor

End Time: |18 vl i |00 v Room: |Bourbon Room (20)

Choose Details and Attendees for your Meeting

Booked For: | Peter Smith Tick to Email Reception
e
R —— e — e S e FUSTUIFC P R Mesting Title: |Zeta Project Review B [ e smilhefastackautor
. Tt Sep e e idng [0 oom e | e peterwiliams @ft2.co
me@VEY]  wEY] @Y Mensme ] No. of Attendees: (12 kenny.parr@ft2.co
"“‘“’"‘" Lk LS Description: | | ggo pads and pens please.

) CASDIFFO ok D1-160) SUPPORT
[B1-160] SURPORT
CONFERENCE
CONFERENCE
conFERENCE
CoNFERENCE
) SURORT
SUPPORT
sUFPORT
SUPPORT
SUPPORT
3 SUPPORT
conrmEncE

: camonal o T weviEw ek L
[ [cARDIF @ Tur
S casmeran T
[5) carpiFF o
[ carirr o1
[ [camwraz
S| casoer 2
[5) CARDIFF02 Do

EINA M|
.n O -nu uu-n

mmul reiimd UL R
fovieta vl ol [
INDUCT [GN ll

ver
®oCIMOGEDNT « o OO0

S lcamorre Email A/V Team?
3 coorra
- casrr e

camviFraz

Catering Package: |Hot Beverages

5 [caroiFE a2 CONFERENCE Oreasaisin@

[ cambess  porsn e Paie NG

5 [comoirros P ek Damue r coml am'E < EITOODEED

[5) canpiFFa:  DellsRowe (= - - .

- AR D ) DK ??W”'7Emlmllllﬂ Click Book to create your Meeting and invite attendees
CARDIFFA3  Car DSk 2rowzm o

TOUCHDOWN _21/09/2017 TP L aNN

CARDIFFO: B

Book Using:  Nigel Preston FTA (nigel.preston@FastTrackAutomation.com)

The “Floor Plan Desk Booking” (see section above)
will also be added in the next Fast Track Room Booking for Outlook version. For further information about the
Outlook module, please contact the Fast Track Team or an official partner, and request the brochure.
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Fast Track Digital Signage ( o B
With Fast Track Digital Signage, it takes just a few seconds to: ae Roon

e Review Meeting Information

0800 - 03.00 AVAILABLE 08:00 - 09:00
09:00 - 10:00 Finance Review Session

® Make an Instant Booking 160 20 | Gane Pt v
Lotiieyelh L LGk
H 1230 - 13:00 Alpha Project Review #2 12:30-1300 | Alpha Project Review #2
e Check In to a Meeting o T I e v 1500130 | StliFabing P
1430 - 1500 Bernice Bocker 14:30 - 15:00 Bernice Booker |
° i 1500 - 160 AVAILABLE 15:00 - 16:00 15:00 - 16:00. AVAILABLE 1500 - 1600
Cance' a BOOkI ng 16:00 - 17:00 Performance Review gt Eacina e v SR )
1 17:00 - 18:00 David Abalane 17:00 - 18:00 David Abalone
L BOOk Later n the Day 1800 - 18115 Ambar Compton = Ll

18:15 - 18:30 Mickey Cohen
18:30 - 19:00 AVAILABLE 18:30 - 19:00

All views self-refresh, so the data shown is completely live,
with configurable refresh options. L ) - J L - ey

INSTANT BOOKING 12:30 - 13:00 | A two-click booking Guest mode is available, and auto-generated PIN codes
PIN: E make it simple for users to book, check-in and cancel, while at the room or

| Book Al | |15 Mi-wsl | 30 Minsl |Go Bac<| desk.

Dis p | ay Sty|e5 Juliae Room bokeines Juliae Room
The style of display can utilise established brand — SES LA
characteristics, such as logos, colours and fonts, background e T LA o005 o

Finance Review r 9:00 - 10:00 Finance Review Session

images, etc. One of the most effective themes is red-for- 0091200 | s re evien 01200 | Gamrs Projet i

AVAILABLE 12:00 - 12:30 2 0 AVAILABLE 12:00 - 12:30

Alpha Project Review #2 301300 | Alpha Project Review #2

booked and green-for-available, meaning staff can see T B S [ g g
AVAILABLE 14:30 - 16:00 231 AVAILABLE 14:30 - 16:00

available desks and rooms before they are standing next to 60 [ Peomance Ry
them.

Auto-Cancellation
When Auto-Cancellation is switched on, and no check-in
occurs after a pre-set time, bookings are automatically

cancelled and rooms and desks automatically become
available. The typical time allowed after a booking starts and auto-cancel occurs, is 5 or 10 minutes, and can be
varied by administrators.

Cost-Effectiveness
Fast Track Digital Signage optimises data for different data levels, including buildings (such as at front desks), floors
(such as lift lobbies) and rooms (such as door signs). Fast Track Digital Signage provides for different form factors,
being able to accommodate PC’s, tablets, Plasma Screens and large-format TV's.

Investing in proprietary Digital Signage hardware can be expensive, with quite high costs for maintenance and
obsolete hardware. Fast Track Digital Signage utilises a wide range of quality devices, which provide high value and
low cost. Commodity pricing for Android tablets and TV screens turned into PC’s (with HDMI-port dongle PC’s),
have meant that the costs of leveraging digital signage have tumbled.

For further information about Fast Track Digital Signage, please contact the Fast Track Team or an official partner,
and request the additional brochure.

Fast Track Alerts

Fast Track Alerts is an Email Notification Agent, and does what you would do if you had time to scrutinise your data,
every minute of every day.

Adding Email reminder Notifications will always result in a reduction in no-shows. With Fast Track Alerts, the
content and frequency of reminder emails can be varied, and reminders are sent automatically without any admin
or supervisor users having to do anything.
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A typical approach is to remind bookers both 1 day and 7 days E 5 1 & s RoomBookingTom.. ? E - O X
before any booking, and “suggest” that it would be good if they MESSAGE  INSERT  OPTIONS  FORMATTEXT — REVIEW
could cancel any unwanted bookings in a timely way, so that Fom= | erasttsaaianaticnne

their colleagues can use the freed-up slots. To.. | [davidabalone@fastiracautomation.net

€.

There are many alert permutations that will save your
organisation time and money: your database holds key

Subject Room Booking Tomorrow Reminder

From: support@ fasttrackautomation.net

information relating to many business activities, departments e e
and people. This information also relates to external service Date: 25 June 2017 at 11:57

X . X Subject: Room Booking Tomorrow Reminder
providers and other third parties.

This email has been sent by Fast Track Alerts automation.

Room Booking No Show Reduction Recipient: ABALONE, DAVID

. . . . Email: david.abalone @iisfm.com
This alert is concerned with Room Booking No-Shows, and how
Building: CARDIFF Floor: 02 Room: 02-202

not all unwanted bookings are cancelled by bookers. Alerts such Lepsi s

as “Room Booking in 7 Days Reminder” and “Room Booking [ Meeting Title: Overview of Refurb Options |
Tomorrow Reminder” send a reminder email to everyone with a Please cancel your booking if your meeting is not taking place.
room booking, 7 days before their booking and the day before Thank you for reading this email which was sent by Fast Track Alerts.

their booking takes place.

david.abalone@fasttrackautomation.net No ltems ~

Business Benefit
The Business Benefit of the “Room Booking Tomorrow Reminder” is that the number of No-Shows will be reduced,
leading to a greater realised availability, increased room utilisation rates, and the associated cost savings.

Space Cost Savings
As the Room Utilisation Rate
goes up, less space is needed
to accommodate more staff. Visuel askihg
Wlth falrly Conservative My Room Booking  [Filter the Visual Booking Screen]

i i . *Date: << Mon30thJun >»> (B8 *Time [0 v|[00 v] oo
costings, rationalising total
mmﬂImMEIIIIEIIIIEIIIEIIIEEIIIEIIIE!IIIEII

Fast Track Solut|ons

|sua|E1olmg — My Bookings — Review E:nlmgs Back — Main Menu — Logout

How do i... BookaRoom? Editing a Booking? Fill in my Booking Details? Add Rescurces? See Room Details? See Bocking Details? »> Search Quick Help  >> Add

™| View Basket [0 item(s)) Quick Help

Space by one mEdium-Sized J'J HQCardiff  FrstRoor HonenstaufenRoom [ SUPPORT 8 14 n!nﬂuﬂ.unlnann n.n s sessmen t
[ 9F HoCad® FrtRoor  TudorRoom [ COMFERENCE 8 20 HEHHEH..... [ 1] ]
Conference room can save (5 & oh HoCargf Frsthcer JusaeReom [} conFERENCE 8 20 il Enuﬂa.ﬂnﬁ= ﬂﬂnuu n'm E a
£70,000 a year. [0 & oP HOCardf secondPoor  HabsurgRoom B suerorT 2 4
[ 9F  HOCarsft secondFoor  BourbonReom B SUPPORT 0 20
. e . [5) 5F  HMQCardtt Second Foor Saxe CoburgRoom [ SUPPORT 6 20 Hnu!nl
Multi p le Notifications [9 9F  HOCardf SecondRoor VO Cordiff [} CONFERENCE 8 20 e efals]i]n]]
. B & 9b HoCardf ThidRoor Pontagenethoom §  DEsk 1 2 W alm|be|r]clo|m il almlole] | PEE com
FaSt TraCk Alerts WI” Send [5 4P  HQCardff ThirdFoor DeflaRoversRoom [ DESK il =2 EE'HHH..H“.HH"HHH.‘H
many emails if there are 3 £ 99 HoCarsft ThrdRoor  Carafaheom W DESK il ez Oome g
. (3 £ 9P Hocaraft ThrdRoor  GorgiaRoom WL TOUCHDOWN 1 2 uﬂﬂnnﬂ. sia |1 es] m|eleitnla
many bookings the next day. B dh  nacasn Tagfoor  Mesamoom 0 TOUCHDOWN 1 2 o] ]|

I
(B & 9h Hocars® ThidRcor  vewontifeom [ Toucoown 1 2 [8)'e IF WIS IR e N e S pment

If there is one room booking | e RO AN RN NN O N RN
the next day, or hundreds,

Fast Track Alerts makes sure that all sponsors are reminded. In virtually all room booking situations, when sponsors
are reminded of their obligation to cancel unwanted bookings, the No-Show rate reduces.

Utilisation Increases
. . A T . o “ou have a Room Booking in 1 Day 29062017 10:02:58 63
A log is also kept for each email that is sent, providing an audit trail ——— e
inside the software. The logs can be combined with room booking Service Observation Emai 28ME/2017 05:46:22 1

“ou have a Room Booking in 7 Days 27062017 11:01:40 16

cancellation data to determine No-Show improvements, and to ascertain ... . roonBoskingin 1 Day 27082017 10:02:38 80

whether there are users who ignore the cancellation requirements and Service Observation Email 27062017 08:46:12 1
. You have a Room Booking in 7 Days  268/06/2017 11:01:47 29

remlnders' “ou have a Room Booking in 1 Day 26062017 10:01:36 21

“You have a Room Booking in 1 Day 26062017 10:01:36 21
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