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What Booklt does

¢ Allows bookable resources anywhere in the school to be visible to staff.

¢ Allows available sessions to be booked.

¢ Enables better resource management by allowing usage summaries to be printed.
* Facilitates full usage of school resources by making access simple and open.

Staff can be fully using Booklt with only minutes of instruction.

Booklt! is capable of managing practically any resource: computer rooms, library spaces, internet
computers, videos, digital cameras, multimedia projectors, and vehicles. Other less conventional
uses include booking science pracs, or interview times.

Timetabled resources may have their timetable entered, and locked onto the booking sheet. One
week, two week, or cyclic timetables are accommodated. Bookings may be altered by staff. A log
of all booking changes is kept and is visible to all staff.

A bookable resource may belong to another resource. For example, a bookable video machine
may belong in a bookable room. These two resources may be connected in Booklt! so that
booking the room books the video machine automatically.

Some resources come in groups where you want the option to book single items or the whole
group. For example, a set of internet computers. When booking, you can have the option of
booking one or all.

All bookings require a name, usually a staff code. Optionally, a form group may be required, a
department (KLA), a room, or additional information.

Printable reports include:

e Usage (absolute and percentage) of all or selected resources
e Usage by the departments

e Usage by the form groups

e Usage by Users

e Bookings by day, or weekly

* Rooms freed

e Bookings by a users

Other reports are possible upon user request.
Booklt continues to evolve as users ask for additional features or it is used in ways not envisaged
by us. Thus the manual may not always be fully up to date. If you understand the core functioning

of Booklt, undocumented features ought to be readily understandable.

Changes to Booklt are documented on www.carobcom.com
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Using this manual

If you have purchased Booklt on a trial basis we recommend that you

Read the general remarks Chapter 1
Perform installation Chapter 8
Read the User's Guide Chapter 4

Experiment with sample data

When you want to set up your own resources

Setup Guide Chapter 2
Managing Booklt! Chapter 3

If upgrading from Booklt 1 or Booklt 2, read pages 125 - 127 before installing

This User Guide revised June 2011
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Getting Started
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Getting started with Bookit

Installation

For Installation Instructions, see Chapter 6.

For upgrading data from pre-October 2003 versions, see Chapter 6.
Understanding how Booklt works

Read this chapter for administrative background.

Use the sample data to see how Booklt works. Chapter 7.

Read the User’'s Guide (Chapter 4) so you understand how Bookit!
behaves from a user’s perspective.

Setting Up Booklit for your own organisation

Use the Setup Guide (Chapter 2) to configure Booklt! for your own
organisation.
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The Administrator Function

Booklt requires one or two people who act as Booklt administrators. An
administrator is needed to:

Set up the annual calendar, indicating term dates and holidays.

Create bookable resources within categories, such as I.T. areas.

Determine what options should be set for these categories.

Ensure that permanently timetabled resources cannot be over-

booked by casual bookings (by using timetable templates).

Ensure data backups are performed

e Delete unrequired data

* Liaise with staff regarding items that can be booked and how they
should be configured.

e Produce usage reports that can be useful for resource management.

The administrator role requires a good overview of the behaviour and requirements of
significant areas of the organisation and have the standing and communication skills to
effectively communicate with these different areas. While some parts of the role may be
delegated to someone such as an L.T. trainee, the overall responsibility must not be.

Who should be the Administrator?

There may be several administrators who cooperate in running Booklt!

The Information Technology Manager is usually closely involved because
the computer rooms are booked, and computer classes are timetabled.

The Librarian should be an administrator. They are used to managing
resources and they understand logical conventions. Often the library
manages the resources to be booked such as AV equipment.

The Network Manager will be involved because a server has to be used,
folders created, and shortcuts set up.

Administrator Log On to Booklt

Log on to Booklt from
File menu > Administrator Login.

The initial administrator password supplied is ner0 (that's a zero). This
can be changed at any time. If this password is changed and you forget
it, contact CaRob.

Change the password by going to

Setup > Operational settings

HAOmin

When you are logged on as administrator, you will see the
Administrator Icon on the booking windows. This is a reminder that you
are using privileged access, and to log out if others may use that Booklt!
after you.
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&

Registration Code

W= Administrator Login

Print Setup

Enter Registration Code
MetBooklt Registration
0 About Booklt

After your trial period of Bookli! if you choose to keep it, CaRob will
forward a Registration Code that ensures that the software will operate
permanently.

Usually this code is faxed to the school upon receipt of payment. If this
is not convenient, contact us via email, fax or phone and we will send the
code some other way.

Enter the code from File Menu > Enter Registration Code. When the
code is correctly entered, you can’t change it again.

Enter Booklt! Registration Code...

Exit West Coast 5.H.5.
16/04{10
Code is Correct
Registration Code: |ABCDEF Close
© CaRob Computing Page 12
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Programs included in Bookit

Booklt.exe

Performs all administrative and booking functions through Windows.

Bl.exe

Allows users to make bookings, but there is no access to administrative
functions.

It may be run in kiosk mode if executed from a bat file as Bl K
This mode has no obvious exit button so it usually stays displayed. Exit
using F6 from the main window.

BIShow.exe

A utility to display real time bookings in a scrolling window from a publicly
visible monitor. For example it can be used at the entry to a library so
students can see what area their class is in.

BiBackup.exe

A utility that can be scheduled in Windows to perform daily backups of
Booklt.

BlMailer.exe

A utility that can be scheduled in Windows to send daily email notices to
people who have made bookings or to people who need to know about
the day's bookings. These features are set up within Booklt under the
settings for each category.

BiIClose.exe

A utility that enables an administrator to close or limit access to Booklt so
major data changes or file upgrades can be performed. Described later

in this chapter.

Tpsfix.exe

A utility to rebuild damaged data files.

NetBookit3.exe and NetBookltMgr.exe

Utilities to set up browser based bookings
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Booklt and the Network

Booklt and the associated programs reside on a server, but are run from
across the network by various users. These programs modify data that
reside on the server.

Booklt! is dependent on the capacity of the network for its performance
because the data needs to travel to the various users, where they may
modify it before it is saved back across the network. 1GB bandwidth
networks handle this traffic with ease, but old 10MB networks can show
performance lags.

File Corruption

The integrity of the data is at some risk because of network connections.
For example, if a network connection is lost just as a booking is being
written from a workstation, the booking data file may be corrupted
slightly. This can cause Booklt to stop working all over the network.

This sort of file corruption is rare, but still a real possibility. Corrupted
files can usually be repaired using the utility TpsFix.exe described
elsewhere in this guide.

Backups

It is important to maintain backups of your data. Most servers have a
backup regime, but it requires technical support to recover the data,
which is not always available when you want it. We provide a utility
BIBackup.exe which is designed to run under Windows Scheduler

to perform a daily backup. This backup is accessible to a Booklt
adminstrator to easily restore from.

When a significant change is made to the Booklt data (e.g. creating
a new calendar or adding new resources or timetable templates) you
should also make an ad hoc backup from the Input/Output menu.

NetBooklt

NetBooklt is a browser based booking utility that is an optional add-on to
Booklt.

NetBooklt increases data reliability.

Under NetBooklt, staff make bookings through a browser web page.
NetBooklt server program receives their data requests and does the
writing to disk. This increases reliability because if a network connection
is broken, the server either has not recieved the data, so does not

write anything, or it has received it, and writes it immediately. Network
impairment will not affect its ability to write complete intact data.

NetBooklt will usually increase performance.

This is because the NetBooklt server sends only a small amount of data
to a user's web page. It does not need to send the entire data file as a
Windows program requires. This aspect also decrease chances of data
corruption.

Platform Independence

NetBooklt allows you to use Mac or other web technology to make
bookings, not just Windows machines.

© CaRob Computing
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Key Elements in Booklt

3
Categories of 4
Resources Bookahble
Resources

5
Timetahle
Templates

most user options are

cefined here belong in & categary e Computer mom s 6

Mermo Library

2 E:ra details about

Calendar

bookings
User editable

with Timetable Days and
Holidays marked
7
Booking Sheet
Data

9
“ariety of Reports

1
Caonfiguration
DOptions

Days per Cyde
Cylic or Fixed Tim etable
Other options

Booklt!
8 major elements

Booking Interface

Daily ar weekly view

This diagram shows the key elements in Booklt!

1. Configuration Options

An important setting is the timetable structure.
Choose between a fixed weekly timetable of 5, 6, 7 days, fixed fortnightly timetable of 10, 12, or
14 days, or cyclic timetable of 5 to 10 days. Cyclic timetables may include fixed days.

2. Calendar

Stores dates, timetable days, holidays and week number. The calendar is important when using
timetable templates because it tells Booklt! what timetable days correspond to what calendar
days.

3. Categories - contain resources (such as rooms) or items (such as cameras)

All resources belong to a category. Booking options common to these resources are set in the
category. Examples of the options are: weekend booking, holiday booking, require department,
require class group, and many more.

4. Bookable Resources

Resources are grouped into categories. All items within a category display the same options on
the booking window.

5. Timetable Templates

Used for rooms that are on the timetable for some of the week and so can’t be booked by others
at those times. Enter the existing timetable into a template then apply it to the booking sheet for a
selected date range. These sessions display to the user, and can't be over-booked.

Templates can be copied and modified, and imported from a timetable program in text format.
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Setup Guide
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Setup Steps

These steps will perform a complete setup of Booklt from scratch. When
modifying Booklt you will not need to do all tasks and same may never

need to be done.

Go directly to the menu option, administrator shortcut, or follow the setup guide as @ |

described in this chapter.

1. Clean out old or sample data

Utilities > Remove Data > Remove Selected Data

2. Timetable Structure
Setup > Set Timetable Structure

3. Check the calendar range
Setup > Modify Calendar

4. Mark out the Calendar with Timetable Days and Holidays

Setup > Modify Calendar

5. Check Class Groups
Browse > Class Groups

6. Check Departments
Browse > Departments

7. Edit/Add Users

Browse > User List, Import/Export > User names

8. Activate Email and other operational settings
Setup > Operational Settings

9. Modify Resources to Book
Resources > Resource Activities

10. Linked Resources
Resources > Linked Resources

11. Set and Apply Timetable Templates
Templates > Edit Timetable Templates

Remove
Selected D ata

Clazz Groups

=

Departments

e

Timetable
Templates
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Using the Setup Guide

Run the guide by clicking the button on the toolbar.
% Setup
& Guide

The setup guide is a group of windows that provides a logical sequence
to setting up Booklt.

Use this guide whenever you make significant changes to Booklt,
especially when you wish to change from sample data to your real data.

When making smaller changes you can use this guide and ignore steps
that are already correctly configured.

Click on the pointer buttons to progress or return.

Booklt Setup G};// ~ \

y o

BookIt! set up guide

This guide takes you through a series of steps to
correctly set up Bookltl

Y'ou may use it for your initial setup. or at any other time.

You may pass over any activity that you have done
previously or do not require.

Each guide window, apart from the first, has one or more buttons that
take you to the correct windows to perform the tasks.

All actions in this guide can also be performed directly from the menu.
The related menu items are listed for each action, for example

Setup > Operational Settings

Many common actions are also accessible using the Common Tasks

S5 Common button.
Em= Tasks
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Step 1 - Data Removal

-
Booklt Setup Guide

< (@g (= |

1. Data removal

Use this to fully remove all sample data or other data

If you have your bookable resources entered, skip to the next
window.

HRemove Data

Click the Remove Data Button.

Any new Booklt! setup requires sample data to be removed. This window
allows selected data removal or comprehensive data removal.

When starting from fresh, tick Remove Significant Data to remove the

sample data sent with the program.
Click the Apply button to remove this

data.

You will receive a warning, but proceed if this is a new setup.

"

Remove Selected Data - P .

=

—Remowe ...
[¥ Al Timetable Templates [t does not remove the associated bookings.

3

— Remove ...

¥ Changes Log From: IEE.-"I 2/08 3: E
[¥# Casual Bookings Unti:  [23701711 =1

¥ Time Tabled Bookings

Delete anly thiz user: I Blank. for all uzers
Delete anly this Group: I Blank faor all groups

— * Typically uzed on sample data only =
v Femove Significant Data [drastic

Removes all Categonies of Resource, Resources, Bookings [Timetabled and

b ema Librany and Form Groups.

Caszuall, Change Logs, Rezource Links, and Timetable Templates, Staff names,

If in doubt, do & backup first. . = Backup |

L _

Utilities > Remove Data > Remove Selected Data

© CaRob Computing Page 20



Booklt

Step 2 - Set the Timetable Structure

Booklt Setup Guide

<1 g’»? (= |

Timetable structure is very

2. Timetable Structure important if you have timetabled
Set Cyclic or Fixed Timetable resources such as CompUter

rooms that need to be reserved

on the booking sheet.

Set the number of days in the TT cycle

This affects how many days are available for booking. how the
booking grid looks and how timetabled sessions are applied.

Current Structure: Fixed 10 Days per Cycle

=y Set TT day

Timetable 24| hames

Structure

Booklt! needs to know what calendar days correspond to your
timetable days. This is not an issue for a 5 day timetable, but many
schools run 10 day timetables or cyclic timetables.

/A Set Timetable Structure ﬁ

Timetable Structure
* Fived Days Per Cycle: 0 =

Mon - Fri ... Mon - Fri

Mame OF Week One:; Week Two: Setup > Set Timetable
[vellove'week  [Blue'week Structure
Update Week Mamesz in Calendar |
" Cyclic Days Per Cyclic TT: | 5
)

Booklt! caters for fixed timetables of 5,6,7 (1 week) or 10, 12, 14
days (2 week). If you have some timetabled resources on Saturday
but none Sunday and your timetable is not cyclic, use either 6 or 12
depending on whether you are on a 1 week or 2 week timetable.

If you have timetabled sessions on Saturday and Sunday for any
resource, use either 7 or 14 day.

Week names

For a 2 week cycle, you may have special names for each week.
For example Yellow week, Blue week. If so enter them here.

These names are used in the next step of the setup, applying the
timetable to the calendar.

The button Update Week Names in Calendar will change the label
of the weeks in the calendar.
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Cyclic timetable

A Set Timetable Structure

Timetable Structure
™ Fimed Drayz Per Cpcle: 10 511
Marne OF Week One: Wheek Two:
[velow wesk  |Blue wWeek
_ _ Cyclic Timetables may be from 5
" Cyclic Days Per Cyclic TT: | & = to 10 days. Cyclic timetables do
] f not include weekends.
J
Example of 6 Day Cyclic structure
Week Day W T|F||M w F M w F M w F
TT Day 2|3]4]|s 6|1]|2|3]|4 5| 61|23 4 |5|6|1]2

/A Fixed Days in Cyclic Structure

Day of Weelk | Timetable Dayp

Fixed Days

m A cyclic timetable may include a day that is not cyclic.

:l For example Day 6 is always a Thursday. This allows
for example, sport to use community facilities on a
weekly basis
If you don’t have fixed days in your cyclic timetable,
ensure this table is empty.

<] | 2
/

© | 4 |
A Sat day of week to fived timetable... ﬁ

Dray OF wWeek

" Mon
" Tue
" wied
* Thu
" Fri

Timetable Day: [ 2 Otherwise add the day by clicking insert.

¥ Ok | M Cancel |

Record will be Added

The result will be a pattern like this:

Week Day

TT Day

© CaRob Compu
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Set timetable day names

Booklt Setup Guide

“ A

2. Timetable Structure

Set Cyclic or Fixed Timetable

Set the number of days in the TT cycle

Current Structure: Fixed 10 Days per Cycle

Timetable
Structure

aﬁ names

% Set TT day ‘

This affects how many days are available for booking. how the
booking grid looks and how timetabled sessions are applied.

/
T
]

Setting TT day names is done
for all timetable structures
apart from a 5 day fixed.

The TT day names are seen
by users on the booking
windows and are used on
reports.

-
Browse/Edit Day Names
El ¥

Dray Of Cycle | Preferred Mame

Tue w1
wed wk 1
Thu'w'k 1
Fri k1

b on Wik 2
Tuewlk 2
wedwk 2
Thu'wk 2
Fri ek 2

et ln p g B S PR L

—_

You may change the
days' names to anything

& Change

you like.

Setup > Set Days'
Names
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Step 3 - Check Calendar

Check whether Booklt!’s date range is appropriate. Typically the range
should span a calendar year, but there is no reason why it couldn’t be
longer or shorter.

Bocklt Setup Guide

< g»? - 9 You may use this optic_)n at any time.
: It does not affect existing bookings.

3. Check Calendar

Booklt! works on its own calendar that you must manage.

When you extend the calendar
Current Range: 28/12/08 - 29701711 forwards, say near the end of a

If the existi_ng calendar range is not appropriate you may extend calendar year, it is reasonable to

or reduce it remove days that are long past, like

| the first 6 months of the year.

+ Extend ‘ : = Reduce

Calendar Calendar

7

/

Extend Calendar

#

e ——— Extend calendar
First day of calendar: 28 DEC 08 9
Last day of calendar: 29 JAN 11

You may add any number of days to the exizsting calendar.

[The Calendar will be extended to the 5aturday following the
date zpecified below.) -

[3i72715 3] i =X
Extend to: |31/12/12 2| T801T; Confirming o —

Extend Calendar

To extend, enter a date and Click
Extend Calendar

-

e e e B
First day of calendar: 28 DEC 08 i
Last day of calendar: 31 DEC 11 '

You may add any number of days to the existing calendar.

Extend Calendar

[The Calendar will be extended to the Saturday following the
date specified below.]

Extend to: [31/12/11 *

Extend Calendar

336 days were added to the end of the calendar

© CaRob Computing Page 24
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Reducing the calendar

' N
Reduce Calendar

The current calendar range is
Calendar range: 28/12/08 - 31/12/11 ER displayed. This covers 2009, 2010,

“f'ou may take days from either the start or the end of the calendar. and 2011
Thiz action removes all bookings far the period, 20 care must be taken.

Mote: *ou cannot remove dates between Curent and Current + 60

Take From
i+ Start of Calendar  End of Calendar
You may take days from either the

The Calendar will be shortened to the Sunday preceding the date specified start or the end of the calendar

belaw [if removing days from start of calendar] ar fallowing [if remaving dates
from end of calendar]

Limiting Date: | 28/12/08 ¢ I

The Limiting Date is the new Start or
il new End that you wish.

This date lies at the start of the cumrent calendar

Take From
{(« Start of Calendar ¢ End of Calendar

The Calendar will be shortened to the Sunday preceding the date specified
below [if removing days from start of calendar] or following [if removing dates

from end of calendar] .
In this example, to remove 2009:

Take from Start
Set a new Limit Date in early 2010.

Limiting D ate: | 40110 :

= Reduce Calendar
Click Reduce

F h
Confirmation required —

Confirmation is required

Click OK

ColEmer i ST - S L2 The new calendar range is displayed.

Note that even though Mon 4/1/10 was specified, the process took it to
the preceding Sunday 3/1/10

This is intentional so the calendar is maintained in full weeks
commencing on Sundays

The calendar reduction removes all bookings on those days.
Ensure that you have done any of the summary reports that might interest
you before removing days.
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Step 4 - Mark out the Calendar

Work through the calendar, marking working days (term days for schools)

and holidays.

Booklt Setup Guide

ey |

]

4. Mark out the Calendar with Timetable days and Holidays

Days of the year need to be associated with timetable days. so
that permanent bookings can be associated with them..

Days marked as holidays. by default. cannot have bookings
made on them. Specific categories however may be allowed
to book during holidays

243 Mark out Calendar

Marking timetable days is
necessary for timetable templates
to work.

Marking holidays allows them to
display in a different colour and will
prevent users making bookings on
that days (unless allowed within a
particular category).

Setup > Modify Calendar > Set Calendar Details

On this table you

Set Timetable Days and Holidays on Calendar

select a date

Date| Day | Day Mo

Haliday

TT Week |'wesk Sequence | o

3JAN 10| Sun
4.JaN 10| Man
5JAN 10| Tue
EJAN 10| Wed
FJAN 10| Thu
SJaN 10| Fri

AN 10| 5at
10JAM 10| Sun
11 JaW 10| Mon
124N 10| Tue
13 Jak 10 | 'wed
14JAM 10| Thu
15JAM 10| Fri

16 JAN 10 Sat
17 AN 10| Sun
18 Jak 10| Mon
13 JaN 10| Tue
20 JAM 10 Wed
21 JAM 10| Thu
22 JAM 10| Fri

23 JaWN 10| Sat
24 JAWN 10| Sun
25 Jal 10| Mon
26 JAM 10| Tue
27 JAN 10 Wed
28 JAN 10| Thu
23 JaWN 10| Fri

30 JaW 10| Sat
31 JaN 10| Sun
1FEE 10| Man
2FEB 10| Tue
3FEB 10| 'ed
4 FEB 10| Thu
5 FEB 10| Fri

EFEB 10| 5at
7FEB 10| 5un
SFEE 10| Man
IFEE 10| Tue
10 FEE 10| Wed
11 FEE 10| Thu

19 CCD 1NiCn

pu T i ey [ PR S e N e e e e e e o e e e e e e s e e o e e e e e e o e

a

I I I I I I I I I ITIIIIITITITITIITITITITITIITIITT

B e L L O e i s s s s s s s s s s e s e s e e s e s e s e e s e s e s o )

B e L L iy s s s s s o e e s e s e e s s e e s e s e s )

]

Current Timetable Structure
Fizxed TT 10 days

Set Timetable Daps

Mark a date sequence  How?

[Far zchoolz, this iz usually one term. )

Set Timetable Cycle

range at left.

|

v Alernating Week 1-\week 2 Choose the

" Alernating Week 2-week 1

Select Starting Week:

Starting ‘Week Number 0% Help

timetable
options here.

Write Details
Write Details ‘ v.w” set that
timetable pattern
Set a single day number | across the
...for one-off TT day changes selected date
range.
Set Holidays
Mark a date sequence or
highlight a single date or This section
a number of dates
allows you to
Set As Holidays ‘ set holidays on
Unset as holidsys | selected dates

Clear all detailz in mai

rked date range |

Mak 41 | UnMark Al |

© CaRob Computing
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Mark out the calendar - detail

This step adds structure to your annual calendar.
Each day needs to be labelled with one or more of these:

e Holidays - flagged with an’ H’

e Atimetable day eg 1-5for 5day TT, 1-10 for 10 day TT, 1 to ? for
CyclicTT

e For 10 day timetable, the timetable week (Week 1 or Week 2)

* For any timetable, a week number that you determine. It might go 1
- 40 through the year, 1 - 20 through a semester, 1- 10 through each
term.

To select a date range

Either:
Click on the first date
Shift-click the last date
Or
Click on the first date
Keep SHIFT held down and use Up or Down Arrows to extend

The appearance of the right side of the screen depends on the timetable
structure you selected at step 2. This example is for a 10 day timetable.

Set Holidays

Set Timetable Days and Holidays on Calendar

Done i]-

Current Timetable Structure
Fixed TT 10 days

Set Timetable D aps
Mark a date sequence  How? SeIeCt a date range
[For schools, thiz iz usually one term.]

N Use How? button for help on

™ Altemnating ‘Week 2-\Week 1 marklng a I’ange

Select Starting Week:

Starting ‘Week Mumber 04 Hep

Wite Details |

Set a single dap number |
..for one-off TT dap changes

Set Holidays

Mark a date sequence or
highlight a single date or
a number of dates

Set As Holidays | Click Set as Holidays

Unzet as holidays |

The selected date range is then
labelled with H on each day.

Clear all details in marked date range |

Mark &1

You may set holidays over top of term days. For example, Easter, Anzac
Day, Curriculum days, Queen's Birthday.

You may easily correct mistakes with the Unset as Holidays or the Clear
buttons.

The Clear Details button resets Day No to 0, Holiday to blank, TT Week
to 0, Week Label to 0.
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Example: 10 day Timetable

Select the Term 1 days

Set Timetable Cycle to start with Week 1 rather than Week 2.
Starting Week Number commences a weekly numbering sequence. In Term 1 it might go from 1
to 10. Thenin Term 2, weeks might go from 11 - 20, so the starting week would be 11.

Set Timetable Days and Holidays on Calendar

Date

Day | Day Mo

Haliday

1T wesk | 'wWeek Sequence | »

S7JaN 10
23JAN 10
234N 10
30JAN 10
1 JAN 10
1FEEB 10
2FEB 10
3FEB 10
4FEB 10
S5FEB 10
6 FEE
/ FEB
o3 FEB
9FEE 10
10 FEE 10
11 FEB 10
12FEB 10
13 FEB
14 FEB

16 FEB 10
17 FEB 10
18 FEB 10
13 FEB 10

FEE

FEE 10
FEE 10
FEE 10

10| k

15 FEE 10/ k

1} -
10
FEE 10

Wwied
Thu
Fri

Sat
Sun
tan

s [ e e e e}

Thu
Fri

Thu
Fri

H
H
H
H
H

s [ e e e e}
s [ e e e e}

Done

|

il
Current Timetable Structure
Fixed TT 10 days

Set Timetable Daps

Mark a date sequence  How?

[For echools, thiz iz usually one term.)

Set Timetable Cycle
¢ Alternating Week 1-44'eek 2

7 Alernating Week 2-Week 1

Select Starting Week:

Starting ‘Week Mumber L Help

Wnte Details

Set a zingle day number

...for one-off TT day changes

Set Holidays

Mark a date sequence or
highlight a single date or
a number of dates

Drate

Haliday

TT wWeek

Wesk Sequence |

27 JaN 10
28.JaN 10
23JaM 10
30JaM 10
31JaN 10
1FEB 10
2FEB 10
3JFEB10
4FEB 10
5FER 10
EFEB 10
#FEB10
SFER 10
3FEB 10
10FEB 10
11 FEE 10
12FERB 10
13FEB 10
14 FEE 10
15 FER 10
16 FEB 10
17 FEE 10
18 FERB 10
13FEB 10
Z0FER 10
21 FEB 10
Z2FERB 10
Z3FEB 10
24 FEE 10
25 FER 10
26 FEB 10
27 FEE 10

— —
[ I et B e Iy S R L el e e R I B e e O P e e e e e e}

ITIITITITT

[ R R e e el R L L e L st s s s s e |
E= N T S N O LRI TR R TR T T T A T e e e e s s e |

Set As Holidays

After clicking Write Details...

You can see in the table that TT Week is going
1,2,1,2,... whereas the last column is labelling the
week 1,2, 3, ...

Note each timetable day is 1 - 10 as required.

If you make a mistake, simply repeat.

The Set a Single Day Number button allows you

to over-ride any single day with a number from
any other timetable day.

© CaRob Computing
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For a cyclic timetable, mark holidays before setting term details, so the timetable can cycle

over them.

This example shows a cyclic TT with Thursday fixed as Day 6.

Example: Cyclic Timetable

Starting week number determines the sequence in the last column.

In this example the first day (Starting TT Day) is set as Day 2, but it could have been Day 1.

Set Timetable Days and Holidays on Calendar

s N

Date

Day

Day Mo

Holiday

TT wesk |‘week Sequence | «

20JaM 10
21 JaN 10
22JaM 10
23JaN10
24 JaN 10
25JaN 10
26 JaN 10
27 JaN 10
28.JaMN 10
29.JaM 10
30JaN 10
31 JaN 10
1FEE 10
2FEB 10

13FEE1
14 FEE1

Wed

Thu
Fri
Sat
Sun
hion
Tue

Wed

Thu
Fri
Sat
Sun
Mion

) [ T e T e e e Y e s s o Y

IITITIITITITITITITITITXT

1]
1]
1]
1]
1]
1]
1]
1]
1]
1]
1]
1]

oo oo oo o oo oo oo

Date] Day

TT week

Week Sequence | - il

30JAMN 10| Sat
31 JaN 10| Sun
1 FEB 10{Man
2FEB10(Tue
3JFEB 10| 'wed
4 FEB 10| Thu
5FEB 10(Fri

EFEB 10{5at
7 FEB 10 5un
8 FEB 10{Mon
IFEB 10| Tue
10 FEBE 10| wed
11 FEE 10| Thu
12 FEB 10| Fri

13 FEB 10| Sat
14 FEE 10| Sun
15 FEB 10| Maon
16 FEE 10| Tue
17 FEB 10| Wied
18 FEE 10| Thu
19 FEB 10| Fri

20 FEB 10| Sat
21 FEE 10| Sun
22 FEB 10| Man
Z3FEE 10| Tue
24 FEB 10| Wied
25 FEE 10| Thu
26 FEB 10| Fri

27 FEB 10| Sat
PRFFR 1M1 Sun

e e Rl p R o R e ey B e P e e e i g G % s e }

S S S S S U U S S U G G

EIE S o S S L R O R TR R L R L P S e s i Y ) e |

1]

Done qu

Current Timetable Structure
Cyclic TT 6 days

Set Timetable Days

Mark a date sequence How?

[For schools, this iz usually one term.)

Select Starting Week:

Starting ‘Week Mumber £ Help
Stating TT Daw | 2 % Halp

Write Details

Set a single day number |

_for one-off TT day changes

Set Holidaps

Mark a date sequence or
highlight a single date or
a number of dates

Set As Holidays |

Unzet az holidays |

After clicking Write Details

Note that Thursday is always Day 6 as required, but
the other days cycle.
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Step 5 - Class Groups

If you have no categories that require Classes to be entered, skip this
step.

Class groups may be a required option within a Category of the
Resource.

If groups are required, you may allow users to enter any group name or
you may force them to choose from a list.

Specify your choice with the check box in

r

Booklt Setup Guide

— —

the middle of this window.

|

5. Class Group

A category can be configured to require a Class Group to

z?‘? = 3 It can also be set at

be entered.

This is so classes are displayed on the booking.
You may also do data summaries by class.

Setup > Operational settings

If you allow staff to enter any group name
they will use different naming conventions

[¥ iIf the category requires it, the group must be chosen from the class list

If the bow iz ticked, pou must maintain the class list [or import it
If unticked, staff can enter angthing for the class. [This is easiest]

for classes. If this is a concern, you
can prohibit staff from entering classes

themselves.
@ Browse/E dit Class List

—§| Import Class Names

| If you want to control the naming of classes
you must maintain the list yourself.

/A View/Update Groups

Locate Group:

07 5Cl L
07 SOCED
074

07B

ovC

||| oD

07E

07F

07G

07H

07l

08 M&TH
08 S0OCED
084

08B

oac

080

08E

08F

086

08H

08l

g |nzert

A Change

mm [elete

Y'ou may import groups
from test file, See
Irpiort/Expart meml.

v

The Browse button displays this table which you may edit.

Also see
Browse > Class Groups

For most schools we recommend that you import the class names
from text file which would be exported from the school's timetabling
software.

If you do not intend to import group names from a text file:

You should add all home groups to the list 7A, 7B, etc. If you want year
levels to show in number order, use 07A, 09B, etc. You might also add
elective classes which will often be users of resources as well. eg 10
CPUB, 11 INFO TECH, 09 CHEM, 09 INDO.

This will also serve as guide for other staff who add their own classes.

© CaRob Computing
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Rationalise Group Names

Group names will become inconsistent when staff are able to enter them.
Booklt! provides the ability to rationalise group names.

Utilities > Rationalise Group Names

For example you could make all 1OMARINE bookings the same as 10
MARINE.

Having group names consistent is important if booking data is being
summarised by group.

Import Class Names

If you can obtain a list of all the group names (or codes) in a text format,
you may import them. The import file must be a plain text format with one
item per line.

Click this button or
__% Import Clazs Mames

Input/Output > Import/Export > Import Group Names

T — q
Import Group Names

The impart file muzt be a single field text file
eg 104
11B Ea

12C

The file zan have any name, but without spaces eq classes bt Use the ellipses button to select a text file

Import File || J
Look up the import file
e . .

. BACKUP 18/05/2010 2:14 PM  File folder
. Documentation 18/05/201011:32 ... File folder
. FirstAid 18/05/201011:32 ... File folder
. leg 18/05/2010 219 PM  File folder
web 18/05/2010 219 PM  File folder
| | group.bd 20/05/2010 5:36 PM  Text Document 2KB

-

Import Group Names
— S —

The import file muzst be a single field text file

eg 104 Ea
118 .
190 Then click Import
The file can have any name, but without spaces eq classes bt The i . d . f L.
i e import is non-destructive of existing

Impart File | £:\B ookl t3group. tt group names.

Impart

L' — )
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Cautionary Note

Group names may not be the same as class names.

Example: a class might be 8A Sci. In Booklt, the group could go in
simply as 08A. The Science part can be entered as the Department

when a booking is made.

This ensures that data summaries by group will show all bookings
for 8A whether it is SCI, ENG, or whatever.

Gl - Comp Room Wednesday 19/05/10 Period 3

General
Blank the Uszer to remowve a booking
Perzon booked far [User): |TDM

Group: |I‘.]EA J

Dept: |SCI

Number of sessions to book: 15 [ Alday
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Step 6 - Check Departments

-

Booklt Setup Guide

<=1

6. Check Departments
A category can be configured to require a Department or
KLA to be entered.

The main use is for data analysis. eg A report can tell which KLA's hawe
been using Computer Rooms and to what extent.

Requiring a department on a booking is an optional
configuration setting for a category (step 8 ahead).

% Browse/Edit Departments []

(S

If you wish the KLA or other department code to be a required field when a user makes a booking,
you must have the department codes entered.

i ™
/A Browse/edit Departments M

x -

Dept

| <]

ARTS
EMG
HFE
INT

IT
LOTE
MATH
OTHER
READ

I | 1S05E
TECH
Cal

()

g |nsert

& Change
m [lelete

Check the codes in the department table. Delete any not
required.

As well as key learning areas, you may need other
departments such as MISC or OTHER to cover
situations where a booking is not KLA related.

Departments codes may be up to 8 letters.

r ™
/A Changing a Dept Record [&J

Diept: [oTHEF
¥ Ok | o Eance||
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Step 7 - Add Users

r@ Booklt Setup Guide == A
<l (= ]
In the simplest Booklt
7 Useprs configuration, you do_ not need to
All booki o a User N have an actual user list. Leave
DoKINgs require a User Name.
the check box unchecked and
Sou may allow free-form entry of user name, ar force the move on. If you do this any users
selection of user code fram your user list. . ’
will be able to add any name to a
[~ Staff Code on a booking must be chosen from my list bOOking.
_}% Edit User List ! This option is also on _
_ Setup > Operational Settings
I
\" Import Users
You will require a user list if you
* wish to force users to choose user name from a list
e activate user passwords
* activate email options
It is best to import your users, and then Edit User List to make small
changes or add a small number of users.
Importing Users
Input/Output > Import/Export > Import Users
P—' = —
Import Staff from a text file ¢ .. v

i & - - - - e - i

The import file must be a text file. comma or tab separated, with no headings
I It can have any name eg Staff_txt or Users csvy
A minimal file may comprize: User Code, First Name, Surname

Exarmple line - Camma Delimited S John, Smith

A full line may comprize: User Code. First name, Surname, Password, Email Address

Example line - Comma Delimited — JS John, Smith, pazsword, smittpEtzmail. com. au
[To =et up comma delimited, you may use Excel and S ave Az, Other Formats... C5% [Comma Delimited)

Example line - Tab Delimited JS tab John tab Smith tab pazsword tab zmittpEpzmail. com. au
| 1o zet up tab delimited, you may use Excel and Save Az, Other Formats... Text(Tab delimited).

Blank fieldz [eg pazsword] are to be indizated by a double comma or double tab
Example line - Comma Delimited  J5 John, Smith, . smitbyiEyzmail. com. au
Example line - Tab Delimited JS <Tx John <T> Smith <T»> <T> zmittp(ehepzmail com, au

Select an import option
[ Totally replace existing staff
[~ Add new staff [based on staff code]

[ Update existing staff data [keeping same code]

&g to bring in emailz, each line may be Code. . . Email Address

Select Import File: || J

Browze
Staff

—
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Importing is flexible because you may use it to

e do a total refresh of all users
* bring in only users in the text file that are not already in Booklt
e update any user details if the user code is the same in the text file as

in Booklt

A B C D E
1 |TC Tom Carswell 12345 tom@somewhere.com.au
2 DS David  Smith L. ) . .
3 |HB Helen  Brown This is a sample text file as viewed in Excel
4 PG Peter  Green Each item must be in the correct column, but
5 AW Anne  Whyte the column may be empty.
6 |GR Greg Russett
7 CG Clare Gold
2 DG David  Gray l |
9 |PT Peter Tawny
10 |AD Anne Tan
11 GS Greg Smith
12 |CB Clare Brown
13 AC David Green de@somewhere.com.au
14 [HwW Helen  Whyte When saving from Excel use:
15 PM Peter March
16 AR Anny = = —
S oo N9 N v s Save As.. > Other Formats
18|6C Greg | [ e e ’ Then choose either one of these options
] B Extcel Workbook I
19 RA Dav' = ﬁ;‘_hl S;vethefileasanEx(E\Wnrkbnuk‘
2U|R3 Hele &= Excel Macro-Enabled Workbook | ryN Booklt Web S == 1
21 |RL Pete H e B f"a::’i!i:"\;fsl:(;:‘u:'i:"tnh;‘XML-based and | Sl t_ k=
22 I ﬂ — | e By koo Running on Port: 1080
ave As Tasen| Save the workbook in a binary file format
| L ) -
| optimized for fast loading and saving. | MetBooklt iz being run directly. This is useful for
| J Open from Office Live » | [] :’“'97'2003"‘;?"“’“?; ot st | testing. For normal operation, Install and Start as a
| — KZ'::DZEE?E,.M B 0. | Service ugzing NetB ookt grexe
: Ir‘ Save to Office Live » g:i o
|
| Print. » OpenDocument Spreadsheet
@ - @ S::et;ewnrkbnniintheﬂpen Document | ! — ﬂ
Format.
@ (RS ' PDF or XPS.
Q Publish a copy of the workbook as a PDF or
IE seng » XPS file.
—J] Other Formats
« H Open the Save As dialog box to select from
W/ Publish » all possible file types.
_T Close
B
Viewed as a tab-delimited file in Notepad.
[ H users.txt - Notepad - & “—- - '
File Edit Format View Help
frc Tom Carswell 12345  tom@somewhere.com. au
DS David smith
HB Helen Brown
e Anme whyte Viewed as a comma separated file in Notepad.
GR GFEg Russett
cG Cl arg Gold -
DG Davi Gray = i
T 2 s v —
GS Greg smith File Edit Format View Help
ig g;s:g g::g‘é‘z TC,Tom,Carswell,12345, tom@somewhere. com. au
D5, David,smith
HwW Helen  whyte : : re
NG Peter Mal)!Eh HB,Helen,Brown, ,
AR Anne Russett PG,Peter,Green,,
AE Paul Gold Aw, Anne ,whyte, ,
GC Greg Gray GR,Greg,Russett, ,
RA pavid  Tawny CG,Clare,Gold, ,
HEE] Helen Tan DG,David,Gray, ,
[[RL Peter Burgundy PT,Peter ,Tawny, ,

AD,ANne,Tan, ,
GS5,Greg,smith, ,
CB,Clare,Brown,,
AC,David,Green, ,dg@somewhere. com. au
HwW,Helen,whyte, ,
PM,Peter ,March,,
AR, ANNe,RUSSETT, ,
AE,Paul,cold,,
GC,Greg,Gray, ,
RA,David, Tawny, ,
R3,Helen,Tan,,
RL,Peter,Burgundy,,

Either of these files will import correctly
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Select an import option
¥ Totally replace existing staff
[T Add new staff [based on staff code]

[T Update existing staff data [keeping same code]
&g to bring in emaile, each line may be Code, |, . Emal Address

Perform the import

Select the text file

Select Import File:

I C:A\Booklt3wzers cav D Import |

Warning

=] Click Import, and confirm

R Are you sure?

Yes

@ “Y'ou are about to replace all existing staff

A message disp|ays the results 21 names imparted. Mane rejected

Edit User List

Click the Edit button to browse your user list

— — e — — B
% Browse Users | —— - =
Locate User:
4 From here you may make your own
i changes if necessary
AD Anne Tam
AE Paul GOLD g nzert
AR Anne RUSSETT
B Anne WHYTE |a Change |
CB Clare BROWM Delet: i
e Clare ERDU = Delete Browse > User List
LG D avid GRAY
D5 Dravid SMITH
GC Greg GRAY —
GR Greg RUSSETT 3 I
G5 Greg SMITH
HE Helen BROWHN Y'ou may import uzer
Hiwd Helen WHYTE details from text file.
FiG Peter GREEM See the Import/Export
Ptd Peter MARCH menu.
FT Peter Ty
R3 Helen TaMN f
R, Dravid Ty
RL Peter BURGUNDY
TC Tom CaRswWELL tomi@zomewhere.com.ay I The Update form
~
/A Update Staff .. u
a—
User Code: “IE
First Mame:  [Tom
Surname: | CARSWELL
Email Address: | tomi@gomewhere. com. au
Pazzword: |12345
v 0K I MK Cancel I
H
Record will be Changed j
L — — ——
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Step 8 - Activate Email

Email allows you to notify users as they make a booking or setup > operaﬁonal Setﬁngs 2
just prior to the booking (or both). Setup > Conﬁgure Email

You may also notify another person as the booking is
made or just prior to the booking (or both).

Tick this box to activate email.

i _6 Configure Email Settings See Chapter 5 for details Someone Wlth knOW|edge Of yOUI’ ma'l
server needs to configure the settings.

Specific options may be set for each category (or none at
all if a category does not require email).

Users also require an email address. These can be See Chapter 5 for detail on this.

imonrted

When activated, you have the option within any category to configure the
email behaviour, if any, required when bookings are made.

Options include

e Email a user when a booking is made

e Email another person when a booking is made (e.g. a caretaker or
lab technician)

* Email a user before the time of the booking

* Email another person before the time of the booking

These options must be set for each category.

If you activate email, you will also need email addresses for users. This
is best done by importing as part of the user list. See the previous step in
the Setup Guide.

You do not have to give everyone an email address. If they don't have
one Booklt will ignore the email option. So it is quite reasonable to set it
up for only a few people. Alternatively, if a person objects to the emails,
remove their user email address and they will then be ignored.
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Step 9 - Configure Resources to Book

Resources > Resource Activities

|- el

-
@ Booklt Setup Guide

=l =

|

9. Configure Resources

Resources are grouped into Categories. eq Computer Rooms.
Each category needs its number of bookable sessions entered
and labelled. Individual resources are added to particular
categories.

Categories have many options controlling how the users work
with them. Check all these options carefully.

Modify Resources

Resources (on the right) must belong to a Categories (on the left).

Categories have a particular

- -
/& Browse the Resources . . | I.é]
8
lEEI: - qu
Cateqaries of Resource
Categary Cessons Session Details Specific Resources in Categary
Appointments k| Mo | Session Mame Excluc Resource
Ak fdia Visual 8 [l v
Barbecues 1 2| 8:30 A r ¥ | 2 [HS&
Computer Rooms g 3|9aM - W | 3 [HMM
Canference Centre B 4| 3:20 AM u v | 4 [DEL
CRC 8 5 10AM u v | 5 |FEC
Dirama Centre g B[ 10:30 A u [¥ | 6 |CMD
First &id Kits 3 7111 AM ol ¥ | 7 |BED
LapTop Trolley B 2| 11:30 AM -
Librany &% g 312 N0ON N
Library Class Areaz o 10| 12:30 P [
Library Computers & Other 8 111 PM ul
Library Laptops g 12| 1:30 PM o
Marquee 1 13[2PM u
Meeting Foom El 14| 220 PM N
Public Hire Facilities 9 153 PM [
School Car 1 16| 3:30 PM C
Science B 17| 4 PM |
Science Pracs E 18| 4:30 PM r
Surfbaards g 19| 5FM r
White Boards (Mobile) B
e |rzert | A Change | m Delete |
I Duplicate Categary.. | A Change Bearrange. ..
Print Category Summaries o+ | A | — | Set Alpha |

number of bookable sessions (centre table).

Bookable sessions may reflect the periods of the day, but they can include extras such as
lunchtime, or be more arbitrary such as half hour slots.

Setting up the category is the first step in managing the resources. All resources within a category
share the characteristics of the category. You need different catgories if resources are to be
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treated differently. For example, a straight computer room would belong to a different
category than a group of internet computers which are individually bookable.

Click on the Insert button (under Category) for the Update window (below).

L '
/A Update Resource Category Details [ﬁ
Fecard will be Changed |f 0k,
Fezource Category Mame: | [REE005 X Cancel

[ Mat all days have same number of sessions of session names
Mumber of Seszions per Day: | 8 = 99 max

Default Session Mame; | Period

Category settings
Sessions per Day

99 sessions per day is the maximum. Realistically, 8 to 10 is
typical. Sessions are typically either by hours or by periods but can
have any logical basis.

It is simplest to assume all days have the same number of sessions
and leave 'Not all days have the same number of sessions...'
unchecked.

If you wish to check this box, see the detail in the next chapter.

Required items Tab

Required ltems | Optional [tems | Constraints | Extenszionz | Pazzwaord

If checked, theze items are required to be filled in when a booking
iz made for rezources in thiz categon.

[ Group eq 104
[ Department eq SOSE

If you tick Group or Department, then users are forced to enter that
information when making a booking.

The usual reason for this is that booking summary reports are
desired for that category, based on Group or Departmental use.
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Optional Iltems Tab

Default Session Mame: | Period

Fequired Items  Dptional lkems |Enn3traints E stensions FPaszward

If checked. theze itemz are available to be filed in when a
booking is made far rezources in thiz categary.

[ Use memna field eg Reasan
| eqg reaszon for booking

Frompt to uze for mema: | Reason:

| User can enter a consequential roam vacancy

-

Room Identifier is useful if a resource is mobile and moves from
room to room through the day. This helps it to be found at any time.

Use Memo Field e.g. Reason is useful in different ways. If
activated, it provides a text field of up to 2000 characters for
additional information about that booking. Most likely however, only
a line or two would be used.

A typical use is to help a school librarian know for what purpose a
group is booked in.

Some schools use Booklt! to book science practical activities. In
this case the memo field can be used for instructions to the lab
assistant. In this context the memo library (see later) may be useful.

Prompt to use for memo can be different for different categories.
e.g. DVD Title or Reason or Prac Notes

User can enter a consequential room vacancy. If classes move
to a computer room or the library, then a room is presumably left
vacant elsewhere. Tick this to prompt the user to put in the created
room vacancy. A list can be printed from the daily booking sheet of
rooms made vacant.

User MUST enter consequential room vacancy
If the previous item is ticked, you can also tick this option to force
the user to enter a freed room.
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Constraints Tab

Reguired ltems | Optional lterz  Constraints |E>:ten$i-:|ns | | Paszzword

| Notice Period Required  FMaotice Period: | 1 Dlapz. [not counting holidays or weekends)

Al bookings muzt be done prior to the day. You must give zome days notice.,

Mo, of Days Ahead Booking &llowed: (21 =] 0=Unlimited  Limits fanward boakings

[ Date Lirnit On Bookings  Disallow any bookings after this date

Limit D' ate: | % lI=eful at end of semester sometimes

dddmmdye format

Notice period required
If checked, this option forces all bookings for a resource to be
completed prior to the day so support staff can be prepared.

The No. of Days Ahead Booking Allowed
This option will prevent anyone booking ahead past the number of
days set here. Zero means unlimited forward booking is allowed.

Date Limit on Bookings

Some administrators use a date near the end of a semester to
prevent users booking into the next semester. Just remember to
turn it off next semester.

These constraints do not affect anyone logged on as
Administrator
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Extensions Tab

Required Items | Optional lkems | Constraints  Extensions FPazsword

[ weekend Bookable
I+ Haoliday Bookable

| A uzer can block-book. all resources in this category
Iv One booking can be extended over multiple sessions in a day

[ Allow uzer to make recurrent bookings eg every Tuesday until June 8

v Use Images of Besources

jpg ar qif farmat

Weekend Bookable

If not ticked, no one, including the administrator can book on
weekends. If the timetable is 6 or 12 day, the same option will
appear referring to Sunday bookings. If the timetable is 7 or 14 day,
the option is disabled because it can be taken for granted.

Holiday Bookable
If not ticked, the resource can’t be booked on these days, except by
administrators.

Block Booking
Allows a user to book all resources in the category when making a
single booking on one of the resources.

For example: a category called Internet Computer. This category
contains 10 PC’s in the library. If you enable block-booking, a
single booking will book the entire set of PC’s rather than having to
book each one in turn. This will not over-ride any existing booking if
some-one else has already booked one of the items.

One booking can book multiple sessions in a day
This provides the user with a tick box for all day booking and a spin
box for a number of sessions.

Recurrent bookings

Allows a booking to be repeated at the same time in the timetable or
on a daily basis for a number of occurrences or until a certain date.
Use the above two options with care because it is easy for a user to
instantly make a lot of bookings.

Use Images of Resources

Select an image file in .jpg or .gif format from anywhere and it will
be copied into the web/images subfolder in Booklt3, and display
when the resource is selected for booking.
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Memo Library Tab

Required Items | Optional ltems | Constraints | Extensions Memo Library |F'asswu:urd E mail Optionz

The memao libram allows pou to store extended notes that can be eazily added to a booking and
edited by the booker.

Theze notes may be detaled instructions or even prac notes if labz are being booked.

v Lz Memo Library within this categong Go to Utilities Menu > Edit Memo to create memos
Then edit each resource in the categaory to aszigh a memo

[ Memo library requires pazsword b edit
If unchecked, all uzers can uze and edit the itemz in the library

If checked, a paszword iz required to edit the memo libran

kema library passwaord: | [this zateqory only]

You must have

activated Use If Use Memo Library is checked...

Memo Field An extension of the memo feature (on Optional ltems tab) allows
on the Optional specific resources in this category to be preloaded with a memo
Items tab. from a memo library.

As an example, a librarian may wish all users to enter the topic
for the class and how many students there will be. In this case, a
stored memo is prepared that simply says:

Topic:

Number of Students:
This will prompt the user to enter that information.

Another example might be for hall bookings where additional
information is required regarding whether seating is necessary,
whether various equipment is needed, whether the audio system
has to be set up, who is required to open or close it and so on.

This can be set up in the memo library for specific resources and is
displayed on the booking form. Users can update the memo for that
particular booking.

To create or edit the memo libary, go to

Utilities > Edit Memos
Then assign a memo from the library to each resource in the
category. See later in this chapter Using the Memo Library with
Resources

Password

You may choose to allow your staff to edit the memo library by not
using a password. More likely though, you will require a password
for the memo library to be edited.

(However, if the category itself is password protected, this may not
be necessary. See next item)
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Required ltemsz | Optional ltems | Congtraints | Estenzions |

Password Tab

Faszward

Check, thiz if you wizh to restrict who iz able to make bookings for resources within
thiz cateaon

Iv Booking Password Required

Pazsward: |1 2343

[ Applies to Pemanent bookings

If checked, pazsword will enable accezs to permanent bookingz

[ Applies to Casual bookings
If checked, casual bookings will require pazswaord

Applying a password to Permanent bookings gives access to any
non-administrator if they know the password. This can be useful
if someone is in charge of a category, but has no responsibility for
other categories.

A password on Casual bookings is usually used where only one
person, such as a welfare coordinator, should be able to make
bookings, and Booklt is used only to display these bookings for
other users.

If a password is used here, it is probably not necessary to set a

password on the memo library because only authorised users will
have access.

Administrators can book anything without this password.
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Examples of options on users’ booking form

Computer room

Room G1
26 PC's - Windows 7

Thursday 3/06/10
k4 Projector

Period 5

General

Blark the User to remove a booking

Perzon booked for (User): |Hw
Group: |09 ME ELEC

Dept |TECH J

Room Freed: |E6

This change will be logged <ES5C> to cancel a lookup

M Cancel

Booking created 1/08/10 at 3:07Ph by Tom on BISMARCE

' 0K

MK Cancel

DVD Player Monday 7/06/10 Period 4

General

Blank the User to remove a booking

AC J
Dept |TECH J

WD Mame or Mumber: | py3214
DVE177|

Perzon booked for [User):

Room: |E4

4

[2000 characters max]

<ESC> to cancel a lookup

Library Area

v 0K

2 Cancel

Area North Friday 4/06/10 Period 3

General

Blank. the Uszer ta remave a booking

Person booked for [U ser): |DS

Group: |gg COMM
Dept: |SOSE

Reason: | Research project )
using tub of books

Room Freed: |GG

[2000 characters max)

Using Room
Freed to indi-
cate that a class
will not be in
that room for
this session

DVD players

The memo field is named
“DVD Name or Number”,
and is used to inform the
AV technician

The memo field is named

<ESC> to cancel a lookup

“Reason”, and is used to
inform the library of the
purpose of the booking
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Recurrent Bookings

If the category extension Recurrent Bookings is activated, the booking
form has an extra tab.

G1 - Comp Room Friday 21/05/10 Lunch Time

M Cancel

General Fecurent Booking

Uze this ta repeat the curent booking
* Repeat same session each timetable cycle  Repeat same session each day

Uil D ate 2140572010

o &
or, Number of Bookings 3y oocumences

Thiz proceszs will MOT over-ride any exizting bookings. 1t will make the booking only if the session is free.

You may repeat the same session each timetable cycle or the same
session on consecutive days.

Select a forward date at which to stop the bookings or set the number of
booking occurrences required.

Repeat bookings will not over-ride a booking that was already there.

Blark the User to remove & booking Warning
Person booked for (User): |GREEDY
fow |07 MATH Recurrent Bookings can give many bookings
Ceclg[! OTE = instantly, especially if combined with block
booking of the category and multiple sessions
on the day.

Mumber of sezzions to book: 1 ¥ Al day

v Book all resources in this categony

* Hepeal same session each timetable cycle; ¢ Repeat same session each day In the CompOSIte Image at Ieft’ Greedy has
il Dt [Zi7erT0 gooked 4 computer rooms for 6 sessions for 10
ays

. ry
or, Mumber of Bookings | 10 & occurmences

That is 4 X 6 X 10 = 240 bookings!

As an administrator however, you can Blank the User name, and repeat
the same options to eliminate all of those bookings.
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Session Details

Categories of Resource

Categary Segsiongl Seszion Details

Appaintrments 19 Mo | Session Mame E #clud

Art Audio Visual 8 i‘%‘ir i

Barbecues 1 2| Period 2 'w

Computer Booms g 3| Period 3 'm

Conference Centre [ 4| Period 4 'l

CRC 8 5 | Period 5 l

Dirama Centre 8 E|Pericd B '

First Aid Kits 9 7| Lunch Time v

LapTop Trolley £ 8| After Schoal I

Libramy & 8

Library Class Areas 8

Library Computers & Other g

Libramy Laptops 2

Marquee 1

Meeting Room 9

Public Hire Facilities 9

School Car 10

Science 3

Secience Pracs g

Surfboards a8

‘white Boards [Mobile) B
The Change button enables you to

4 Iroet | A Chorge [m Delete | change the name of the session or to
exclude the session from statistical

Duplicate Categary... | A Change | Rearange... |

reports.

Print Category Summaries ‘

Sessions do not have to run in chronological order
—— :
A Update Name of Session... /‘, M

For the computer rooms, lunch time is not booked
much, so we use the seventh session for it. Session
names can be changed any time.

Resource Category:  Computer Flooms

Seszsion Mo: 7

Session Mame [Lunch Timd

W Exclude From Stats For sessions like Lunch-time, we may not want

&g Lunch time for a computer room may not need figures in summary report statistics so the Exclude
to be counted in statistical summaries

| from Stats box is checked.
v 0k |x Cancel
Recard will be Changad You may change the exclusion option anytime without

affecting the booking sheet.

| T e e _—

Rearrange Button
Allows you to change the order of sessions.

In this example, | want Lunchtime to be in Position 5.

v Set the options at left.
Click Rearrange.

-
Rearrange the position of sessions

Working with: Computer Rooms Eﬂ
The result is seen below, and

EmitorilES R Eme | Do NOT do this if people may be making bookings Il aff db ¥ h b
1 [Peried < Highlight session to be relocated all affecte OOKINgs have been
Zz F'er!od Zz u dated
i EET!USE Move highlighted session: p :
L= 1]
5 [Period 5 = - : .
 Period Position: 7 Lunch Time Se3sion DE_tE"'S
7_Lunch Time Mo | Seszion Mame E:-:u:luu:|
8 After Schoal to: & Before © After 1| Pariod 1 |_
' Position: | [3 +| Period 5 2| Period 2 -
i ¥
1 3| Period 3 |
I 4| Period 4 L
I v
This process will also move n
: all related bookings @ Rearrange ? Eer!':'g g F
| EMa
1 8| After Schaool I~

-

Page 47



Booklt

Resource Details

—Session Detals————————————  Specific Resources in Category
Mo | Sezzion Mame Exclud Resource

Period 1 | [

Periad 2 | W |2 G2

Perind 2 - M |3 a1

Period 4
Lunch Time
Period 5
Period &
After School

-
2
3
4
5

o= m

Use the buttons on the Resources table to set
details of individual items within a category.

See also Resources > Set Resources' Order,
which is explained in Ch. 3. Managing Bookit,

| Al =] setaha | section on Set Resources' Order.

A Change Reanange. .. I

r& Update Remurc‘e__ |3’ You may set or change the name of the
resource

Rezource Mame: W
You may change the resource
Category: | Computer Rooms J /-—-ca tegory.

¥ Check to make available for I:u:n:uking.
[ SetView Only on Booking 5heet

It will not affect bookings if the session

numbers and names are identical

Description: ~[]26 Notebooks between categories. Booklt does not
[optional) | check this, so make sure you do.

Dizplay Order: |1 3: [optional]

N If you untick the Availability option,
the resource does not appear on the

|U'T| M Cancel | booking sheet.

Record will be Changed

The View Only option allows users to view a booking, but not change it.

The optional two line description appears when the user selects a resource. It can be a
useful guide to users.

Display Order determines the order in which users see the resources listed. More commonly
used resources should have lower numbers.
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Resource Images

Rezource Mame: |Mm Proj Acer
Cateqany: |Li|:nrar_l,l Ak J
¥ Check to make available for booking
[~ SetView Only on Booking Sheet

Description:; | &cer Multi-Media Projectar
[optional]

Dizplay Order; |4 3: [optional]

File Name of Image: | webtimages\AcetMMFrojjpg

¥ 0K I M Cancel |

Record will be Changed |

Category - Extensions Tab - Use Images of Resources
must be checked.

¥ Use|lmages of Resources  jpg or gif format

Use the lookup button (...) to locate the image file. It must have an
extension of .jpg or .jpeg or .gif.

The image will automatically be placed into the web/images sub-
folder of Booklt!. This also makes the image available to NetBooklt
if you use it.

Files can be any size: Booklt! will constrain the size to suit it's
windows.

However, the files should be kept as small as practicable to
minimize network load. As a guide, a few 10’s of kB would be
expected, not 100 kB or more.

Deleting a Resource

Deleting a resource will automatically delete all related bookings.
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Using the Memo Library with Resources

Memos allow a resource coordinator (eg Libarian) to expect or force
users to enter extra detail about a booking.

[Utilities | Input/Output Further to that, the coordinator can create stored memos that provide

Remove Data.. b information or provide prompts for the extra details.

AR Sceh Beskines Stored t first b ted from Utilities > Edit M
Rationalise Group Names ored memos must first be created from Utilities > Edit Memos as
Make Batch Files described on this page.

# Check Data Integrity
swap Booking Sessions These memos are able to be imported into the memo field of a booking, if
Swap days and their bookings

that feature has been enabled on a category.

Each memo can hold up to 2000 characters, though most memos are
likely only to be a line or two in size.

,

Select category: Appointments

Cateqar Edit Memos__. Yiew full Memo. ..

temo Name isitor:
At dudio Visual ToSee:

Barbecues here:
Computer Fooms Other Details;
Conference Centre

CRC

Dirama Centre

Firzt Aid Kitz —
LapTop Tralley |
Librany &

Library Class Areas

Library Cormputers & Other
Libramy Laptops

Marques

Meeting Foanm

Fublic: Hire Facilities

School Car

e Insert | Change | m [elete
y 4

Highlight the relevant category. You

-
Update Memos ... .
A U can then insert, change or delete a

_ memo.
kemao Mane: |.-’-‘-.|:||:u:|ir'|t k Appointments
b emo:
— Each memo needs a unique name.
1zikar; . -
ToSee
here:

Other D etails:

0k I Cancel | Aecord wil be Changed
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In the Resources window, edit the Category

Fequired ltems  Optional ltems |Eu:un3traints | Extensions | Mema Library | Pazzwaord | Optional Items tab

If checked, these tems are available ta be filled in when a . .
biooking is made for resources in this categony. Tick Use Memo Field

[ Room Identifier  [where resource WHIM Force users to enter
W Usememofield =g Reazon 2 something in it.
[+ User muzt bppe something in the memo W

= Set the prompt

Prompt to use for mema: | Reasor <=
-

[ Uszer can enter a consequential room vacancy

-

The Memo Library tab will be
: : ; ; . activated
Required ltems | Optional ltems | Constraints | Extenzions  Memo Library |F'asswu:|rd

The mema library allows pou to store extended notes that can be easily
added to a booking and edited by the booker.

Thesze notez may be detailed instructions or even prac

notes if labs are o
being booked. /
[+ Use Memo Library within this categary

. Optionally, tick the next

[v Mema library requires pazsword to edit option and set a password
It unchecked., all uzers can uze and edit the items in the library

Tick Use Memo Library...

If checked, a password iz required to edit the merna library

temo libram pazsword:  [12345 [thiz categorg anly]

Specific Besources in Category

T —— | Then Edit the specific Resource.
M |1 Gl , _
¥ |z LiIfSSSéDaDcZS In this example, a library area has been chosen.
ém Click on the Change button.
v | 5 LR

The update form appears:

Al =] setsipha

M B
A Update oo — &S ik the check box Use
Resowce MName:  [Lb Space 1 Memo from Memo
Category: | Libram Class Areas J - Library.

[¥ Check to make available for booking
[ SetView Only on Booking Sheet Use the IOOKUp button ()
after the Memo Name field

= t0 select a memo.

Description; | Fiction End
[optional] |

Dizplay Order: |3 = [optional)

v se Mema from Mema Library

Memo Mame: | Topic Details

The Memo Library
Selection window is
shown overleaf

File Mame of Image: | web\imagesispace] jpg J

' 0K | M Cancel |

Record will be Changed
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P

Browse the Memo Library

temo Name |
LI —

Memo Library Selection Window

Highlight a memo name and the memo is

displayed.
Topic: -
MNumber of students: . . .
Fesources required:? This particular memo gives a user
povaty staff needed? /N some prompts to fill in, and allows other
information to be entered.
4 b !J
What the user will see when making a booking
Lib Space 1 Wednesday 26/05/10 Period 3 v Ok
Fiction End H Cancel
General

Blank the User ta remove a booking

Perzon booked for (User]: |TOM

Grour' (g8 SOCED

[2000 characters max]

Reazon: Topic:

(Reauired] | yumber of students: y

Resources required:

Library staff needed? Y/N

Other Detail:

<ESC>» to cancel a lookup
The memo may be edited as it appears, or by using the pencil button to
go to a full screen text window.
The pencil button allows user access to the memo library. It also
provides another way for stored memos to be created.
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Step 10 - Linked Resources

&4 Booklt Setup Guide =HEEE X

< T |

10. Linked Rescurces

Sometimes, two bookable resources go together. ega
Projector in a Meeting Room.

If Booklt! knows these resources are linked, then the user is
given the option of booking the Projector at the same time as
the Meeting Room is booked.

Ny
‘3% View and Set Linked Resources

Sometimes a bookable resource such as a projector belongs with another
bookable resource such as a room. Booklt! allows one resource to be
the parent of another linked resource so that booking the parent allows
the option to automatically book the linked resource.

If you wish to do this, ensure that all linked resources share the same
session structure if they are in different categories.

Click View and Set Linked Resources
Resources > Linked Resources

" |

Linked Resources - e , i -

You may choose to link resources that are in different categornes,. so that
by booking one item. the other can also be booked without having to book 511
it separately.

One resource iz considered the Parent item. Booking it allows you to book
the linked Child item, but not the other way round.

It iz important that both items have the same session structure. even if they
are in different categories.

If you are booking Period 5 on the parent, you don't want the child sezsion
to be saying Period 4. Thiz could happen if the child category had an extra
session in the moming that the parent does not.

Yiew Existing Linkages CreatelEdit Linkages
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Example of Linked Booking

In this example, an OHP EImo is to be linked to the library Glassroom.

Click Create\Edit linkages

~
[y Seta link between resources (=
_ Highlight the parent resource
— Parent Resource with anp Linllted Resource(s)]———— gro:gbl-e[-)tr:g;kto aiird 51]_ Glassroom
Parent Resaurce]+] | » Library Class Areas OHP Elmo
First &id Case 1 b . . .
G ‘wing Team Board [Linked Resawee | ﬁ” Library AV Click on the heading Parent Resource
7, Com Foom [ AR esourcesl] - to sort the list, then type G
B2 Hurnberl ’
s A
gymnasium , Smr:r, fppts Ete. Click on Glassroom
Hm*nasmm 1 PEC
| 51 . . -

o 01 52 B Highlight the child item OHP Elmo
B :
aptaop . .
Laptop 04 A e Click on All Resources heading to
tap:op gg Soreen 2, Large sort, then type O
Lap op O Tral Screen 3, Wlarge ’
LFBP.;DDS n Hroley Small Room
Ligz o| | Dekslied Vidbam Flip 1 i Double-Click on OHP Elmo to link it to
Sort on header Sort on header Glassroom

G Wing Team Board Linked Reso g | ﬁ" Library AV
G - Comp Room OHF Elmo ™ [ &l Resources]+] [ «
Hurnber

OrN

Gyrnasium Other, Appts Etc.

[SumnAziim 2

You may click View Existing Linkages to view all linkings

[ —
View Existing Links e e .

| Parent Categary Item/Resource | Child Category |tem/Resource | Sﬂ.
Library & bm Proj Acer
Library &b OHP Elmo

Glassroom Wednesday 2/06/10 Period 3 [¥ || When the Glassroom is
¥ canedl || hooked, the Booking Update
form has the Linked Bookings

General Linked Bookings I tab
Book the tagged rezources alzo
Resource Already booked b To un!mo_k a linked resource,

V| gotoit directly. If you want to book the Elmo
as well as the Glassroom, you
must double-click on the EImo

Double-click ta tag or untag to t|Ck |t
Tagall |
Urtag &4 | Click OK and the Elmo is
- ] now booked as well as the

Administrator: Enzure that all linked .
resources have precisely the same Glassroom for that session
session structure as the resource being
booked.

If the ElImo had already been booked by another, a message would have
shown, and the linked booking not made.
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Step 11 - Set and Apply Timetable Templates

Templates > Edit Timetable Templates

= 9

11. Set and apply Timetable Templates

You may enter or import the permanent timetables, for
resources such as computer rooms, in the form of a
template.

*ou may then apply the template to the booking sheet for
a specific resource. The templates can be saved.
copied. and modified.

5Set and Apply Timetable

This feature applies fixed bookings to the booking sheet for selected
parts of the year. Fixed bookings prevent other people booking the
resource in these sessions. Administrators however, are able to
over-ride a fixed booking.

The process involves:
* Creating and naming a timetable template

* Applying the template for a selected resource for a selected
date range.

A template can be copied and modified to suit different times of
the year. For example when Year 12 finish classes, a computer
room may have less timetabled classes in it. So you may have one
template for a room that is applied for most of the year, then one or
more modified templates for other times in the year.

* Templates may be copied.

* The data on templates may be imported from a text file

Until it is actually applied, the template has no affect on bookings.
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Templates belong to a specific category and can be used with any
resources in that category, even though you will probably only apply
it to one.

‘Work with Templates

G11 Template

— Highlight a Category then Update a Template

Termnplate Narne: i
Computer Booms Edit Template __.

G71 Template
Lib Cruaty G2 Template
Library
Library A\ _ 1.

Feeting Room Apply Te

School Car 1. Make Associations |
Science Rooms

Video Players

Wizlfare 2. Apply Associated Templates |

Wity Comps

Create templates from timetable data

Uzing highlighted categony:
Computer Rooms

Import from test file... |

Inzert I Qhangel Delete I

Duplicate Template .. |

Highlight a category (on the left) to see any of its templates.

Creating a template

Highlight the relevant category at left.
Click Insert

-
Update Template Mame... g
P P

—

Template Mame: |G11 Template

Bazed on Category:  Computer Fooms

M Cancel |

Record wil be Changed

e e
Enter a unique name, probably with the name of the associated
resource in it.
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Edit Template ...

Editing the template

Highlight the template you wish to work with and click the Edit
Template... button

The grid will expand to show as many days as you have set in your

timetable.
- -
Timetable Template Window f b L —
Template: G11 Template
B azed on Categon: Compui'ar' Reems qu
Mon 1 Tue Wed 1 Thu1 Fri1l Mon 2 Tue 2 Wed 2 Thu 2 Fri 2

Period 1 CND 10 ITE VMM 10ITE VNN 10 ITE T 11T VNN 10 ITE

Period 2 GGL 11 ACC TG 11T VNN 10 ITE

Period 3 CHND 10 ITE W 10D TG 11T

Period 4 CND 10 ITE TG 11T
Lunch Time

Period 3 TC 11T VMM 10 ITE ZTC 12 MAME CHND 10 ITE CND 10 ITE

Period 8 TC 11T VNN 10 ITE CHND 10 ITE CND 10 ITE
After School

x Clear Esisting Yellow Week Blue Week
Template Usze Drag and Drop to copy identical entries
Click in any cell of the grid to bring up the update form:
/A Changing a Reservation Lé]ﬂ
A user code must be entered.
Period 4 Fri 1 v Ok
3 Cancel If the category requires a Group or
User: 1 a Department, the associated fields

are displayed. Otherwise, group or
department will not show.

To delete a reservation, clear the User field & click OK

Group: 111T

Dept: 1T
J Group and Department can be

¥ Locked 1« o . selected from lookup tables. Use the
OCRED |f ticked, booking is locked to users [except adminiztrator] .
ellipses buttons (...) for look up.
If Unticked, booking can be changed by uzers. The timetabled booking |
iz thuz negotiable

h = — —

For identical timetable entries, Drag
and Drop the entry to another timetable cell.

Deleting an Entry

To delete an entry, clear the user field and click OK.
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Negotiable and Permanent Bookings

iz thuz negatiable

¥ Locked |f ficked, baoking is locked to users [except administrator) :

IF Unticked, booking can be changed by ugers. The timetabled booking

1

‘ YNN-10 ITE

‘ GGL-11 ACC |
‘TE—H IT

If the checkbox is ticked, bookings are coloured mauve and are
locked to all users except an administrator.

If Unchecked, the booking will appear green on the booking sheet
and can be changed by any user.

What use is this?

Example: The timetabler has placed an accounting class in a room
with computers, but the teacher might not want to use computers
for all sessions. The session is unlocked and will be green on the
booking sheet.

The green colour tells other users that the teacher may consent to a
room swap. Thus, these bookings are referred to as 'negotiable’.

Associating and Applying Templates

Apply Templates

1. Make Associations

2. Apply Associated Templates

o :

A Template on its own does nothing.

You must:
1. Associate a template with a Resource
2. Apply it to the Bookings.

using the buttons shown

1. Make Associations
Click the Make Associations button

Towards the

r—Available Resources and Templal

Select the Category 1. Highlight a Resouice

9 left of this
window

2. Highlight the Template

Ealeiuri Resources in Categor
Foom G1
Hall

Lib Dty Room G2
Library

Library &4
Meeting Room
School Car
Science Rooms
ideo Players
‘whelfare

whah Comps

Notes on associations

—All existing

TemE\ales in Ealeiuri |

G1 Template
G2 Template

Highlight the
Resource
then highlight
the relevant
Template in
the adjacent
table.

Template
G11 Template

Resource
Room G11

3. Click button to associate

Click the Make
- Association
button.

Make association » I

Templates are created without knowing what resource they apply to.
An association tells Booklt which resource to apply the template Lo,

A single template can in fact be applied to several resources

A resource itsell may use bwo or thiee different templates at different
times of the year.

An association is how you tell Booklt which template to
Apply to which resource. You can change it any time.

= Remove Highlighted Association |

= Remove All Associations

— _
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-
Linked Resource Found [ﬁ

- . If another resource is Linked to the original, you will be asked
MM Proj Acer is inked to Froom G whether you want it to use the same template as the parent
resource. If in doubt say Yes.

P
@ Do pou want it alzo booked using the same template?

LS| S (A linked resource should belong to a category that has the same
session structure as the category of the parent resource or else
the booked sessions may be misleading)

—All existing associations

This screen shot shows 3 rooms with their templates. The Acer

Resource Template Projector uses the same template as Room G1, because it is
G11 Template .

Room G2 G2 Template linked to G1.

Room G1 G1 Template

MM Proj Acer G1 Template

You may have any number of associations across any number of
categories.

2. Applying the Templates to the Bookings
Click the button Apply Associated Templates

L
Aszsociate Templates with Resourc l
|

— Existing associations
Resource Template Tag Eﬂ'
Room G11 G11 Template
Room G2 G2 Template 1 v( Tag |
Room G1 G1 Template =
MM Proj Acer G1 Template # Tagal |

f “ Untag |
% Untag Al |

Reviewthe tagged
templates carefully
befare applying them.
Fay attention to linked
resources and
whether or notin fact
they also need

apphying.

Apply

tagged
templates g

Gray background indicatesfa linked resource.

Tag some or all the relevant resource,s then click the Apply button...
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Specify Dates
Start Date: |12/07/2010 5 |30 All rezervations for the resource will be

End Date: [17/12/2010 = i booked between these dates inclusively.

™ Remove any existing Template Bookings

If Unticked, the template will only over-ride an existing aging if there is a conflict.

Thig allows more than one template

CeE——

Applying all templates associated with resources Select the relevant date

range.

Usually this is one term or
semester

. Use the calendar buttons to
to be applied tothe

If Ticked, any timetabled sessions for the date range will be cleared befggdding the new template. aSSISt In ChOOSIng the dates'

Timetabled bookings will only be fram this one template.

™ Remove any existing Casual Bookings

If Unticked, any casual booking will be retained unless it conflicts with the template
If Ticked. ALL cazual bookings for the date range will be cleared. 4 5 E 7 2 q 10
Logging [to record the casual bookings over-written)

I~ white Lost Cazual Bookings to Log
-

@ Apply to Bookings

M 12 13 14 15 168 17
18 13 20 21 22 23 24
25 26 27 28 23 30 A

Log file iz named: LogtCazuals. caw

If checked. the log iz first cleared

Click Apply to Bookings

Check Settings...

You have chosen to
make timetabled Bookings for 3 resources

from: 12207410 untl 17412410

with these options

Leaving casual bookings, unless the session conflicts with a template session

You will be prompted to Check Settings. Click Apply

‘I Apply

The template bookings are placed as permanent bookings for
the correct timetable days within the date range that you have

Retaining timetabled bookings from other templates. unless they conflict with this one Set for a” tagged te m plaste aSSOC'at'ons .

[ Remove any existing Casual Bookings

I Remowve any existing Template Bookings

Any casual booking in one of the timetabled sessions is immediately
over-written.

A tick in this box will remove all casual bookings, whether or not they
conflict with a permanent booking.

Reapplying the same template

If you modify a template and re-apply it, the permanent bookings set by
your previous template are first removed, then the new template writes
the permanent bookings afresh.

Multiple templates on a single resource

You may design several templates to apply to the same resource at the
same time.

For example you may have a computer room witha template for Junior
classes that run until end of year. Your Senior classes may run until the
end of November. You make up two separate template for the same
room and apply them both, with overlapping date ranges.

If you mistakenly timetable 2 sessions at the same time, the last template
applied will win out.

A tick in this box however will remove ALL other templates first.
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Importing timetable data into the templates

Apply Templates You may import timetable information from a text file usually
‘ obtained from a timetable program.

1. Make Associations

2_ Apply Associated Templates

This is a powerful technique because you may import data for
multiple rooms into multiple templates (as long as they are in the
same category).

The import process will read all of the data into templates for each
resource and make an association between the new template and
the resource.

Create templates from timetable data
|Jzing highlighted =ategary:
Computer Rooms

You may then use the Apply Associated Templates button to apply
the templates to the bookings.

Import the timetables ONLY for the rooms you need - don't import

all.

—= = = - - = This exgmple is tab delimited,
34 1 7Gl1 TC 1117 IT 0 viewed in Excel.
&= 5| 3|61 e 1 T 0 The file may be comma or tab-
36 5 4Gl TC 1117 IT 0 Jelimited.
a7 8 1G11 TC 1117 IT 0
36| 8 2611 |TC 1T I 0 There is no header line.
39 3 6Gl1 VNN 10 ITE IT 0
40, 3 7GI11 VNN 101TE T 0 Columns must be in this order:
41 5 1G11 VNN 10 ITE T 0
42 6§ 1G11 VNN 10 ITE IT 0 1. Day Number
43| 10 1611 VNN 101TE IT ¢ 2. Session Number
41| 10 2GL1 VNN 10 ITE T o 3. Resource Name
45 & 6GIL1 ZTC 12 MA METH MATH o 4. User
45 7 3G2 CND 09E SOSE o 5. Group
a7, 7 2G2 GGL 10E SOSE o 6. DeptorKLA
48| 4 4Gz w 10D OTHR o 7. Negotiable =1 else 0
43 6 3G2 1w 11 VCAL VCAL 0
50 7 5@ 1SD 106G OTHR 0 You may have multiple rooms or
51 s 4G2 KRV 08F SOSE o resources in the same tfext file, .as
= = 2laz LNB 10 ENG PLUS ENG 0 long as they are all to import into
- —— LNB 10 ENG PLUS ENG 0 the same resource category.
54 5  3G2 OMN 078 SOSE 0
55 3 6G2 55M 070 MATH 0

This screenshot shows partial data for computer rooms G11 and
G2.

From Excel (or other source) save the data as a comma separated
(.csv) or tab-delimited (.txt) file.
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Click the Import button to bring up this window, and select the import file

you have saved.

\

Import Timetable Template from a text file \

Timetable data for resources in a single categor) [eg computer rooms] may be 511
imported into a template from a text file structured as shown below.

Example: You may have the data for 3 rooms [B1. §2. R3] from your himetable
program. T hiz proceszzs will create 3 templatez namgd B1 Template. R2
Template, and B3 Template. Each template will thén have its zeszionz added
into it

IF you have data for more than one category in a single text file then break it
into 2, based on catgeory, and do 2 imports.

Strip out any rows of data for resources that you do no\ wizh to import, or else
you will end up with useless templates.

The import file must be a text file: either comma or tab zéparated
It can have any name eg Timetahle_txzt

Each line muzt comprize: TT Day, Period No, Room, Teaclher Code, Clazs, KLA, Megotiable
eqg: 3. 4, R3. CLY. 8A, Math, 1
1 = Megotiable

O W

Import into Category: Cﬂmpu'['er Rooms

Import File: |C:4Booklt3utable

0 = Fired Booking

Click Import

After clicking import, and confirming, each resource in the import file
will have a template created for it and timetable sessions appropriately

inserted.

A message displays the results of the import.

79 TT records imported. None rejected
Import into Category: Computer Rooms

Import File: |C:\Bookitttable.tt

Lo |

Each template is given a name in the format:
Resource Name + Template e.g. G1 Template

Category | - Template Mame
Appointments

Art Audio Wisual 11 Template
Barbecues 2 Template

Computer Booms
Conference Centre

After import you may edit both template name and details
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Administrator Booking Capabilities

A general user has many potential restrictions imposed when it comes to
bookings. For example, limits on the extent of forward booking, having to
give notice, unable to book on holidays and unable to change permanent
bookings.

Logged on as an Administrator, there are no such limitations. If you can
see a booking cell, you can book it, regardless of the colour of the cell.

Making a booking permanent and unchangeable to others

Usually permanent bookings are created via the application of timetable
templates but sometimes you might need to create a few one-off
permanent bookings.

Apply Templates

1. Make Aszsociations

2. Apply Associated Templates

This check box is hidden from
ordinary users.

Ticking it, you can create a

permanent booking out of a

<<

casual booking and vice
| versa.

Booklt Programs

All these programs run from
the same folder on a Windows
server.

Booklt.exe

The general program that
. allows users to

#* Administrator's Start/Stop

= |~ |weSs | make bookings

)

Booklt Contral

YWest Coast S H.S.

from anywhere on
e the network and

Booklt! Enabled - administrators to

configure and manage

" Allow operation of BookIt!

* Shutdown all BooklIt! programs [does not include NetBooklt] , Booklt.
-~
Apply

No Booklt! program can run or remain open. Use it when you need to update BiClose.exe

data or program files.

A utility for

administrators to close
all Booklt programs
running on the network. Used when files need updating and all files must
be closed ro when restoring from backup.

Choose your option then click Apply.
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Allow a minute or so for all work stations to respond.
Each option is described at the bottom of the window.
Remember to Allow operation after you have worked on your files.

Use Prevent bookings when you need to open Booklt to work with backup
and restore options from the menu.

BiClose may not work on a Booklt.exe that is not in the bookings area,
so if another administrator is working within Booklt elsewhere on your
network, BiClose may not close them out.

Command Line Options for BIClose

BIClose may be run from the command line or a batch file with the
following case sensistive parameters.

e BIClose S Shut down
e BiClose P Prevent Bookings
e BiClose A Allow bookings

Some administrators use such batch files in Windows Scheduler to
control the time of use of Booklt.

BliBackup.exe

Is a Window-less automatic program that makes a rolling backup of your
data each day.

BIBackup is set up with Windows Task Scheduler identically to BIMailer.
It creates an immediate single file backup of all of your working data.
The data files are named

BlData Mon.tps
BlData Tue.tps
BlData Wed.tps
BlData Thu.tps
BlData Fri.tps
BlData Sat.tps

[Input/Output |
Import/Export... » i
Backup/Restore... » | BJ Backup Data to Single File

Restore Data from Single File

‘& General Backup

Restore from General Backup

e BiData Sun.tps

through seven days, then repeating. These backups automatically over-
write the previous week's data file.

Data restoration is done from the Single File Restore utility in Booklt.
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BIShow.exe

A utility to display real time bookings in a scrolling window from a publicly
visible monitor. For example, used at entrance to a library so students
know what area to go to.

Described in Chapter 5

Bl.exe

Allows all booking functions, with no administration components, so is
useful for the average user who merely needs to make bookings.

Bl may be run in kiosk mode, if executed from the command line or a
batch file:
BI K

This operates as a full screen utility with no exit button. Exit with the F6
key from the main window.

BlMailer.exe

Described in Chapter 5 - Email.

Utilities accessed from within Booklt

A range of utilities are avaialble from the Ultilities and other menus within
Booklt. Most are described in the following pages.

Set School Logo

Resources Templates Browse Utilitii Setup Menu > Set SChOO/ Logo

Operational Settings

B Modty Coendor Places a logo on the main window.

Set Timetable Structure

Set Day's Nemes The logo to be used must be a jpg or gif file.
;ﬂ:jr;fi‘zﬁ:zf: Select its file name by using the file lookup button (...).
Set location of Booklt! (& NetBooklt) data
When you select it, the file is copied into the web\images sub-folder of

Booklt (where all images reside).

It will appear in the main window when you next open Booklt.

A Update School Logo.., @
West Coast S.H.S.

Schoal logo relative pathnane:
| webbimages\WwestCoastLogod. gif J

wE.i 1& CoasT The zchool loga must be a _aqif ar jpag file.
o It miust be located in the Booklt folder.

W 0K | M Cancel |

Record will be Changed
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Removing Selected Data

[ Utilities | Input/Output It is sometimes necessary to be able

R —— to clear bookings, the changes log, or
I LS

= R Groun's Booki timetabled elements from the booking
it Memos Emave sroup = Facxings sheet. Sometimes bookings relating only
4 Search Bookings to specific groups needs to be deleted.
Raticnalise Group Marmes

Make Batch Files
4 Check Data Integrity
Swap Booking Sessions

Swap days and their bookings

Two windows give abilities to remove a range of data...

EETTETTI

—Remove ... 511
[T &l Timetable Templates |t does not remove the associated baokings.
—Remove ..
From:  [28712/08 =] 5l

[T Casual Bookings Lkl IEEI,HEI‘I A1 =] il

[ Time T abled Bookings

Delete anly this uzer: I Blank for all uzers
Delete anly this Group: I Blank for all groups

—** Typizally uzed on =ample data only =
[ Remove Significant Data [drastic)

FRemoves all Categories of Rezource, Resources, Bookings [Timetabled and
Cazuall. Change Logz, Resource Linkz, and Timetable Templates, Staff names,
kero Library and Form Groups.

If in doubt, do a backup first). . =1 Backup |

Remove Selected Data

- — ]

If you tick All Timetable Templates and click the Apply button, you will
clear the timetable templates, but not affect what is on the booking sheet.
Timetabled bookings are not touched.

The middle options clear either the changes log or casual bookings or
timetabled bookings for the date range that you specify.

Remove Significant Data will clear out practically everything except
the calendar and departments. Typically used only on sample data or
experimental data, never your own working data.

If in doubt, perform a backup first.
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Removing Bookings for specific groups

Select the relevant groups(s) and date(s) and press delete.

Remove all Bocked Sessions or TimeTabled Sessions for selected Groups
kark at least one group tark at leazt one date 5“_
Day Date Day | DayMa| Ha «
12/06M10| Sat 1] i ]
12/06M 0| Sun 0 Caszual &for Timetabled bookings
::g::gg::::g #’lﬂﬂ ? will be removed for marked
e
TEEA D wed 5 groups on marked dates
170610 Thu g
18/06410 | Fri 10 Calect hath
13/05/10 Sat 0 EE,C;BE |°' DTT-é .
SHAGE AT ii elete ESEI0Ns
n 1 [v Delete Bookings

08 MATH 4 X Delete

03 SOCED 06110 5

(5, 2640810 af H

(3B 270610 Sun af H

Qac 28/06/10 | Mon af H

030 2906410 Tue of H

3E 30060 Wed af H

3F 107410 Thu af H

3G i 20740 Fri o H -

Utz el | Lzl 4] | Unhark Al Help on marking .. |

_

The check box Delete Bookings refers to non-timetabled (casual)
bookings whereas TT Sessions means the fixed bookings. They are
mutually exclusive. Tick both to get all bookings.
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Search Bookings

[ Utilities | Input/Qutput
Remowve Data... 3
Edit Memas
Raticnalise Group Mames
Make Batch Files
# Check Data Integrity
Swap Booking Sessions

Find all bookings that meet specified criteria. All records found will
be printed in a print preview window.

Swap days and their bookings

cﬁ Start D ate: Im Tcu:la_l,ll
* End Date: Im Tu:uda_l,ll
Fesource Cateqarny: IW _I [lzave blank for all] Queries may
Resource; l— _I (leave blank far al) be saved and

reloaded,

L zer: |WSM _I (leave blark for all) using the
Group: | _I [leave blank for all) S ave Query Z;J;(te(;?s shown
Dept: I _I [leave blank for all) ’
Load or

Other Info: | g e
[enter any part of the search string or ® for any with Other [nfo] Bueries

v Print Other Info

West Coast High School

Bookings Query Print Date: 24/05/10

Query Details:  Date Range: 24/01/10- 29/06/10

Category:  Computer Rooms User: WM
Eesource: Class Group:
Feason: Dept:
Session User Resource Class Group Dept
Mon 1FEE 1D
Period 5 WS G2 09 CPUB IT
Wed 3FEE1D
Period 1 WS G2 09 CPUB IT
Period 2 VWS G2 09 CPUB T
Thu 4FEE 10
Period 3 VWS G1 - Comp Room 09F ENG
Fri SFEE1D
Period 5 VWS G2 10G ENG
Period 6 WS G2 09F ENG
Tue 9FEE1D
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Rationalising Group Names

Utilities | Input/Output

Remove Data... 3
Edit Memos

| 4 Search Bookings
Make Batch Files

4~ Check Data Integrity

Swap Booking Sessions
Swap days and their bookings

Allowing users to enter group names themselves is the easiest way

to set up Booklt. However, you will get inconsistencies in the way the
same groups are entered. This matters if you require summary reports
based on group name. Booklt provides a utility for correcting these
inconsistencies.

In the screen shot below, there are inconsistencies in the naming of
groups. For example 07 MATH and 07Math

This makes the summary reports untidy when sumarising by group.
It is best to merge these two groups into one group.

In the left hand table, highlight the name that is more desirable.
In the right table, highlight the name that you don’t like.
Clicking on the central button will change all references on the booking

sheet from one to the other and delete the unwanted name from the list of
groups.

' — ™~
Rationalise the names of groups
Highlight the Highlight the
desired group group to loze 511
Locate: Locate:
07 MATH 07 bMATH -
07 SCl 07 SCl
07 SOCED 07 SOCED
074, 07a,
07e 07B 1
07C (I ]
07D (1]
7E Prezz thiz button to; 07E
07F s 1. Remove the group: 07F LR
071G M . 071G | Ml
07H b 07Math 07H m |
07l 2. Move itz bookings ta: 07l
07t ath 07 MATH 07k ath
03 MATH 03 MATH
083 SOCED 03 S0OCED
034 Qa4
036 lps=ih 08B
0BC SR 08C
0eD = [Change 0eD -
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Make Batch Files to run Booklt.exe or Bl.exe

Rernowve Data... L
Edit Memos

#  Search Bookings
Rationalise Group Mames

Make Batch Files

# Check Data Integrity
Swap Booking Sessions

To call Booklt from a hyperlink on an intranet web page, you need
the link to call a batch file to run Booklt

Swap days and their bookings

-

Make Eatch Files...

Do this if you wizh to call Booklt from an Intranet

& hyperlink fram a web page must be targeted at BOOKEIT BAT or BLBAT
The batch files enzure BookIH retainz the curent folder when called
by hyperlink. Caling BOOKIT .EXE or BlL.EXE lozes the data path, =o will not work Make

Prezs the button to create the batch files zpecific bo pour current data folder ’ Batch
Files

When you click Make Batch Files, Bl.bat and Booklt.bat are created in
your current folder.

The main purpose of the batch files are to set the correct folder so Booklt
read your data correctly.

The batch file contents are similar to this...

o = Bl
| Baoklt.bat - Notepad & [E=NEEE
File Edit Format View Help
echo starting Bookit -
echo off

rem Use this for ca111nE BookIt! from Intranet
rem It ensures that BookIt! gets the right data

L
cd “BookItl
bookit. exe

i Ln 6, Col12 H
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Check Data Integrity

m Input/Cutput
Rermove Data... »
Edit Memos
4 Search Bookings
Ratignalise Group Mames

This utility checks the internal consistency of your data files as well as the

Make Batch Files logic of your setup. If errors can be fixed, it will do so.

e Chece Datslmegry |
Swap Booking Sessions For example, if it finds bookings that have no parent resource, it will
Swap days and their bookings create the parent resource. If it can’t create the parent resource, it will

delete the bookings.

Data Integrity Check IR "._ A

Error Report

< |

Itz of D ata Integrity Check. performed 24 bday 10 at 1:55Pk

Deleted 4 baokings with no user name

Mew Data Check |

Your calendar haz 1432 unmarked working days in the b46 bookable ‘;\
davs between 28/12/2008 and 29/01/2011 :

Checking bookings have comect days of cecles against them Print Log

** End Of Report ==
Clear Log

Thiz utility will check data
consistency in Booklt!

It checks relationzhips between
resources, categones, and the
number of sessions. 1t will
commect some discrepancies.

It checks that bookings are
valid, and removez unrequired
or orphan bookings.

If you have specified your timetable set up as 10 day, but your days
aren’t marked this way on the calendar, then it will warn you.

If you copy data files between data folders there is a real risk of
inconsistencies, so this utility is very helpful as a diagnostic tool.

The utility remembers its last report, so to run it afresh, click New Data
Check
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Swap or move sessions

If you have a booking that needs to be re-scheduled over quite a few
sessions, this utility allows you to do it.

Utilities | Input/Output
P p

Remove Data...
Edit Memos

#*  Search Bookings
Rationalise Group Mames
Make Batch Files

/-~ Check Data Integrity

Swap Booking Sessions
Swap days and their booYings

Mon 24/05/10

Day Week
[l 5
Yellow Week

You identify a particular booking,
e.g. ZTC in Period 3,

Period 1

Period 2

Period 3

You may then move it into another session
on the same day for a selected date range

Period 4

Period 5

WS5M-09 CPUB
s ]

.
Set Details to Swap Sessions’ Bookings

Swap an item's bookings for a particular session
with another session over a selected date range.

Stait Date: [ 24705710 2] _Today |
EndDate: [ 25706710 2

Select a Resource »

Caleaurg I -
Appointrments
At Audio Visual

Earbecues

Computer Fooms
Conference Centre
CRC

Dirama Centre

First Aid Kits r
LapTop Tralley [
Library &4

Library Class Areas

Library Computers & Ot
Library Laptops

Marquee

Set the date range

Today
Resouice I

G1 - Comp Room
G11
G2 |

Identify the resource or item

) Next CI'Ck NeXt

Tih= option iz not

teeting Foom [

School Car

Public Hire Faciltie{ Rearrange Bookings

g ilable if

Resource: G2

24105010 - 2bj06/10

o 4 Set the session to be
m%‘ < Highlight bookings to be moved moved
Period 2
Period 4 ‘ Position: 3 Period 3 ‘
5 [Period 5
6 |Period B Action
g kﬁ';?g;fgzl ’7 " Move onto * Swap with ‘ Say Whether to Swap or
simply move
‘Positiun: I_ﬂ_ii Period 4 ‘
) , , Identify the target
Linked bookings are not moved by this .
ility. I linked booki involved
bt et bockngs e vlved £ Moverswap session
each linked resource.
Booki d b th i ill delet istil H
T e ok s Click Move/Swap

Swapped 19 bookings ’ l

G2

Period 1 [

Period 2 |

Period 5 |

) The result
Period 4 [zn:-n T

Period 5 [wsm-na CPUB

_ i o e e

Period 6 |
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Swap days and their sessions

A school occasionally will swap timetable days on a one off basis.

[Utilities | Input/Output

Remove Data...
Edit Memos
4 Search Bockings

o 24/05/10 25/05/10 26/05/10 27/05/10 28/05/10

Raticnalise Group Mames :

) Mon Wk 1 Tue Wk 1 Wed Wk 1 Thu Wk 1 Friwk 1

{I'_\.."Iake Batch Files . rind 1[ I “wswna = ” l[ I
» Check Data Integrity

Swap Booking Sessions e 2[ [“"5”'“9 CPUB [ I[LNB—W ENG PLUS

Swap days and their bookings Period 5[ [ZTE'“ I [""M 0D I[ZTE'" I

Period 4[ZTI:-11 T ”zn:—n T ” l[l]MN-l]?B I

Swap days in calendar

e.g. to swap Wednesday with Thursday...

Period s[wsu—ns CPUR

[Tmnz PHYSICS

[zn:—u MA METH [WSM—II]E

Period 6[

lssm-um

[WSM-I]EIF

Lunch Timg[

l

[

After School [

l

[

Far exarnple. you may reed to swap a Day 4 for a Day 5. on a one-off basis.

|

Set the two dates

Swap thiz date

with this date

| 26/0510 3:
[ enean =

Proceed [

Click proceed

The process swaps the days for every resource, not just a single one as

shown in the image below.

24/05/10 25/05/10 26/05/10 27/05/10 2B/05/10
Mon Wk 1 Tue Wk 1 Thu Wk 1 Wed Wk 1 Friwk 1
Period 1 [ ] I[ I[wsu-us CPUB ” I
Period z[ [ [wsm—us CPUB ”LNB—w ENG PLUS
Period 5[ [uw-mo [zn:-n T ”zn:-n T
Period 4[211:—11 I I[ I[zn:—n I HUMN—WB I

Period E[WSM-[IEI CPUB [zn:-12 MA METH [TIZIM-IZ PHYSICS [VJSM-I[IE

Period 6| [ ssM07 WSH-05F
Lunch Trmg[ [ [ [
After s:hu\[ [ [ [
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Set Resources’ Order

E Resources | Templates

=5 Resource Activities

Set Resources' Order

Linked Resources

This determines the order that resources are displayed.

Highlight a category in the left hand table.

Allocate display order to resources

B

Highlight the categony...

Cateqgory

Appointments

Art sudio Visual
Barbecues
Computer Rooms
Conference Centre
CRC

Drama Centre

Firgt Aid itz
LapTop Trolle

Libramy Clagz Areas
Library Computers & Other
Libram Laptops
tarquee

teeting Foom

Public Hire Facilities
School Car

Science

Science Pracs
Surfboards

‘wihite Boards [Mobile]

Resource Order

OHF Elrno
WidCarml Small
Screen 1, Large
WidCama Srmall
Screen 2, Large
Screen 3, Wlarge
DigCarn Cyber-Shat
Banher 1

Banner 2
WidCamD igitall
tm Proj Tozhiba
DigCam Olymplz
WidCamD igital2
WidCam Flip 1
WidCam Flip 2
idCam Flip 3
WidCam Flip 4
WidCam Flip 5

ocoooooooooooooooooo

3

Double click on a
resource and enter a
number from 1 -127

The table will sort itzelf
into order automatically

An order is not essential,
but it can be convenient to

control the order that

resources appear within

reports and windows

Double-click a resource to set it's appearance order.

Rezource Order

tb Proj MEC 0
CHF Elrno 1]

YidCarn1 Small
Screen 1, Large
WidCarn2 Small
Screen 2. Large
Screen 3. WLarge
DigCam Cyber-Shot
Banner 1

Banner 2
WidCamCrigitall
b Froj Toshiba
DigCam Olympus
WidCamDligital2
WidCam Flip 1
WidCam Flip 2
WidCam Flip 3
WidCam Flip 4
WidCam Flip 5

Lo R e e e e s s e s e s s s s

The cursor will remain in the Order column. You can use arrows to

move up and down.

As you enter the number you may use arrow keys to accept that
entry and move up or down the list, or just press <ENTER> to

accept it.

Every time you set a number, the table re-sorts itself, so you get

bounced around a bit.

This function may also be performed in a different way by setting the
Display Order when editing a Resource in the Resource Window.
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Templates | Browse Utilities  Input/Output

~-| Edit Timetable Templates

Import Timetable Template from Bookings

Import a template from bookings

Use this particularly if you are converting from a pre- October 2003
version of Booklt to a later version.

Early Booklt timetable templates are incompatible with the later ones, so
old template data will not convert. If you have accurate information on
your booking sheet, you may bring it into a template.

Highlight the resource whose bookings are to be imported.

Use the calendar button to choose a Day 1 for your timetable period from
somewhere on the calendar with sound data.

Choose a name for the template.

Choose which booking types to import.

- —
Read existing bookings into a template - - ——— .
This utility will import exizting timetable bookingz into a new template.
“r'ou reguire a date from which to read bookings. a rezource whoze bookings are to be copied. and & Eﬂ‘
unique template name.
Select the rezsource whoze bookings are to be uzed
= | = Booking Date to Start From:
s CeleS Mon May 24, 2010
A ppointments 2470572010 = y et o
At Audia Wisual G11 Day 1 of your Timetable
Barbecues G2
Computer Boomns
e re Using Resource: G1 - Comp Room
CRC
Drama Centre Unique Mew Template Name: [G1 Imported
First Aid Kits
LapTop Traolley
Library & Sessions To lmport
Library Class Areas .
Library Cormputers & Other £ Permanent Bockings Impart |
Library Laptops " Casual Bookings I
Marquee {¢ Both Permanent and Casual
Meeting Room
Public: Hire F acilities
Sehool Car Import may Proceed |
L- = =

Click Import.

Segziong To lmport
" Permanent Bookings

The import will only take a
few seconds.

" Casual Bookings
{* Both Permanent and Caszual

42 Sessions Imported

The View Templates button takes you into the main template work area
where you may examine and modify templates.
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Export Bookings to text

Allows you to extract your own summary information from the bookings.

[ Input/Cutput |
Import/Export... b | «» Import Group Mames
Backup/Restore... y | %% Import User Names
Import Timetable Template from Bookings
You are prompted for a date range (below).
F b |
Export to Text
Thiz utility exports booking detailz to the file !
BOOKINGS CSY in the Booklt folder 511
Start Date: | 25705710 = 5 Click Export
End Date: Im
Exported 267 records
e
The data is saved in a text file BOOKINGS.CSV and may be opened in
Excel where you may sort and summarise
A B C D E F G H
1 |Re50urce |Category' Date TT day Session User Group Dept
2 LibSpacel Library Class Areas 25/05/2010 2 Period 1 RRC 10E OTHR
3 LibSpace2 Library Class Areas 25/05/2010 2 Period 1 LNB 10B OTHR
4 |Schoal Car School Car 25/05/2010 2 Period 1 ENN
5 |Lib Space 1 Library Class Areas 25/05/2010 2 Period 2 RRC 10E READ
6 Lib Space 2 Library Class Areas 25/05/2010 2 Period 2 KRV 08F READ
7 |School Car School Car 25/05/2010 2 Period 2 BN
8 |Gl11 Computer Rooms 25/05/2010 2 Period 3 CMND 101TE IT
9 |Lib Space 3 Library Class Areas 25/05/2010 2 Period 3 TOM 07 5C1
10 |G11 Computer Rooms 25/05/2010 2 Period 4 CMND 101TE IT
11 Lib Space 1 Library Class Areas 25/05/2010 2 Period 4 KRV 094 READ
12 Lib Space 2 Library Class Areas 25/05/2010 2 Period 4 PsJ 08D READ
13 |G1- Comp Room Computer Rooms 25/05/2010 2 Period 5 CND 111LS S05E
14 Lib Space 1 Library Class Areas 25/05/2010 2 Period 5 WSM 09F READ
15 Lib Space 2 Library Class Areas 25/05/2010 2 Period 5 LMNB 104 READ
16 |G11 Computer Rooms 25/05/2010 2 Period 6 MLEK VCALLIZ VCAL
17 Lib Space 1 Library Class Areas 25/05/2010 2 Period 6 EHA 10ILM SOSE
18 Lib Space 2 Library Class Areas 25/05/2010 2 Period 6 WHC 10F OTHR
19 |LR Library Class Areas 25/05/2010 2 After School HND OTHER ENG
20 G1- Comp Room Computer Rooms 25/05/2010 2 After School VRM 09F TECH
21 |G1- Comp Room Computer Rooms 26/05/2010 3 Period 1 ZTC 1217 IT
22 G11 Computer Rooms 26/05/2010 3 Period 1 CMD 10ITE IT
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Backup and Restore

Input/Output

Import/Export... * i
Backup/Restore... 1 b Backup Data to Single File
Restore Data from Single File
‘@ General Backup
Restore from General Backup
Backup Types

Booklt3 provides two forms of Backup and Restore: Single File and
General.

Backing up to single file merges all significant data files into a single
separate data file. This makes it very convenient to locate, copy, send
elsewhere etc.

When restoring from a single file, every file gets replaced by the contents
of the saved file.

A general backup makes copies of each individual file and offers the
option to save program files and other associated data such as images.

The best policy is to make a General backup including program files
whenever the program is updated accompanied with regular Backup to
single file of the data.

Associated with this is the utility BIBackup.exe (described earlier in this
chapter). BlBackup will perform automatic daily single file backups if
configured in the server's Task Scheduler.
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Backup Data to Single File

— — B

-
Savedatatesinglefile 0 T ——— ——

Choose the folder to back up ... ﬂl

[CABokIG =]

This copies all your Booklt working data into a single data file.
The file will be automatically named 'BookitData yyyymmdd hhmm .tps'
The date and time are incorporated into the file name, making it easy to distinguish files created at different times.
For example: BookltData 20100708 1650.tps would have been created on 8th July 2010 at 4.50pm
Use it for a convenient backup
CaRob Computing may request a copy of this file if you have problems that need reselving.

You may back up to the current
data folder, or

create and select a different folder
using the lookup button.

The data file will be created in this folder:
C:\Booklt3

L2 - 3 -
Browse For Folder . —— ﬂ age files. ﬁ Save Data... |

Choose a data folder

= @

4 Computer o
+ &, MIRROR (C:) |
>3 SRecycle.Bin |.E|
| >l Accessory r Save data to single file . — ——
2 1| Bookit o P R
> 4. Booklt? Choose the folder to back up ... 5“.
44 Boolds3 [C\BooKIBACKUP
| IARACKIE ) Data from this folder will be backed up
é Documentation This copies all your Booklt working data into a single data file.
i Firstid The file will be automatically named 'BookitData yyyymmdd hhmm .tps'
! lag The date and time are incorporated into the file name, making it easy to distinguish files created at different times.
. For example: BookltData 20100708 1650.tps would have been created on 8th July 2010 at 4.50pm
Folder: BACKLP Use it for a convenient backup
CaRob Computing may request a copy of this file if you have probl that need ing.
Make New Folder [ OK

The data file will be created in this folder:

C:\Bookit3\BACKUP

Note: This procedure does not save program files or image files. Save Data..

Click Save Data ... Data saved to BiData 2010 05 25 1631.tps with 16 files

Viewed in Windows Explorer

ra

Name Size Date medified Type
B BIData 2010 05 23 0944.tps 735KB  23/05/2010 9:46 AM Clarion TPS data file o
B BIData 2010 05 25 163L.tps TIEKE 25/05/2010439 Pl e The data file is named BlData

T3TKB  25/05/2010 4:43 PM aarlon TPS data file
2KB 25/05/2010 4:11 PM Clarion TPS data file
T14KB  25/05/2010 411 PM Clarion TPS data file
42KB  25/05/201011:19 AM Clarion TPS data file

ﬁsmm Tuetos appended with the Date and Time
{25 bookdtl.tps
Booking.tps
calendar.tps

Multiple data files will automatically
be in chronological order when sorted
alphabetically.

Please note that the 2 registration files client3.tps (Booklt) and iclient.tps
(NetBooklt) are not saved in the single file backup.

Make sure you have a general backup that contains these.

The screen shot also shows the slightly different naming convention
used by BlBackup. BlBackup appends the seven days of the week so
it maintains a backup for each day of the last week. After a week, the
previous file is over-written.
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/A Restore from a BookltData file

T———— ]

Restore from Single File Backup

You cannot restore data when other users are working with them.
The utility Blclose will prevent users from making bookings while a
restore is performed.

For convenience, the restore window allows you to Prevent Bookings
without having to run BIClose.

Before doing a backup, tick Prevent BooklIngs, click Apply and wait a
minute or so for users to get out or be taken out.

If you also have NetBooklt, run its Service manager and stop it so that
the data files are released.

It is best to perform a restore outside normal hours so fewer users are
inconvenienced and there is also less chance of any file being left open
on someone's workstation.

As a general rule restore ALL files
unless you are an expert user
and know what you are doing.

[¥ Restore ALL Files

Before restoring:- 511
- ensure no users are making bookings
- ensure no other administrators are running Booklt

- if you have NetBooklt, run Windows Service Manager and Stop it
Select Prevent, click Apply and wait a minute before restoring

{* Prevent Bookings (" Allow Bookings Apply Ql

Bookings are prevented

After restoring, select Allow and click Apply

Select Backup File to restore from:

[C\Bookit3\BIData 2010 05 25 1631 tps

This backup was performed on 25/05/10 at 4:39PM
If you click OK, current data will be REPLACED by the selected d
BEST TO MAKE A BACKUP FIRST.

T
E BlData Tuetps 25/05/2010 4:49 PM  Clarion TPS data file 737 KB
I IData 2010 05 251631 .tps - 25/05/2010 4:33 PM  Clarion TPS data file 746 KB
BIData 2010 05 23 0944.tps 23/05/2010 9:46 AM  Clarion TPS data file 735KB
. log 18/05/2010 219 PM  File folder
| web 18/05/2010 219 PM  File folder
L. BACKUP 18/05/2010 214 PM  File folder
) Documentation 18/05/2010 11:32 ... File folder
. — = B
Click Restore Warning o
Confirm
The result is displayed
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Restore specific files
Untick Restore All Files

F . o \
e I eI, . = ==

As @ general rule rest LL files Before restoring:- 511
unless you are Xpert user
and know you are doing. - ensure no users are making bookings
[~ Restore ALL Files - ensure no other administrators are running Booklt
— Check files to restore - if you have NetBookit, run Windows Service Manager and Stop it
v Bookings . . . .
¥ Calendar Select Prevent, click Apply and wait a minute before restoring
[ Change Log " Prevent Bookings (* Allow Bookings n
¥ Settings Apply
¥ Day Names Bookings are permitted
¥ Departments

After restoring, select Allow and click Apply
¥ Groups

[+ Memo Library
v Stored Queries
v Timetabled Sessions J
¥ Linked Resources
[¥ Resources Mo backup selected
|« Categories of Resource
[¥ Session Names

¥ Users
I v Templates @ Restore |

select Backup File to restore from:

You now have the opportunity to restore individual data files.

This is not recommended unless you know what you are doing
because you have to know what the files contain and something
about their relationships. We have included this feature partly as a
programmers tool or to be used with CaRob support.

One use might be if someone deleted some of your resources, or the

resource file is corrupted. If you know that there should have been no
changes since the last backup, you could use this to recover the data.

,
e

This screen shot

As @ general rule restore ALL files Before restoring:- . . .
unless you are an expert user . . dISpIayS thIS scenario,
and know what you are doing - ensure no users are making bookings . .

[~ Restore ALL Files - ensure no other administrators are running Bookit ShOWIng 1 flle

~ Check files to restore ——————— - if you have NetBooklt, run Windows Service Manager and Stop it restored .

Bookil |
llz Calendrf: v Tick All Select Prevent, click Apply and wait a minute before restoring
[~ Change Log - [ Books
I settings & Prevent  Allow Apply n
[~ Day Names
[ Departments After restoring, select Allow and dick Apply
[~ Groups
M Lib
llz St::: C;u:?arli.:s Select Backup File to restore from:
[" Timetabled Sessions |C\Bookit}\BIData 2010 08 26 1631 tps J

[~ Linked Resources

[+ Resources

[~ Categories of Resource
[~ Session Names 1 files restored successfully

[~ users
[~ Templates @ Restore |

After restoring, make sure you click Allow Bookings and then
Apply.
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General Backup

The General Backup makes copies of the individual files. You cannot

back up to your actual data folder.

Save Data, Images and optionally program files...

Save data files, image files and optionally program files

3

Click on the ... button to choose the backup folder

=4 save |

I C:MBooklt3General Backupl

¥ Also save program files

Use the (...) button to locate or
create a backup folder.

Decide whether to save the program
files as well. Usually do this this if it
the first save into that folder.

Click Save.

32 files copied

The backup folder viewed in Windows Explorer.

1)

%) WEBQX.DLL
Booking.tps
E calendar.tps

m

client3.tps
E Controltps
dept.tps

E group.tps
iClient3.tps
memaolib.tps
& Queryps
Reservetps
reslink.tps
E resourcetps
ResTypetps
RTyMam.tps
]| staff.tps
Templatetps

daynametps

Organize * = Open Include in library = Share with + Burn Mew folder
4 | Booklt3 g Name
. BACKUP
. web
./ Documentation ———
= biMailer.exe
.. FirstAid .
ﬁ bishow.exe
4 | General Backup
? Booklt.exe
4 | web —
. |%| BIDATA.DLL
.. images .
: (%] BIGrid.DLL
i lo -
2 [] BRpt.DLL
By web
%] C6EFM3X.DLL
| _ || CBOASCK.DLL
|| CE0BASK.DLL
(%] CBOMEMX.DLL
|| CBONETX.DLL
|| CEBORUMNX.DLL
%) CO0TPSX.OLL

changelog.tps

Note that the backup
creates the web/
images subfolder.

Any images referred
to in Booklt are copied
into it.

Restore from a General Backup

This follows the single file restore process identically.

See previous page of this guide.
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Summary Reports

,

Booklt contains many printable reports.

Reports are found in the area of the program to which they relate.

For example, if you want reports on Resource or Category usage, go to
the Category and Reources window. If you want weekly summaries, go
to the weekly booking window.

All reports print to screen, so you don't need a printer available.

The preview window offers several menu options, most of which are self-
evident.

== wesw| Pages to Print

il W

View Zoom
P S \q Across: 1 5 Down: |1 3 Zoom: [75% Zoom [<] After preVieWing’ you may want
Print , to print some pages, not all.
Save As... [
West Coast Senior Hich School .
E<2 Computer Labs usage by Resource and Group YOU may SpeCIfy a I'ange
. (eg 1-3) or individual pages
- e e e separated by commas (eg 1,3).
Room @ 28 0 0 98 4147 .
BIO11 a 0 0 1 0% i Then, when you print, only the
Select which pages to print Proe L of 1 o 70 | selected pages will print.
————— e =

rA Select an Qutput ﬂ’
= = (AL Save As"
AR 2
POF  TEXT XML HTML You have the option of writing the data to
T 3¢ coree | different output types.

Reports are not user definable. If you want a new report of some kind,
contact CaRob Computing. If the request is likely to benefit other users
as well, we'll try to create it.

Note also that you may export bookings to a text file from where it can be
loaded in Excel. This gives an avenue for creating your own summaries.
See Export Bookings to Text earlier in this chapter.
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Setting up for a new year

Assuming you have been using Booklt sucessfully and have to set up for a new academic year,
these are the key tasks.

Run the setup guide and have the manual handy.

Step through the guide, ignoring things that are already correct. The items in normal print below are
probably correct already and won’t require any action on your part. The key tasks are in bold.

Perform a backup for insurance.

1. Data Removal - No Action Required
2. Set timetable structure - No Action Required

3. Check Calendar

Check the date range.

If it doesn’t extend to the end of the year, then choose Extend Calendar and add 365 or so days.
If you don’t need last year’s data, then choose Reduce Calendar and remove those days from the
front of the calendar (after printing summary reports, if wanted)

4. Mark out the calendar with holidays and timetable days

Get your planner out, find all the school’s holidays for the year, including the public holidays and
mark them on your calendar. You can also mark curriculum (student free) days because for most
purposes in Booklt these days are not available for bookings, such as holidays.

If you have a cyclic timetable, it is critical that these days are marked accurately.

5. Class Groups - No Action Required

6. Departments - No Action Required

7. Users - Maybe some minor changes
8. Activate email - No action required

9. Resources - No Action Required

10. Linked Resources - No Action Required

11. Set and Apply Timetable Templates

Do this where you have bookable resources (usually rooms) that are timetabled and not always
available.

Log in as an ordinary user and check that Booklt behaves as expected.
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Chapter 4

Users’ Guide
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What Booklt does

Booklt is a way of booking resources such as computer rooms and AV
equipment from anywhere in a school by using the school network.

Many computers in the school can run Booklt and they all show the same
information. When you make a booking, it is visible to all other users.

This means that you don’t have to run around the school checking
booking sheets. It also provides a good way for resource usage to be
easily summarised to assist in planning decisions by the school.

Accessing Booklt

One or more people in your school will administer Booklt and someone
will have placed a shortcut on a computer available to you.

Click on the shortcut to bring up the main window: You may see the
window below or you may be taken directly to the window on the next

page.

BookIk!

Administrator Password access is required to enable the grayed out
buttons.

File User Setup Resources Templates Browse Utilities Input/Output

Log [["2® Make Setup West Coast 5.H.S.
our L Bookings Guide C:\Bookit3

mm e Common
=== Tasks

WEST %, COAST

SENIOR HIGH SCHOOL

Copyright CaRob Compr | Yer 3.0 May 21, 2010 Saturday, May 22, 2010 7 34PM

FAXY Make
L Bookings

Click the Make Bookings button
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The Resource Window (below) shows bookable resources grouped into
categories such as Computer Rooms.

If bookable resources have an image they will be displayed here.

“Z Resource Tree

ol & ]

S)Resources
ElAppointments
EllArt Audio Visual
=B arbecues
FHEIComputer Rooms

EDrama Centre

EFirst Aid Kits
ELapTop Trolley
“HE|Library AY
—=DigCam Cyber-5hot
—=DigCam Olympus

—[(=0HP Elmo
—eE==YidCam1 Small
FE=YidCam2 Small
FEEAYidCamDigitall
—=¥idCamDigital2
—E=YidCam Flip 1
—=-¥idCam Flip 2
—=¥idCam Flip 3
—=5creen 1, Large
—=5creen 2, Large
—=-5creen 3, YLarge
=B anner 1
—[=Banner 2
EHELibrary Class Areas

= Expand All == Contract All

—=-MM Proj NEC 168 17 18 19 20 21
T —

. Choose Resource 9

Go to date: |22/05/10 |»

May - 2010
Tu We Th Fr

Daily View - Mm Proj Acer

Weekly View
Mm Proj Acer 2 3 4 5 B 7
Acer Muli-tedia Projectar 9 10 11 12 13 14

23 24 2 % I 28

- Prnint a user's bookings

Click the plus + sign to open a category.
The minus - sign will close the category.
Highlight a resource.

Choose the date using arrows or the calendar popup.
The popup calendar shows term days in blue, and can be scrolled from
month to month.

You may view the booking sheet through a Daily View or Weekly view.

Daily Yiew
Weekly Yiew

Daily view

Highlight a category.
Daily View will show bookings for all items in the category for that day.
If you highlight a single item, you will see just that item.

Weekly View

Shows one item's booking over a week.

Page 87



Booklt

Tue 1/06/10

highlighted
session is
locked

highlighted
session is
booked

Computer Rooms

Day Week
ﬂ% 7 18 12 IPM PT TEQ;{\
Blue Wesk
y category of
scroll resource hig.hlighted. close
session details ,
days wind ow
Foom G| Room G2 Fioom G 11

Pericd 1 | I2ZIPMPT ] [1o1TE-AC ] [1zvco-De ]

pericd 2 [ 12 1IPM-PT | ['03 coMM-aE ] [12vco-pe ]

Period o | 10 COM DG | [ osF R3 ] | ]

Period 4+ 10E HW | 03 PHDTO PR | | |

Lunch Time I I I I I I
Period & | 11IT-CLT ] [[o7A-cH | 11 vco-pave |
Period 6 | 09 CPUB-R2 ] | | [‘oeF-Ra .
After School | I I I I Switch between
Staff-Group
West Coast Sef pr High School Group-Staff
Click in any fiee b{ 'n make a booking format
help with colour
codes
Clicking on Daily View shows all computer rooms...
Moving the cursor over a session displays its main details near the top of
the window. The pencil icon means the session is booked.
Cells are colour coded. The ? icon explains the codes.
Light Blue sessions are available for booking.
Mauve sessions have been timetabled and are not free.
Green sessions may be available if you negotiate with the current
occupant.
Sessions may not be bookable if:
e They are timetabled.
e Arestriction has been placed on how far ahead you can book.
e A particular category prohibits same day bookings.
These restrictions do not apply to anyone logged in as administrator.
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Clicking on Weekly View...

The weekly window displays five days unless a resource is weekend

bookable.
Resource J,ﬂ ,,“ Computer Rooms :- Room &1
104 R4 TECH
Week 18 EIHL“ Permanent
Blue Week Timetabled
Booking Negotiable Available to Book
Timetabled ‘ vailable to Bool ‘
31/05/10 1/06/10 Booking 5/06/10 4/06/10
Mon Wk Tue Wk 2 d Wk 2 Thu Wk 2 Fri Wk 2
Pericd 1 [wF-Hw ; “12IPM-PT ] /(NFu SYS-CLT “ # ”u?c-m: ]
Period 2 [12 IPM-PT “12 IPM-PT /2 INFD SYS-CLT “mn-nn H l
L "10 COM-DG //ﬂﬂ]E—H‘w‘ ”11 IT-CLT ][12 INFO SYS-CLT ]
‘ Casual Booking |

4 [TUPDERA | 10E-Hw 4 ”us PHOTO-GR ”11 IT-CLT Humm 5YS-CLT ]
Lunch ':N

10A-RA [ l [ l [ 07B-PM [l]?B -PM

Period 5 FRENCH-PG [11 ITCLT ”u?c-ac ”ns ME ELEC-HwW [1 OF-HW
Period & [ "ua CPUB-R3 H ”1I]A—FIA H l
n n n n |

Both the weekly and daily grids update automatically every 20
seconds, so any bookings made by others will be apparent. Booklt can
run minimised on your desktop and it will be accurate.

Bookings may be duplicated by Dragging and Dropping. Click and
hold the mouse button down on the session to be copied, move to the
desired session and release the mouse button.
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To make a booking...

Click in any free session to bring up the update form.

The update form will have different fields depending upon the options
that have been set by your administrator. A variety of options are shown

below...
G2 Monday 24/05/10 Period 2 E
X Cred || This is the simplest possible window,

simply requiring a user code or name.

Gereral

Blank the Uszer to remove a booking

Person booked for [User): Blank Out the User and C“Ck OK tO
delete a booking.

G2 Monday 24/05/10 Period 2 [v o |
o Cancel
Group:
General .
If shown, is mandatory
Blank the User ta remove a booking .
Allows summaries of usage to be
Perzon booked for [Uzer): || J
— made, based on class groups.
Dept: J ’ Dept_
If shown, is mandatory
<EXRRC Tl 2 lockue Allows summaries of usage to
\ be made based on departments
(typically KLA’s).

The small buttons with (...) are lookup buttons allowing you to make a
choice for that field.

T A Browse the Staff File [

Locate Uzer Code: L. .

oo T [l ] 3 This is a user lookup window.

AC David GREEM

AD Arne TAN \\ I .

o o eeeTT When you see something like Locate User Code it means that you

B |teesaoum can click on the table and start typing the code you are looking for

b& Do bry and the table will automatically scroll to that line.

DS David SHITH

GC GraevgI GR&Y

GR Greg RUSSETT

GS Greg SMITH

HE Helen BROWN

Hw! Helen 'WHYTE

FG Peter GREEN

P Peter MARCH
J PT Peater TAWMNY

R3 Helen TAM

Ra Dravid TAWMNY
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Mm Proj Acer Tuesday 18/05/10 Period 2 E
Acer Multi-Media Projector ¥ Cancel
General
Blank the Uzer to remove a booking
Perzon booked for [User): |AR . Room: | Art]
Group: 08G
Dept: |ARTS
Mumber of s2zsions to book: 3 : r
™ Book all resources in this categary
<ESC> to cancel a lookup
Lib Space 2 Tuesday 18/05/10 Period 2 E
Man Fiction end o Cancel
General
Elank the User to remove a booking
Person booked for [User): |TOM
Group: |0g SOCED Room Freed: |55|

Dept: |SOSE [2000 characters max)
Reason: | aboriginal Cultures assignment with Deb
[Required)

-/

<ESC> to cancel a lookup

/

/

Stored Memos

Room Can be useful if a resource
such as a trolley of laptops moves
from room to room during the day.
Printable on a daily report.

Number of Sessions to Book
Will attempt to repeat this booking
for these sessions.

It will not over-write other people’s
bookings.

Book all resources in Category:
If you check this, booking one
resource will book every single
item in its category.

Room Freed

Used to denote a room freed up
by the group going to a resource
area such as library or computer
room.

Reason

This field can be given any label
by the Booklt administrator. It
can hold up to 2000 characters.

If this pencil button displays it indicates that there are stored memos for
this category of resource (in this example, the library spaces)
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Using Stored Memos

Pl SN R

18f05/10 Period 2

Tuesday

Lib Space 2

a0 !! Accept |
x Lancel |

Using Import From Library,

a saved memo can be

Import From Library | imported
Save ta Librany |

2000 Char's Max Right Click for Editing Options

Library Class Areas

temao Mame

Topic Details

@ Selectl MK Cancel |

Reazomn:
[Reguired]

Ater school homewark group - Click select on one of the
memos
It is imported...
L S Y

Tuesday
18/05/10 Period 2 Lib Space 2

|Aﬂer school homework group it ! ! Accept |
x Cancel |

Impart Fram Library |
Save to Library |

2000 Char's Max Right Click for Editing Oplions

It may be further edited, then Accepted.

After school homework group -

Maths - 7 ¥r 9 students

Memos can be imported consecutively. A new import appends an
existing memo.

© CaRob Computing
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Save to Library
ry Memo ‘ | pgome

Wednesday
19/05/10 Period 2

Topic: -
Number of students: / focept
Resources required:

Library staff needed? Y/N x Cancel

Lib Space 2

Other Detail:

Irport From Library

Save to Library j\. ~ I'his button may be displayed if the

| category has been configured to allow
i it.

2000 Char's Max Right Click for Editing Dption

An edited memo can be saved back into the memo library as a new

memo.
Password Entry N
This category requires a p d
EnterPassward: [ A password may also be required.

o 0K
<Esc> to Cancel -

The new memo must be given a unique name.

-

-
Save memo to library

Library Class Areas

temao Marme:

Topic Details

| X Cancel |

e

Enter a name, press <TAB>, then save.
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In summary:

Laptop 01 Wednesday 19/05/10 Period 3 o 0 Double click a session to bring up the update
X Cancel form

Blank the User ta remove a booking

Person booked for (User); |GC . Room: |N1[I

G | gg INDO

Dept: |LOTE (2000 characters max)

Resson: [Kids books i f

Fill in the details

Click OK

HesoulcemJﬂl Library Laptops :- Laptop 01 3

WEBHBBJI:“H y Kide booke GC 09 Iiz[;o LOTE
O | e
Peid | | | | | |
Period s[ H ][EE-I]S INDD " ”ﬁl:-us INDD }
period 4| | | | |FrEos w0 |
Peied | | | | |
= | | | | |
s | | | | |
s | | | | |

92| |

Your new booking will appear on the grid as a yellow cell. Within twenty
seconds, all Booklt programs on the network will display your booking.

To remove a booking, clear the User field on the update form and Click
OK.
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What if someone changes my booking?

Passing the mouse pointer over that session shows an eraser.

»”

Resource JﬂJ:“ Library Laptops :- Laptop 01
_ HB 09 MEDIA ARTS Changed
weekis ||| Video assignment bookings appear
Blue Week G4 pale ye“OW
17705710 18/05/10 19/05/10 20/05/10 /05710
Mon 2 Tue 2 Wed 2 Thu 2 Fri 2

= | | |2

|
Period z[ H H H ]
Period s[ H HHB—I]S MEDIA %/{ HEC-I]Q INDD %

| u u u oo

Book It maintains a log of all changes to any booking.

You can see what the previous booking was by right-clicking on the entry.

Beooking History - Click on table to close window

Original Booking

09 MEDLA ARTS 22105010 &:59PM Tom BISMARCK

This window will appear, showing the original booking, what it was
replaced by, and when.

The window stays for twenty seconds, but can be closed earlier by
clicking on it.

This window will show all changes to the booking.

If a colleague wants to over-write a booking, they leave evidence. This
usually prevents unauthorised changes.
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Linked Resources

Sometimes a bookable resource such as a projector belongs with another
bookable resource such as a room.

The Booklt administrator can set this up.

In my example, the Glassroom houses an overhead projector, both
separately bookable in Booklt.

If I make a booking for the Glassroom, a tab appears - Linked Bookings

Glassroom

o 0K

X Cancel

Monday 24/05/10 Period 2

General | Linked Bookings |

Blank the User to remove a booking

Click the tab

Perzon booked for [Uger): ICG

Grove: |12 LIT

B
_l Foom Freed: I 55|

iV

Dept: |ENG [2000 characters max)
Reason: | video screening
[Required)
Glassroom Monday 24/05/10 Period 2

v 0K

M Cancel

Double-click the item to

General Linked Bookings |

Book the tagged rezources also

book it along with the
glassroom.

Double-clicking will

Resource

Information. .

b Proj Acer, category Library A%, is already booked

You must go to it directly to overstite this booking

Already booked b s
alternately activate and de-

activate the linkage.

Double-click to tag or untag

Tag Al |
Untag Al I

If the linked resource has already been booked, that booking is not over-
written, and a message displays, similar to...

Booking Details: BKD
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Book all resources in the category

A resource may be part of a group where the whole

DResources group is required to be booked.

ElAppointments E
ElArt Audio Yisual —
=B arbecues
EllComputer Rooms
EConference Centre

For example, all AV equipment.

Booklt allows the booking of the whole group simply by
booking one.

This option must be set up by your Booklt administrator.
—[=DigCam Cyber-5hot
—t=DigCam Olympus
—[=MM Proj HEC
—=Mm Proj Acer 4
—=-0HP Elmo -
—=AidCam1 Small

—[ZYidCam? Small
—[=YidCamDigitall
—=AidCamDigital?
—=¥idCam Flip 1
—=YidCam Flip 2
—=idCam Flip 3

Call up any one of the items to book the them all .

DigCam Cyber-Shot Monday 24/05/10 Period 1 ’E
2 Cancel

Gieneral |

Blank the User to remave a booking

Person booked for [User |DS | Room: IMEdiﬁ

Groue 1410 MEDIA

Dept [ARTS = This example wants them for a
double session.

Murnber of sessions to book: 2 % r Aw
¥ Book all resources in this category

w

e — Check to book all.

If someone else has already booked one of the items, their booking will
stand, but you will be notified with a message.

DigCam Cyber-Shot  DigCam Olympus MM Proj NEC Mm Proj Acer OHF Elmo YidCam1 Small YidCam2 Small
foriod 1|DS-IOMEDIA | [DS-I0MEDIA  [DS-10MEDIA | DS10MEDIA | DS-10MEDIA | DS-10MEDIA  [[DS-10MEDIA |
Period 2 DS-I0MEDIA | [DS-10MEDIA  |DS-I0MEDIA | [DS-10MEDIA | DS-10MEDIA | [DS-10MEDIA | DS-10MEDIA |

This shows all AV equipment booked with the one booking action.
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Recurrent Booking

The Booklt administrator may have allowed recurrent bookings on some
categories of resource.

A recurrent booking is one where one booking is repeated at regular
intervals on the timetable or on a daily basis.

If Recurrent Bookings is activated,

' Ok
— the booking form has an extra tab.

Glassroom Monday 7/06/10 Period 1

General |Recurent Booking | -
Elank the User to remove a booking

Perzon booked far [User]: | CB

Group: READ Room Freed: |S6
Dept: |ENG [2000 characters max]

Reason | Intensive sessions 1
[Required]

Selecting the tab gives you several options.

General Fecurent Booking The booking may be
— repeated based on
the timetable cycle or

|lze thiz to repeat the cument booking
on a daily basis.

-
" Repeat same session each timetable cycle % iRepeat same session each dayi

Unil Diate: 770672010 Either option may be
Pra— until a designated
. Wumber of Booki B occumences 5
o : . date or for a specific

number of occurrences

This example shows a resource booked for 5 consecutive days.

7/06/10 8/06/10 2/06/10 10/06/10 11/06/10

Mon 1 Tue 1 Wed 1 Thu 1 Fri 1
Period 1 lEB-FIEAD “EB-HEAD "EB-HEAD “EB-HEAD "EB-HEAD ]
Pered 2| H II H II |
— H II H II |
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LIBI Monday 240510 Period 2 Take care with combinations
Fiction End Aance

General |Recunent Boaking |

Elank the User to remove a booking

Person booked for (Usa} |1 .
Group: (g7 S0CED Finom Fraed
Dept: |SOSE

Mumber of sessions to book: 1 M &l day <
-
[¥ Bock all resources in this categorny e

This is a bad combination

<ESC> to cancel a lookup

7 sessions
General Aecurent Booking

4 resources

Use this ta repeat the cuirent booking

" Repeat same session each timetable cycle * Repeat same session each day

Untl Date 25/06/2010 \
[ - ‘ ™~

or, Number of Bookings ¥ OCCUMENCEs

each day for a month, say 24 days

This will result in 7 x 4 x 24 = 672 bookings
Booklt will do this perfectly, but you might not want it!

Booklt Administrators should take care when setting these options that
they are really necessary, because careless use of the combinations can
pepper the booking sheet with un-required bookings.

Undoing these bookings

LIB1 Monday 24/05/10 Period 2 v 0K
Fiction End M Cancel

General | Recurrent Booking |

EBlank the User to remave a booking

Peizon booked for [User) ‘

e o7 socen [ Roam Fezct Call up the original booking

ept: . - . .
e [SOSE = Reset the options used originally, including
MNumber of sessions to book: 1 ¥ Al day the Recurrent SettingS

¥ Book all resources in this category

Blank the User field

<ESC> to cancel a lookup

Click OK

Booklt will remove all bookings within those parameters that were in the
original user name (GR in this example). It will not remove bookings in
other user names.
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Printable reports

Booklt has many summary reports
They are indicated by a Print button in different areas of the program.

<

For example, if you want a printout that relates to bookings for a day, then
go to the print button on the Daily View window, for a week's bookings, go
to Weekly View window.

Print one day's bookings

Computer Rooms

7/06/10 Rooms Freed 4‘ 3 Select from a range of options,
Print Selected Resources' Bookings inClUding printing rooms freed
Double Click to select/deselect All Resources' Bookings tOday.
Resource Print ﬂ Resources vertically
il Ilg : _ Gird Height
G11 ~ Deszelect All Flip Selection " Single Spaced

& Double Spaced Read the prompts and experiment

&§ Table Format <&@ Table Format yourself'

Columnz Per Page
3 (8

Grouped

@ List Format

" byResource % by Session

™ Print Only Sessions with Memos
¥ Print Memo

Report Preview

4 Report Preview - [‘:' (=] é,l
File View Zoom
= ﬁ “ Page: [1 Acrogs: |1 Diowre: |1 Zoom: |Page Width :
West Coast S.H.5.
Computer Rooms G2 Week: 14 Blue Week
Mon Wk 2 Tue Wk 2 Wed Wk 2 Thu Wk 2 Friwk 2
3/05/10 4/05/10 5/05/10 6/05/10 7/o05/10

Period 1 TKN LMB

11 BUS - S05E 10 ENG PLUS - EMi
Period 2 TKN GGL WSM

10G - S05E 10E - S05E 09 CPUB - IT
Period 3 mw CHND ZTC WHC WSM

11 VCAL - VCAL 09E - S05E 11IT-17T 10F - OTHR 09 CPUB-IT
Period 4 ZTC TKN ZTC KRV WSM

11IT-1IT 11 BUS - 505E 111IT-1IT 08F - SO5E 09 CPUB - IT
Period 5 ESC 15D VEM ZTC

08A - 5CI 10G - OTHR 09E - TECH 11Im-1IT
Period 6 S5M VEM VSR ZTC

11 MA METH - MA 09D - TECH 09E - MATH 11IT-1IT
Lunch Time
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Report Preview Options

& Report Preview
View Zoom

Pages to Print... FA Pages to Print g
= oo "' =|
Print | Pages to Print: 12
Save As...
Ok | LCancel | H
Exit
Lotk Hi!

10 6:320M

Pages to Print
You may choose any specific pages to print
eg 2 for page 2 only

2-5 for a range of pages

2,4,6 for specific pages

Then click Print

Save As...
A variety of file formats.

These formats will request a filename from you.

 Save as HTML File =5
OO <[+ Computer + MIRROR (C:) » Booki3 + - [ 3 || Search Bookir2 £
File name: Room G2 -
Save as type: [HTM - i
~ Hide Folders i
The HTML will create the file.htm in the bookit €| Room G2 HTM

. Room G2_Files

., Room G2_Images

folder plus a subfolder of similar name containing
individual pages and another folder with any
images.

Disclaimer

Because of the impossibility of catering for the potential structure of report
content, reproductions in other file formats may not be perfectly rendered.

Other options are quite obvious.
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Chapter 5

Email
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What email can do

You may configure an email to be sent when a booking is made
* to the person represented by the user name of the booking
e to another contact person identified for that category of resource.

You may configure emails to be sent prior to the time of the booking

e to the person represented by the user name of the booking
e to another contact person identified for that category of resource.

Email capacity is configured for specific categories of your choice. You
will not want email for many of your resources.

Sample screen shots

When a booking is made

Email the user

From: BookIt automatic mailer Sent: Wed 26,/05/2010 9:34 AM
To: Tom CRESSWELL
Cc Technician
Subject: Eooking Motification
2 bookings made for Tom CRESSWELL (]
Date Session Resource/Item Class Dept/KLA Reason:
Thu Wk 1 27/05/10 Period 1 G2 12 PHYSICS SCI
Thu Wk 1 27/05/10 Period 2 G2 12 PHYSICS SCI
Bocked on 26/05/10 at 9:33AM Logged on user: Tom Computer: BISMARCK
West Coast 5.H.S. ihis]mes=analhias ';F:a”s:ed": ::tar:g:f;t AUt arieiiarieg Booklt! by CaRob Computing
-
Email the user if their booking is changed
From: BookIt automatic mailer Sent: Wed 26/05/2010 9:33 AM
To: Tom CRESSWELL
Co
Subject: EBooking Alteration
a
Booking Alteration for Tom CRESSWELL - May 26, 2010
A booking in your name has been over-written in the name of FRED
Resource/Item: G2 Date: May 26, 2010 Session: Period 5
Booking amended on 26/05/10 at 5:32AM Logged on user: Tom Computer: BISMARCK
" This message has been sent by BockIt Automatic Mailer = .
West Coast 5.H.S. < i CE aply BookIt! by CaReb Computing
-
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Email another when the booking is made

From: BookIt automatic mailer [tom@carobcom.com] Sent: Wed 25/05/2010 11:44 &AM
Tao:
Ca Technidian
Subject: Booking Motification
Booking made for Tom CARSWELL
Date Session Resource/Item Class Dept/KLA Reason:
Wed Wk 1 26/05/10 Lunch Time G1 - Comp Room 08 SOCED SOSE 1
Booked on 26/05/10 at 11:43AM Logged on user: Tom Computer: BISMARCK
West Coast 5.H.5. This message has ';f::sz?: ﬁ:ﬁ‘::'ﬁ:t ButombelHailey Booklt! by CaRob Computing
Prior to the day or on the morning of the booking
Send reminder to the user
From: BookIt automatic mailer Sent: Wed 26/05/2010 11:18 AM
To: Tom CRESSWELL
Co
Subject: TMC Booklt reservations: Wednesday 26/05/10
Casual Bookings for Tom CRESSWELL - Wednesday 26/05/2010
Resource/Item Session Group Dept Room Room Freed Other info 1
G11 Period 2 07C MATH
G11 Period 3 07C MATH
West Coast S.H.5. This message has ';T::szeé‘: ﬁ:tar::ﬁt Automatic Mailer Booklt! by CaRob Computing
Send reminder to another
From: BookIt automatic maier Sent: Wed 26/05/2010 10:23 AM
To: System manager
Cc
Subject: Booking Motifications for Wednesday 26/05/10
Bookings notice for System manager - Wednesday 26/05/2010 M
Resource /Ttem Booked by Session Group Room Room Freed Other info
G1 - Comp Room CLT Period 2 07H
G1 - Comp Room WSM Period 3 09F
G11 Iw Period 3 10D
G2 W Period 3 10D 1
G1 - Comp Room CLT Period 4 10A 1
G1 - Comp Room LND Period 5 11 VCAL
G2 ZTC Period 5 12 MA METH
G1 - Comp Room LND Period 6 11 VCAL
West Coast High School This message has ';Ie:a"s:?: ::tar:::f:t Automatic Mailer Bookit! by CaRob Computing
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Configuring Email

Activate it

Setup Menu > Operational settings

A Cperational Settings lﬂ
Passwords
Admin Password: | I | Require Passward to use Windows Booklte _
(Required) Stait P | X cercel |
[~ Staff Code on a booking must be chosen from a list of staff Check. this box if you wish to contral staff names

v Group for a booking must be chosen from alist of class groups  Check this box to ensure tight control of gioup

oh the bookings. If in doubt, leave unchecked.

niames on the bookings. IF in doubt, leave T|Ck th|s bOX
inchecked
W
v Activate Email It ed, &t the reguired options on each categon's Email tab
-
MetBookt
NetBook/t URL:

||
I Disallow Windaws Bookings [staff must use NetBooklt] Test Web Link

Configure Email

Setup > Email Configuration

-

Port: ,f usually 25

g Email Configuration l = e )
Email iz Activated 511
Current Settings
Donair _ This window
Email Server.  smtp.poursite. edu. au
Part: 25
Authorised User: ° Disp|ays your settings
Default User:  authuser@yoursite. edu. au ° A”OWS you tO edlt them
. Sends a test message
Send Test Message | ‘
[ = SMTP Email Cn:'lfguration == $1 Actual settings
¥ Activate Email v 0K
Damain: | eq: provider.net.au XM Cancel Domain
Server: |smtp.yoursita.edu.au eq. smitp.provider net.au Usua”y not Cr|t|Ca|

Default User: |authuser@yoursite. edu.au

Email &uthentication

Authorised User Account Mame:

If email zerver requires authentication. Otherwize leave blank

ah email addiess to use az

sender on automated emails Server and Por.t
The name of your email server and its port.
SMTP mail defaults to Port 25, but yours

Paseword

—

Test Message ta

Name: |Tom

A perzonally eonvenient address to which you can send the test meszage

may be different.

Default User
This is an account to attach to an email as
a sender. Enter a valid email address. [f

Email: | tom@Eyoutksite. edu. au

blank, emails may be treated as Junk mail.

||

Authorised User Account Name
General email usually does not require an
account name in order to accept an email.

Managed Servers such as Edumail in Victoria will not accept email
unless it is from an authorised user with a password. In this case, you
must enter an account name and its password.

© CaRob Computing
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Depending on how the server is configured, the account name may simply
be the name e.g. tom, or it may be the full account name tom @ edumail.
vic.gov.au. It is matter of trial and error in this case.

Send Test message

Once you have settings entered, Send a Test Message. It will send a
simple message to the Default User.

From: BookIt Configuration Sent:  Wed 26,/05/2010 9:06
To: Tom

Cc

Subject: Booklt Test Message

This message has been sent from the BookIt Configuration Window

Please do not reply

You receive no feedback from Booklt if there are faulty settings. If your
settings are correct, you get the message, otherwise not.

Select each category requiring email and edit the settings

A Update Resource Category Details Iﬁ
Riecord will be Changed v Ok Resources > Resource Activities
Resource Category Mame: | Computer Fraorms H Cancel

[ Mot all daps have same number of sessions of session names

MNumber of Sessions per Day: | 8 5] 99 max The email tab will be visible

Default Session Mame: | Period

Required ltems | Optional ltems | Cohstraints | E stensions | | Password  Email Options | ) .
Tick the options you prefer
Email to pereon making the booking I
[+ Email imrmediately when a booking is made in their name .
[+ Email them just befare the booking date These emails are sent by
L | Booklt or NetBooklt when
Ernail & copy of the boaking ta anather persan bookings are made.
[+ Ermail when a booking is made
W Email them just before the backing date These emails require BlMailer
[+ Permnanent bookings as wel as casual <€ - I to be configured in Windows
EmaitoMName:  [Techrician Task Scheduler
Email address: [ techol@yoursite, m.edu, au
See next page for BIMailer

Examples of another person to notify include

¢ A hall attendant
e A lab technician for science
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BlMailer.exe

A utility that can be scheduled in Windows to notify users via email of
their bookings on that day.

BIMailer run, sends any emails that have to be sent and closes itself.
You are unlikely to see anything when you run it.

IR e NN, 0 W

File Action View Help

=B HE

@ Task Scheduler (Local)

= R Name
b [ @ Task Scheduler Library

L& BIMailer

BiGoogleUpda...

Actions
Task Scheduler Library -
E Create Basic Task...

Status Triggers

Ready At6:15 AM every day
Ready Multiple triggers defined

| © Create Task...

[@ Exaiter Properties (Local Computer) 2 ‘ ==
s —
General | Triggers | Actions | Conditions | Settings | History |
When you rcate s sk you cam specity the conitons that il rgger he task. Use Task Scheduler in Windows Administrative tools
: e - to schedule BIMailer to send emails at a time you
rigger etails tatus
Daily At6:15 AM every day Enabled Choose, e.g. 6 am each day
r
Edit Trigger 1 — (ot S
Begin the task: |{On a schedule .]
Settings
© Opetime | Stat: 2005200 @~ 64500AM |2 [ Synchronize across time zones
@ Daily
Edit.. D .
/U e .
© Monthly |
0
I
Advanced settings I
|
[C] Delay task for up to (random delay): |1 hour I
[] Repeat task every: |1 hour for 5 durstion of. |1 day i
Stop all runni ng tasks at end of repetition d uration I
[ Stop task if it runs Jonger than: 3 days il
- - i
[ Expire: [24/05/2011 114340 AM | Synchronize across time zones
i
Enabled !

Command line parameter

Running Blimailer.exe looks for bookings on the same day.
You may however get it to look ahead with a command line parameter.

BlIMailer.exe 1 will look 1 day ahead, and send tomorrow's bookings, so
this could be set to run late in the day to give tomorrow's notice.

BlIMailer.exe 2 will look 2 days ahead, etc.

Task scheduler will accept the parameter.

7| bimailerbat - Notepad (=l [meum

Alternatively set up a batch file in the Booklt folder for task scheduler

Filer Edit Format = View - Help to call.
BIMailer.exe 1 -
4 3
Lnl,C
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Days with different structure

What's it all about?

F ™8
A Update Resource Category De‘lziils [ro— —— ﬁ
Fiecard will be Changed o 0K
Resource Category Name: | Computer Frooms K Cancel

I Mot all daps have same humber of sessions or session names When you set up a (_:ate.gory of
Mumber of Sessions per Day: | 8 21 99max < resource, a key Set“ng is Number

Diefault Sexzion Mame: | Period . of Sessions per Day

Until Booklt 3, this value has been assumed to apply to every day of
the week. However this is a nuisance when one day has more or less
sessions, or the sessions are the same number but different name.

In Booklt 3, a new option has been introduced.

5
rA Update Resource Category Details [ — —— ﬁ
Fiecord wil be Changed o oK This is the ability to say that some
Resource Category Mame:  [Computer Rooms ancel || dayS are different.
¥ ot el SV SamE number Of Sessions Of SEs3i0n Names
Mumber of Sessions per Day:. | 8 = Lalgzst number of Sessions on any day (39 max) When this is ticked, the prompt on
Default Session Name: [Period the number of sessions changes
slightly.

You now set the maximum number of sessions on any one day.

This causes a couple of changes in the Resource Window:
Instead of Session Names, this table is named Default Session Names

i T _— - 1
/A Browse the Resources - o ‘- . ‘ M
16 g 7 H
E.d 7" ?
1
Categonies of Resource
Category Sessions| Disfault Session Mames —— Specific Resources in Category
Appaointments 13 Mo | Session Mame Exclud Fesource
Art Audio Visual a [ vl
Barbecues 2| Period 2 | I |2 |52
Computer Rooms g 3| Period 3 u ¥ |3 G
Conference Centre E 4| Period 4 ml
! CRC 3 5| Period 5 N
Dirama Centre 8 Bl Period 5 -
| First &id Kits 9 7| Lunch Time v
LapTop Tralley & 8| After Schoal il
Library A4 g
| Library Class Areas g
Library Computers & Other 8
Library Laptops 8
I Marauee 1
g Inzert | A Change | mm Delete |
Duplicate Categary... | A Change | Fearange. . |
Erint Category Summaries | Set Daily Session Mames | + EI - et &lpha
A

A new button appears Set Daily Session Names

Default Sessions

These sessions are used as a pattern that can be used on the other days
or would be used for weekends that have no explicit sessions set for
them.

You must now set each day's actual sessions using the bottom button.
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Click Set Daily Session Names button

In this example, the timetable structure is 10 day, so this table shows all

10 days, with no session names.

Every day must be given a session structure by placing names in the
cells.

Cells may be blank
So if a day has no period 6, it can be left blank.

The buttons above each day will assign the Default Sessions to that day

-
Session Structure

Category: Computer Ree i 511
MonWk1 TueW WedWk1 \huWk1 Friwk1 Mon'wWk 2 TueWk?2 WedwWk?2 Thu'wk2 FriWwk?2

UseDefault> G | _| -'1-‘ &l &l &l &l &l &l

Sestion 1

Session 2

Session 3

e w

Seszion 5

Session &

Session 7

| | | | I I | I | |
| | I | I I | I | |
| | I | I I | I | |
Session 4| | I | I I | I | |
| | I | I I | I | |
| | I | I I | I | |
| | I | I I | I | |
| | I | I I | I | |

'Smiunﬂ-

l s ave 2 Default > | m m] m M [ M= M= M= (e

Yellow Week Blue Week

~

and is usually a good way to start.

In this screen shot | have clicked the Use Default button above each day.

r
S n Struct z I . F
25510 ructure  S—

~

Category: Computer Rooms 9

MonWk1 TueWk1 WedWk1 ThuwWk1 Friwk1 Mon Wk 2 Tue Wk 2 WedWwWk2 ThuwWk 2 FnWwWk 2

wevsat> @] @] &l &l &l & &l &l &

Session 1 [period 1 [Period 1 [Petied 1 [Feriod 1 [Period 1 [Period 1 [Period 1 [Feriod1  |[Peried 1 [Periad 1

Session 2 IFEriud 2 IFEriud 2 IFEriud el IFEriud el IDEriud ed IDEriud ed IDEriud 2 IFEriud 2 IFEriud 2 IFEriud 2

e w

Session 3 |Period 3 |[Period 2 |Period 3 [Period 3 [Period 2 |Period 3 [Period 3 |Period 3 [Period 3 [Period 3

Sezzion 4 IFEriud4 IFEriud4 IFEriud4 IFEriud4 IFEriud4 IFEriud4 IFEriud4 IFEriud4 IPEriud4 IFEriud4

Session 5 IFEliud 5 IFEriud 5 IFEriud 3 IFEriud 3 IFEriud 3 IFEriud 3 IFEriud 5 IPEriud 5 IPEliud =] IFEliud =]

Session & IFEriud & IFEriud 3 IFEriud 6 IFEriud 6 IDEriud 6 IDEriud 6 IDEriud & IFEriud & IFEriud & IFEriud &

Session 7 ILunch Time ILunch Time ILunch Time ILunch Time ILunch Time ILunch Time ILunch Time ILunch Time ILunch Time ILunch Time

I Session 8 IAhEr Schoo I:"-HIET Schoo I:"-HIET Schoo I."-Hter Schoo INtEr Schoo INtEl Schoo INtEl Schoo INtEl Schoo IPitEl Schoo I}'-\hEl Schoo

Dsoeastetsits | wm|  wm|  wm] wm| m] wm| wm| m|

Yellow Week Blue Week

Now | can edit those days that are different.

| will assume the following

e Thursday afternoons are Sport and there is no lunchtime on those
days.

* No after school on Thursdays or Fridays.

e Assembly instead of Period 1 on Monday Week 1
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I'—Sessicm Structure ' l I-l_ F )
Category: Computer Rooms 9
MonwWk1 TueWk1 WedWk1 Thuwk1 Friwk1l HMonWk2 TueWk?2 WedWwWk2 ThuWwWk 2 Friwk2
|Use Default » il il il il il il il il il il
; Session 1 |pssgmh|y |Period 1 |Period 1 |Period 1 |Period 1 |Perind 1 |Period 1 |Period 1 |Period 1 |Periad 1
Session 2 [EEEEE]  [Feriedz  [Peried 2 |Peried2  |Peried 2 |Peried 2 |Peried 2 |Peried 2 |Peried 2 |Paried 2
i Seszion 3 [Period 3 [Peried 3 [Period 3 [Period 3 [Period3 [Period 3 [Period 3 [Period3  [Period 3 |Period 3
Session 4 [Pericd4  [Period4  [Period4  [Peticd4 [Peried4  [Period4  [Period4  [Period4  [Periad4  [Peried 4
Seszion B [Period 5 [Period 5 [Period 5 [Sport |period 5 |Period5  [Period 5 [Period5  [Spart |Periad 5
Session &  [Period 6 [Period 6 [Period6  [Sport |period & [Period 6 [Period6  [Periad6  [Sport |Pericd &
Session 7 [Lunch Time [Lunch Time [Lunch Time | ILunch Time [Lunch Time [Lunch Time [Lunch Time | |L|.|nchTin'|E
| Session 8 [ajter Schoo [Alter Schoo [Alter Schoo | |Aiter Schao [After Schao [After Schao |
I Save as Default » LI _I _I _I _l _I _l _l _l _I
Yellow Week f " Blue Week
i

The buttons at the bottom allow you to replace the default sessions with
the sessions above it. There is no special reason for this, but it may suit
you to be able to easily change your default sessions in this way.

Remember also that if a resource is weekend bookable, the default
sessions are used on those days.

Daily View

Wed 26/05/10

Day Week
[ 5
Yellow Week

Thu 27/05/10

Day Week
[ 5 7
Yellow Week

Wednesday (left) is
using sessions the
same as default.

G1 - Comp Room

) Thursday (right) 61 - Comp Room

Period 1 |ZTCA2IT Period 1 | ]

Perisd 2 | ZTCA121T shows sport, no Pericd 2 |

Period 3 | GEL-09F lunchtime or after Period 5 | WSHI-09F

Feriod 4 | VNN-07B school. Period 4 [ LNB-10A

Period 5 | TKM.OSE ['LND-11 vCAL

Period 6 | BEL-11 ACC sport [LND-11 VCAL

Lunch Time | CLT-08 SOCED ]
After school | ]
Computer Rooms :- 61 - Comp Room .
Thu Wk 1 Period 1 Weekly View
-
24/05/10 25/05/10 26/05/10 27/05/10 28/05/10 No session names display
Mon Wk 1 Tue Wk 1 Wed Wk 1 Thu Wk 1 Fri Wk 1 on the left of the grid as is
[ H J[zrc-u i " = J[WDG-IJQC l usually the case.
[ H J[ZTC_Q = [ J[VSR_,BE The session displays at the
[VRM-I]!]F " J[GGL-I]QF [wsu-uaF I[LND-H VCAL top when the mouse passes
over the cell
[LND-12 BUS " J[VNN-I]?B I[LNB-H]A "uw-uaﬂ l
[zn:-12 T I[END-H LS ”TKN-uaB [LND-11 VCAL [zn:-12 T
[ H J[GGL-H ACC [LND-11 VCAL [zn:-12 T
[ I |eromsocen | Z Cells with blank names in the
[ J[VRM_MF " ] — table above are not displayed
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Effect on Timetable templates

Sessions with no names do not display.

The session names do not appear on the left of the grid. Instead, a
nouse-over each cell displays its name.

Timetable Template Wind '
imetable Template Window /‘ .

Template: &1
Based on Categor:.  Computer/Reems qu

Lunch Time Fri Wk 1
MonWk1 TuewWk1 WedWwWk1 Thuwk1 Fn'wkl Mon'wk 2 TueWk? WedWk? ThuwWk? Fnwk?2
| ZTC 121T WDG (3G ZTC 121T GGL 11 ACC
I ZIC 1217 VSR 0SE ZTC 1217 WSM 106G ZTC 1217 ESC 08A GGL 11 ACC
i GGL 09F WSM 0SF LND 11 WCAL CND 12 LEGA KRV 09A CYJ 08D ZTC 1217
LMD 1Z BUS WNN OTB LNB 10A IIW 058 55M OTC CYJ O0TC MWYC OBB ZTC 1217

ZTC 1217 CND 115 TKN (5B LND 11 WCAL ZTC 1217 WDG 11 VCAL HYB 08C GGL 11 AGC

GGL 11 ACC LND 11 VCAL ZTC 12T MYC 08D GGL 11 ACC OMN 0TA

[

. Yellow Week Blue Week
>< LClear Existing

Template Usze Drag and Drop to copy identical entries

——

The session name also shows on the update form.

Timetable Template Window /
-

Tempiate: @1
Based on Category:  Computer Rooms

E 1

Period 3
Monwk1 Tuewk1 WedyM1 Thuwk1 Fiiwk1 MonWk2 TueWk2 WedWk2 ThuWk2 Friwk2

121 WDG 095G G 1217 GBL 11ACC

- - - ——— - ) ) 255121 ESCies ) Seracs
Ch: Re:
£\ Changing SEWIK ‘ — Cvioen  Zic 1217
i L
Pl wed Wik 2 MYC 08B ZTC 1217

x Cancel oL 114G
User, GGL 11 ACC OMN 07A

To delete 5 resarvation, clear the User field & click OK

Group: J
Dept: J
"=l ™ Locked |f cked, baoking is lacked to users [except administrator) :J
If Unticked, booking can be changed by users. The tmetabled booking
is thug negatiable

Blue Week
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Effect on BIShow

BIShow relies on knowing the time to dsiplay each session.
Thus, every session in the timetable cycle needs to have its time set.

(R W) S A R RS A S SR SN A N A

Tue Wk 1

w'ed Wik Period 1
Wwedwk 1 Period 2
Wed Wk 1 Period 3
whed Wik 1 Period 4
Wed Wk 1 Period 5
whed Wik 1 Period &
WedWwhk 1 Lunch Time
Wwied w1 After School
Thu'w'k 1 Period 1
Thu'wk 1 Period 2
Thu'whk 1 Period 3
Thu'wk 1 Period 4

Thu 'k 1 Sport

Thu'wk 1 Sport

Fritwik 1 Period 1
Fritadk 1 Period 2
Fritwik 1 Period 3
Fri'wik 1 Period 4
Fritwfk 1 Period 5
Fri'wk 1 Period &

)
Set Session Display Time

(1 2:00: 00
12 1
T: 45004
10:30: 00
117 500k

1:00:00PH

2:00:00F
1 2:00: 00
1 2:00: 00k
1 2:00: 00
1 2:00: 00
1 2:00: 00k
1 2:00: 00
1 200 00k
1 2:00: 00
1200 (0
1 2:00: 00
1 2:00: 00k
1 2:00: 00k
1 2:00: 00

M2:00:008M

r —
Category Sessional Display Times

Resource Category | Day| Day Mame | Session Mame | Time [ « 511
Appointments 1 Far 'k 1 Azzembly 12 00: 00k
Art Audio Visual 1 tan Wk 1 Period 2 945004
Barbecues 1 For Wik 1 Period 3 10:30: 004k
o . ] 1 tan wk 1 Period 4 11:15: 004k

anference Centrs 1 Mor w1 Period 5 1:00:00P B
CRC 1 |Mon'wk1 | Period6 ZN00PM e
Drama Cartre T |Mon'k1 |LunchTime  1200:004M 270510 %
First Aid Kits 1 For w1 After School 12 00: 00k
LapTop Trolley 10 |Friwk 2 Periad 1 1 2:00: 00k Display Time: | 10 5 #ec
Il:ilgral_l,l .é}v" . 10 | Fri'wk 2 Period 2 945004

ibrary Class Areas 10 |Fri'wk 2 Period 3 [10: 30: 00k R Reree 33
Library Computers & Dther 10 |Fiwk2 | Period4 11:15:004M View Size:
Hbral}' Laptops 10 |Friwk 2 Period 5 1:00:00PH Direction OF Scroll

arquee 10 | Fritwik 2 Period 6 2:00:00PK ~
Meeting Fiaom 10 |Fiwk2  |LunchTime  [12:00:004M @ lip @ v
Public Hire Facilities 2 |[Tuewk1 Periad 1 1 2:00: 004
School Car 2 Tue w1 Period 2 945004
Science 2 | Tue'wk1 Period 3 10:30: 004
Science Pracs 2 [Tue'Wwk1 Period 4 M1:15: 004
Surfboards 2 [Tue'wk1 Period 5 1:00:00PH
“White Boards (Mobile) 2 Tue Wk 1 Period 6 2:00:00PK

2| Tue'whk1 Lunch Time 12 00: 00k
2 After Schaoal

Copy Settings for D ay: l_‘l

b Dray: |_3

Replicate

Copy Settings

Assuming that
your timetable
cycle contains
days that are
identical or nearly
S0, then this
feature allows you
to set one day
accurately, then
copy those times
to another day of
the cycle without
having to edit each
entry.

The screen shot shows Day 1 having been just copied to days 2, 3, and

10.

Different day structures and repeated bookings

Repeated bookings is an option on a category. If you repeat a session
over 5 consecutive days, there is no problem if the days are identical,
but when some days may be different, the resulting bookings may not be
what was wanted. So perhaps it is best not to enable this option if you

have different day structures.
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NetBookilt (if purchased)

In the weekly view, no sessions display on the left, but a mouse-over on
the Update button shows the session.

Make a booking Report

West Coast S.H.S. BookIt!

M Mon Wk 1 Tue Wk 1 Wed Wk 1 Thu Wi 1 Friwk 1
T 24/05/2010 25/05/2010 26/05/2010 27/05/2010 28/05/2010
Computer Rooms
[upDate] [upDate| | ZTC [upDate]  WDG
G1 - Comp Room = e Y02l 1roc OTHR
Datel Date| | ZTC pate| | VSR
L. oo T
VRM GGL WSHM LND |
Upl
09F TECH @_mr SOSE 09F ENG 11 VCAL VCAL
[ Tue Wk 1 Period 3 |
Yellow Week LND T —— LNB W
12 BUS SOSE 07B MATH 104 ENG 098 ENG
zic [ KN LND zic
[ Prev Week ] [ Next Week ] 21T IT 1115 SOSE 09B SOSE 11 VCAL VCAL 21T I
UpDate UnDate] || GGL LND fagd
[upoer] 11 ACC SOSE 11 VCAL VCAL 121 1T
[ak
Date,| Date| Date|
08 SOCED
e
Dats VRM Date
o
CaRob Computin. ersion: May 5, 201 om

| —

The update form also clearly shows the session

BooklIt!

G1-Comp Room

Tuesday 25/05/10 Period3
Category: Computer Rooms

Booking Details [
User: 1
Group: [Select..  [+]
Dept: [select... [«]
No. toBook |1 i
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Chapter 7

BIShow Utility
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What is BIShow?

BIShow is a separate program that displays current bookings for
a selected category of resource. The display will run all day and
automatically display the correct session.

It was produced in response to a need by some libraries to be able to
have a display in the foyer that guides students to their correct area.

How it Works

-
Category Sessional Display Times

-

-

Regource Categon |
Appaintrments

Art Audio Visual
Barbecues
Computer Roorns
Canference Centre
CRC

Drama Centre

First Aid Kits
LapTop Trolley
Library &

£33

Library Computers & Other
Library Laptops

Marquee

eeting Foom

Public Hire Facilties
School Car

Science

Science Pracs
Surfboards

White Boards [Mobile)

Mo.| Session

= O e L P — LT e

Lunch

Period 1
Period 2
Period 3
Period 4
Period 5
Period &

Tirne:
12:002M
12:004M

8:304M

9: 30k
10: 2044
11: 3540

1:20Pk

2:20P

Set Session
Display Time

<]

Date to Display Look up
2406110 =
Digplay Time: | 10 5 zec
Direction Of Scroll
" Up * Down

Yiew Size:

Highlight a category
Make sure sessions
that need to be
displayed have a time
against them

Set the display options

Click Display

The display runs in a single resizable window.

<ESC» Exit

Booklt! Display Sessions

-1

Mon 24/05/10 10:41AM

West Coast S.H.S.
Library Class Areas

Period 3

LIB 3

LR - 10 - LNJ

sociology

Glassroom - O7E - TOM

Astronomy Project - using book tub

You may choose to
display from one to nine
resources per screen.
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If the number of

[ <ESC> Exit Booklt! Display Sessions . & K
- - resources is greater
Ly West Coast S.H.S. than that displayed, the
@@ Library Class Areas screen will scroll at a
time interval set by you.
Mon 24/05/10 10:43AM Period 3 vy

LIB 3
LIB 1 - O9E - RRC
LIB 2 - OBA - NLJ

The display shows Resource, Group, User, and Other Information.

[ <ESC> Bxit Booklt! Display Sessions : - 2 = a
. West Coast S5.H.5.
%’L ﬂ' Library Class Areas
Mon 24/05/10 10:47AM Period 3

Glassroom - O7E - TOM
LIB 3

LIB 1 - 09E - RRC

LIB 2 - 08A - NLJ

LR - 10 - LNJ

If the number of displayed sessions is greater than four, the Other
Information does not display (as above).

The above image is set to 5 resources and the reason for the booking is
not displayed.

BIShow will update its information every minute, displaying current data
automatically.
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Setting up BIShow

Run the BIShow.exe program from inside your current
Bookit folder...

You could put a shortcut on your desktop if you use BIShow regularly.

A small main window (left) automatically opens a configuration

window (below), showing Resource Categories, Sessions and
%8 Book It Display [ = &J Display Times.

Yer 8 May 2010 ‘

Highlight the correct Resource Category...

Category Sessional Display Times g —

Rezource Category |
Appointments
At Audio Visual 5
Barbecues 1| Period 1
Computer Rooms 2| Period 2
Conference Centre 3| Perind 3

4

[

7

|

: Lunch

Date to Display Look up

24/05/10 =

CRC Period 4
[irama Centre Perind 5
Firzt Aid Kits Period &

LapTop Trolley Display Time: | 10 3] zec
Library A%

Library Cu:umputer& & Other LD I =
Libramy Laptops
Marquee
teeting R oom £ Up © Down
Public: Hire Facilities
School Car

Science

Science Pracs
Surfboards

White Boards [Mobile]

Direction OF Scroll

Diszplay

@ Set Session

Display Time

e — = — e

Highlight each session in turn, and enter a time for that session to
commence display...

i N
/A UpdateSession Display Time... - ﬁ Use 24 hour notation without
punctuation to enter times.

Library Class Areas

Session: 1 Period 1 For this example the time is
Time To Start Displaying Session: | 0830 zgtgrggAa'a 0830 but displays

Use 24 hr notation eq 1445 for 2:45PM

QK | Cancel |

Fecord will be Changed
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Any session whose time is left as 12.00AM will not be displayed.

In the morning, the session with the lowest time will display, even if that
time has not yet arrived.

In the afternoon, the last session will continue to display until midnight.

Mo | Name Tirne |
3| Recess 12:00: 004
G| Lunch 1200004
9| After Schoal 1200004
1| Period 1 2 45 00k
2| Period 2 9400 00k
4| Period 3 1030004
5| Perniod 4 17:45:004H
7| Perod 5 12:35:00PM
3| Period B & 25 00Pk

Ty

Set Sezsion
Display Time

For the settings shown here, Recess, Lunch and After School
will never display because their time is 12:00AM.

First thing in the morning, Period 1 will display because it is the
earliest.

These times have been chosen to display 10 minutes before the
actual session time.

So Period 2 starts at 9:50 AM, but the display changes to
Period 2 at 9:40 AM.

Similarly, Period 5 commencing at 1:45 PM, starts showing
before lunch at 12:25 PM.

Other settings

Date to Dizplay Look up

21003 A [ |

Display Time: | 3 El: TEC

Yiew Size:

Direction OFf Scroll

You may select any day, although the default is always the current day.

Display time refers to scroll time, and has no relevance if all your

resources fit on the one window. Maximum scroll time is 60 seconds.

33

i« Up  Down

Dizplay

View Size is how many resources are shown on the window, scrolling if
necessary to rotate through them all.

Direction of Scroll. Scrolling is not required and doesn’t occur if your view

size exceeds the number of resources in the category.
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Chapter 8

Installation and Data Files
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Installation

Existing Booklt2 or earlier users
e  Perform a full backup now
e Read pages 125 - 127

Perform the installation

e directly on to the server, or
* to alocal workstation. You can then copy the folder to a server
and create your own shortcuts

Setup Type LI

Setup Type
Select Install Type

Run BI3Setup.exe which you have probably
downloaded.

Please select a setup type

@ Full Installation

EES It Rl e Perform a full installation unless you have data in the
nstalls Sample Data - it will ovemide existing data f you have any. .
target folder that you wish to preserve.

() Install program files anfy
Installs Bookk program, MetBooklt, and several utilities

<Back |[ MNed> | [ Cancel

Destination Folder
Click Next to install to this folder, or click Change to install into a different folder.

Setup will place all files in C:\Bookit3 by default but
Fleceecrer e ocelon shereyou woud ot ntal e program. Yo iy bpe 2w over-ride this if you wish and install to a server, but we
recommend that you keep the folder name as Booklt3.

Install Booklt3 to

All files used by Booklt are in the one folder and
sub-folders. There are no hidden files, no files in the
Windows folders, and no registry entries. This means
to move Booklt on to the network from a local drive you
just copy the entire folder to the network.

Security Details Previous Versions
Shotet Place shortcuts on users' desktops to either Bl.exe or
% Bockk3 Booklt.exe

Target type Application
I Target location: Bookit3
Target: C\Book t 3'bookit exe

Start in: C\Bookt3

Shotout key:  Cid = At +|

fmm o i ") | Ensure that the short cuts have the 'Start In' section
~ entered.
Open File Location ] [ Change lcon... ] [ Advanced.. ]
[k [ coed | [ sm ||| !fNOt Bookit cannot find the data files.
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Converting from Booklt2 to Booklt3

Option 1 - Play it safe
Keep your Booklt2 and import data to Bookilt 3.

Install Booklt3. It doesn't matter whether you install sample data or not.

Run BIClose from the Bookit2 folder to prevent further bookings.
Perform full backup (Things can and do go wrong).

Run Booklt3

l Input/Qutput
Import/Export... » i

—— ’ Go to Backup Data to Single File

Restore Data from Single File

‘@ General Backup
Restore from General Backup

Choose the folder to back up - E ] Use the ellipses button to locate the
[CHBaoz folder where your Booklt2 data exists.

Data from this folder will be backed up

This copies all your Booklt working data into a single data file.
The file will be automatically named "BookltData yyyymmdd hhmm .tps"
The date and time are incorporated into the file name, making it easy to distinguish files created at different times.
For example: BookltData 20100708 1650.tps would have been created on 8th July 2010 at 4.50pm
Use it for a convenient backup
‘CaRob Computing may request a copy of this file if you have problems that need resolving.

The data file will be created in this folder:
C:\Booklt2

Note: This procedure does not save program files or image files. g save Data Click Save Data

Choose the folder to back up ..

[CABookiz J

Data from this folder will be backed up

This copies all your Booklt working data into a single data file.
The file will be automatically named 'BookitData yyyymmdd hhmm .tps"

The date and time are incorporated into the file name, making it easy to distinguish files created at different times. Note the name Of the Single ﬁle backup

For example: BookltData 20100708 1650.tps would have been created on 8th July 2010 at 4.50pm

Use it for a convenient backup in the Booklt 2 folder.
‘CaRob Computing may request a copy of this file if you have problems that need resolving.
The data file will be created in this folder: In this case BIData 201 0 05 29 1 024_tps
C:\Bookit2
Note: This procedure does not save program files or image files. § Save Data... That is BIData With Date and Time in the
Data saved to BiData 2010 05 28 1024.tps with 15 files f||e name.

Close that window

[Input/Output
Import/Export... 3 I
Backup/Restore... ¥ ' Backup Data to Single File

Restore Data from Single File

‘@ General Backup
Restore from General Backup

Go to Restore data from Single file
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A Restore from a BookltData file E

e e e | Before restoring: 9| If no-one else is using Booklt3 at this
and know what you are doing. - ensure no users are making bookings . . .
e S S stage, the Prevent Bookings option is not
- if you have NetBookit, run Windows Service Manager and Stop it |m portant

Select Prevent, click Apply and wait a minute before restoring

{+ Prevent Bookings ( Allow Bookings

Bookings are prevented

After restoring, select Allow and click Apply HoWeVer, When people are act|Ve|y USing
e T S Booklt, make sure you click Prevent, then
|C\BooKIZBIata 2070 05 201024 ps = Apply and wait a couple of minutes before

P e e e e restoring.
BEST TO MAKE A BACKUP FIRST.

QL s

Locate the BlData file in the Booklt2 folder

Click Restore

As 3 general rule restore ALL files efore restoring:- .
nesoiesmenener | I eatooting #|| You will see yellow progress bars as the
¥ Restore ALL Files -enaure nootharadminist,atérsara ruﬂﬂithooklt . restore iS occurring_ ThlS is the Book|t2

- if you have NetBooklt, run Windows Service Manager and Stop it . 3
T W N S data being converted into Booklt3 format.

(+ Prevent Bookings  (~ Allow Bookings

Bookings are prevented

After restoring, select Allow and dlick Apply

Select Backup File to restore from:

|C\BDUK\|2\BIData 201005 291024.4ps J

By You see files have been restored.

&L wone

If you Prevented bookings, make sure you
tick Allow bookings and the Apply button.

Your data should now be ready to work with.

Option 2 - Cold Turkey

Install straight into your working Booklit2 folder

This ensures all short cuts will still work.

Run BlClose from the Bookit2 folder to prevent further bookings.
Perform full backup (Things can and do go wrong).

Perform the Booklt3 installation
e Install to your Booklt2 folder
e Install Program Files only

Run BlClose to allow yourself access.

Run Booklt.exe

Your admin password will be unchanged

You will see yellow progress bars as data is updated.

Go to Utilities > Check Data Integrity to run a data check.

Both Options - see notes on Images and the Registration File next page
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4 || Booklt3
., Documentation
, Firsthid
. General Backup
J log
4 | web
. Images

» L. scripts

| styles

Converting From Booklt (pre Oct 2003 version)

Do a backup of the entire Booklt folder.

Use the Option 2 Install described on the previous page.

Run Booklt3 and you should see data conversion activity occurring
Run Utilities > Check Data Integrity

Images in Bookit3

m

| DigCamZa.jpg

Unlike earlier versions of Booklt, all images (company logo, images of
resources) must now reside in the subfolder web/images.

MName

| AcerMMProj jpg If you have existing images in the old Booklt folder, copy
i Blweblogo.gif them into here yourself.

57 bookit.gif

| carob.gif In Booklt3, go to the relevant resources and check the link
B close.png to the image is OK. Do the same for your logo if you use

your own.

i=| ElmoOHP.jpg

B heading.PNG

| sortdown.png

Rs| sortup PNG

i=| spacel jpg

5| WestCoastLogod.gif

Your registration file

The registration files are Client3.tps for Booklt and iClient3.tps for
NetBooklt.

When you receive your registration code(s), enter them from under the
File menu.

After you have entered your registration code(s), keep a backup of these
2 files. The Single File backup and BlBackup utilities do not copy these
files.

In Booklt1 and Booklt2, your company (school) name was located in the
encrypted file named Client.tps. In Booklt3 that file is not used.
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T% bi.exe

= BlBackup.exe
=4 BlClose.exe

= BIMailer.exe
ﬁ BiShow.exe

? bookit.exe
yNetBookIB.exe
ﬁNetBookItMgr.ae
ﬁ' Uninst_Booklt3.exe

Bookit Files

Booklt is supplied with 5 executables

bookit.exe - Administration + Windows Bookings

Bl.exe - Windows Bookings

BIClose.exe - Force Booklt shut down for maintenance
BIShow.exe - Scrolling display of Bookings

BIMailer.exe - Checks and send emails, call from Task Scheduler
BIBackup.exe - Performs rolling 7 day back up (also called from
Task Scheduler)

An uninstall program is also present.

All executables are installed during setup. Once set up on the network,
you may put a shortcut to Booklt (bookit.exe) or Bl.exe for users on any
workstation.

Users may be given shortcuts to either bookit.exe or Bl.exe. Bl.exe
provides no administrative functions and is the better program to provide
for users because there are less keystrokes and less options.

The .exe programs work only with the Booklt data in their own folder.
Thus you may have several Booklt installations, independently in different
folders, each unaware of any other.

NetBooklt files

The usual installation also includes:

e NetBooklt3.exe - Web server to Booklt (a Windows service)
* NetBookltMgr.exe - installs and un-installs the above as a service

Whether or not NetBooklt functions depends upon the presence of an
encrypted data file (iClient3.tps).

If you have purchased NetBooklt, you will have this file.
If not, CaRob may email it upon a purchase request. This is usually on
an "on approval " basis so you are not committed.

Network installation

Place the entire Booklt folder on a network drive. Ensure users have
access rights and shortcuts.

Bookilt is structured on a multi-user database. Data files have a .tps
extension. In Netware, flag all of them as Read-Write-Shareable

(RWSh). Program files are bookit.exe, Bl.exe and various .dll files. Flag
these as Read Only-Shareable (ROSh).

Place a shortcut to bookit.exe on users’ desktops either manually or
through the network user profile, making sure that you enter the correct
folder in Start In.
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On an Intranet

| Utilities | Input/Output

Remove Data... r
Edit Memos
.J?,’ Search Bookings
Rationalise Group Names
#  Check Data Integrity
Swap Booking Sessjons

NetBookit (best solution)

We recommend that you use NetBooklt. It is a browser based booking
system that works on the same data as Booklt, so your users have

the choice between browser based and Windows based booking.
Additionally, NetBooklt enables access from the internet if that capability
exists in your school.

Bookilt or Bl (second option)

Booklt cannot be called directly by a hyperlink. Instead, it must be
invoked by a batch file that sets the data location correctly.

This batch file can be created from Utilities Menu, Make Batch Files.

Run Bookilt in the correct location on the network
eg H\ADMIN\BOOKIT

Go to Utilities > Make Batch Files...
Click on the button in the window (below)

Bookit.bat and Bl.bat will be created in the Booklt folder. You may still
need to edit the batch files yourself.

Do thiz if you wizh to call Booklt from an Intranet 511
&, bwperlink, from a web page must be targeted at BOOKIT BAT or BILBAT

The batch files enzure Boaklt retains the current falder when called

by hoperlink. Calling EOOKIT.EXE or Bl.EXE lozes the data path, zo will not wor pr—g
Prezs the button to create the batch filez specific to pour current data folder J E_at-::h

In an HTML page place links such as:

<a href="h:\admin\bookit\bookit.bat"> Booklt! Full Program</a>
<a href="h:\admin\bookit\bi.bat"> Booklt! Booking Module</a>

Windows will ask the user whether the program should be run or
saved. They must click Run.
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Booklt’s Data Files

Bookilt is written with a database development language system called
Clarion. Clarion uses a proprietary data file format identifable by the
.TPS extension. Each physical data file holds one logical data table
together with its indexes.

TPS files cannot be edited directly with common tools.

However, sometimes it can be convenient to copy or delete them using
Windows Explorer:

Be aware that if you directly delete or copy these files, you are
bookdtl.tps risking data integrity, so make sure you do a backup if the data is
Booking tps important.

B calendar.tps

&5 Changelog.tps .

client3.tps If you make a mistake, you’re on your own.
Control.tps

datapath.tps

daylock.tps . . .

B dayname s To remove all existing bookings

dept.tps .

group ps Delete booking.tps change.tps

B iclient3.tps

“"kage-tps To remove all timetable templates

25 LockSess.tps

mem“b-tps Delete reserve.tps and template.tps

25| messagetps

messagel tps .

B Querytps To empty the log of booking changes
B8 Reservetps

(& reslink.tps Delete changelog.tps

=] resource.tps

Bl ResTypesps To remove all resource information
RTyMNam.tps

srefipe Delete reslink.tps resource.tps restype.tps rtynam.tps

Templatetps
Templatelist.TPS

B Upg Tes To remove all Group Names

Delete group.tps
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Recovering Files

TopSpeed files are very robust and problems are rare. However, power
glitches for example can partly corrupt files. A corrupt file is usually
indicated by the program not running, but showing a message saying that
C60TPSx.dll is having a problem with a file. The file is usually named.

This is ideally fixed by having a recent data back up from which to
restore. However this is not always possible.

TopSpeed provides a freely distributable utility called TPSFIX.EXE which
is part of the Bookilt installation. It is located in the folder C:\BOOKIT3\
FIRSTAID.

TPSFIX can work on a TPS file and repair it, copying it to a file with an
extension of .TPR.

This process does not always work if the header area of the file is
damaged, so a further measure is provided. All of the major Booklt data
files have an Example file in the FIRSTAID directory with an extension
.TPE. Given a .TPE file to work with, TPSFIX can tell what the file format
ought to be, and do its best to produce the .TPR repair file.

After TPSFIX has run the corrupt TPS file should be copied elsewhere
and deleted, or renamed, and the TPR file renamed as TPS. Then try it
with Booklt.

TPSFIX Example

Assume that BOOKING.TPS file in C:\Booklt3 is corrupted.

Run TPSFIX.EXE.

TopSpeed Database Recovery

Browse and locate your
BOOKING.TPS

Source (file to recover]

Filename: | C:\B00OKITHBO0KING. TPS

Password: |

Destination [rezult file]

The recovery file is suggested

. as BOOKING.TPR.
Filename: |I::'-.BEIDKIT3HBDDKING.TF'FE Browse..

Password: |

Accept this.

Help

| MHests | Cancel |

Press Next
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TopSpeed Database Recovery

Example Filz [optional)

Filename: | C:\BOOKIT3WFIRSTAIDYBOOKING. TPE

Password: |

¥ BuildEeys

Locale File [optional]

v Use Header [ UzeOEM flag

Browse.. |

Filerarme: |

¢ Back | Start | Cancel |

Help

Select Start

This screen appears asking for the
location of the exampile file.

Note that this is optional, but
recommended.

The Locale file is not used.

If the file is not corrupted, TPSFIX will tell you that it thinks the file is OK

and allow you to exit.

Warning

o]

In this check, Booklt checks the main data, but may not notice an
indexing error, so if you think the file is misbehaving in Booklt, continue

with the recovery.

TopSpeed Database Recovery

Page number: 11471 af 1141
Errors Found: 0
Lazt Error:

Recards recovered: 4651 aof 4651

NERRNNNNENERRNNN RN NN RR NN NEEEEI
Finizhed

Help | |

In this example there were no
errors but you would expect to see
something like :

Errors Found 10
Records Recovered 4645 of 4651

Remove the suspect Booking.tps (perhaps copied elsewhere)

Rename BOOKING.TPR to BOOKING.TPS.

Note that TPSFIX comes with its own Help file which can be referred to.
TopSpeed does not recommend using TPSFIX on files that are not

damaged.
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Updates to Booklt

Booklt continues to evolve with changes, improvements, bug fixes etc.
Check www.carobcom.com for a list of possible updates to Booklt3.
At the time of writing this there are none.

When there are updates, they will either be in the form of a compressed
(.zip) file or similar or an update executable (.exe).

It is best to do this at a time when Booklt activity is usually quiet:
1. Perform a general backup
2. Download the update into the Booklt3 folder
3. Run BIClose to force closure of all Booklt programs on the network
4. If you have NetBooklt, close the service
5. Extract the data from the compressed file (or run the update excutable)
6. Run BIClose to allow use of Booklt again

7. Run Booklt. Any data files that need converting will be converted. You
might see some popup file conversion progress windows.
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Index

.TPE 131
.TPR 131
.TPS 130
10 Day Timetable 28

A

Activate email 37
Administrator
booking capabilities 64
function 11
login 11
password 11
Associating templates with resources 58
Applying timetable templates 58

B

Backup and restore 78
Backup data
general backup 78
to single file 79
Backup program and data 78
Batch files for intranet link 71, 129
BlBackup 79
BIClose 64, 133
Bl.exe 66
Bl in kiosk mode
See Kiosk mode for Bl
BIMailer 108
BIShow utility 117
Block-booking resources
See Bookings: block of resources
Bookable resources 15
Book all resources in category
See Bookings: block of resources
Booking form, examples 45
Bookings
block of resources 42, 97
changed 95
date limit 41
days ahead 41
limit on days ahead 41
linked resources 53
multiple sessions 42, 91
notice period required 41
query 69
remove a booking 94
required fields in 39
search for 69
setting parameters for 42
users' guide 87
view only option 48
Booking sheet screens
colour codes 88
daily view 88
weekly view 89
Book multiple sessions
See Bookings: multiple sessions

C

Calendar
date range 24
extension 24
marking holidays 27
marking timetable days 26
modifying 24
reduction 25
set a single day number 28
Categories 38
changing a category on an item 48
constraints tab 41
extensions tab 42
memo library tab 43
password tab 44
recurrent bookings 46
required items tab 39
sessions per day 39
Change a booking 95
Change an item's category 48
Changes log
clearing 67
viewing 95
Change a resource's category 48
Check data
See Data integrity check
Clarion 130
Class groups
See Group names
Clear a booking 94
Clear data (bookings, timetable etc.)
See Remove data
Close all users on Booklt 64, 133
Configuration options for categories
See Categories
Consequential room vacancy
See Room vacancy, consequential
Converting From Booklt1 127
Converting from Booklt2 125
Corrupt files
See Data files: recovery
Creating a timetable template 55
Cyclic timetable structure
example 29
fixed days 22
setting 22

D

Daily view booking sheet 88
Data files
backup
See Backup data
conversion
See Converting From Bookilt1;
See Converting from Booklt2
corrupt 131
listed 130
recovery 131
removal
See Remove data
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Data integrity check 72
Date range selection 27
Day names on booking sheet 23
Delete data (bookings, timetables, etc.)
See Remove data

Department field 33

lookup table 90

option on resource category 39
Description field on resource 48
Different day structure 110

effect on BIShow 114

effect on templates 113
Display bookings in BIShow 118
Drag and drop bookings 89

E

Email
activate 37
BlMailer.exe setup 108
configure 106
what it can do 104
Excel - import format 35
Exclude from statistics 47
Export
bookings 76
Extend calendar 24

F

File recovery

See Data files: recovery
Files, corrupt

See Data files: corrupt
First aid for files

See Data files: recovery
Fixed bookings

See Timetable Templates
Fixed timetable structure 21
Form groups

See Group names

G

General backup 82
Group names 30, 90
editing 70
field on booking form 90
field on resource category 39
importing 31
lookup table 90
rationalising 70

H

Holiday bookable
See Categories: extensions tab
Holidays
marking on calendar 27
HTML links to Booklt 129
Hyperlinks to Booklt 129

I

Images of resources 42, 49

when converting from Booklt2 127
Import

group names 31

memos from library 51

timetable data into templates 61

timetable template from booking data 76

user List 34
Import class names 31
Import files with Excel 35
Install Booklt! 124
Intranet setup 129

K

Kiosk mode for Bl 66
KLA's Field
See Department field

L

License agreement 2
Linked bookings 96
example 54
Linked resources 53
booking 96
Load query from bookings search 69
Locators, use of 90
Logo 66
Log of booking changes 95
Lookup buttons (ellipses) 90

M

Make a booking 90
Managing Booklt! 63
Mark a date range, how to 27
Memo field

full screen text window 52

pre-loaded 43

user definable prompt 40
Modify calendar

See Calendar: modifying

Modify resources 38

Multiple templates on a single resource 59

N

Negotiable and permanent bookings 58
NetBooklt 14

Network installation 128

New year setup 84

Notice period for booking 41

© CaRob Computing

Page 136



Booklt

P

Password

for administrator 11

on a category 43

on memo library 51

to book a resource 44
Pencil icon 88
Popup calendar 87
Printing rooms freed 100
Print preview 100
Print to screen 100
Program files 128

Q
Query bookings 69

R

Rationalising group names 70
Rearrange sessions 47, 49
Recovering files 131
Recurrent bookings 42, 46

warning on use 46
Reducing the calendar 25
Registration code 12
Remove bookings

all bookings 67

casual bookings 67

for specific groups 68

one booking 94

timetabled bookings 67
Remove data

bookings 67

bookings for specific groups 68

changes log 67

sample data 20, 67

selected data 67

significant data 20, 67

via file deletion 130
Report preview options 101
Reports

booking summaries 83

daily grids 100

print preview 83

print to screen 100

rooms freed 100

weekly printouts 100
Required fields on booking 39
Resource categories

See Categories

Resources

availability 48

changing category 48

deleting 49

display order 48

holiday bookable 42

images 49

linked 53

order on booking sheet 75

setting up 48

weekend bookable 42
Resource window 87
Restore from a general backup 82
Restore from single file backup 80
Room freed field

See Room vacancy, consequential

Room identifier 40
Room vacancy, consequential 40

printing rooms freed 100

S

Sample data
delete, remove 20, 130
Save query of bookings 69
School logo 66
Search bookings
See Bookings: search for
Sessions
checking numbering 72
different names on days 110
different no's. per day 110
exclude from statistics 47
no. per day 39
rearranging 47
setting 47
swap or move 73
Set holidays 27
Set timetable day names 23
Setting up for a new year 84
Setup guide 19
Shortcuts to programs 128
Staff List
See User list
Summary Reports 83
Swap days 74
Swap or move sessions 73
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T

Templates
See Timetable Templates
Timetable 21
cyclic or fixed 21
marking days on calendar 27
setting day names 23
structure 21
Timetabled bookings 55, 60, 88
Timetable Templates 55
associate and apply templates 58
import from bookings 76
import timetable data 61
with different day structure 113
TPSFIX 131

U

Undo repeated bookings 99
Updating Booklt 133
User list 34
edit 35
import 34
Users’ Guide 85
Utilities, described 66

A\
View only bookings 48

W

Weekend bookable 42
Weekly view 89
Week's bookings reports 100
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