User Manual / TECH DOC

Date
2023-09-21

Version 1.0.0-01

IAdea Booking (for Outlook)
User Manual

America

20 Fairbanks,
Ste, 170 Irvine, CA 92618
California, U.S.A

Taiwan

114, 3F, No. 21
Ln. 168, Xingshan Rd.
Neihu Dist., Taipei, Taiwan




- .. IAdea Booking User Manual

Table of Contents

1. OVEIVIEW .ottt e e E bbbt bbb 2
2. SYSEEM REQUITEMENTS ...ttt ettt a e e e et se et e eebeneenesennns 3
MiNIMUM SYSEEM rEQUITEMENTS ...ttt be et s b ee b nanan 3
3. SEUP ROOM PANEL.ueeeeeeeeee sttt ettt nansnnns 4
A, UL OVEIVIEW ...ttt s et e s n s en s nrannn 6
Y 1T Yol =T o OO PTTO 6
4.2 AVAIlabLe ROOM ...ttt 7
LG R @ Tolel N ] oY [=To I =Y o] o's SO OO 9
N N @ o T oY TN @] o T 11T = o] o T 9
4.5 OFfflINE MO ...ttt 11
5. SharePoint ConfigUration ... a s ne e e ne 12
L0 A oY T 15 1Yo o T 1 =P 12
ST IR o= o TP 14
7o FAQ AR 14

Copyright©2020 |IAdea Corporation 1



- .. IAdea Booking User Manual

1. Overview

IAdea Booking (for Outlook), the ultimate solution for streamlined workspace reservations
that takes simplicity to a whole new level. Say goodbye to cumbersome installations,
plugins, and software headaches. With Booking for Outlook, all you need to do is enter the
software portal URL on your supported workspace panel and log in using your workspace's
resource account.

Each room will require a Microsoft Teams’ resource account, upon completing enter
resource account login information on the supported panel, the room’s reservation schedule

will be populated on screen and all booking changes will be reflected on screen within 20
sec:

Microsoft 365 ’

Resource Account Resource Account Resource Account

Booking

for Outlook
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2. System Requirements

Minimum system requirements

Calendar & Mail server e Microsoft 365

Supported Devices e |Adea XDS-107X series
e |Adea XDS-1588 series
e |Adea XDS-228X series
e |Adea WRP-1000 series
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3. Setup Room Panel

a. Enter https://booking.for-workplace.com to the content source URL on the

supported panel.

Basic settings

Ethernet

Disconnected

Wireless LAN

Disabled

Wednesday, February 6, 2013, 1:45 AM

Eastern Standard Time (GMT-5:00)

SMIL/HTMLS content URL:| _https ifbooking. for-workplace.com

® @

Note: the URL can also be configured via various remote method such as using
IAdeaCare device management service to update URL remotely.

b. Type in the room’s Teams resource account email and password to log in.

Sign in
|
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c. Microsoft will prompt to grant Booking app permission to access resource account’s
calendar (to display booking schedule) and OneDrive (where configuration and

customized background image will be stored).

BY Microsoft

<> Let this app access your
info? (1 of 1 apps)

IAdea Corporation .

1Adea Booking (for Outlook) needs your
permission to:

BN Read your profile
Ll IAdea Booking (for Outlook) will be able
to read your profile

Have full access to your calendars
IAdea Booking (for Outlook) will be able
to read, update, create and delete events
in your calendars.

BN Open OneDrive files

LI IAdea Booking (for Outlook) will be able to
open OneDrive files, including files shared
with you.

B Maintain access to data you have given

B 1adea Booking (for Outlook) access to
Allows IAdea Booking (for Outlook) to see
and update the data you gave it access to,
even when you are not currently using the
app. This does not give IAdea Booking (for
Outlook) anv additional nermissions.

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. You can change these permissions at
https://microsoft.com/consent. Show details

ot

Note: your company admin may need to grant Booking app permission.
https://learn.microsoft.com/en-us/microsoftteams/app-permissions-admin-center

d. Upon successfully grant permission and login, the resource account’s calendar will
be displayed on screen with default background and configuration.

ke

<> Meeting Room A-101 @

16:00
Tuesday, September 12, 2023

16:53

16:30
16:45
17:00

17:30

17:45

™
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4. Ul Overview

4.1 Main Screen
The screen can be placed in landscape or portrait mode.

<> Meeting Room A-101

Tuesday, September 12, 2023 16:00
16:53
16:30

16:45

17:00

17:15
17:30

17:45

o
0 Meeting Room A-101

Wednesday, October 11, 2023

15:07

15:45

16:00

16:15

16:30

16:45

17.00
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The main screen has 6 major components:

1. Room information zone: it consists of a logo image, meeting room name and the
current date and time. The logo can be changed to user’s own logo image by
replacing the logo image in SharePoint folder*.

2. Current meeting control. This area is displaying the meeting status of current
time. The buttons and options will vary depending on meeting status.

3. Today’s calendar. User can swipe the time of day to check past or upcoming
meetings.

4. Expand calendar. Calendar is displaying meetings in colours without title in
shrink mode, expand the calendar to see booked meetings’ title. This option is
only available at landscape mode.

5. Configuration menu. User can check notification, change configuration* and
disconnect from current resource account from this menu.

6. Background image. It can be customized by changing the background image in
the corresponding folder in resource account’s SharePoint folder.

* Please refer to SharePoint Configuration section for more information.

4.2 Available Room
When the meeting room is available at current time. User can book the room on-site
please note, this option can be disabled in the setting.
\e

®

16:00

<> Meeting Room A-101

Tuesday, September 12, 2023

16:53

16:30

16:45

1
|
2

Meet now
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Create a meeting

Meeting name
Ad-hoc event

Start time

Duration (minutes)

15 30

120

Meeting time
16:54 - 16:54

Auto close after 4:56

When the room is available, the Booking software displays following information

and function:

1. Display the next meeting start time. If there is no meeting for the rest of day, it
will show “Available all day”.

2. Book button is available if the on-site booking function is turned on and the
device has a valid license*.

3. Booking status will be synced every 1min, if user just book the meeting through
PC or phone app, hit the refresh button to force-reload the latest booking status.

4. Any future time on the calendar can be tapped. It will launch the on-site booking
options with the starting time set to the time user tapped on.

5. Create a meeting by giving the meeting a name, select start time and duration,
then hit Book to confirm the booking. Please note the duration option may be
limited depending on if there is upcoming meeting in next 2 hours.

* Please refer to License section for more details.
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4.3 Occupied Room
When the room is occupied, the current meeting title is displayed on the screen.
User is able to extend or cancel the meeting on-site if these options are turned on in

setting.
\e.

0 Meeting Room A-101

16:00
Tuesday, September 12, 2023

16:53

16:30

16:45

17:00

\ g .
»

17:30

17:45

Y

1. User can choose to extend the meeting time. Available duration will appear
below at 15min increments.

2. Hit cancel button and confirm to remove the meeting from the calendar. If
meeting started for more than 10 minutes, “Cancel” will become “End”. End the
meeting will modify the meeting duration to be ended right now without
removing the meeting from the calendar.

4.4 Change Configuration
Tab the gear icon to open configuration menu. User will need to input PIN code to
access the configuration menu. Default PIN code is 1688 and user can change the
PIN code from the configuration file in resource account’s SharePoint folder.

o]
@ A Notification (0) |

= Configuration

20:15

@ Disconnect

20:30
Version 1.0.0-32

20:45

21:00
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Language

Global setting

= Configura!on

English (United States) v

Available
Mode

Color
Occupied
Mode

Color

lor
Theme

Foreground
Available

Occupied

Timeline

1

1. Configuration menu.

a. Notification: user can find out some system notification here such as if

the device license is expired.

b. Configuration: user can change language and display colours from this

option if the device has a valid license. Check the setting details in

explanation 2~4 below.

c. Disconnect: user can log out and change to another resource account if

the device is moved to another location.

2. Global setting: the device will use the settings from SharePoint and all settings

here will be disabled. Please refer to SharePoint Configuratio
details.

n section for more

3. Light bar settings: set the colour of the device’s status light bar when room is

available or occupied. Disable the mode to turn off the status

light completely.

4. Set colour of the theme and timeline to match the background image of user’s

selection. Text can be hidden or not easy to be seen if the text colour is similar

to background image’s colour theme.

Copyright©2020 |IAdea Corporation
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4.5 Offline Mode

If the room panel lost the network connectivity, it will display a QR code which users
can scan it with their smart phone. The QR code will launch Microsoft Outlook to book
a new meeting if the App is installed on the phone and have this room selected under

location.

No network

Scan QR code to book from your Outlook mobile app.

Copyright©2020 |Adea Corporation 11
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5. SharePoint Configuration

Upon granting the permission for Booking software to read resources account’s
SharePoint, the Booking software can read customized configuration setting, logo
image and background image from a folder named “WorkplaceBooking” under
SharePoint’s Team’s “Documents” with following files:

1. Config.json: global configuration file, all devices will be using this configuration file

as its default settings.

2. bg.jpg: background image to be displayed on the meeting room panel. The file name
can be customized inside config.json setting.

3. logo.png: logo image which will be displayed beside meeting room name on the

meeting room panel. The file name can be customized inside config.json setting.

Note, the device will need a valid license to use the modified setting from this folder, or
the device will ignore customized settings and use default settings.

5.1 Config.json file

The default config.json file looks similar to settings below:
{
“locale”: “en-US”,
“configLockPin”: 1688,
“dateTimeOption”: {
“hourl2”: false
br
“background”: “bg.jpg”,
“logo”: “logo.png”,
“theme”: {
“foreground”: “#000000”,
“availableColor”: “# 1lcbf92”,
“busyColor”: “#bb2323”,
“timeline”: {
“bgColor”: “#d3d3d3”,
“futureEventTimeBlockColor”: “#c96565”,
“currentEventTimeBlockColor”: “#d72c2c”,
“expiredEventTimeBlockColor”: “#6¢757d”
}
b
“calendar”: {
“enableOnsiteBook”: true,
“enableFutureEventBook”: true,
“enableFutureEventCancel”: true
o
“lightbar”: {
“available”: {
“color”: “#00££00”,
“mode”: “on

4
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by

“Ybusy”: |
“color”: “#FF0000”,
\\modell : \\onll

Settings:

1. “locale”: configure Booking software’s language and time format. User can input
“en-US” for US English, “zh-TW?” for traditional Chinese, “fr-FR” for French, and “es-
ES” for Spanish.

2. *“configLockPin”: PIN code to access configuration setting on device. The default
value is “1688".

3. “dateTimeOption”: “hourl2”: false

4. “background”: background image file. Suggest using contrast colour against text
colour. The default file name is “bg.jpg”.

5. “logo”: logo image file. The default file name is “logo.png”.

o

“theme”: configure the colours. User can configure the following colours:
a. “foreground”: Text colours.
b. “availableColor”: The status block colour when room is available.
c. “busyColor”: The status block colour when room is occupied.
d. “timeline”: User can define colours inside the timeline.
i. “bgColor”: background colour of the timeline.
ii. “futureEventTimeBlockColor”: background colour of the future
booking time block.
iii. “currentEventTimeBlockColor”: background colour of the current
booking time block.
iv. “expiredEventTimeBlockColor”: background colour of the paste
booking time block.
7. *“calendar”: enable/disable on-site screen functions.
a. “enableOnsiteBook”: allow user to book, extend, cancel/end meeting on-site.
Valid values are true or false.
b. “enableFutureEventBook”: allow user to book a future event from the
timeline. Valid values are true or false.
c. ‘“enableFutureEventCancel”: allow user to cancel booked event. Valid values

are true or false.

Copyright©2020 |IAdea Corporation 13
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6. License

License is required for each device to enable the Booking software function. Please
consult your |IAdea sales representative to purchase the license.

Function Standard (free) Premium
Display meeting schedule of the meeting v v

room on screen
Screen led status light interact with v
meeting status
Browse today’s meeting from timeline v
Book, extend, and cancel meeting on-site
Modify Booking software settings

Use global settings to configure the
meeting room panel

Customize logo and background image to
match corporate’s image

AN

ANERNERNERN

<\

7. FAQ

7.1 How can | purchase device license to enable full Booking software capability?

Please send request to IAdea’s sales at sales@I|Adea.com and provide the

devices’ information (e.g. MAC Address or serial number). Your device will be
enabled for full Booking feature once license is paid.

7.2 Can | use impersonated service account to login Booking software on my panel?
No, at current stage, user will need to login resource account to each room
panel. Service account will be enabled in nearly future.

7.3 What are the different ways to create resource account?

Resource account can be created through Office 365 admin portal or through
Exchange Online PowerShell. For more details, please visit Microsoft Teams’

site for more information: https://learn.microsoft.com/en-

us/microsoftteams/rooms/create-resource-account?tabs=exchange-

online%2Cgraph-powershell-password#create-a-resource-account

7.4 Do | need Microsoft Teams’ meeting room license for IAdea Booking to work?
No, although |IAdea Booking provides similar Teams’ room experience, but it
connects directly to Outlook calendar and do not need extra room license from

Teams.
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