Meeting Room Manager (MRM) Tutorial

Purpose To demonstrate the basic use of Meeting Room Manager. Referred to as MRM from
here on out.

Disclaimer The screenshots throughout this document may appear slightly different than your screen due to
accountpermissions in the software.

At the conclusion of this document you should be able to navigate the MRM software and create
a reservation for any event that you/your clibhto host.

First of f, |l et 6s start wi t h h domttpt/tmermad/mrms s MRM

Your account will be created the first time you log in. You will be taken to a screen that looks
similar to this.
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You will not be required to enter any information. Just click theb@on. Once you have
done so you will be taken to the main screen in MRM. (see below)
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Lets look at this window. On the left you have a calendar, the red circle indicates the current
date. Below that is the Locations Panel. To the right of thetiomsaPanel, and the most

prominent part of the screen is the listing of events. This section can be sorted by day, week, or
month. | recommend the day view as it is the most informative of the three. If you will notice,
currently the Facilities locatiois highlighted in the panel to the left. That is the reason you see
multiple locations in the main panel. If you highlight Peterson Hall, you are only ghewn

rooms listed under Peterson Hall in the systesee pelow)
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Below are a couple of screghots to demonstrate the differences in Main Panel views of week and
month. First of the Week view, second is of the Month View. The day view gives much more detail
about any events that may be scheduled.



w - |@ htkp: fftigermailfmrmz | EI E] |Google

: File Edit Wiew Favorites Tools  Help
. »
o [:; South Georgia College Facilites {SP &) (mrm7) ﬁ w = % @ . Page ~ ﬂ Tools = °v

10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 2% 2% 27 28 23 0
H 1 2 3 4 5 E

<D Today: 8/25/2008

o Available Locations

¥ All Locations

[ Class Schedule

 Facilities
Peterson Hall
Engram Union Hall
Collins Hall
Wellness Center
Richey Hall
Clower Center
Powell Hall

Stubbs Hall v

é Set Current Location

@ Filters

Reserve Meetings Resources Confirm Reports Admin Logoff

My Location: Facilities

August 24 - August 30 &
Sunday, August 24, 2008  Add Monday, August 25, 2008  Add
Tuesday, August 26, 2008 Add Wednesday, August 27, 2008 Add
= | Thursday, August 28, 2008  Add Friday, August 29, 2008  Add

Saturday, August 30, 2008  Add

09:00 DEFACS - Foster Parenting class

17:00 DEFACS - foster parenting class

Done

Local inkranet 100%
[ [ . S




