USING ROOMQ

Health Sciences Room Reservations
hsbrooms@uw.edu

543-0530
http://depts.washington.edu/hsrr



http://depts.washington.edu/hsrr

WHAT IS ROOMQ?

RoomQ is the online room request system used by
Health Sciences Room Reservations.

We hope it will streamline the current process of
requesting rooms for all non-course events and

course breakouts.

With the addition of roomQ, our goal is to simplify
the room reservation process to make your job

easier.

For more info: http://depts.washington.edu/hsrr/policies/roomq-guidelines-procedures



ACCESS ROOMQ

Visit http://depts.washington.edu/hsrr/roomgq/, or

From the HSRR website, click on the orange tab
found on the right-hand side.

This link will take you to the
l‘f'i"f.: W HEA?\HH\(\{.\I(HR\')()P}RI\&R‘.»\II()V\ Roomo GUidelineS &

FOOMRQ. . Procedures page found on

THE BEST WAY TO REQUEST ROOMS THROUGHOUT HEALTHSCIENCES! Hello ! the HSRR Website

(http://depts.washington.edu

/hsrr/policies/roomq-

guidelines-procedures).

What is roomQ?

Log in to roomQ  g—— Click this link to log-in.



http://depts.washington.edu/hsrr/roomq/

ACCESS ROOMQ

Select the log-in that applies to you.

Uuw
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THE BEST WAY TO REQUEST ROOMS THROUGHOUT HEALTH SCIENCES!

MY REQUESTS

LOGIN

MAKE A REQUEST

HEALTH SCIENCES ROOM RESERVATIONS

UNIVERSITY of WASHINGTON

NON-UW

Iflogging in for the first time, you will be asked

to register.

Copyright @ 2011 University of Washington, All Right Reserved,

UW Privacy UW Terms  Problems with our website? Please contact us,




ACCESS ROOMQ:

Complete the UW
NetID weblogin

page as you
normally would.

*If you are logging in
for the first time,
you will be asked
to register (see
later slide for more
details).

U

W LOGIN

UW NetiD

weblogin
Need a UW NetID?
The resource you requested requires you to log in
with your UW NetID and password. Forget vour password 17
UW NetlID: Have a question?
| Learn About UW NetlDs
Learn About "weblogin"
Password: Contact W -IT

Login

Login gives you 8-hour access without repeat login to UW NetID-protected Web resources.

WARNING: Protect your privacy! Prevent unauthonzed use!

Completely exit your Web browser when you are finished.
Copytight @ 2011 University of Washington | PRIVACY | TERIS




ACCESS ROOMQ: NON-UW LOGIN

Enter your roomQ
username and

PaSSWO rd. LOGIN FOR NON-UW CUSTOMERS

—-— W HEALTH SCIENCES ROOM RESERVATIONS
A UNIVERSITY of WASHINGTON
-, 2.0
THE BEST WAY TO REQUEST ROOMS THROUGHOUT HEALTH SCIENCES

Hello!

eeeeeeeee

*If you don't have a
roomQ account,
click the "Register g
Now!” link.



REGISTRATION PAGE

If you are logging into roomQ for the first time, you
will be asked to register for an account. You will only
be asked to do this once.

Your UW Net ID will be your roomQ username. If you
are non-UW, you will be required to create a
username and password.

Fill out all required fields and the Budget & Add’l User
NetlDs if desired.

UW Box Number/Address: Include your organization'’s
billing address, instead of your personal billing address.

Budget : The budget number entered into this field will
be the “default” budget number and will appear in all of
your submitted requests. NOTE: there is another field on
the roomQ request form for event-specific budget
numbers, which will always supersede the default
budget number.

Additional User IDs: Enter your colleagues’ UW Net IDs
(do notinclude the “@uw.edu”) in this field and they will
have access to all of your submitted requests. NOTE: If
you would like to limit your collegues’ access to specific
requests only, there is another field on the roomQ
request form where they can be added instead.

roomQ. W

Hello!

REGISTER

Contact Information

Additional User NetiDs for requests (optional)




NAVIGATING THROUGH ROOMQ

Informational Pop-up Banner: Each time
you log into roomQ, you will see our
Informational Pop-up Banner. This will
contain important announcements such as
scheduling timeline information & any
system alerts that you need to be aware of.

NOTICE

Scheduling Timeline

= We are currently processing requests for non-special event spaces through SUM 2013. Please visit our website for
more information.
= Keep in mind that all special event spaces can be reserved up to a year in advance from the current date.

Cancellation Policy

The following will apply to non-course events scheduled to occur on or after 3/26/2012.

= Events canceled within 6 to 2 weeks prior to the event date will incur a $35 charge.

= Events canceled within 2 weeks of the event date will incur a $50 charge.

= If your reservation is made within 6 weeks of your event date, you will be given a 2 day grace period to cancel with
no cancellation charge; after these two days the cancellation policy will apply.

= Extenuating circumstances will be evaluated on a case-by-case basis.

If you encounter any issues or would like to provide feedback, please complete this form.

Got it! Take me to roomQ.




NAVIGATING THROQUGH ROOMQ

Menu ltems

*Make A Request: Create a brand new request
*My Request: Contains all requests you've submitted and have been given access to. This page is the roomQ main page.
*Account Settings: Contains your roomQ account details and can be updated at any time.
*FAQ: A link to the RoomQ Guidelines & Procedures page on HSRR website
*Logout: When finished, click to securely log off of RoomQ.

Filters: Various ways
of organizing and
viewing requests
found in Request List.
*Tip: The ‘Past
Events'’ filter refer to
past event dates, not
submission dates.
When searching by
specific Event or
Submission Date, you
must fill out the year,
month, and date
fields.

THE BEST WAY TO REQUEST ROOMS THROUGHOUT HEALTH SCIENCES!

MY REQUESTS

MAKE A REQUEST

W) Click to read the notice

SEARCH CRITERIA

W HEALTH SCIENCES ROOM RESERVATIONS

UNIVERSITY of WASHINGTON

GO JANE DOE ~

ACCOUNT SETTINGS

FAQ

LOGOUT

Last updated: Mar 14th 2013 S:07 %

Collapsible
Informational
Banner: Same info as
the popup

Quarter Event Date Submit Date Event Ref =
Al Events (Excl. Past Events) [~ vy [z [=][o0 [7]
Req ID Event Title Requester Name Status
[]
Current Filter - Quarter: All Events (Excl. Past Events) Filter Remove Filter
Displaying 1 meeting requests
REQID EVENT TITLE REQUESTER NAME SUBMITDATE ¥ STATUS @
126867 TEST: Staff Retreat Doe, Jane Jul 03, 2013 01:40pm Submitted p
o4 I'¢
Copyright © 2011 University of Washington. All Right Reserved. UW Privacy UW Terms  Problems with our website? Please contact us.

Request List: see
later slide for
details




MAKING A NEW REQUEST

Add user to this request:
Additional users that need
access to this particular
request can be indicated
here. Enter their UW Net ID
(do notinclude @uw.edu)
or their roomQ user name.

Event Title or Course
Prefix/Number: You must
include the course
prefix/number if the Event Type
is “Course Breakout.”

roome

THE BEST WAY TO REQUEST ROOMS THROUGHOUT HEALTH SCIENCES!

Terms > Event Info

User Information

Logged in as hsbrooms

) Add user(s) to this request (@ ' silvaa, hsrr

Request Information

Event title or Course prefix‘number *

% TEST: Staff Retreat

Event Type *
Department Meeting - Health Sciences EI

Event Type: Select which
group you are affiliated
with.

W HEALTH SCIENCES ROOM RESERVATIONS

UNIVERSITY of WASHINGTON

Hello! JANE DOE

MY REQUESTS MAKE A REQUEST

Default Budget Number 12-3456

Event-specific Budget Number (@) 98-7654

Will your event be open to the public? * Yes @ No
(all public events require completion of a RUUF,
Would you like course casting? Yes @ No

Are you planning on serving alcohol? *

Banquet Permits required to serve alcohol
Will your event have food service? * (@ @ Yes No
Type of waste expected * @ Yes No

[¥] Cans/Bottles [¥] Paper [¥] Compost [¥] Garbage

Special Instructions for type of food waste?
(pizza boxes, coffee/tea service, box lunches, etc

Bay Laurel Catering|

Clear Form Continue >

©) = mouseover for tooltip * = required field

Event Specific Budget
Number: Budget
numbers entered into this
field will supersede the
default budget number
(which is entered in the
Account Information

page).

Note: Non-UW groups
typically will not have a
budget number to
provide. RSOs may not
always have a budget
number, but if they have
authorized access to use a
budget number, please
enter it into this field.




S FE 75 ' B B %

(CONTINUED..)

MAKING A NEW REQUEST

Fill out all required fields: description of the 15t meeting & event start
& end times. Here, you can indicate whether you need additional
setup or cleanup times and whether your event is after-hours.

Indicate your location and room type preferences, the number of
rooms needed, expected attendance, and whether you will use the
installed audio-visual equipment in the rooms. Refer to the HSRR
Room Matrix for specifics on our spaces.

Use the text box to add any special instructions for your request;
for instance, if you are requesting a specific room or if you are
requesting additional AV equipment. Keep in mind that nothing is
guaranteed although we always try to meet all requests.

Select your meeting date(s) on the calendar. You may submit dates
up to two years in advance from today’s date.

Use the Availability Checker to see how likely a room (taking into
account your preferences and other factors) would be available
during your requested date and time.

e

Account Information g5 gooM RESERVATIONS

Hello! JANE DOE

I

Event Info > Meeting & Dates

Meeting #1

Name/Description

Morning Retreat

Meeting Details

startTime* @ |3 W [v] EndTime* @
|

Setup Time 3 [+]

Location Details

Location Preference
Health Sciences @ South Campus Cente

Select all room types that would work? *

Hall 7] Spe

If your event has additional meeting times, click
this button to bring up blank fields for Meeting
#2, (#3, #4, #5, etc) that you can fill out.

M T‘ Event outside regular hours? @ Yes @ No

Cleanup Time | { py/ |

How many rooms needed?
No Preference =

Expected Attendance? * (&)

Using the installed AV equipment?* @ @ Yes

Special Instructions

—
Meeting Dates
—
Please select the date(s) for your meeting on the calendar: * &
may submi & request up to two years from today's date, Event dates that fall sched ppro
@ ]
al date
Jul 2013 > o» AVAILABILITY CHECKER @ Check Now
Mo Tu We Th Fr Sa Su
10 July, 2013
3 4 5 6
s s[DEE s - 11July, 2013
5 16 17 18 19 12 July, 2013
Today
—
<Go Back ) Add Additional Meeting Time Review Request >
v-
opyrigh gton. All Right Reserved. UW Privacy UW Terms  Problems with our website? Please contact us




AVAILABILITY CHECKER

The Availability checker does not
establish a reservation. It is simply Mesting Dates

a too' to aSSiSt yOU With Please select the date(s) for your meeting on the calendar: * (@

previewing the possible space ke o et o it g o o e e S
availability that meets your
requested criteria.

j 7 Availability Che

EaCh date y0U have Slected on the 2 ::I 2;:13& Sa’S: 3 dates selected AVAILABILITY CHECKER @ Check Now
calendar will receive its own status >4 5 W 7 i s
L . T Y 11 July, 2013
Of “leely” Or “Unllkely'” 1; lr:: t? i; 12 Z‘ 3 3. 12 July, 2013 Likely
Likely= As of right now, there is bttt
likely one room available that ST s
meets some of your above Today
criteria.
Unlikely= As of right now, there ;
are zero rooms available that < Go Back Add Additional Meeting Time Review Request >
meet all of your above criteria.
Don’t make any changes to your
request while the Availability
checker is processing (circle icon). ,

Those changes will not be taken
into account.



AVAILABILITY CHECKER

Meeting Dates

Other things to keep in mind: ’
You may ed|t the date(S)l event Plzﬂ::Sfjif:[t:fzc;iziisblufzr.)oAurrZe‘tm‘;'l?:sth:::tarldf:“:—\ that fall outside of our current scheduling period will remain in the queue until the appropriate
times, location preferences, room
type preferences, expected
attendance, or number of rooms
needed and then check the
availability again. w2013, » 3 dates selected AVAILABILITY CHECKER ©

Mo Tu We Th Fr Sa Su

- ) . 1 10 July, 2013 Unlikely
You may choose to submit your s @@ - - . 3
request with a status of “Unlikely”. LR )t % B cod
However, keep in mind that another » @ 3
group will have to cancel their
request/reservation in order for L
yours to be completed.

< Go Back Add Additional Meeting Time Review Request >
The Availability Checker cannot
check specific room availability.
@ = mouseover for tooltip uirs
It is used for new requests only; this
tool does not work with already
submitted requests.
Copyright @ 2011 University of Washington. All Right Reserved, UW Privac T Problems with ou bsits

Overestimating the expected **|f you are requesting multiple rooms for this meeting the availability
attendance has the potential to checker will only give a status of “Likely” if the number of rooms

YR requested or one less is available. Anything else will give a status of

“Unlikely”. For example, if 5 rooms are requested and 4 or more are
available the status will be “Likely”. If 3 or less are available the status
will be “Unlikely”.

Setup time and clean time are not
considered.



REVIEW YOUR REQUEST

Ensure the details of your request are
correct. If you need to make any rOOm\
changes, click "Go Back” at the bottom

of this page to make your changes. o -

Terms > Event Info > Meeting & Dates > Review

Account Information
- e Ol ANCES ROOM RESERVATIONS
Y of WASHINGTON

Please review your request for TEST: Staff Retreat

Contact Information

Otherwise, click "Submit Request.”
Afterwards, you will see a page similar to '
the review page with details of your ENW”R B
eve n t N Additional Users Budget

hsrr, silvaa 98-7654

Yes Food: Yes

No Open to public? ~ No
Event Type
Department Meeting - Health Sciences

Special Instructions for food
cans/bottles paper compost garbage Bay Laurel Catering

You will receive an auto-generated email
showing that you have submitted a

#1 Meeting Name/Description - Morning Retreat

Meeting Details Location Details Meeting Dates

request through roomQ. This email will i B
contain the details of your request and e o | e 5 i

Room types that seminar special
Cleanup Time: 60 min his P

other general information. (NOTE: This

Rt Using the installed  Yes
regular hours?
AN equipment?

does not mean that your reservation is

finalized. When your request is
processed, you will be contacted at a

separate occasion).



MY REQUESTS

Any requests that you have submitted and
have access to will show up on this page.
From here, you can view the status of your
request, select the event for revision, or
cancel the entire request.

W HEALTH SCIENCES ROOM RESERVATIONS
NIVERSITY of WASHINGTON

Account Information

FroOomel.
THE BEST WAY TO REQUEST ROOMS THROUGHOUT HEALTH SCIENCES Hello! JANE DOE

) Click to read the notice
SEARCH CRITERIA

Event Date Submit Date
oy ] [wan [=][op 2]

Requester Name Status

uarter: All Events (Excl. Past Events) Filter Remove Filter

REQID EVENT TITLE REQUESTER NAME SUBMIT DATE v STATUS @

126867 TEST: Staff Retreat Doe, Jane Jul 03, 2013 01:40pm Submitted

1
Request List

Copyright € 2011 University of Washington. All Right Reserved. UW Privacy UW Terms  Problems with our website? Please cantact us

The last column of the Request List contains the overall status of
your request. If you hover over the REQ ID number (first column)
for a specific event, it will show you the status of each individual
date in that request.

Submitted: Your request is in the queue and can still be revised.

In Process: HSRR is working on your request. You cannot revise it
at this point.

Dates Pending: Your request contains dates that HSRR cannot
process at this time. Your request will remain in the queue until it
is ready to be processed. You can still make updates to your
request.

No Availability: Your request contains date(s) that could not be
processed due to no room availability. You have been contacted
by HSRR at this point.

Awaiting Reply: HSRR has contacted you about your request
and is waiting to hear back from you before proceeding with your
request.

Completed: All dates of your request have been processed. You
will have received a separate reservation confirmation and
follow-up message containing the reservation event reference
number.

Cancelled: Your request has been removed from our queue. You
cannot revise or resubmit a canceled request.




MY REQUESTS (CONTIN

Any requests that you have submitted and have

access to will show up on this page. From here,
you can view the status of your request, select
the event for revision, or cancel the entire
request.

AT HEALTH SCIENCES ROOM RESERVATIONS
Account Information

Hello! JANE DOE

rooms.

MY REQUESTS MAKE A REQUEST
ast u h 2013 9:07 AM

) Click to read the notice

SEARCH CRITERIA

Filter Remove Filter

Displaying 1 meeting requests

REQID EVENT TITLE REQUESTER NAME SUBMIT DATE ¥ STATUS @
126867 TEST: Staff Retreat Doe, Jane Jul 03, 2013 01:40pm Submitted ’
Request List

Copyright € 2011 University of Washington. All Right Reserved. UW Privacy UW Terms  Problems with our website? Please contact us

UED...)

The first column contains the Request ID. This is
different from the event reference number. The
Request ID is linked with your roomQ request;
the event reference number is linked with your
confirmed reservation. Hovering over the "REQ
ID” will show you the dates that are contained in
that request.

The second column lists the event titles. To make
an updates to your request, you will click on the
event title. Read on for further instructions.

The third column of the Request List contains the
name of the requestor. This is typically you,
unless you were given access to other users’
requests.

The fourth column contains the submission date
of your requests. HSRR processes requests in
order received.




EDIT A REQUEST

Before making any updates, check the status of the request. From the
Request List, click on the event title. Then select the link that applies to the
change that you'd like to make.

Edit Information: To update your account information

Change your default budget number (the default budget number will not retroactively apply
to previously-submitted requests)

Change your billing address

Edit Event Details: To update overall event information
Add additional users to have access to this request
Edit event-specific budget number, event title, type, etc.

Editing Meeting Details
Update meeting description, expected attendance, start time, end time, room preferences

Edit Dates

Change or cancel the date. You cannot add new dates to this request and must submit a
brand new request. You cannot make changes to a request with a status of “In Process” or a
status of "Completed”.



TIPS & TRICKS

If you are reserving a room for a dissertation defense, or any event related to a
course found on the Time Schedule, include the course prefix and number in
the event title and select "Course Breakout” under "Event Type.”

If you are part of an RSO, make sure you are listed as a registered officer on
the RSO directory. If the RSO directory doesn’t show correct information, ask
your advisor to verify that you are an officer of your RSO via email.

You are able to cancel aroomQ request or reservation yourself through
roomQ. In the Event Details page, simply click on the cancel link found next to
the event dates. However, if you would like to change the date and time or
revise a "completed" request you will need to contact the HSRR office to
make the changes for you.

Utilize the Special Instructions text box on the request form to your
advantage!You're welcome to list any AV/furniture needs, room preferences,
other times that may work, etc. We'll do our best to meet all of your requests.



FEEDBACK/QUESTIONS/CONCERNS?

If you come across any technical issues or would
like to provide feedback about roomQ, please
send us an email at hsbrooms@uw.edu.

We appreciate your business and time. Thank you
for using roomQ.

-Health Sciences Room Reservations, 206-543-0530


mailto:hsbrooms@uw.edu

