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1 Overview 
 
In a building or a complex, Access control system can manage temporary access to assets (or premises) 
defined in software as only available on reservation. 
List of door(s) and level(s) are temporary granted to users to reach asset they’ve been authorized to 
book. Asset could be a BBQ area, a meeting room, tennis court or a visitor car park for example. 
In the software asset definition, manager can set parameters with accuracy : 

- Who can book an asset in user or asset properties 
- Asset properties: How many people, time slot and max time to book, …(10 people max in 

meeting room, never more than 2 hours, …)  
- Asset access limited to resident or visitors or mixt, limitation per period, per group (5 booking 

per month max, …) 
- Action associated with booking planning (turn ON heating 10 minutes before starting, …) 
- Automatic or managers’ validation 
- Emailing to notify users confirming status of their booking request(s) 
- Resident portal access to monitor and generate asset’s booking 

 
Combination of selections and options are too important to give an exhaustive description so this 
application note detail 2 different asset type examples after a main description 
 
 
 
 
 
 

Each question mark in software shows up a message to give an extended description of 
associated item 
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2 Booking asset(s) management option in software 
 
2.1 Software manager access  
In software operators list, Administrators have full software accesses, but for every other in charge to 
manage “Facilities/Assets booking” they need to give this specific authorization “rights of the group”  

 
 
 
2.2 Facility booking management site feature selection 
“Facility booking management” needs to be ticked in the site optional features. 

And Optional selection(s) 
according to manager 
needs: 
-Resident portal  
-Multi-companies 
-People group … 
 
 

 
 
2.3 Booking activation card actuation  
To generate and valid asset booking form, you must activate a “third party module” ref: xx-050-097 in 
“Equipment-Settings/controllers/Activate 3rd party module” menu. 

See chapter “3.3.2 Activation card” in online software manual for more information 
 
 

3 Asset creation 
 
Asset to be booked and the way to use it in access control site must be defined by site admin. 
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All options available to specify 
asset access and selection are 
in asset creation page  
  
 
 
 
 
 
 
 

• Asset booking designs an asset a resident can book for himself, his group, his company. 
• Assets could be only available on a time profile: For example, a tennis court cannot be booked 

at nighttime. 
• Time slot is settable, so it is possible to book the asset 30 minutes slots, 2 hours … 
• An asset booking can be limited to several hours and access quantity per period. 
• The number of people per booking and per asset is selectable. 
• Booking can be automatically approved as soon as the resident validates the form or can only be 

confirmed when the Building Manager does. 
• Personal email footer and SMTP can be used to customize e-mails to be sent when a booking 

request is done, when it is validated, etc 
• Associated action to booking time scheduling can be set to turn ON & OFF heating, lightning... 
• Instruction is a place where you can add information as “Leave the place clean”, … 
• Etc … 

 
When booking feature is selected, you can click on “Equipment-Settings/Assets” to. 
Each part of the creation page helps you to define the asset and the way to use it 
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3.1 Asset general definition and settings 
 
Hereafter we use 2 different assets configuration in order to give an example of booking type: 

- A meeting room for resident (in residence) or employee (in a company) only 
 

 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 

Asset for resident only:  access behavior selection, booking for group available  
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- A car park for visitors 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Asset dedicated for resident (emplyees) to invite visitor : 

- no access behavior 
- Visitor tab addition to select credential type  

 
 
 
 
For accurate “booking” settings adjustment description and presentation, 
refer to online manual Chapter n°6  
Click on “question mark” and select “help” in screen top right  
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3.2  Advanced settings and limitation per period 

  
 
Advanced settings 
define time and 
people limit 
authorized 
 
 
 
 
 
 
 
Limitation period 
define the frame to 
manage booking 
quantity or time per 
period 
 
 
 
 
 

 
 
3.3 E-mailing and approval management 
 

validation can be 
automatic or 
depending on 
“manager’s 
approval” 
 
e-mailing selection 
and its 
customization 
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3.4 Actions and instructions attached to booking scheduling 

 
Selected processes 
(home made in 
reflex) can be 
attached to 
adjustable booking 
time and condition 
 
 
 
 
Information forward 
to asset ‘s users 
 

 
 
 
 
 
4 Software operator management 
 
According to the asset settings and parameters, a software operator has the possibility to : 

- Create a booking of an asset 
- Monitor current asset booking (past and future) 
- Validate booking request  
- Use “monitoring/facilities-Assets booking” screen or “monitoring message” screen to manage 

asset booking   

4.1 Add a booking 
If assets are managed by concierge or guardian, they can be the only one able to add booking in 
software. 
They don’t need adjust asset configuration using “equipment & settings” menu but “monitoring/facilities-
assets booking” menu.to add and monitor past, present and future bookings 
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Every assets are sorted by view type : 

- From week view select an asset in left column, then select a week (W34 in above example). 
Press a time slot in week planning or click on 

Note, orange time slot means there is already a book for this period, but facility is still available. 
Red means, facility is fully booked for this time slot.  

- From Planning view select an asset or a list of compatible assets (same type and access 
behavior) then click in the calendar (day, week, month or year definition) or click on  
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4.1.1 “New booking” form to fill: 
Mandatory information defined in the asset parameters must be completed in order to be booked. 

 -Time and 
people limit 
reminder 
 
-User and 
booking 
scheduling 
 
 
-Visitor tab 
 
 
 

 
 “*” : Maximum number of people per applicant in one slot  define a limit per user to prevent abuses 
 
Note, Asset definition can authorize more than one booking at a time. This explains why there are two 
number of users (max per booking and max at all) 

- Select Begin and End time range, user(s) quantity or visitor(s) respecting the asset limits  
- Add an “Additional information” if necessary, then press Ok. 
- Visit status is attached for “administrators’ information” 

 
4.2 Booking monitoring 
Concierge, guardian or “people in charge” to manage bookings need a dashboard to monitor and valid 
all their assets. 
In previous chapter 4.1, we ‘ve seen each asset planning in its week or planning view : pending request 
and validated  
 
4.2.1 See all requests (past and upcoming) 
 
In “Monitoring / Booking/ All bookings-Search”, a list of filter offer to select booking request to be 
displayed in a list.(52 entries found below) 
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Additional preset filters assist managers to a quick access or statistic (hereafter: denied booking) 

 
 
4.3 Check and confirm booking requests (all assets) 

 
If “asset/Users” parameters, bookings need to be approved is selected, managers must approve to 
validate booking scheduling  
In “Monitoring / Booking/ All booking-Search”, use status filter to select “pending request”  
 
Managers can add “asset” selection to sort by asset(s). Press   to sort according to the 
different filter selection and list entries found in database. 
 
In Actions fields managers must valid each booking line by a click on  or reject it by a click on  
 
 
 

A click on “action” offers “multi-selection tool” to select all (or several) booking lines and apply 
the same action in one shot. 
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4.3.1 Display bookings of an asset 
Select an asset in “week view” list or in “planning view”  
Information will show up when you move your mouse cursor on a booking. 

 
Green area means no booking, orange area means there is at least one booking but the asset is not fully 
booked. Slot is red when asset is fully booked. 
 
4.4 Use the message view 
Each time a user sends a request to book an asset which has to be approved by a manager (in 
“equipment & settings/ asset/users” tab) a “notification” is sent to each manager involved in this asset 
validation. 
To read the message list open ”Monitoring / Message” menu, or thanks to a click in message tab (on 
the RHS of the screen)   
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software manages different types of messages not only linked to asset booking. 
They can be set in reflex to notify software manager something to check or to know (zone limit is 

reached, Exhaust fan is OFF, Circuit breaker is down, … 
In this “message view”, asset booking requests can be validated or rejected straight in “action column”, 
no need to come back in another menu 
 
4.5 E-mailing management 
When this option is selected and configured by manager, 
emailing is fully automatic  

- When a booking is registered := Emails are sent to 
user(s) and manager(s) concerned 

 
 

- When booking is validated or rejected := Emails are 
sent to user(s), invited and visitor(s) with every useful 
information (according to the email customizing options)  

User confirmation email  
 

 
Visitor confirmation email including 
description and credential information 
(Keypad code, QR code …) 
 
 

 
 
5 User’s access and management 
Manager can give access to user(s) to check assets planning in progress and create booking request 
through a web access 
5.1 Create a (resident) user account 
Two ways for manager:  

- Create the web account from the software manager user profile  
- Provide an activation code to each user so he can complete is web account creation on his own 

 
In the following screen capture (user record), manager clicks on “Add a web access” in “actions” menu 
then the second window appears. 
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Two options are available:  

- Enter the login, e mail and password for the user 
- Provide to the user the activation number generated hereby  

 
Create a web access to many users in one shot 
In “Users & Access profiles” menu, click on “Action” to edit “multi-edition tool and after list selection in 
left column, click on “Add a web access“ push button (red circle) 
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Select the right “group of operator” then press Ok. 
 
 
 
 
The software provides an excel sheet with activations 

codes to be provided to the users to generate their own web account on their own. 

 
When residents create their account with their provided “activation code”, access control Software 
automatically updates their own user’s record (e mail in “additional information”). 
Automatically added data : 
 
5.2 User’s web access and use 
 

 
Top right bar menu, permanent function: Home page, Help, and Disconnection 
Feature available on the top left banner “Facilities/Asset booking” with asset(s) available list sorted by 
“view type”. 
 
Thanks to his login and password, a registered user on a resident portal can connect to the installation to 
monitor generate new booking requests on every asset the manager affords him access 
Click on the required asset icon to open “asset dashboard” with calendar and booking request list.  
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(Dark slots are past(unavailable), present and future are clear) 
 
Use “new booking” or  or click on the required “date and time area” in calendar to open an asset 
booking form to fill. 
Only own user’s information and selection are available from his resident portal. 
Booking request status is available in “week booking list” (week view) or in calendar (Planning view) 

 
 
 
. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 


