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1. System Login

In order for a user to login to the system the user has to use the following link. Run the link
in a Web browser such as Google:

http://mimir.ju.edu.jo/booked

Once the user enters the link the user has to enter the login information (username and

password) as shown in Figure 1:

L | Usemame or Ema

@ Password

Remember Me

@ | Forgot My Password @ Change Language

Figure 1: User Login Information

If you forgot your password, please click on the ‘Forgot My Passport’ link to send you an
email to change your password.
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http://mimir.ju.edu.jo/booked

2. Dashboard

The Dashboard page will be shown once the user logins to the system. The Dashboard page
provides information about the bookings the used have made and also shows the available
resources to reserve. See Figure 2 below

@ Dashboard My Account + Schedule ~ Help ~ Sign Out

Announcements 0

|

There are no announcements

Upcoming Reservations 5

|

Today (0)
Tomorrow (0)

Later This Week (5)

test user1 user1 Fri, 9/20 8:00 AM Fri, 9/20 9:00 AM Andalus Lab

test user1 user1 Fri, 820 8:00 AM Fri, 9/20 9:00 AM Educational Sciences Lab - 1

test user1 user1 Fri, 820 8:00 AM Fri, 9/20 8:30 AM Educational Sciences Lab - 3

test user1 user1 Fri, 9/20 8:00 AM Fri, 9/20 8:30 AM Educational Sciences Lab - 4

test user1 user1 Fri, 920 9:30 AM Fri, 9/20 1:30 PM Educational Sciences Lab - 4
Next Week (0)

Resource Availability

|

Available

None
@ Educational Sciences Lab - 1 Available Until Thu, 8/19 9:00 AM
©® Educational Sciences Lab - 2 Available Until Thu, 9/19 9:00 AM

Figure 2. The Dashboard screen

As shown in Figure 2 above, the dashboard shows reservations of Today, tomorrow and next weeks
(within a month period).

3. Manage Your Account
To manage your account you will have to click on the My Account Menu and the following FOUR
options will be shown to you as in Figure 3:

@ Dashboard S¥edule ~ Help ~ Sign Out
Profile

There are no announcements

Change Password

Announceiten

Nofification Preferences

Open Invitations

Upcoming Reservations 5 A

Today (0)

Tomoerrow (0)

Later This Week (5)
test user1 user1 Fri, 9/20 8:00 AM Fri, 9/20 9:00 AM Andalus Lab
test user1 user1 Fri, 9/20 8:00 AM Fri, 9/20 9:00 AM Educational Sciences Lab - 1
test user1 usert Fri, 9/20 8:00 AM Fri, /20 8:30 AM Educational Sciences Lab - 3
test user1 user1 Fri, 9/20 8:00 AM Fri, 9720 8:30 AM Educational Sciences Lab - 4
test user1 usert Fri, 9/20 9:30 AM Fri, /20 1:30 PM Educational Sciences Lab - 4

Next Week (0)

Figure 3: Options for Managing Your account (See Circle in Red)
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3.1. Profile
In the profile option, you can change information about your account. See the image in Figure 4:

Edit My Profile

Username Email
useri user1@ju.edu jo
First Name Last Name
user1 user
Timezone

Default Homepage

Dashboard Asia/Amman
Phone Organization
Position

Test

Figure 4: Change User Information

3.2. Change Password

The user can change the password using the following screen:

Change Password

Current Password
New Password

Confirm Password

Change Password

Figure 5: Screen for changing the user password
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3.3. Notification References
In the following screen you can control the type of notifications you need to receive by email.

Notification Preferences

When | create a reservation or a reservation is created on my behalf

Send me an email | Do not notify me

When | update a reservation or a reservation is updated on my behalf

Send me an email | Do not notify me

When | delete a reservation or a reservation is deleted on my behalf

Send me an email | Do not notify me

When my pending reservation is approved

Send me an email | Do not netify me

Update

Figure 6: Screen for managing your notification

3.4. Open Invitations
This option allows you to see if you have invitations sent for you. Usually the screen will be empty.

Open Invitations [

None

Figure 7: Screen to view your invitations

4. Scheduling Exams

There are FIVE options you will find in the Schedule menu as shown in the following screen:

@ Dashboard My Account ~

Announcements 0

chedule Help ~  Sign Out

Bookings

My Calendar

Resource Calendar

Find A Time

There are no announcements

Search Reservation:

Figure 8: Options for Scheduling Your account (See Circle in Red)
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4.2.

Bookings

The booking screen is the most important screen because it allows two things: to view current
bookings made by you and other users, and to book new exams. Figure 7 shows the booking screen.
By viewing the Booking screen you can see several types of reservations, for example

- Reservations in Blue means completed reservations.
- Reservations in Orange means pending reservations that need approval.

@ Dashboard My Account ~ Schedule ~

b BEEs
B Atom | iCalendar

Resource Filter x

» Al

» ITC Labs

» Language Center EQ Exams
Minimum Capacity

Resource Type

CAI- v
Clear Filter

4.2.1. Create New Reservation

Sunday, 9/22/19

Andalus Lab

| Default

Blocked My Reservation Participant I Pending H

Help ~ Sign Out

@« 09/22/2019 - 09/28/2019

Past

[ Resticted_ |

9:00 AM 10:00 AM

Educational Sciences Lab
=l

N f s o cdilas

Educational Sciences Lab
=2

11:00 AM 12:00 PM 1:00 PM

2:00 PM

3:00 PM 6:00 PM 7:00 PM

ol K il ) i s

Educational Sciences Lab
-3

Educational Sciences Lab
-4

Graduate Studies Lab

Rehabilitation Sciences
Lab-2

A il ) i

Scientific Halls Lab

Students.com

bl 4K / s il

Cusdafis il [ e anadl) glasd)

1601311 s
Vel
102834

Figure 9: Booking screen

To make a new reservation in the Graduate Studies Lab on 22/9/2019 between 11am-12pm, you

need to follow the following steps:

a. Use the mouse pointer to shade the corresponding time slots (Green time slots in Figure 7).
b. Once you release the mouse click, the following screen will appear:

@ Dashboard My Account

New Reservation

v Schedule ~

user1 user1 (user1@ju.edu.jo)

Begin 09/22/2019 11:00 AM
0 days 1 hours 0 minutes

Repeat | Does NotRepeat v

Resources Change
Graduate Studies Lab &

Title of reservation

Description of reservation

c. Fill the following fields:

v End

12:00 PM v

Participant List

Add| name or email

Invitees

Add| name or email

Allow Participants To Join

Figure 10: Create new reservation screen

Begin: Exam start Date/Time
End: Exam end Date/Time
Repeat: Does Not Repeat
Resources: You can add more resources (Labs)
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Help ~ Sign Out

f) View Availability| Cancel
| &Users % Groups
| &Users 48 Groups



Title of Reservation: Exam Type (e.g. Midterm, Final, Incomplete), Course Name
(Course Number), and Coordinator Name (Coordinator Number)

(il sl a3 l1) dyshall ) 5 e s3SAN (3alall a8 ) 5 y1a¥) Claudad B3l Joadll Caaie (flaial 1V
Description of Reservation: You will need to add information about the Exam Type

(e.g. ) number of students that will take the exam, and anything else you want.
delu Auda JS 300 (s e s 230 (laiedl adiin 1JGa

Once you enter all information click on Create, and the exam will be reserved and the

following screen will appear:

Your reservation was successfully created!
Your reference number is 5d827f90b5602353910459
Dates: 09/22/2019

Resources: Educational Sciences Lab - 1
One or more of the resources reserved require approval before usage. This reservation will be pending until it is approved.

[ coec |

Figure 11: Screen that will appear when you create a new reservation

4.2.2. Update or Delete an Existing Reservation
To update an existing reservation, you will need to click on your reservation, and once you click on it
the following screen will appear. Modify your information and then click on Update

@ Dashboard My Account ~ Schedule ~ Help ~ Sign Out
Editing Reservation {4 View Availability| Cancel || More~ l l
- 1 (userl@ G ) Participant List
user1 user1 (user1@ju.edu.jo) p #3Add to Galendar
Add | & Users & Groups G Add to Google

Begin | 09/222019 |11:00AM ¥ End 09/22/2019 | 1200PM v & Email
0 days 1 hours 0 minutes 8 Print
Repeat  DoesNotRepeat v &1 Duplicate
Resources Change Invitees X Delete
Graduate Studies Lab & Add | &Users & Groups

Title of reservation

gl o8 ) Jashall sy Sl (3Ll a8 ) 3 V1 k] 0L ] huting cfaial)

Description of reservation

test Allow Participants To Join

Reference Number 5d828e2911bfd217180365

Figure 12: Screen to Update/Delete your reservation

To delete an existing reservation, go to More—> Delete.

If your booking is approved by the Administrator, you will be able to Update/Delete it
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4.3. My Calendar
You can see your reservations by selecting Schedule 2 My Calendar, and the following screen will
appear:

@ Dashboard My Account ~ Schedule ~ Help - Sign Out

[ Show to public (RSS, iCalendar)

< | > | Today September 2019 Month | Week Day
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

8:00a Educational Sciences Lab
- 1test

8:00a Educational Sciences Lab
- 4 test

9:30a Educational Sciences Lab
-4 test

Figure 13: Screen to see your reservations

4.4. Recourse Calendar
You can see all resource (Labs) reservations

4.5. Find ATime

You can check for available slots in All/particular resource (Labs) as shown in the following screen:

@ Dashboard My Account Schedule ~ Help ~ Sign Ot

v Any Resource ‘ Resources
0 Hours ‘ Today Sep 18 | Tomorrow Sep 19 This Week  f Date Range Repeat  Does NotRepeat v
30 Minutes Begin -| End

More Options

Find A Time

Figure 14: Screen to search for an available time to reserve

4.6. Search Reservations
You can search for reservations made by a particular person or in a particular resource within a
range of time as shown in the figure below:

@ Dashboard My Account v Schedule ~ Help ~ Sign Ot

User ‘ Resources ‘ ‘ Schedules

Title Description Reference Number

Today Sep 18 = Tomorrow Sep 19 | This Week | [ Date Range ‘ Begin -| End
Search Reservations

Figure 15: Screen to search for particular reservations

Page9of 9



