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EZbooking - +e FLexiBLE BookiNg TooL

Artologik EZbooking is the flexible booking

tool that helps you keep all your bookings in ArfOIO glko
order. You get a quick overview of the book-

ing coverage for all of the different objects and E zboo ki ng

can say “goodbye” to double bookings. The
program also lets you create useful reports,
including invoice details.

Whether the bookings concern facilities, equipment or pe-
ople EZbooking can help you keep track of it all. The ad-
ministrator manages which objects each user can book, at
what times — and at what cost.

The program is web based which means that every user
can reach the tool and manage his or her own bookings
at any time or place — as long as they have access to the
internet.

EZbooking makes the booking process easy since it gath-
ers all of your objects in one place, giving the users a good
overview and at the same time being adaptable to best suit
your organisation.

Seven advantages with EZbooking

e Fasy to learn, easy to use!

¢ \Web based and therefore available wherever you are — as long as
you have an internet connection.

¢ All in one place and always access to the latest information — no
more double bookings or lost booking lists.

e User regulation ensures that everyone can work in the same sys-
tem and only have access to “their” resources.

e Flexibility! Adjust the settings to fit your organisation’s require-
ments.

e Reports — get invoice details and other useful reports straight from
the program.

e Overview — six different calendar views to choose from.




The different roles in EZbooking
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When adding users to EZbooking the system administrator creates authorization levels
for each of them. It is also possible to give them special roles within the program.

System administrator

The system administrator manages the
information and authorisations in EZbook-
ing. Itis also the system administrator who
sets the authorisation level for each user,
as well as the authorisation needed in or-
der to book a certain object. The role en-
titles booking all objects within the system
and the system administrator can also
change settings, as well as see and adjust
the information.

User

For each user a user name, password and
authorisation level is set. Which authorisa-
tion level a user should have is set by the
system administrator when the account is
created, but can also be adjusted later on.

There are several ways to control a user’s
authorisation level. One way is to use the
scale between 1-9, where 1 is the lowest
and 9 gives you access to all objects in the
system. Another way is to connect objects
to organisations and organisation groups.
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In order to unbur-
den the system
administrator  re-
gular users can
be given special
roles which give
them extra authorisations, as for example
the right to administrate their own organi-
sation or a certain object.

Organisation administrator: It is possible
to make certain users organisation admi-
nistrators. These are given the authority to
administer and add new users to the or-
ganisation and can also be given the right
to administer the objects that are tied to
that specific organisation.

Object administrator: Can create new
objects and also administers the objects
which are tied to the organisation.

Receptionist: Users with this role can be
given the right to make bookings for othe-
rusers, as well as receive other tasks.

Functions without logging in: Bookin-
gs can only be made by users who are
logged in to the program. It is, however,
possible to let others see calendars and
bookings on, for example, the screen in
the reception. You do this by activating
the function Public user.

People who are not yet registered users
in the program, but who wish to be able
to make bookings, can as a public user
register as a “proper user”. It is then the
system administrator or the organisation
administrator who approves them as full
worthy users of EZbooking.




Structuring the users
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organisations, hence
limiting the users within
that organisation to those objects.

An organisation does not have to be an
actual organisation, but can be a depart-
ment within the company or groups ba-
sed on booking related matters. This is
done in order to simplify the authorisation
administration. The organisation might be
working with a specific project, or maybe
you want to give the company trainees
certain rights within the system. For orga-
nisations like that all you need is a suita-
ble name — which is the only compulsory
information when a new organisation is
created. In order to administer a compa-
ny with five affiliated companies and ten

departments, however, it might be useful
to add both phone number and an invoice
address.

Organisation group

Organisation group is a function which
can be activated in EZbooking. If that
happens each organisation is tied to an
organisation group, which could be cal-
led “internal” and “external”, for example.
Organisation groups can be used as a
selection base when creating invoice de-
tails. It is also possible to use pricing per
organisation group, which could mean
that the group “Customers with service
agreement” has a different price than the
ones without service agreement.

User groups and user categories

If you wish to divide the organisations into
sub groups you can do so by creating
user groups. User groups can be used
as a selection criteria, for instance when
invoice details are created.

Yet another selection criterion, which can
be used when searching for users, is user
category. User categories can consist of
users from several different organisations.




Object administration

What is an object?

An object is something which is bookable and
can be anything from a car or a person to an
apartment — or a microscope. Only three fields
are compulsory when an object is added to
EZbooking, but a description of a certain object
can be made as thorough as you wish.

The compulsory fields are object name, authorisation
level and whether or not the object should be made vi-
sible for un-authorized users. Information like address,
contact person, rental prices, images and descriptions
are, however, voluntary. The email address of the person
responsible for that certain object can be added in or-
der to make it possible to send messages directly from
the booking window. The person making the booking
might have certain questions about the booked object
and therefore needs to contact the person responsible.

An unlimited number of information fields can be connected to

each object. The purpose is to gather all the information you requi-
re from the person making the booking. The information fields can

also be made compulsory. The field types which you can choose
from is date, time, yes/no, numeric and text. You can also specify

who you want to see and fill out the different fields.

By connecting objects to organisations and organisation groups
you can control who is able to book them. Another way is by using

the authorisation levels (1-9), where the users has to have the cor-

responding level or above in order to be able to book the object.

Categories create structure
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EZbooking makes it simple to add new objects and the only compulsory information is
object name, authorisation level and whether or not it should be shown to those users
who can not book it.

Search category.

By arranging the objects in a number of cate-
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products or objects, but might just as well con-
stitute a unit, like a real-estate for instance. The
objects in the category can then be bookable
things within that estate. It is simply the area of
business that decides what a category should
be in order for your booking process to be made
as simple and smart as possible.
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Many of our customers find several areas of usa-
ge for EZbooking and the more you use the pro-
gram, the more important it becomes to have a
good and thought through structure.
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By arranging the objects in categories you create a simplified booking process since the users get a better
overview of the bookable objects.




Opening hours, schedules and maintenence times

You might not want the objects to be boo-
kable 24/7 and if that is the case you can
limit the opening hours. EZbooking lets
you use different levels for opening hours
and these can be set per object, per user,
per object and user or per user and object.

If you set the opening hours per object
and user this could mean that the school’s
darkroom, which is only available during
the afternoons, is also bookable during the
mornings for those belonging to the Pho-
tography class. This means that here is a
general opening hour for the object, but

depending on who the user is these con-
ditions can change. The opening hours are
specified per weekday.

When creating schedules you specify fix-
ed bookable blocks of time, like a morning
session between 9.00-12.00 am, and an
afternoon session between 1.00-4.00 pm.
This simplifies the booking and handling
since the user doesn’t have to specify a
“from and to time”.

By activating a setting in the administration
menu you can automatically add mainte-
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Welcome to our booking system!

Holidays.

Here you can book meeting rooms, the health facilities and our company bicycles

Please remember to tidy up and leave the facilities as you found them. Thank youl

Any prablems? Please contact the front desk: Shauna (shauna@frontdesk.com) or James (james@frontdesk com).

Flexible pricing

nence time to each booking. In this way
the person who booked the conference
room, for example, is given the time to tidy
up and prepare for the next user.

Design the welcome page

The welcome page in EZbooking is a per-
fect place for information and you can de-
sign it in whichever way you prefer. Maybe
you would like to use the page as a mes-
sage board and post news about the diffe-
rent objects, have a notice about the rules
when making a booking, or simply have a
greeting to the users logging in?

First impressions last — the welcome page can be designed in
whichever way you prefer.

EZbooking offers a very flexible pricing and there are six different

price models within the program:

prices
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mains the same
e Price per hour

Pricemalf day.

Price!ull day.
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e Price depending on the length of the booking — hourly rate,
hourly rate from 4 hours, hourly rate from 8 hours

® Price depending on the length of the booking — hours 0-4 have
one price, hour 5-8 another and hour 8 and above have yet
another

There is also the possibility to create individual object prices on
organisation group-, organisation- and user level. If a company
hotel, for instance, wants to apply different pricing per company,
this can be specified on organisational level.

Al objects




Calendars

The Monthly calendar and the Multiple week calendar
give you an overview of bookings made in a specific
month or during a certain number of weeks.

The system administrator decides which of the eight calendars
should be available for the users.

EZbooking has six different calendar viewings to
choose between: Monthly calendar, Multiple week
calendar, Weekly calendar, User calendar, Object
calendar and My calendar.

The Monthly calendar and Multiple week ca-
lendar give you an overview of the bookings for a
chosen object, for a month or a certain number of
weeks. You can choose if you want to see booked or
available times for that specific period. You can also
do bookings directly in the calendar by clicking the
date you would like to make the booking for.

The Weekly calendar works just as the Monthly ca-
lendar and Multiple week calendar, but gives you a
weekly overview of the objects within a category.

The User calendar gives you an overview of bookings per user during a specific week.

The User calendar gives you an overview per week
over what each user has booked. The difference
between the Weekly calendar and the User calendar
is that the Weekly calendar shows the weekly book-
ings per object, while the User calendar shows the
weekly bookings per user. Just as when it comes to
the other calendars you can do the bookings directly
from the calendar viewing by clicking the date, ob-
ject and user you would like to do the booking for.




The Object calendar gives you an overview per ob-
ject over what is booked during a month, a week or
a day. Just as in other calendar viewings you can do
your bookings directly from the Object calendar and
you do this by choosing date and object.

Want to see the bookings for a specific object? Check out the Object calendar which gives you a good over-
view, either monthly, weekly or daily.

My calendar gives you an overview of what you have
booked during a month, a week or a day. You can
book directly from My calendar, just as you can from
the other calendar viewings, and you do this by choo-
sing preferred time and object.

Daily bookings and Monthly bookings provide you with overviews of
the bookings made.

EZbooking also offers two booking overviews: Daily
bookings and Monthly bookings.

Daily bookings lets you see the bookings that have been made on a certain day for all the objects, the objects within a specific category
or a specific object.

Monthly bookings provides you with a list of the bookings that have been made for a specific month, where you can choose to see all
of the objects, the objects within a specific category or a specific object.




Search and book available objects

You can book objects via the calendars, but there is ‘—
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It is possible to make your bookings viewable in your Out-
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The export is done via the automatic email which is sent to
the user in connection to the booking. The function enables
you to never lose track of your bookings.
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By clicking the Group booking icon you can add users to your booking. The added users

receive the booking confirmation and reminders.

Connected booking and Group booking

When doing a Group booking you add participants to the booking
and they receive booking information as well as a confirmation email.

The function Connected booking makes it possible to book several
objects at once. Maybe you want the conference participants to work
in smaller groups during the conference day and therefore need smal-

ler meeting rooms in connection to the conference room?

Make bookings for other users

Connected booking
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Would you like to make several bookings at once? By using the func-
tion Connected booking this is easily done.

The system administrator can always make a booking on behalf of another user and so can receptionists and object administrators
if the system administrator has given them authorisation to do so. This way of working suits those who, for example, wish for all
bookings to go through the reception desk.
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Emails, automatically or manually

You can do both manual and automatic mailings within
EZbooking.

Manual mailings can be informational emails sent to the
users who are entitled to book a certain object. Maybe you
want to inform them about the new projector in the confe-
rence room and attach usage information, or inform them
about the maintenance work that the sauna will undergo
during the next couple of weeks? This is easily done, either
by the system administrator, the object administrator (who
can do mailings regarding his or her objects) and the organi-
sation administrator (who can do mailings to his or her own
organisation).

Automatic mailings are created in an email template. You can, for example, choose to send an email confirmation when a booking
has been made, a booking reminder, booking information to the contact person of a specific object, information which is sent to a
general email address every time a booking is made, or to the responsible receptionist who receives a message about the booking.




Reports and basic data

All the information regarding bookings of objects can be compiled in different types of reports. Artologik
EZbooking has several built-in report generators in order for you to be able to gather statistics for follow-up.

Reports

It is possible to extract reports on bookings per object, per user and per

organisation. Which months have the highest coverage and which depart-
ments use the conference room the most?

In the report per object you can choose to see information about who has
made specific bookings and left comments, as well as see information fields
which have been added by the administrator. These could, for example, be
the contact person for an object or type of business.

The report per user gives information on which objects have been booked
and when, as well as any extra information fields.

The reports per organisation can comprise all organisations or a specifi-
cally chosen organisation. The report shows who has made the booking,
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Per organisation
Invoice details
Flaced orders
Order detals.
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as well as the object, date and time, any comments made and any extra @ Manual
information fields.
Each report can also be presented with diagrams, which is helpful in order
to get a good overview of the statistics. EZbooking has a built in support
for this and with the click of a button you get the information as a pie chart
as well as a bar chart.
EZbooking gives you access to several useful
reports. The reports per object and user are
two examples.
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2013-08-05 08:00 - 10:00
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Summary: 7.00
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Summary: 12.00
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Invoice details

This report type makes it
possible to create self-defi-
ned invoice details for internal
or external debiting. This data
can be exported as Excel fi-
les in order to be imported to
your own accounting system.

In order for your reports to
be as useful as possible it
is good to think about what
kind of data you require befo-
re you start working with the

reports. That gives you the opportunity to structure the work in the best way, so that you can get as correct and relevant information

as possible.
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Adjust EZbooking to suit your needs

In order for you to be able to adjust EZbooking to your needs and requirements in a simple way, we have deve-
loped plug-ins which can be added to the program. These plug-ins are easily installed and become a part of the
interface. The added functions will help make your booking process even more efficient!

EZ-Equip — Book extra equipment
Have you ever needed a projector and a compu-
ter to be added to your conference room booking?
With EZ-Equip it is not just possible, but also very
simple.

EZ-Equip makes it easy to administrate the vario-
us extra equipment to your different objects. Users
who wish to book a certain object get a good over-
view of the available accessories and you get a bet-
ter control of the bookings.

The administrator registers the equipment that
should be bookable for the users, who in turn can
see the equipment available with their chosen ob-
jects. It could, for example, be a trailer which is
bookable with the company car, or a projector with
the conference room. Please note that equipment
needs to be connected to available objects in or-
der to be bookable. It is not possible to only book
equipment.

Information on booked equipment can be extracted
from the reports. In that way you get an even more
specific knowledge of the equipment usage within
your organisation.
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EZ-LDAP - Catalogue service

By using a connection to a catalogue service you can simplify the work for both
user and administrator, since the user information is automatically collected from
a data base.

The work for the network administrator is made easier since all user informa-
tion is put in one place: name, email address and phone number, authorisation,
password, and so on. If any of the data needs to be edited, the changes are
made in all connected applications as soon as they have been saved in the
catalogue.

The advantage for the user is that he or she only has to remember one username
and one password, since the same login details are used in order to get in to the
network. If the network administrator also creates a single-sign-on environment,
the user only has to log in to the network in order to get access to EZbooking.

Updates are made each time the user logs in to EZbooking, or when the admi-
nistrator manually chooses to import user information. It is also possible to have
an automatic update each night, once a week — or how often you prefer it.
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EZ-Order - Place orders with your bookings
Coffee and cake for the afternoon meeting, or maybe pens and
paper? Order it directly in EZbooking by using the functions ad-
ded by the plug-in EZ-Order. The orders can be made at the
same time as the booking is made, or separately.

With EZ-Order you can add articles and make bookings, either
separately or in connection to a booking. To order a little so-
mething to eat is a typical area of usage, but why limit yourselves
to that? Maybe you also need pens and paper? You can create
different price lists and tie them to different ways of delivery. You
might want to make it possible for the users to decide whether
they should have the delivery made to their office, or to the can-
teen? You then add the articles which should be available for
each booking.

When a user of EZbooking wants to place an order he or she

clicks on the order symbol located next to the booking, which
connects the order to it. It is also possible to do a separate order.
If you have EZ-Order an extra authorisation is created within the
program: the right to administer orders. A user with this authori-
sation can see the orders for the connected price lists.

An external catering deliverer can be given access to email mes-
sages with order information each time an order is made within
the program. In this way it does not take any extra work to inform
the external suppliers of what has been ordered.

Adding the plug-in EZ-Order gives you access to the reports Or-
ders and Order list and here you can swiftly get information about
the orders. The Order list gives the kitchen information on which
supplies they need to buy, while the report Orders is the perfect
work plan for the kitchen staff.
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Purpose:

Are you having visitors? Register them in EZbooking. This will help the reception desk prepare for their visit.

EZ-Visit - Visitor registration
Register visits in connection to a booking or separately and print
visitor badges by connecting an etiquette printer.

With EZ-Visit you report expected and unexpected visitors, either
separately or in connection to a booking. By registering planned

visits in EZbooking the reception staff knows who is coming and
can print visitor badges in advance, directly from the program.

Unexpected visitors can also be registered in a simple way and
hence you can get access to a list of visitors for a certain day.
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Voices about EZbooking

“We use Artologik EZbooking as an online booking system for a range of electron and light microscopes. For us the biggest advan-
tage is the ability to produce monthly reports tabulating user hours, department, charge codes or invoicing details. This has greatly
improved the efficiency in generating the monthly accounts. We are also greatly helped by the program’s flexibility in assigning custom
pricing schedules for a range of different equipment and user categories and the ability for users to register online. Although some
training is required EZbooking is relatively easy to learn and Artisan has been great in providing the necessary training support for
administrators as well as custom modifications.”

Dr. Frank Brink, Deputy Director

The Centre for Advanced Microscopy, Australian National University

“EZbooking is user friendly, flexible and gives us a great overview of all our equipment. After registering the objects in the system,
all of our 1000 users with individual user rights are able book them at any time from any place. Furthermore, the cooperation with
Artisan is very positive, questions are answered quickly and responses are reliable.”

Monika Folini,
University of Zirich

Artologik - smart cloud services which save time

We believe in intelligent simplicity and have a vast experience of Cloud Computing Services. Through the years we have developed a
program line created in order to make your work easier and save time. The Artologik series consists of five programs.

HelpDesk is the Survey&Report is EZbooking is

support software ol an advanced but a web based
HelpDesk that simplifies Survey&Report yet user-friendly EZbooking booking system

and streamline > survey tool which [+Te[afole]-] that gives a great

overview. This is a
program perfect for
all of the organi-
sations internal
bookings.

makes it fun and
simple to create
evaluations, ex-
aminations and
reports.

your internal and
external support,
service and ticket
management — via
the web.

TIME is a user- ProjectManager
friendly program for o gives you control
those who want to ProjectManager over your projects,
manage, evaluate [*I=ToloTe s} from planning

and report time in to accounting.

a simple way. And It is also easy to
for those who want generate reports
to save timel for follow-up and
evaluation.
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General information about the program

Technical requirements

If you rent the program a web browser is all you
need. See below for technical requirements if
you buy a licence.

Web browser

In order to do bookings you need Windows
Internet Explorer 7.0, 8.0, 9.0 (PC) or Mozilla
Firefox 3.0 or later (PC and Mac).

Rental licence
The easiest way to use the program is to rent it
and let us be responsible for the maintenance.

Licence for installation

Web server

The program is installed in a web server that
must meet the following requirements:

Type: Windows Server 2003, 2008, 2008 R2
Web server program: 1IS6, IS7, IS7.5

Other: CGl, ISAPI and .NET Framework 3.5 SP1
must be installed.

Database

The program works towards any of the following
database servers (databases):

MS SQL Server 2005, 2008, 2008 R2, 2012
MS SQL-Express

MS SQL Management Studio

See further information about the technical
requirements on www.artologik.com.

Licence sizes

Which licence you require depends on which
type of organisation you have. The different sizes
of the licence regulate how many objects you
can connect and how many users you can have.

The following licence sizes are
available:

Light: Is suitable for the small company or a de-
partement within a larger organisation. The user
number is limited to 25 with 10 objects.

Standard: Is suitable for a small company or
organisation, or a department within a larger
organisation. The number of users is limited to
50 with 20 objects.

Enterprise: Is suitable for big companies and
organisations. The number of users is limited to
200 with 50 objects.

Global Edition: This licence has no user or
object limit. Please contact us for further infor-
mation.

Prices

Rental licence EZbooking

The startup cost is 180 EUR. A rental licence in-
cludes both free technical support and updates.

Rental cost per month

Light: 80 EUR/month
Standard: 120 EUR/month
Enterprise: 170 EUR/month
Global 280 EUR/month
Purchase licence

Light: 750 EUR
Standard: 1500 EUR
Enterprise: 2 250 EUR
Global: 4 500 EUR
Plug-ins

EZ-Equip Rental Purchase
Light: 15 EUR/month 230 EUR
Standard: 30 EUR/month 500 EUR
Enterprise: 60 EUR/month 1 000 EUR
Global: 120 EUR/month 2 000 EUR
EZ-LDAP

Light: 15 EUR/month 230 EUR
Standard: 30 EUR/month 500 EUR
Enterprise: 60 EUR/month 1 000 EUR
Global: 90 EUR/month 1500 EUR
EZ-Order

Light: 15 EUR/month 230 EUR
Standard: 30 EUR/month 500 EUR
Enterprise: 60 EUR/month 1 000 EUR
Global: 90 EUR/month 1 500 EUR
EZ-Visit

Light: 15 EUR/month 230 EUR
Standard: 30 EUR/month 500 EUR
Enterprise: 60 EUR/month 1 000 EUR
Global: 90 EUR/month 1500 EUR

The prices are shown excluding VAT. All prices are subject to
alteration. For current prices, please see www.artologik.com.

Support and warranty

Artologik EZbooking is simple to use, but inspite
of this there might be questions. If you have

any technical issues concerning the program
you can search for an answer in the FAQ in our
helpdesk at http://helpdesk.artologik.net.

When buying a program from the Artologik
series you always have a 1 year warranty,
counted from invoice day, concerning promised
functions. You can also buy a service agreement
which runs yearly. There are service agreements
for both the program and for its plug-ins. See
the complete price information on www.artolo-
gik.com.

Service agreement:

e Always access to the lastest version

e Free access to telephone support

e Free access to online support

e Free assistance via our helpdesk within one
working day

e Warranty for promised program functions

* Upgrade warranty for a bigger licence — only
pay the price difference

Prices for service agreement
(yearly)

Rental licence EZbooking
Service agreement is included.

Purchase licence EZbooking

Light: 150 EUR/year
Standard: 300 EUR/year
Enterprise: 450 EUR/year
Global Edition: 900 EUR/year
Training

In order for you to get started with the program
quickly we offer training sessions. Choose
between half day or full day. Modern technology
also enables us to have training online.

Learn more on www.artologik.com.

Would you like further
information?

On our web site www.artologik.com you find fur-
ther information about the programs. There you

can also order a trial site. You are also welcome
to contact us.

Simple is smart

Administrative software directly in your web browser

Try the Artologik programs for free on www.artologik.com

O

SOFTWARE FOR THE WEB

Artisan Global Media, Videum, 351 96 Vaxjo, Sweden
Tel: +44 20 34 55 03 89 (UK) / +46 470 53 85 50 (Sweden)

Web site: www.artologik.com
Email: info@artologik.com

Sales contact:

France Tel: +33 183 79 00 08
Germany Tel: +49 69 12 00 67 30
Spain Tel: +34 911 86 88 29



