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25th March 19 -- Welcome Linda List to Fast Track Solutions Registered to: Fast Track Automation

Visual Booking -- My Bookings -- Review Bookings -- Submit Job -- Review Job -- Work Monitor

Howdoi_. Make a Room Booking? See TODAY's Bookings? See ANV DAY's Bookings? Review Bookings by Week? Check Room Availability?

Main Menu
Visual Booking

How doi...
Work Management

Make a Room Booking?

See TODAY's Bookings? Repo rts
See ANY DAY's Bookings? Resource Bookings
Review Bookings by Week?

Check Room Availability?

Admin

Operator Tasks
Desk Booking
Dashboard

Vis Booking Range

Fast Track Power

Organisational Branding Service &
. . ! Support
Using different logos, header "~ Provision
015t April 19 -- Welcome Helen Hermes to Fast Track Solutions
wording and colour schemes, the Vil Booking -~ My B0okings ~ Review Bookings

apps can be branded for different Main Men

Howdoi_ Make 2 Room Bocking? See TODAY's Boskings? See ANY DAY's Bookings?

Menu Options

Online Users: 3 of 20 Effective menu schemes are available for configuration by admin
<< Back =-- Main Menu -- Logout

users, and can be applied globally, by role or by user.

>> Search Quick Help  >> Add

Layouts, menu structures, colour schemes and permissions are all

configurable.
25th March 19 -- Welcome Maintenance User to Fast Track Solutions Registered to: Fast Track Automation Online Users: 1of 20
Visual Booking -- My Bookings -- Review Bookings -- Submit Job -- Review Job -- Work Monitor << Back -- Main Menu -- Logout
Howdoi. Make a Room Booking? See TODAY's Bookings? See ANY DAY's Bookings? Review Bookings by Week? Check Room Availability? »> Search Quick Help  >> Add

Main Menu

Visual
Booking

Resource

Bookings

Fast Track Power

Booking System

Registersd to: Fast Track Automation  Online Users: 1 of 20
<<Back -- Main Menu -- Logout

Review Bookings by Week? Check Room Availabiliy?

(@] NEsTels[laf«M | Work Monitor Room Work Reports
Booking M'a'na_gemenf

User Settings Admin Desk Booking Dashboard
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Qtst April 19 -- Welcome Steven Scott to Fast Track Solutions: Registered 10 Fast Track Autormation  Online Users: 10f 20
+5 Search Quick Help Visual Booking -- My Bookings - Review Bookings <<Back -- MainMenu -- Logout
Mowdoi Make o Room Booking? See TODAY s Bockings? See ANY DAY's Bookings? Review Bookings by Week? Check Room Availasiity »> Search Quick Help

Main Menu

divisions and groups within the Visual Reports Resource User Settings  [BESE:Ielelaile] o . . Tt Desk Booki
. . g e H i Isual eports esource ser Settings es| CoKIN
organisation. Additionally, external Boaking S B i !

teams from customers and service
providers can benefit from
branded portals.
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Fast Track v5

Timeliness

The streamlined Timeliness SLA scheme
means that jobs can all be categorised by
one of four Timeliness Flags, which are:

* Planned

e Overdue

e Completed on Time
e Completed Late

Within the Timeliness Flagging, jobs are
broken down into Planned and Reactive, by
building, and by Service Provider.

Compie 1y

31/03/201916:33:10  27/03/2018 0%:41:58 COMPLETED ON TIME

31/03/2019 1633226 OVERDUE

31/03/2019 1646245 27/03/2015 05:13:59 COMPLETED ON TIME

02,/04/2015 18:05:10  02/04,/201912:00:58 COMPLETED ON TIME
03/04/201910:33:49 PLANNED

03/04/2018 12:27:54 02/04/2015 13:04:58 COMPLETED OM TIME

Dashboard
The dashboard shows key metrics at-a-
glance, including the Timeliness flags.

Fast Track Solutions

28th March 19 -- Welcome dbaFastTrack to Fast Track Solutions

Registered to: Fast Track Autornation  Online Users: 2 of 20

How do i...
Incomplete Jobs by Contractor Status Counts

ACMEAIRCOND |

ApvanceDac [l W (27

AIRHANDLERS B
CARDIFF CLEANING LTD [ &

CENTRAL-IT [ | REE]

cLeaniT [l e
ELECTROBEST [l I 122
NTERNAL [ | ki
nManTAINEX [l W 2=
PiNE ELECTRICAL [l I+
prisTINECLEAN [ I =&
0 103 206

Requested . Issued Responded to - On Hold Contained? 1
Building Reactive Timeliness Last 30 Days Print

100 Lothisn Road I 5
Berkeley Squere [N 1o
Bristol Satelite [INIINEG
Bristal Satelite Office [ 20
Cardiff HE in Central Cardity |1 1
Cork 5t. 1
Cornhill [l 2
He Carditt | :
HQ in Central Cardiff [ 1
Leeds HQ [N &
Piccadilly Office [ 1
Royal Free Hospital [ 1
Spiralla House [l 2
Swinden HQ [ -
Trafalgar Squere I -

Windsor Place [JJ 2

0 26 51

CompOnTime- CompLate- Overdue- Planned

Fast Track Power

»» Search Quick Help  »> Add

Contractor Reactive Timeliness Last 30 Days Print

AcMEARCOND [ 2
ApvancEDAC I 45
AIRHANDLERS 1

CARDIFF cLEANING LTD [N 4
CENTRAL-IT [l 1
cLeanT I 5
ELECTROBEST NI, -4
INTERNAL [ 25
ManTAINEX [l 1
PINE ELECTRICAL [, 21
prisTINECLEAN [N -

0 24 47

Comp On Time - Comp Late - Overdue - Planned

Building PPM Timeliness Last 30 Days Print

Bierkeley Sousre |
Eriztol Satelite Office [N 5
Cardiff HQ in Central Gardift [l 2
Cork St. [l 3
HQ Cardift [ 2

Tratzigar Squere | E— -

0 26 51

Comp On Time - Comp Late - Overdue - Planned

Fast Track Solutions (v5.00 R2)
[Page Loaded in: 0.16]
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Fast Track v5

Automated PPM

PPM Job and Forecast generation are fully automatic, meaning they are always up to date. Jobs can also be automatically distributed to service providers by email. Once
the PPM Plan has been set up, for service, inspection and risk-based procedures, aside from periodic review, the system can substantially run itself, with service providers

being able to update jobs in real time using Fast Track Mobile.

st Track Sol

Main Menu

Job Management

Submit Job
Review Jobs

Work Monitor

PPM Weekly

Main Menu

Fast Track Solutions
Job Search: 3371

Job  Details
Eldng: CARDIFF Typs: PESTCONTROL Status: Requested
33717 | There is a wasps nest or nests in the area. They seam
to be attacking the waste paper baskets!

8ldng: CARDIFF Type: AIRCOND Status: Requested
33716 | The temperature in the room will nat stay steady
because the thermostat is faulty, Room users have said
that the thermostat is likely broken.
8ldng: CARDIFF Type: METERUSE Status: Requested
STAGE 1: Monthly Meter Consumption Measurement

33715

2ldng: TRAFSQ Typs: SAFETY Status: Requested
33714 | STAGE 1: Observe for general saftey measures, report
to Safety Manager

Sldng: TRAFSQ Type: SAFETY Status: Com

33713 STAGE 1: Observe for general saftey measures. report
to Safety Manager STAGE 2: Replace Quarterly tag
with new one.

The PPM Weekly view shows work dates based on week
numbers, rather than actual dates.

Fast Track

28th March 19 -- Welcome dbaFastTrack to Fast Track Solutions
Visual Booking -- My Bookings -- Review Bookings -- Submit Job -- Review Job -- Work Monitor

Howdo i

PPM Graphic Dates

From Date: 28th Mar 19 j

BERKELEYSQ  00-AHU-O1
00-AHU-0Z
00-AHU-03
00-AHU-04
0000-AAAA-TEST
0000-FIRE-EXT
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To Date: 25th Apr19 |

AHU-28-DAY
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METER-MONTHLY
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MONTHLY-SAFETY-CHK
QUARTERLY-SAFETY-CHE
FIRE-EXT-90-DAY |
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Sat  Sun
30 N
Mar  Mar
19 19
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BRISTOL AHU 001

Weekly PPM Tasks (Week Numbers from Start Date)
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Export Print Quick Help
Buiding Code Asset Code | Refresh
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AHUZADAY
A8 DRY
VETERMONTAY W

BRISTOL-BM-B0ILER-001

INFPROJ1O

CARDIFF CARD AHU 001

‘CARD AHU 002

CDF-GAS-METER-N
INFPROJOT

INFPROJOZ
INFPROJOS
SOMNYPROJOOT
SONYPROIO0Z
SONYPROIOO3
CORKAHU 0D
CORK AHU 002

CORKST

Fast Track Power

AHU-2B-DAY u
METER-MONTHLY |
BIOMASS-BOILER-1-WK

BOILER-28-DAY u
MONTHLY-SAFETY-CHE

AHU-28-DAY

AHU-364-DAY

AHU-56-DAY

AHU-28-DAY

AHU-364-DAY

METER-MONTHLY |
MONTHLY-SAFETY-CHE
QUARTERLY-SAFETY-CHK

YEARLY-SAFETY-CHK

MONTHLY-SAFETY-CHK
MONTHLY-SAFETY-CHK
MONTHLY-SAFETY-CHK | ]
MONTHLY-SAFETY-CHE | |
MONTHLY-SAFETY-CHK | |
AHU-28-DAY

AHU-28-DAY

Registered to: Fast Track Automation

Asset:
Sat Sun
06 07
Apr | Apr
19 13
]
| |
[ ]
]

Process:

Sat
132

gEf

19 19

Online Users: 1of 20
<<Back -- Main Menu -- Logout
=> Search Quick Help  »> Add

Print

PPM Task Date Details

Asset Code:

BRISTOL-BM-BOILER-001

PPM Process:

BIOMASS-BOILER-T-WK =

PPM Task Date:

05/04/2019 (Friday)

Job Code:

[Job Code not yet Assigned]

Building Caode:

BRISTOL (Bristol Satellite Office)

Asset Type: Herz Biomatic 500
Contractor: MAINTAINEX
Details: Maintainex Services (Gary Bentwich) 02920 396305
Email: maintainex@iisfm.net
[]

Fast Track Solutions (v5.00 R2)

[Fage Loaded in: 0.22]
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Fast Track v5

Call Logging

Optional Fields

The Main Call Logging view has up to nine
optional fields which can be configured by
admins. Each of the optional fields can be a
free text field, or a drop-down, with a series
of tables provided to whole the drop-down’s
list of values.

In the example on the right, the optional
fields are those starting with “Certificate”,
and ending with “Service Report”.

The “Region” column is configured as a
drop-down, with values NORTH, SOUTH,
EAST and WEST.

This means that admins can add business-
specific fields, control what users can record
in them, and report on them later, even if
the Fast Track team is unaware of the values
that need to be tracked.

Fast Track

28th March 19 -- Welcome dbaFastTrack to Fast Track Scolutions

Visual Booking -- My Bookings -- Review Bookings -- Submit Job -- Review Job -- Work Monitor

How doi.. Submit a Job Request? Pick a Common Problem?

Edit a Job: 33716

Job Info
Customer: Ambercom plc ﬂ
* Building: HQ Cardiff [v] QJ
* Work Type: | AIRCOND [v] QJ

Estimated Cost | 250.00
Region: soutH |V
External Ref: TCK569180

Service Report.  NO

* Description:

Requestor Info
* Requestor: Gary Jones 2
Division: Fadiliies
SLA Info
Priority: 2
Respond: 15

Fields marked with a * are required

Fast Track Power

Job Category:
Floor:
Location:
Cerificate:

Cust PO Ref.

NORMAL [V

First Floor

West Wall

NO

External Category: | A/C

* Phone:

Department

Contractor:

Contain:

02920 333222

Planning

ADVANCEDAC

25

Cancel

B

Registered to: Fast Track Automation

Date/Time:  29th Mar 19 14:03
Room: Hohenstaufen Room [1'i]ﬂ
Equip. Code:

Cur PO Ref: 10020034

Risk Level: LOW

Budget Code: | B-2019-00012

The ternperature in the roorm will not stay steady because the thermostat is faulty. Room users have said that the thermostat is likely broken.

Emiail: garyjonss@FastTrackAutoma

Send Email? [

Labour:

Complete: A5

g

Fast Track v5. Page 4 of 19.



Fast Track v5

User Prompts

When User Prompts are turned on, users are automatically
reminded of pertinent information relating to buildings, customers,
contractors, work types, etc., and combinations of these.

In the example on the right, a user has chosen customer “Kelvin
Carriers” and a prompt message about late door opening. This is
followed by choosing building “Bristol Satellite Office”, and a
prompt for car park closure, and finally when contractor
“Maintainex” is chosen”, a prompt reminder appears about their
staff not parking in disabled bays.

Quick Help
Information for Quick Help can be tied to specific views inside the
Fast Track app, and can also link to PDF’s and other
documents, and other websites, such as explanatory
pages on the organisations intranet.

In the example images, there are Quick Help items for
“Submit a Job Request” and “Pick a Common

Problem”.

Job Info
Lite Call Logging Form for Self-Service
By simple configuration, cut-down versions of the Call * Building:

Logging page can be provided for simple call logging,
and use by self-service users.

The idea is that users with virtually no training can log
calls, with all the key values validated and captured,
ready for more elevated users to evaluate before
issue.

In the example on the right, users record various
location details, the type of work and a description.

Fast Track Power

Howdoi.. Submit a Job Request? Pick a Common Problem?

HQ Cardiff

* Work Type: | PESTCONTROL ﬂ

Fast Track

28th March 19 -- Welcome Bernice Booker to Fast Track Solutions
Visual Booking -- My Bookings -- Review Bookings
How doi.. Submit a Job Request? Pick a Common Problem?
Submit a Job Request
Job Info

User Prompts: Please remind the Maintainex staff to not park in the disabled parking bays.
Kelvin Carriers has stated that they cannot unlock the main doors to their premises after 5 pm.
The car park for the BRISTOL building is closed this month.

Job Info
Customer: elvin Carriers v Job Category:  MORMAL v Date/Time: 28th Mar 19 13:48 m
* Building: Bristol Satellite Office v Q_ Floor: All Floors ¥ Room: All Rooms ¥

Fast Track SELF-SERVICE

28th March 19 -- Welcome Stan Darduser to Fast Track Solutions
Visual Booking -- My Bookings -- Review Bookings -- Submit Job -- Review Job -- Work Monitor

Online Users: 1of 20
<< Back -- Main Menu -- Logout

Registered to: Fast Track Automation

>> Search Quick Help

Submit a Job Request

Floor: Room:

™ Q

~
|

First Floar ﬂ Tuder Room  [20] ﬂ

=

Location:

* Description” | There is a wasps nest or nests in the area. They seem to be attacking the waste paper baskets!|

Fields marked with a * are required

Fast Track Solutions (v5.00 R2)

[Page Loaded in: 0.18]
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Fast Track v5

Work Monitor

The Work Monitor shows work in progress, and colour-codes various statuses, indicating to users which jobs are proceeding normally or require scrutiny. SLA columns

can be highlighted in red and orange colours to indicate pending and actual expiration (sometimes call escalation and Jeopardy).

User Segregation
Admins can
configure users so
that they are
limited to the jobs
they can see by
building, contractor
and customer, or
any combination of
these three key
values.

When User
Segregation is in
use, some or all of
the first row of
Work Monitor
filters are “locked”.

Fast Track Solutions
28th March 19 -- Welcome dbaFastTrack to Fast Track Solutions

How do i..

Work Monitor

Contractor:

Priority

Page 1of58

All Contractors

Al Priorities| v

Jump 2 Page: | 1 E m

Building:

All Buildings

Job Status:| Open Calls

<< Back

MNext »=

Update a Job? Work Monitor Functionality? 33434 has all Resources? 33579 has all Docurnents?

Registered to: Fast Track Automation

g Customer. | Please Select
Work Type:
Reorder Work Monitor

Cnline Users: 1 of 20

»> Search Quick Help

»> Add

--—__m__l

EETRIS
33716
33715
33714
33712
33711
33710
33709
33708
33707
33706
33705
33704
33703
33702

28th Mar 19
26th Mar 19
08th Mar 19
08th Mar 19
08th Mar 19
08th Mar 19
08th Mar 19
08th Mar 19
08th Mar 19
08th Mar 19
08th Mar 19
0ath Mar 19
08th Mar 19
06th Mar 19
06th Mar 19

14:06
11:25
11:25
11:25
11:25
1125
1125
11:25
11:25
11:25
1125
11:25
13:58
1331

AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM
KEMOM SERVICES
AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM
AMBERCOM

HELPDESK
HELPDESK
PPM

FPM

PPM

FPM

PPM

FPM

PPM

FPM

PPM

FPM

PPM
HELPDESK
HELPDESK

CDF-GAS-METER-N
INFPROI30
INFPRQI30
BERKELEYSQ-FIREEX

BRISTOL-BM-BOILER-001

CDF-GAS-METER-N
CDF-GAS-METER-N
CDF-GAS-METER-N
CDF-GAS-METER-N
CDF-GAS-METER-N
CDF-GAS-METER-N

METER-MOMNTHLY
YEARLY-SAFETY-CHK

MONTHLY-SAFETY-CHK

FIRE-EXT-90-DAY
BOILER-28-DAY
METER-MONTHLY
METER-MOMNTHLY
METER-MOMNTHLY
METER-MOMNTHLY
METER-MOMNTHLY
METER-MOMNTHLY

Requested
Requested
Requested
Requested
Reguested
Contained
Responded to
Issued
Issued
Requested
Reguested
Requested
lssued

Responded to

PESTCOMTROL Stan Darduser

AIRCOND Gary Jones
METERUSE  PPM Generated
SAFETY FPM Generated
SAFETY PPM Generated
FIRE SAFETY PPM Generated
PPM PPM Generated
METERUSE  PPM Generated
METERUSE  PPM Generated
METERUSE  PPM Generated
METERUSE  PPM Generated
METERUSE  PPM Generated
METERUSE  PPM Generated
AIRCOND

AIRCOND

02920 333222 2
NAA
LN
M
NZA
M
MN/A
MR
NZA
MR
NZA
MR

Maintenance User 07801790207 2
Maintenance User 07801790207 2

PRISTINECLEAMN
ADVANCEDAC
MAINTAINEX
CENTRAL-IT
CENTRAL-IT
INTERMAL
MAINTAINEX
MAINTAIMEX
MAINTAINEX
MAINTAINEX
IAINTAINEX
MAINTAINEX
IAINTAINEX
ADVANCEDAC
ADVANCEDAC

HG Cardiff

HQ Cardiff
Trafalgar Square
Trafalgar Square
Berkeley Square
Bristol Satellite Cffice
HQ Cardiff

HGQ Cardiff

HQ Cardiff

HQ Cardiff

HQ Cardiff

HQ Cardiff

HO Cardiff

HO Cardiff

Fast Track Power

Fast Track Solutions

(v5.00 R2)
[Page Loaded in: 1.05]
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Fast Track v5

Charts

Various Chart tools are in use, including the Fast Track charts, and those by Google and Flot. As there are likely to be more charts in the Fast Track library than are
actually useful to any single end-user organisation, the optimal set will be provided, and can be controlled by admins by global, role and user settings.

20

3

N\

2017 2017 2017 2017 2017 2017
05 08 09 10 " 12

2018 2018 2018 2018 2018 2018 2019 2019
01 02 06 o7 09 10 01 03

—— Job Count

Incomplete Job Counts by Status by Contractor Export  Print  Quick Help Incomplete Job Counts by Status by Building Export  Print  Quick Help
Incomplete Job Counts by Status by Contractor Incomplete Job Counts by Status by Building
Job Counts by Status Job Counts by Status
0 50 100 150 200 250 0 50 100 150 200 250 300
ADVANCEDAC B |ssued BRISTOL _- ® |ssued
AIRHANDLERS B Responded to Responded to
CORKST n
CARDIFF CLEANING LTD Contained ukEsT1 Contained
g CENTRAL-IT B 0On Hold 2 Guildford On Hold
s CLEANIT I ELECTROBEST g LEEDS
S |
= ELECTROBEST Contained LOMBARDST
corianrotoo [
INTERNAL 18
SWANSEA
MAINTAINEX Siiied --
PINE ELECTRICAL TRAFSQ I
PRISTINECLEAN WINDSORPLACE
Job Creations by Year Month Bporn; (honE] [QukkHely Contractor Reactive Timeliness Chart Print
Refresh S
From Date: O1st Apr 19 El To Date: O1st Apr 19 Building: ‘ ‘ Contractor: Timeliness: l:l Refresh
acweairconD [ 1
Job Creations by Year Month ADVANCEDAC [ —
crean T NN

eLecTRoesT |
ey
eive eecTricL [ 5

prisTiNeCLEAN [N -
0 6 "
Comp On Time - Comp Late - Overdue - Planned
The Chart shows R Job Ti Counts by C: , subject to the Filter Fields at the top

Fast Track v5. Page 7 of 19.



Fast Track v5

Fast Track Mobile
The Fast Track Mobile app provides a sub-set of the main Fast Track software

mechanisms, allowing staff to create and update important data in Real Time. Key fast Hack Solutions Fast Track Solutions

interaction points are engineers and operatives automatically receiving work i — Job Management o
Submit Job URGENT v

instructions, and updating their statuses on site, so that back-office/control-centre - st
staff see response phase changed immediately. On-site status updates include o Bl e

Login

“Responded to”, to indicate arrival at work location, and “Completed” to indicate Work Monitor

7 vEsx

that the work has been done. — Dot s e

B morning
Quick Booking

Communication Logs

These are also called “comms logs”, and represent collaborative communication
between back office staff, mobile operatives, managers, and optionally customers.
Unlike the flexible but uncontrolled communications facilitated by emails about a
job, comms logs maintain a single strand of conversation, all captured and available
in one place.

My Bookings

Job Documents and Service Reports

Documents such as O&M manual extracts and layout
plans can be delivered with the job by Fast Track, and
operatives can update documents, photographs and
service reports on-site, and add them to the job detail,
which will immediately be available to the back office
staff. apres

Fast Track Solutions Fast Track Solutions
Job Actions: 33718

Job Actions

Back to Job Review

Priority:
Created:

On-Site Job Creation Aol
Location:

Engineers and Operatives can create jobs at site, when Equip ID:

surveys are being carried out of unexpected faults %p:wp: e
appear. Using Fast Track Mobile on Smartphones
means that photographs can easily be taken and

attached to jobs (both new and existing) while at site.

Please note the file size limit of 2MB.
1. Choose File to Upload:| Choose file | No file chog

Indate Job Status : .
%"p“"'}"o"u;‘tat*l' 2. Click to Upload File: | Upload File
esponded to
Date: | 020422019
1718

Communication Logs

Update Job

By / Time Log Detai

Job Filtering
App configuration provides for automatic filtering, so
users only see their own jobs, or their organisation’s.

Fast Track v5. Page 8 of 19.



Fast Track v5

Alerts Wed 03/04/2019 08:07
Fast Track Alerts is an email reminder service that can be configured to remind anyone
about any key circumstance. Pre-configured alerts remind service providers about open or Overdue Job Reminder

overdue jobs, and staff about coming bookings, so that they can be cancelled in a timely way | Mantane@fasttackautonation.net
if not needed. Lease expirations, job counts, escalation & jeopardy of jobs, etc., can all lead
to automatic email alerts.

This email has been sent by Fast Track Alerts automation.

Recipient: maintainex@fasttrackautomation.net

Once configured, Fast Track Alerts runs autonomously, continuously reviewing data, and
automatically emailing alerts when data conditions match alerts. The example on the right PLEASE NOTE THAT YOU HAVE 3 OVERDUE JOBS

shows an email sent to a service provider, to remind them that 3 of their jobs are overdue. S )
Thank you for reading this email which was sent by the Fast Track Solutions.

Asset Life Cycle Analysis

Life-Cycle Data Values Key asset Life-Cycle data is recorded as an extension of
Asset Code the main asset data, and is used to forecast coming & Alerts@FastTrackAutomation.net - Overdue Job Reminder ~
Asset Type decisions based on end of life and replacement costs.
Building Code Reactive and Planned maintenance costs can be calculated to provide cost estimates from the current data to each asset’s end-of-life.
Condition _—_-_____
Purchase Date 00-AHU-01 Carrier AHU 1200 BERKELEYSQ) 21st Aug 13 10050  O4th Sep 13 03rd Sep 18 125625
Purchase Price 00-AHU-02 Carrier AHU 1200 BERKELEYSO) Good  08thSep13 1000 23rdSep13  22nd Sep18 13750 425
Asset System 00-AHU-03 Carrier AHU 1200 BERKELEYSO) Good  19thep13 11500 03rdOct13 02nd Oct13 14375 2822
Asset Group 00-AHU-04 Carrier Air Handling Unit BERKELEYSO) Good  18thep13 1500 03rdOct13 02nd Oct1s 14375 £54
Installation Dat 00-AHU-05 Carrier Air Handling Unit BERKELEYSQ) Good  22nd Aug 13 10100 OSthSepi3  04thSep 18 12625 450
nstallation Late 00-AHU-06 Carrier AHU 1200 BRISTOL Good  08thSep13 1000 23rdSep13  22nd Sep18 13750 482
Life Cycle Years 0000-FIRE-EXT GENERAL BERKELEYSQ Older  23rd Aug 14 135 OBthSepi4  0SthSep1d 168.75 343
Life Cycle Months 000AAS Carrier AHU 1200 BERKELEYSQ) Good 05th Sep 14 1000 23rd Sep 14 22nd Sep 19 13750 560
End of Life Date B75-AHU-01 Carrier Air Handling Unit BERKELEYSO) Good  25thAug 13 10250 O08thSep13  (OTth3ep s 12812.5 713
Replacement Cost Estimate ] D Lease Ooti ) et
ease Data ease Options Export  Print  Quick Help
Warranty Status
Warrant-,r Info Recording, Lease Code: | | | Refresh |
Warranty Expiration management and rocco | icmvtiem, om0 opon oo o Ol T ot e Ot e Opcn ot sk et vt o
Reactive Cost Estimate analysis of Lease S N e o
. H H discussed.
PPM I:Clgt EStI mate Data' InCIUdIng f CARDIFFI00 Cardiff Lease Number  O1st May 19 Additional 1 Year 28 28 19000 1000 1010 Q o
; Option reminders i 00
Tﬂtal CDEt EStImatE p . SWINDONI00  Swindan Lease Zlst Apr19  Option to renew for ONE MORE YEAR. 18 18 12000 1000 32 a o
provided for. Number 100
WESTEMD100  London West End 02nd Jan 20 Additional 1 Year 274 36000 5000 2433 1) 0

Lease Numier 100

Fast Track v5. Page 9 of 19.
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Visual Booking Fast Track Solutions

Range
g' . 03rd April 19 -- Welcome dbaFastTrack to Fast Track Solutions Registered to: Fast Track Automation Online Users: 1of 20
The Visual Booking  visual Booking - My Bookings -~ Review Bookings - SubmitJob - Reviewlob - WorkMonitor — <<Back - MainMenu - Logout
Range view shows How do i... >> Search Quick Help == Add
booked and ] } . = . = ding: - : i
Visual Booking Range FILTER VALUES: Date From: 03rd Apr 19 To: 04th Apr 19 Building: [CARDIFF | Floor: | | Room | | RoomType[ |

available slotsin a
similar way to the

visual Bookingvew, (20T T

but Cl’ucia“y is able CARDIFF Hohenstaufen Room (01-100) SUPPORT 03/04/2019

s 1A E E I
14 04/04/2019 GEIIHEIEIIIIH EPsrssess

NEW BOOKING VALUES:  Time:[00 V][00 V] To:[00 V] [00 V| Meeting Title:| |

el g 7

D CARDIFF 01  Hohenstaufen Room (01-100) SUPPORT 8 | ]
to show ranges of % CARDIFF |01 Tudor Room (01-101) CONFERENCE | 8 | 20 03/04/2019 D (alm|a[n[D/a| S
CARDIFF 01  Tudor Room [01-101) CONFERENCE 8 | 20 04/04/2019
days, rooms, types [5 (CARDIFF 01  lluliae Room (01-102) CONFERENCE g8 | 20 03/04/2019 ..g.ll.lll.ll. z GHaaE 16 E
of rooms, etc. Once % CARDIFF 01 Juliae Room (01-102) CONFERENCE 8 | 20 04/04/2019 B.l.l.l.' .@.l.' Bvw @n “E .g..
. CARDIFF 02 Habsburg Room (02-201) SUPPORT 2| 4 03/04/2019
start and end times [0 [CARDIFF 02  Habsburg Room (02-201) SUPPORT 2| 4 04/04/2019 ﬁ
are chosen, sets of (5 CARDIFF (02 Bourbon Room (02-202) SUPPORT 10 2 03/04/2019 .lll.lll.lll-lll.lll.lll.l NHIIHB
bookings over [C] CARDIFF 02  Bourbon Room (02-202) SUPPORT 10| 20 04/04/2019 RVIEW OF REFURB 0O
g [ [CARDIFF 02  Saxe Coburg Room (02-203) SUPPORT 6 | 20 03/04/2019 ANNU a DAV I
multiple days (in a [5 |CARDIFF 02 |Save Coburg Room (02-203) SUPPORT 6 | 20 04/04/2019 UNI CH RKETIN
oattern or not) can % CARDIFF 02 VC-Cardiff VCROOM 8 | 20 03/04/2019 lu/c|T|1]o|N]| ﬂ —
CARDIFF 02 VC-Cardiff VCROOM 8 | 20 04/04/2019 Dr
be created with a R? [CARDIFF |03  |Plantagenet Room (03-301) DESK 1| 2 i 030402019 [u[n]1]v]
] ) R? (CARDIFF 03  |Plantagenet Room (03-301) DESK 1 2 | 040472019 DaMBERCOM ..-..'ﬂmﬂﬂﬂlﬂm
single click for each R? (CARDIFF 03 |Della Rovere Room (03-302) DESK 1| 2 | @ 030472019 .... NG [ ]
dav. Visual Bookin R? (CARDIFF 03  Della Rovere Room (03-302) DESK 1| 2 || 040472019 N1 G [R[1]s|T]o[L] ]
y- g R? CARDIFF 03  Carafa Room (03-303) DESK 1 2 | 030472019 ZE [ncla] |[r[E[v]1] ‘N1 GE
Range can be a 5 CARDIFF 03  Carafa Room (03-303) DESK 1| 2 | @ o4/04/2019 [0 M| E| 6] p—
. CARDIFF 03 Borgia Room (03-T10) TOUCHDOWN 1] 2 03/04/2019
great time saver. [ [CARDIFF 03  Borgia Room (03-T10) TOUCHDOWN 1] 2 04/04/2019 € HA R 1 T Y [s|alL|els| [M[E[e|[T[1|N][G]| ]
CARDIFF 03 Medici Room (03-T11) TOUCHDOWN 1] 2 03/04/2019 a
In the example view [5] CARDIFF 03  Medici Room (03-T11) TOUCHDOWN 1| 2 04/04/2019
h Il booki [5| CARDIFF 03  Visconti Room (03-T12) TOUCHDOWN 1] 2 03/04/2019 FULHAM PROPO GDEEENOED nor T
shown, all bookings [0 (CARDIFF 03  Visconti Room (03-T12) TOUCHDOWN 1] 2 04/04/2019 SOF TWARE DEVELOPMENT

and availability for

the CARDIFF

. Fast Track Power Fast Track Solutions  (v5.00 R2)
building over two [Page Loaded in: 0.16]

days are shown; :
further filtering might limit the vi how only Conf R d Desks. The “R?” AR —Pantaaenstfoom (R o L2 a
urther filtering might limit the view to show only Conference Rooms and Desks. The "R’ CLICK TO REQUEST THIS ROOM NOW _301) DESK 1 2 o
notation in the left-most “Book” column is a link to make a Request Booking, which can be made | A Requestwill be sent to the Cardiff Desks team  3-302) DESK 12 0
even if the user is not a member of a restricted room’s Workgroup. Request bookings are RY_JCARDIF 03 TOella Rovere Room (03-302) DESK 120
) ) ) ) } Rp CARDIFF 03 Carafa Room (03-303) DESK 12 |0
considered for conversion to full bookings, at a later point, typically by elevated users. R*S CARDIFF 03  (Carafa Room (03-303) DESK 1] 2 | @
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Request Bookings

Requested Room Bookings
Request Bookings are typically

created by users without Requestor:l:l & Bul'ldl'ng:| Please Select V| Start Date: O1st Apr19 = End Date: 30th Apr19 = Meeting Tl'tle:| || Refresh | Reset Filters
permission to create fu”y' Click on a Booking Ref to load the Booking into the FINDER Click an lcan to Update Status to:
confirmed bookings, or by normal --mmm_-EEﬂ@-_-__
users (who can make full bookings) 1046-1 HQ Cardiff First Flar Juliae Room TERRY,JAMES  03rdApri® 1200 1500 Alpha Project Review START UNAVAILABLE *
. . . 17341 HZ Cardiff First Floor Tudor Room Migel 03rd Apri% 1530 1730 Tearn Review 8 START UMAVAILABLE ><
when their preferred slot is either = — : : - :
1312- HG Cardiff Third Floor  Plantagenet Room Bernice Booker 03rd Apri% 1500 17:00 Bernice Bocker 1 AVAILABLE D D X
UnaValIabIe, oris pa rt Of a 131341 HG Cardiff Third Aoar Visconti Room Bernice Booker 03rd Apri% 1500 17:00 Bernice Boocker 1 UMAYVAILABLE }(
Workgroup that the user does not 13011 HE, Cardiff Third Floor  PlantagenetRcom  Ronnie Requestor  03rd Apr 18 1600 17:00 Ronnie Requestor 1 AVAILABLE B B X
belong to. Request bookings do not 14431 HOQCardif  SecondFloor  HabsburgRcom  AMANDAPRESTON 03rd Apri® 1115 1130 AMANDA PRESTON 2 AVAILABLE E] ] x
. ) . d k 1311 HG Cardiff FirstFloor  Hehenstzufen Room  Ronnie Requestor  04th Apr13 18:00 1800 Rannie Meeting 6 AVAILABLE a D X
OCCUpy time in rooms or at des S’ 13141 Bristol Satellite Office Floor 1 1-12 Stan Darduser 04th Apr19 15:00 1700 Stan Darduser 2 AVAILABLE D D x
but can be converted to either 13151 Eristol Satellite Office Floor 2 2-20 Stan Darduser  04ih Apr13 1500 17:00 Stan Darduser 2 AVAILABLE E] B X
provision al or fu|| bookin gs in the 1290-1 HQ Cardiff First Floor ~ Hohenstaufen Room SMITH, PETER 04th Apr19 1900 20-00 Project Review 4 AVAILABLE B D >
Request Bookings console, which is 1045-1 HO Cardiff Third Floor  MediciRoom  COLLINSWORTH, RAY 04th Apr13 1500 16:00 Benefits Review 8 AVAILABLE E] E] x
. ’ 11441 Eristol Satellite Office Floor 2 Boardroom Migel O4th Apr19 16:00 17:00 Undertakings Review 30 AVAILABLE D D }(
Usua”y aVa||ab|e to elevated users 13181 Eristol Satellite Cffice Floor 1 112 Stan Darduser 05th Apr 13 15:00 17:00 5Stan Darduser Z AVAILAELE D D X
in the ”Operator Tasks” menu 1087-1 Westminster Floor 1 Disraeli JOMES, BILLY 05th Apr13 11:00 1500 Armed Forces Bill Committee 44 201538 AVAILABLE B E| >
section. 10721 Bristol Satelite Cffice  Floor 2 271 BAGLEY, CHRISTINE  06th Apr13 1230 1530 E”"i’;':::_’fti:‘“d" &  CO00Z-B  END UNAVAILABLE *
. . 10&0-1 Westminster Floor 1 Gladstone JOMNES, BILLY 06th Apr19 10:00 1400 Education Committee 44 201542 AVAILABLE D D X
By role or user configuration, e Mo o Soort
. 1082-1 Wiestminster Floor 1 Thatcher JOMES, BILLY  06th Apr19 1100 15:00 ot TON a4 20544 AVAILABLE B B x
different users can be allowed to i
L. 10811 Westminster Floor1 Disraeli JOMNES, BILLY 07th Apr19 1100 15:00 Armed Forces Bill Committee 50 . .
make only provisional or request Click an lcon to Update Status to:
bookings. Request bookings can also be made directly from the Visual Booking Range view (see above) by filtering, _-_—
setting times, and then clicking on the “R?” notation in the left-most “Book” column. START UNAVAILABLE >
_ _ START UMAVAILABLE X
Converting Bookings AUAILABLE B B X
Request Bookings can be converted to Provisional or Booked, or can be cancelled with a single click. The detail image UNAVAILABLE X
on the right shows the right-most columns of the main “Requested Room Bookings” view above. All pertinent booking AVAILABLE E B X
details that elevated users need to process request bookings are shown in the main grid, and the icons in the right- — - '
AVAILA >
most columns provide the mechanisms. The “Availability” column is important, and it determines whether request Al Update 1314-1 to BOOKED x
bookings can be converted. The bookings with an availabilty flag of “AVAILABLE” can be converted to booked or AVAILABLE O X
provisional just by clicking the applicable icon (such as booking 1314-1 in the smaller detail image), whereas the other AVAILABLE % O X

availability flags show where request bookings have availability issues with the start, end or both. Requested bookings
that “don’t fit” their preferences, so are not available, can be loaded into the Room Finder by clicking the “Booking Ref” link in the left-most column.
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Desk Bookin
8 Fast Track
The DeSk BOOk|ng mOdUIe uses 03rd April 13 -- Welcome dbaFastTrack to Fast Track Sclutions Registered to: Fast Track Autcmation Online Users: 1 of 20
background images generated from Visual Booking -—— My Bookings -- Review Bookings -- Submit Job -- Review Job -- Work Menitor << Back -- Main Menu -- Logout
Howdoi Book a Desk? »» Search Quick Help  »»> Add
CAD floor plans, or floors can be o
Desk Booking  Date: 03rd Apr 19 FILTER VALUES: Tirne: Building: [Cambridge - Charter House ™| Floor: [3rd ¥ Print

modelled using the desk, wall and NEW BOCKING VALUES: Starts: [08 V][00 %] Enas:[10 v][o0 v] Team/Project/Title: [Thames Project_ | Dev Mode (OFF)

door symbols provided with Fast

Track Solutions. Users can review _
. . . NOW: Thames Project 08:00 - 10:00 (2170-1)
availability at any time on any date by UQ
. . I 08:00 10:00 - Thames Project - dbaFastTrack
using filters, and see at-a-glance when | et J:f;if; 10:00 12:00 - Peak Team - dbaFastTrack
H /' 07:00 - 17:00] [07:00 - 1700 12:00 15:00 - Omega Project - dbaFastTrack
desks are avallable' and where they ) 13:00 17:00 - Altamira Project - Gary Jones
are on the floor, especially in relation 23 Salles || 20/Sales T = -
. ’ p y . Alpha Project ﬂ.lpha_Pr_ject :-':;je_ rr?ljmog}pm}::ngf » : :
to colleagues in related projects and 0700 - N i - 17400 o B L S
teams. After setting a preferred slot 24 sles| 2153 J2BRT | [ 7y
with date and times, desks can be g1 g orad-{zoo |

booked with a single click.

Querying Desks
In the example on the right, a user is

17 Desk06 Desk04 Desk05
G B.":[:#*ez“ Bﬁmeam 22 BeJ)je:t

OF:00 - 17400 0700 - 17400 0700 - 1700 I

fuad

0708 - §7:00| |

hovering above a desk’s current
booking details, and a box showing
details of all the bookings for the day
has appeared. In this case, the user
can see that the desk has four
bookings, and is only available after 5
pm.

Fire

Desk 03 Desk02 Desk01 .
Brisfiol Jeam Bm{_&ﬁjec: Zetd Prdject Exit

O700- 1700 0700~ 17:00 €700 17:00

Rridg |
Project

- 17:00{ 07 :

15

Configuration
Admins can configure desks, symbols

Desk36 | Desk 33

. figma Enigri
and spaces by using Dev Mode ProiT 0700 e o
[ oy Pt )
(development mode), directly from
the Desk Booking view. _A‘
Fast Track Power Fast Track Solutions {w5.00 R2)

[Page Loded in: 0.22)
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Visual Booking

The Visual Booking view is the
view for all users to booked slots
and the availabilities between
them. By filter, Visual Booking
shows all the bookings for a day,
and is typically also filtered by
building, such as when the user’s
Favourite Building is used (a
favourite floor can also be set).
Users review days and locations,
set times, and click the left-most
“Book Now” page icon to move
to the booking details page.

Hide Meeting Titles

The meeting titles of bookings
for rooms with Workgroups that
the current user does not belong
to can be hidden, as shown in the
image to the left (rooms have
dark shaded backgrounds).

Quick Personal Booking

CLICK FOR QUICK PERSONAL BOOKING

Site Filter TG [y Tel “All BUildings Floor:  All Floors Room: All Rooms
. . . - . Piccadilly Office
The site filter can be used to display groups of buildings in the Trafalger Square

Visual Booking view.

Fast Track Solutions

03rd April 12 — Welcome dbaFastTrack to Fast Track Solutions Registered to: Fast Track Automation Online Users: 1 of 20
Howdoi_. BookaRoom? Editing a Booking? Add Resources? See Room Details? See Booking Details? Manage Requests? => Search Quick Help  »> Add

Visual Booking
My Room Booking  [Filter the Visual Booking Screen]

*Dater << Thu 04th Apri9>> | *Time:[00 ¥|[00 v| *ta[00 V][00 V| View Basket @ tem(s))  Quick Help

—-mmllEEEEIIIEIIIII'EIIIIIillIIEIIIEIIIIEIIIEIIIEIIIIIIIEIIIEIII
[0 = HoCawiff Frstioor  HonenstaufenRoom (| supPORT | uHnnHﬂ.u.l“ﬂ!n.‘.ll‘.lllll'

(B 2k |hHQCardi| Fist Floor Tudor Room ||| CONFERENCE | & | 20 .E.EEHB.
& 9P |HQCardift|  First Floor Juliae Room || CONFERENCE| & | 20 ..ununu.n'..n.uunn... ....Hnn..
£ 9P kO Caraift| Second Floor | Habsburg Roam B suerort | 2| 4 annn

op  |HQCardiff| Second Ficor | Bourbon Room )| SUPPORT | 10| 20 a.ﬂ..nﬂu.u..ﬂﬂ.unu.n

[ 5P |HQCardiff| Second Floor | Saxe Coburg Room ([ suppoRT | 6 | 20 ..munn!n.... uu.nﬂnnﬂ
[3 2P  |hacardif| Second Flcor vecarait || veroom | 8 |20 .ﬂﬂu!nunu.
B [3 + --—.-.- "diEEEEEP GEEEE R R4
B [3 + --—-.- an
[5 & <P HQCardiff| Thid Floor sorgiaRoom [} TOUCHDOWM 3 ........ ﬂnnu!.muununu.

1
oP  HQCardif| Third Floor MediciRoom [} ToucHDOWN| 1| 2

[3 & 2P Hocad® ThidFoor | ViscontiRoom ) TOUCHDOWN 1| 2 ........................
[B &b HoCargif Roofvoid Area. ROOEEAST ) coRe 3
[B 5h  |HQCardiff|RoofVoid Area|  ROOF-WEST ()] coRe 2

_-m-m_llEmﬂlllﬂlllﬂlllﬂlllﬂlllEIIIE!IIIEIIIEIIIIIIIEIIIEIII

Fast Track Power Fast Track Solutions  (v5.00 R2)
[Page Loaded in: 1.81]

P Ations | Buldng|  Foor | | Once the start and end times are set, users can create “quick personal bookings” simply by clicking the person icon in the Actions
== column. The user’s name is used

y for the meeting title, and this can | Visual Booking Filter

[0 S 5r Hocew® fstiieer | 1o be adjusted at any time. Bookings | Event Date: Wed 03rd Apr 19 [ Rm Type: All Room Types Time Range: 08%] hrs to  22[V] hrs

[0 £ <P HoCed secondFoor  Ha  can be made in a few seconds.

Sitez | London West End Sl'te

[ Cancel # Filter VB Screen

Fast Track v5. Page 13 of 19.



Fast Track v5

Digital Signage

Fast Track Digital Signage allows low-cost deployment of room-based door pads, which are based on tablets, such as those with Android and Apple systems. The digital
signs are always up to date for the current day, so paper door signs are no longer needed. Various colour and logo schemes can be used, with the standard colours being
green for available and red for booked. In the images below, the Juliae room is booked and unavailable at 16:14, but available to be booked at 16:34.

The photograph of the door pad outside the “Cambridge” room, shows a real door pad in use in a corporate HQ building.

PIN Codes
Users are provided with PIN Codes for ID, which are automatically generated when they join the organisation.

Book At-Room
To book a room when standing outside the door, users simply tap an available slot and pick from booking length options; the process takes just a few seconds.

Check-In
To check in, users tap

their booking, provide t A M B R I D“G‘!
their PIN Code, and ‘ ‘

choose the check in
option; all within a few B ~eg—

. Wed 03rd il - Wed 03rd il
Juliae Room Aot Juliae Room —

16:14 ? 16:34

seconds. Times Times

08:00 - 08:30 AVAILABLE 08:00 - 08:30 08:00 - 08:30 AVAILABLE 08:00 - 08:30
08:30 - 09:00 Finance Review 08:30 - 09:00 Finance Review
09:00 - 09:15 AMANDA PRESTON 09:00 - 09:15 5 AMANDA PRESTON
09:15 - 12:00 Far East Review 09:15 - 12:00 Far East Review
12:00 - 12:15 Finance Review 12:00 - 12:15 Finance Review
12:15 - 12:45 Czech Review 12:15 - 12:45 | Czech Review
12:45 - 13:00 AVAILABLE 12:45 - 13:00 12:45 - 13:00 AVAILABLE 12:45 - 13:00
13:00 - 14:15 Staff Orientation 13:00 - 14:15 Staff Orientation
14:15 - 15:30 AVAILABLE 14:15 - 15:30 14:15 - 15:30 AVAILABLE 14:15 - 15:30
15:30 - 15:45 Arthur Davies 15:30 - 15:45 ] Arthur Davies
15:45 - 16:00 AVAILABLE 15:45 - 16:00 15:45 - 16:00 AVAILABLE 15:45 - 16:00
16:00 - 16:30 Stan Darduser 16:00 - 16:30 ] Stan Darduser
16:30 - 17:00 AVAILABLE 16:30 - 17:00 16:30 - 17:00 AVAILABLE 16:30 - 17:00
17:00 - 18:00 Nigel Preston 17:00 - 18:00 Nigel Preston
18:00 - 19:00 AVAILABLE 18:00 - 19:00 18:00 - 19:00 AVAILABLE 18:00 - 19:00

Cancel Cambridge St
Cancellation is as easy as 1731 SRR =
tapping a booking,
providing a PIN Code, and
tapping Cancel.

Auto-Cancel

The optional Auto-Cancel
mechanism cancels
bookings when no timely
check-in is provided, such
as 5 or 10 minutes after
meeting start.
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Outlook -
Fast Track Room Booking for Outlook is an app that functions inside Outlook (versions from 2010 HOME  SEND/RECEIVE  FOLDER  VIEW  Room Booking
onwards). The app manages Fast Track bookings and Outlook appointments at the same time. The Outlook T @ D N W FTRBWeb
- . . . . © &
app is typically aimed at Enterprise groups of users, who are busy staff working around many meetings, My  Quick Visua Abo.l.: B View Help
whereas users with more involved, multi-resource booking requirements use the web app. Bookings Booking Booking
Fast Track Room Booking
The functionality of Fast Track Room Booking
for Outlook is eSSGntia”y a sub-set of the Ref Building Floar Room Date Stat End  Title Booked By Booked For Catering Htendees ™
main Fast Track Web SoftWa re Wh|Ch iS 15581 Bristol Satelite Office Floor 2 2-21 03/04/2015  05:00 10:00 Project Nigel Preston Nigel Preston Gary Jones [
L. ’ X 15551 Bristol Satelite Office Floor 2 2-21 03/04/2019 11:00 13:00 Training Review Nigel Preston Migel Preston 6
optimised for staff who rely on being able to 19601 Bristol Satellts Office Floor 2 221 03/04/2013 1400 1500 Training Review Gary Jones Nigel Preston 6
. . 14451 Bristol Satelite Office Floor 1 Redcliffe 03/04/2019 15:00 16:00 Rio Intro Gary Jones Migel Preston Muttiple Catering tems 4
quickly book meeting rooms as part of the 12481 Bristol Satelite Office Floor 1 Redcliffe 03/04/2019 1700 13:00 Attachment Test Gary Jones Nigs! Preston 4
da|| routine 20741 HQ Cardiff First Floor Julize Room 03/04/2019 1700 18:00 Nigel Preston Nigel Preston Migel Preston 2
y : 12591 HQ Cardiff Second Foor  Saxe Coburg Ro...  03/04/2015 1700 18:00 David Abalome Nigel Preston ABALONE, ... 4
15701 HQ Cardiff Third Floor Plantagenet Foom  03/04./2015 17:00 18:00 Universe Project Nigel Preston Migel Preston 2
The main views are “My Bookings”, “Quick 19711 HQ Cardff Third Floor ~ Carafa Room 03/04/2019  17:00 18:00 Nigel Preston Migel Preston  Nigel Preston 2
N ‘g N 12431 Bristol Satelite Office Floar 1 Redcliffe 03/04/2019  12:00 18:30 Attach 2 Gary Jones Nigel Preston 4
Booking” and “Visual Booking”. The My 19721 HQ Cardff Thid Floor  Viscorti Room  03/04/2019  13:00 19:30 Nigel Preston Nigel Preston  Nigel Preston 2
o . 15731 HO) Cardiff Third Flaar Plartanenst Room  03/04/2015 18-00 1945  Minel Preston Minel Preston Minel Preston 7 &7
Bookings pop-up shows all bookings for the
. Edit Bocking Cancel Booking Close Window
current user starting from the current date,
and users can select a booking and edit or cancel it in this view. The Quick Booking pop-up is where users :
create bookings, and can add attendees from the Outlook contact lists, contact reception about visitors, Fast Track Room Booking
choose catering packages, and email the A/V team with an optional description. When the user sets the ! : :
. . . . i R Choose a Date, Times and Location for your Meeting
date and start/end times, only available rooms/desks are shown in the selectable list. The Visual Booking
. . L. . . Date: |21 September 2019 v Building:  HQ Cardiff v
view is similar to the web software, whereby users set a date range (defaults to today), filter on location, set
. X . . Start Time: (16 | |00 ¥ Floor: | Second Floor v
start/end times and click the “Book” icon on the left of the chosen room’s grid row. .
End Time: |18 v+ |00 v Room:  Bourbon Room (20) v

FILTER VALUES Date From' O3rd Apr 19 | To O3rd Apr 19| |
e e I EIIEIIEIIEIIEIII

Building: [CARDIFF ] Floor. | | Room: | Room Type: | | Print

A single-page
cribsheet for
users is provided

Choose Detalls and Attendees for your Meeting

Booked For: | Peter Smith

Attendees:

Meeting Title: |Zeta Project Review

15 e
vl

(the “FTRB HeIp" [5) CARDIFF 01 Hohenstaufen Room (01-100) SUPPORT 03/04/2019 RUSS 1 A P CENT No. of Attendees: |12
. [5] CARDIFFO1  Tuder Room (01-101) CONFERENCE | 03/04/2019 A A umummn- c o
||nk), and [5] CARDIFF 01 |ulize Room (01-102) CONFERENCE | 03/04/2019 Ennﬁlﬂ.ﬂlﬁ..ﬂﬂ FEE sTaFcF [A] [ n]1]clE] Description: | | ggo pads and pens please.
X L. [ CARDIFF02 Habsburg Room (02-201)  SUPPORT 03/04/2019 .EmE P ROJ
typ|ca||y this is [5] CARDIFF 02 |Bourbon Room (02-202) SUPPORT 03/04/2019 malﬂmnlunﬂ.l.ﬂlnmnmﬁ-ll..ll. MA | NTE
[5] CARDIFF 02 Saxe Coburg Room (02-203) SUPPORT 03/04/2019 [ an[n]u] v/1]
the Only [5] CARDIFF 02 \VC-Cardiff VCROOM 03/04/2019 IND UCT | ON MEET I
. i [5) CARDIFF 03 Plantagenet Room (03-301) |DESK 0 0370472019 | u w1 v Email A/V Team?
instruction [5] CARDIFF 03 Della Rovere Room (03-302) DESK I 03/0472019 [ P [r[1]c] 1 [nl6] | A
[5] CARDIFF 03 | Carafa Room (03-303) DESK I 03/0472019 HE NCA REVI DoEE Catering Package: | Hot Beverages v
needed. [ CARDIFF 03  Borgia Room (03-T10) TOUCHDOWN|  03/04/2019 T
[5 CARDIFF 03  Medici Room (03-T11) TOUCHDOWN|  03/04/2019 i - -
[5] CARDIFF03 ViscontiRoom (03-T12) | TOUCHDOWN  03/04/2019 ¢ [u/L|H] a M| [p[ r|o|r[o] creaT v [EOE Click Book to create your Meeting and invite attendees

Tick to Email Reception

[ jane.smith@fastirackautor
peter.williams@ft2.co

kenny.parr@ft2.co

Book
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Charts

Various Chart tools are in use, including the Fast Track charts, and those by Google and Flot. As there are likely to be more charts in the Fast Track library than are
actually useful to any single end-user organisation, the optimal set will be provided, and can be controlled by admins by global, role and user settings.

- - Forward Bookings Building Counts Chart Export  Print  Quick Hel
Booked Hours by Date Export  Print  Quick Help g 9 o 4
Date From:  04th Apr19 [ Date To:  19th Apr19 |
Forward Bookings Building Counts Chart
Date Bookings Hours Hours Bar
19th Apr19 4 : I
18th Apr19 35 « [ Booking Count
Tthaprie 3 2
" . 0 50 100 150 200 250
16thapris 7 5
" - BARNET
15thApriy 32 15
1thApr1a 6 7 ERETOL
13thApria 8 1 Cambridge - Charter House
12thApri9 30 x
CARDIFF
ithApr19 22 7
10thApr19 14 35 Guildford
° . o CARDIFF
08thApris 4 19 5 LEEDS
o8thApri1s 15 2 N a Booking Count
PICCADILLY
onats 3% (D 209
06thApri1a 27 51 (I PLYMOUTH
smaprs w22 (. ROVALFREE
e ]

TRAFSQ

WESTMINSTER

Forward Bookings Status Counts Chart Export  Print  Quick Help

efresh Room Day Comparison Export  Print  Quick Help

Start Date:  04th Apr 19 E End Date:  05th Apr19 E Building: CARDIFF

Type: | ‘ | Refresh |
Forward Bookings Status Counts Chart g e o | oo e | Soam tpe | oae —on{ S0l 51 1] 5 15 ] 4 /501 5015 14 585 1550 v 5 o1

CARDIFF 01 01100  HohenstaufenRoom  SUPPORT  04/04/2019 Emmm

. Booked CARDIFF 01  01-100  Hohenstaufen Room  SUPPORT  05/04/2013
- CARDIFF 01 01101 TudorRoom  CONFERENCE 04/04/2018 EEEEEEE ®

@ Provisional CARDIFF 01 01101 TudorRcom  CONFERENCE 05/04/2019
@ Request CARDIFF 01 01102 Juize Room  CONFERENCE 04/04/2019
CARDIFF 01 01102 luize Room  CONFERENCE 05/04/2019
® Cancelled CARDIFF 02 02201  HabsbugRoom  SUPPORT  04/D4/2019
22 9% @ Conflict CARDIFF 02 0z-201 HabsburgRoom  SUPFORT  05/04/2019

CARDIFF 02 02-202 BoubonRcom  SUPPORT  04/04/2019
CARDIFF 02 02-202 BourbonRoom  SUPPORT  05/04/2019
CARDIFF 02 02-203  SaveCoburgRoom  SUPPORT  04/04/2019
CARDIFF 02 02.203  Saxe CoburgRoom  SUPPORT  05/04/2013

CARDIFF 02 VC-Cardiff  VC-Cardif VCROOM  04/04/2019
CARDIFF 02 VC-Cardiff  VC-Cardift VCROOM  05/04/2013 EEEEEEEEN
CARDIFF 03 03-301  Plantagenet Room DESK  04/04/72013

CARDIFF 03 03301 Plantagenet Room DESK  05/04/2009
CARDIFF 03 03.302  DellaRoversRoom  DESK  04/04/2013
CARDIFF 03 03-302  DellaRoversRoom  DESK  05/04/2009

Booked
701 (69.3%)

CARDIFF 03 03-303 Carafa Room DESK  04/04/2013
CARDIFF 03 03-303 Carafa Room DESK  05/04/2013
CARDIFF 03 03-TIO BorgiaRoom  TOUCHDOWN 04/04/2018
CARDIFF 03 03-TID BorgiaRoom  TOUCHDOWN 05/04/2013
CARDIFF 03 03T Medici Room  TOUCHDOWN 04/04/2019
CARDIFF 03 03T Medici Room  TOUCHDOWN 05/04/2013
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Mobile

Fast Track Mobile
provide the easy-to-
use tools for users to

create. edit and Fast Track Solutions Fast Track Solutions Fast Track Solutions
! . Mobile Login Main Menu Bookings (Bemice Booker)

cancel their room and

Booking
desk bookings from Userame: | Bernice Booker 42019 S 1600 S0 1830
. Quick Booking 1255-1 | Bl WESTMINSTER FL: Floor 1 RM: Gladstone . .
their smartphone or T semice e : o5/ 0212615
tablet. My Bookings Apra 2019 Starts 18:00 Ends: 2000 ‘ ML
1256-1 | BL WESTMINST or 1 R Disrasli
Loa Title: Bemics Tox 3 vjjo0
After logging in, users . nidng (PG
B - 19 Starts 13:00 Ends 1500
see the Main Menu, L T Foar R4 Cars Roam Floan Second Floor  »
Which may have Room: Habsburg Room  *
Starts 1100 Encs: 13:00 Booked By: Bernice Booker
Work Management ’ Ttle: B g; Secon Feer Rl Febeburg Roem Booked For Bernice Booker
OptiOﬂS, ROOI"n Meeting Title:  Bernice Booker
Booking options, or 1 [acoiouy oot m o Booking Ref;

roof Phone Review

both (see the
previous section for
details on the Fast

Apr12 2019 Starts: 10:00 Ends- 1200

Track Mobile Work 961 | s AR T e R Famaganet Seom
Management details).

My Bookings

The My Bookings
options shows users
their list of bookings from the current day, with the key data for each booking being displayed (building/floor/room or desk location, date, start/end times and meeting
title). The list is scrollable, and tapping a booking ref link loads it into the edit view, for further review or changing the details.

Quick Booking
The Quick Booking view allows users to create new bookings by choosing a date, setting the start and end times, then picking a building, floor and room/desk from the

drop-down lists.
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Alerts

Fast Track Alerts is an email reminder service that can be configured to
remind anyone about any key circumstance. Pre-configured alerts remind
service providers about open or overdue jobs, and staff about coming
bookings, so that they can be cancelled in a timely way if not needed. Lease
expirations, job counts, escalation & jeopardy of jobs, etc., can all lead to
automatic email alerts.

Once configured, Fast Track Alerts runs autonomously, continuously reviewing
data, and automatically emailing alerts when data conditions match alerts.

The upper example on the right shows a basic “You have a Room Booking
tomorrow” email sent to a member of staff, to remind them generally that
they have a booking, but also that they should cancel any unwanted bookings
to make them available for colleagues (the wording in the alert emails is
configurable by admins).

The lower example on the right is similar, but comes from an environment
where catering costs are important, meaning that the room booking and
catering teams want to emphasise to bookers that they have ordered catering
items.

A common configuration is that the room booking team sets up email
reminders 1 week in advance of bookings and also 1 day in advance of
bookings.

Wed 03/04,/2019 08:07

You have a ROOM BOOKING tomorrow

To Peter.smith@fasttrackautomation.net

This email has been sent by Fast Track Alerts automation.

Recipient: Peter.smith@fasttrackautomation.net

You have a ROOM BOOKING tomorrow
Building: CARDIFF

Floor: 1* Floor

Room: Juliae Room

From: 10:00 to 12:00

Thank you for reading this email which was sent by the Fast Track Solutions.

2 Alerts@FastTrackAutomation.net - You have a ROOM BOOKING tomorrow ~

Room Booking Tomorrow Reminder

From Alerts@fasttrackautomation.net 1520 =
To gary.jones@fasttrackautomation. net

1l

This is an EMAIL REMINDER from the ROOM BOOKING TEAM.

Recipient: Gary Jones
Email: gary jones@FastTrackAutomation net

Building: CARDIFF Floor: First Floor Room: Juliae Room
Date: 10 Oct 2020 From: 16:00 To: 17:00
Meeting Title: Catering Planning Review
MNumber of Attendees: 1
Catering:
17:30 Coffee [1]
17:30 Tea Umn (20 cups) [1]
17:30 Sparkling Water [1]

Please cancel your booking if your meeting is not taking place.

Thanks for reading this emaill It was sent by the ROOM BOOKING TEAM.
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GDPR Module
The Fast Track GDPR data treatment module is configured to match the customer’s operational requirements and necessities. The considered approach is to periodically
remove any personally identifiable data, but leave general transactional data intact, for the purposes of analysis, decision support and statistics.

For instance, information about members of the public may be contained in job descriptions, and people/location data may be held in meeting titles, booked by’s and
booked for’s. The GDPR module can be configured to replace these data values with “Removed for GDPR” every 30, 60 or 90 days. The meeting data example can be seen

in the image below.

The GDPR module is typically configured to automatically run out-of-hours, such as ay 4 am.

GDPR Report

Start Date:

12th Oct 12

End Date:

Tith Nov 18

=

Refresh

Print

Quick Help

-m-—--m-

05th Mov18 0830 12200 2120 1 CARDIFF 02-202 Removed for GOPR Remowved for GOPR Remaowved for GOPR
05th Mov18  10:00 1500 2102 1 CARDIFF m -102 Removed for GOPR Remowed for GDPR. 3 8 Remaowved for GOPR
05th Mow18  10:00 15300 2106 1 CARDAFF 0z 02-203 Removed for GOPR Remowed for GOPR. 3 & Remowved for GOPR
05th Mov18  10:00 1500 2108 1 CARDIFF 03 03-Ti2 Removed for GOPR Remowed for GDPR. 3 1 Remaowved for GOPR
05th Mow18 1330 1700 2126 1 CARDAFF 0z 02-201 Removed for GOPR Remowed for GOPR. 35 2 Remaowved for GOPR
05th Mow18 1330 100 2130 1 CARCIFF 0z 02-202 Removed for GOPR Remowed for GDPR. 35 10 Remcwved for GOPR
05th Mov18 1330 70 A&7 1 CARDIFF 03 03-Ti2 Removed for GOPR Remowed for GDPR. 3.5 1 Remaowved for GOPR
05th Mow18 1530 1630 21 1 CARDIFF 0z 02-203 Removed for GOPR Remowved for GOPR 1 Remaowved for GOPR
06th Mov18  0&30 12:00 217 1 CARDIFF m -102 Removed for GOPR Remowed for GDPR. - 3.5 Remaoved for GOPR
O6th Mov18 0830 12200 218 1 CARDCIFF 0z 02-201 Removed for GOPR Remowed for GDPR. 3.5 2 Remaowved for GOPR
Oeth Mov18 1100 1500 213 1 CARCIFF 0z 02-z202 Removed for GOPR Remnowved for GDPR - 4 10 Remeowved for GOPR
ath Mov18 1100 1500 212 1 CARDIFF 0z 02-203 Removed for GOPR Remowved for GDOFR 4 & Remaowved for GOPR
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