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Room Reservations/Facilities ﬂ College of theMainland.

DATATEL IS COLLEAGUE WEBUI 4.4

Open a browser - like Chrome, Firefox, or IE to
p W‘ﬂWelcome to Callege of the Mainland Om.li!
access — Colleague. Type webui.com.edu in the webuicom.ed

address bar and press Enter

- INDATATEL
Colleague Use your Network Login ID

and Password for the web
Colleague Ul 4.4.

Please enter your User |0 and Password.

User ID: l J

Password: l J

([ Login |

Ul stands for User Interface, or
simply put, “...the means in Change Your Password
which a person controls a

software application or
hardware device.”
(TechTerms.com, 2009)

FACILITIES ROOM FORMS

XFRS ~ BRCS ~ VAVR are forms used in Colleague to view current room

reservations and conversely locate available rooms. This document demonstrates how

to use the forms along with the procedures for reserving rooms.

GETTING STARTED

The Quick Access Button, located on the top right hand corner of the screen should be
set to Form Search. Locate all forms by typing the three or four letter identifier, (also

called mnemonics) in the Form Search field.

The Quick Access Button toggles

Person Search
between Person and Form

Quick Access

Search. Click the button once to
change the search form.

Form Search
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XFRS

The XFRS report yields all rooms reservations for a specific building or all buildings on
campus and/or room conflicts. All reports in Datatel can be viewed on the screen and

routed to a printer.

Type XFRS in the form search field and click | Search

the Search button.

I ITTID D FILLING OUT THE FORM
Oz | |
— e Start Date: Either type the date in M/D/YY format or
e click on the calendar button to select the correct time
R _ period. Leaving the field blank will produce unintended
il : results.
BREAK ON BUILDING End Date: Either type the date in M/D/YY format or
SHOWVEHICLE:MmNmmWE click on the calendar button to select the correct time
period. Leaving the field blank will produce unintended
SHOW ONLY SPECIFIC BUILDING AND ROOM results.
o - Break on Building: Type a Y, and the report will place

results for each building on a separate page. Leave blank or type an N and the buildings

will be a contiguous search results.

Print Conflicts Only: Type a Y, and the report will yield only room conflicts. Typing an N

will print all records. Leaving the field blank will produce unintended results.

Show Vehicles: The Show Vehicles field can be left blank or type N in the field to

perform a room search. You can run a vehicle report from XFRS; however, it may be
simpler and show greater detail in the WebAdvisor Vehicle Availability Report. Type a'Y

in the field to show vehicle reservations.
Building: This field allows you to select a single building for reporting purposes. Either
type the identifier for the building or type ... to select a building from the

comprehensive list.

February 3, 2015 Page 2



Room Reservations/Facilities ' College of theMainland.

Room: This field allows you to select a single room for reporting purposes. Either type
the room number or type ... to select a building from a comprehensive list. Leaving

this field blank will result in listing all activities for the specified building.

PRINTING XFRS REPORT

* File Options  Help . | ( / Ssave ) ( «/ SaveAll ) ( X Cancel ) ( XX CancelAll ) After you have entered a" the
| | XFRS - Facilities Report | XFRS - Facilities Report | . . . .
e o S correct information into each field
Process : XFRS Description :

click the Save All button and the

Output Device - &

Prmterl

next screen will the Output Device.

Form Name L

Banner | ]

Security | °8 Pusic - Click the Save All button, allow the
H represents HOLD to SCREEN and is the default choice on

this page which essentially ‘holds’ the information on your Faclios Rapart

Started: 085705 022672014
Current: 085705

Total Elapsed: 0010000

Est. Completion:  08:57.05 02262014

background request screen to emerge and click —
the SAVE ALL button again.

_| Close automatically when complete

‘1 ‘records selected to list 0.

Click the Einish button on the Facilities Report screen.

Report Browser @ ®

K < |[ ﬁ]oﬂ | > 2 | & Save As = Export PDF =& Print Remote [+] Show Full Page View

COLLEGE OF THE MAINLAND Page 1
FRCILITIES REPORT
EBEGIMMING DATE:04/14/14 — ENDING DATE:04/14/14

SCHEDULE DESCRIPTION BUILDING ROOM LOCATION DATE WEEEDAY  START END TYPE

970225 BNSG-1205-1€1WE Introduction tIVE 1150 MCS 04/14/14  MDNDAY =

ST7700 18518/ Nursing/ T-1150 VB 1150 04/14/14 MONDAY Click on the EXpOI‘t PDF button to
971421 18150/ I L © / T-1150 TVE 1150 04/14/14  MONDAY

continue the print process

Expaort to PDF

Click on the Create PDF button.

Formatting Options

Font | Courler v/ Femsee (10 Colleague is opening the following file: Click on the file name (note: it
Oentaton: © Forrat () Landscape < XERS MWILLIS 113912.081 will have your user id in the

Paper Size. | Letter -

= =

RSy name.) to complete the process.

open most files.
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e [Outkomms e wrsmsmes 2] This is the printable

' - report with your Datatel
: Screen tab avialable
WHSDE Rk Lot it oM s after the information
has been processed.

1 Microsoft Outlook Web Access x |Oulm Datatel Colleague - [mwillis / te... % | [ XFRS_MWILLIS 5480.pdf > | + ‘

Finish the process by clicking on M) @ rapsviemomshes e GlE

1 | Report Browser @®
the Datatel tab’ ClICk On the X On 1]of1 | 4 SaveAs ) ( B5 Export PDF ) ( =& PrintRemote ) || Show Full Page View :

the right hand side of the screen. cotzass oz 7 sz S

FACILITIES REPORT
BEGINNING DATE:05/14/14 - ENDING DATE:05/16/14
SCHEDULE DESCRIPTION BUILDING ROOM LOCATION DATE VEEKDAY ~ START Em TYPE

The next screen W|” be an A sesoar 17503/ Marh 0320.152/T-1412  TVB 1412 mcs  05/15/14  THURSDAY O0S:1S-o0AM  10:05:00MM AR |
empty form ready for the next
request.

I

BRCS

The BRCS report will yield all usage for one specified room on campus.

Type BRCS in the form search field and

BRCS: Bldg/Room Calendar Sumijjig [

click the Search button.

BRCS - Bldg/Room Calendar Summary

Building : Room ¢
Start Date End Date

Detailed Calendar Information Start End

Description Time

F;TWD e '> Type in Building code and click OK.

BRCS - Dhdg/ Room Calendar Summary

Buiding : TV Tachricsl Vocational Bidg. Room :
Type in room number and click OK. ' '
}::E:_LWUD
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Type in start date and click OK. Type in end date and click OK
Start Date End Date
(4144 ] 414114
( ok ) (Camcet ) (_ FEmish ) ( Help ) ( Ok ) (_ Cancel ) (_Finish ) [ Help

| File Options Help | | (« Save ) ( A/ SaveAll ) (X Cancel ) (XX CancelAll ) |__E| ||
J BRCS - Bldg/Room Calendar Summary |
Building : TWB Technical- Vocational Bldg. Room : 1150
Start Date : 04/14/14 End Date : 04/14/14
Detailed Calendar Information - Skart Fnd
Description Date Day |_|i 4||:|| Page ﬂu‘l bkl
| 1 |[JEi |RNSG-1208-161WE Introduction t 04/14/14 | Monday 09:00AM | 10:50AM
| 2 | B:L | 18518/ Nursing/ T-1150 041414 lMonday 11:00AM | 12:00PM
| 3 | El | 18150/ I L G/ T-1150 0414114 lMUI‘Idﬂy 03:30PM | 05:00PM
L+ JLR | Il I ] | J
L s JLR( Il I ] | J L
=4

X MARKS THE SPOT

In Colleague terms XFRS is a ‘printable report,” while the BRCS and VAVR and

considered ‘inquiry only’ forms. Good news! The green X indicates the ability to

H"-.,'._ import information from a field or sometimes a form into an EXCEL document,

which in turn, can be printed, saved, and manipulated. YEAH!!

PRINT THE CURRENT PAGE

File Options Help | NG v/ Save ) ( W/ SaveAll ) ( X Cancel ) ( XX CancelAll ) ’L—_ L}

\’ VAVR - View Available Rooms |

The print icon on the forms menu bar will print the form and results for the current page.
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VAVR

J College of theMainland.

VAVR displays all available rooms for one date and
time specified. Type VAVR in the form search field

and click the Search button.

[.—U VAVR

'I Search l

com.edu/test

T VAVR: View Availatie Rooms [ search I

=y

cllm-
c|=

e

pandora

No Active Context

Test
Account

O

File Options _ Help Save Save Al L[ X Cancal | % Cancel All - )~

VAVR - View Available Rooms

Date Avallable 0470114

Stant/End Timas 1 3AM 12 30p

Busikding Name R Capacity Primary Usage

[ How selecting available resources ]

In the Date
Available field type
the date or choose
from the calendar.

The Start/End times
requires a p directly
after the time to
denote the
afternoon. OR —
eliminate using the
p behind the
number by using
straight military time.

€ Ay

sLoom.edu/teslislimde hin

@ U1 4.4 Datatel Colleague - [mwillis /L. % I P Pandora Radio - Listen to Free Intern... ] +

J OVAVR VW AVAaTALTE RUKHS b | % awanei m
This is a completed report. @ Test | _
If it is so desired, click on Accoums s
the Green X _ 1’0 export a" ,'Fllo Options  Help |« Save | | 4/ SaveAll | [ X Cancel ) | XX CancelAll ) —
. ) ) || VAVR - View Available Rooms |
Of the |nf0rmat|0n IntO an Date Avallable | 04mi14 75
EXCel Spreadsheet. Start/End Times | 10 30AM 12 30PM
sulding Hame Room I LR = [N R
| 1 | ADM Admini Didg. | 101 3| |
| 2 | ADM Adenineztration Bidg 102 60| HECH Heceplion |
| 3 ||ADMAdminisiration Bidg. | 107 1] OFF Office |
Like all reports — click on I 2 LI - J
5 ADM Adminstration Bldg. 18 2| STOR Sa
the Cancel All button when | = o as i 3 - |
H 3. | AL Admminis3ratian Hidy 120 1| | |
the task is complete. T = . .
| 8 | ADMAdministration Bidg |122 ] |
| 10 ||ADMAdministration Bidg. 23 | |
| 11 | ADM Administration Bidg |124 1 ELEC Electrical |
12 ||AUM Administration Hidy 125 | |
: 13 | ADM Ademinéstration Bld; | 1254 Ll |
| 14 | ADMAdministration Bidg 126 6| |
| 15 | ADM Administration Bidg. 127 4| |
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SPECIAL REQUEST PROCEDURES

Room Requests Requiring Complete and forward a Special Event Notice (I:/Campus Forms) to
Custodial Services and Facility Services for all events when one or more

SPEC'AL of the following apply:
SERV|CES v' Food is served

v" The event is scheduled beyond normal working
hours (after 10 PM M-F & Sat. or Sun.)

v When the number of participants exceeds 100

Prepare a Maintenance Work Order via Web Advisor to set-up tables
ROOM/FACILITY et v vi up

SET'U P Please prepare Work Orders at least 5 days prior to event.

Enter a request for support at http://com.parature.com or e-mail your
AUDIO/VISUAL request to DL — Media Services.

N EEDS One week notice is needed for special events during evening or weekend
hours. 48 hours’ notice is needed for events during normal working hours
of 8 AM to 5 PM M-F.
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IMPORTANT NOTE: These rules DO NOT apply to credit or
non-credit class scheduling.

FACILITY ROOM SCHEDULING PROCEDURES

The following is the room reservation process for all extra-curricular activities, events
and meetings. Please always view room availability before making your request.

Request a room by submitting a Work Order via WebAdvisor.

BEST PRACTICE: Schedule one room and one time period per
WebAdvisor Work Order!!

Scheduling a
Facility/Room

Please ALWAYS remember to include the

TIME: DATE: BRIEE DESCIPTION

Enter a request at http://com.parature.com or e-mail your requests to

DL — Media Services@com.edu DO NOT create a work order.
EXCEPTION: =
Because of increased use of L-131 no reservation will be made for more
than two consecutive college hours and/or 60 days in advance without
approval of the appropriate VP. Exceptions to this are events that involve

LRC '131 » Campus events approved by the President’s office
» Mandatory Professional Development
» Graduation ceremonies
» Guest speakers

One week notice is required in order to properly process your request.
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EXCEPTION:

Computer Labs

E-mail a request to Janis Cutaia, jcutaia@com.edu, with date, time, software
required and number of students. DO NOT create a work order.

List of computer Labs: TVB 1476, TVB 1470, TVB 1412, TVB

1418, TVB 1432, TVB 1220, TVB 1230, TVB 1318.

EXCEPTION:

Administration Board
Room

Also known on the street as the VP Conference Room located in the Vice
Presidential Suite. Reserve by contacting one of the VP Executive
Administrative Assistants.

EXCEPTION:

Boardroom

The conference room closest to and facing Amburn in the Administration
building. Reserve by contacting one of the President’'s Administrative
Assistants.

EXCEPTION:

Appomattox Meeting
Room

This room is reserved solely for College Board, Foundation Board, and
internal technical training classes taught by ITS. Reserve by contacting
one of the President’s Administrative Assistants

EXCEPTION:

Nursing

Please contact Nursing to inquire about these rooms BEFORE sending a
work order in WebAdvisor to room scheduling.

TVB 1101 TVB 1150 TVB 1135 TVB 1137

EXCEPTION:

Gymnasium

Please contact the Gymnasium Administrative Assistant to inquire about a
room BEFORE sending in the work order on WebAdvisor to room
scheduling.

February 3, 2015
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EXCEPTION:

Please contact the North County Learning Center Administrative Assistant
to inquire about rooms for CLC and AHC BEFORE sending in the work
order on WebAdvisor to room scheduling.

North County Learning
Center

EXCEPTION:
Please contact the Gulf Coast Safety Institute Administrative Assistant to
inquire about a room BEFORE sending in the work order on WebAdvisor

Gulf Coast Safety to room scheduling.
Institute
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APPENDIX

@‘ WEBADVISOR

WebAdvisor "'WEB ADV'SOR LOG |N~

Main Menu com.edu

ID?

1. Locate WebAdvisor on the College of the Mainland
homepage.

2. A WebAdvisor screen will appear. Click on the blue

Log In tab. ‘l
CollegcoﬁheMamlanc
3. The Log In page will require your User ID and teg2e Momnes: | smeh
Password; which are the same as your network login Hecome Guest
information. Log In
~NAVIGATING WEBADVISOR~ e
This is the MAIN MENU and gives full access to information - “ —
screens. No matter what information screen you have n —idiicas

navigated to, you will always have the menu guidelines at the top

and bottom of your screen. Menu Guidelines are always
available.

For assestance. cal the Student Help Center at
4099381211 or 1.888-258 8859 ext. 8661
o visn www.com.edu'helpdesk

B College oftheMainland

Welcome Martha VWillis!

Select your point of sntry 1o the right =

Nead help?

"~ WebAdvisar..

Varisign '

Aboyt 53 0 .
Cultates Menu Guidelines are always

Any issues or
problems? Call
Admissions or

push the button!
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~REQUESTING A RoOM IN WEBADVISOR~

Employees

Click on the Employees button then select Enter request for
maintenance/repairs/vehicles/custodial/room scheduling.

Complete the form and room scheduling will send you confirmations
through e-mail. Follow the progress of your request by clicking on
the Work Order Status Report.

PARATURE

~LOGIN~

There are various paths to Parature.
One of the simplest is to open a browse,
like FireFox or Chrome, and in the
address line type online.com.edu and

College of theMainland Searh COW:
Online

Future Students

hit the Enter key.

This is the Distance Education page. i
Click on the word Support.

You will be directed to the COM Online Support Center. Click
on the text Sign In. The username: is the same as the network
login id. However,
not the same. If this is an initial login or you have forgotten
your password, click on the blue underlined text Forgot your

Current Students

Degrees & Programs

Signin Exit

Advanced Search

the Parature and Network Passwords are Search For Technical Soluliuns\\&

password? and follow the instructions.

February 3, 2015

Page




	Datatel is Colleague WebUI 4.4
	Facilities Room Forms
	Getting Started
	XFRS
	BRCS
	VAVR
	Special Request Procedures
	Facility Room Scheduling Procedures
	Appendix

