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Room Stewards have access to run reports in Planon, including:

» Areport listing all the reservations in one room, or a group of rooms, on a given day;

* Areport on the hours occupied in a room, or group of rooms, across a day, week, or month;

* A summary of moderated room bookings, showing the number of requests accepted or rejected;

* Areport showing all the moderated booking rejection reasons.




Imperial College Reporting — reservations in on
London eporting — reservations in one day

Select filter criteria

Filter name May report

This report can be used to view all the bookings in a
department’s rooms for an upcoming day.

AND | | start date & time v | Between v|ﬁ 15.st B 1807 | Eo

1) To create this report, navigate to the “Graphical 2)
planner” and set up a filter for the group of rooms to
be reported on (see the Room Data guide for room
stewards for details of how to setup filters).

2) Next navigate to the “Reservations” screen. Create a
new filter on the “Start date & time” and select the
relevant date. Click OK.

3) Click the “Report” button from the right-hand menu. preview cnanges [ cance
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Reporting
User reports || System reports
‘ Name v | Contains v I L o,
E Project orders User report || Audit info User reports
Bl Recipient Report -BM
P Add
E Recipient Report - CSC Genera E
. Copy

E (e Elsri= l Name Reservations - day list Delere
E Recipient Report - Moderator group S E & pele
E Recipient Report - Requestor [l Preview & print
Bl Recipient Report - Space Owner Print options [# Edituser report
Ed  Recruitment confirmation l it om v N @ saveas

rint only a5 ® No
BEd  Request cancelled -
BEd  Request for quotation - letter I ek ® Yes D No
E Requests, orders and resarvati l Print user ® Yes o Ne
Bd  Requisition confirmation I Printlitle .. @ Yes O No
[ ——— [ Freviewal Yes “ No
IS Reservations - day ist u Report i
E Reservations - Occupation per da
“«¢123n

Close

4) In the Reporting window, select “Reservations — day
list”

Reporting — reservations in one day

5) On the right hand side are the options for viewing and saving the report.

a)

b)

Select ‘Preview & print’ to generate a PDF of the report, which can
be printed or downloaded.

Select ‘Save as’ to save a copy in Excel (XLS/XLSX format), which
you can then edit further if wished.

a)

Reservations - day list
Time  Name Description Requestor Tol. Res.no. Comment
FRIDAY 18 MAY 2018
1200-0100 restriced. moderated Nichos 3067000
lang booking Realy kong booking
05:00- 0600 resticted, moderated Cabraal 02075047388 3071600
1100 11:30 CAGB-07-765 (18), rsticed. moderated made in outook Kemarg 02075047276 3988300

I

Insert

o X Cut

Reservations - day list - Excel

ACROBAT @ Tell me what youwant to do

Diaw  Pagelayout  Formulas  Data  Review  View  Help

n o< KA = B Wrap Text General - - 4 Wormal Bad Good 1
R copy -
paste BIu- - h-A- Merge & Center - |2~ 95 » | 4 9§ Conditonsl Formatox [T et
~ ¥ Format Painter =Tl= 4 g Formatting~ Table ™
Clipboard i Font & Alignment i Number ] Styles
cit - e
| A B [S D | E L F ] [ |
1 [Time Name Description Requestor Tel. Res.no. Comment
2 FRIDAY 18 MAY 2018
1200 - CAGB.07-785 (18), restricted, Reall long hooking Really lang booking Really long booking Realy | 0 7336700
3 |oroo maderated long boaking Realy long booking 0
05:00 - CAGE-07-785 (18), restricted, 739716.0
4 oo moderated testing moderated rooms: Cabraal 020 7534 7388 0
11:00 - CAGE-07-765 (18), restricted, F38863.0
5 I - made in outlook Kamarsj o07ssa72re 0
&
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This report can be used to view the total hours a room(s) in
booked per month across the year.

1) To create this report, navigate to the “Graphical planner”
and set up a filter for the group of rooms to be reported
on (see Room Data guide for room stewards).

3)

Reporting — hours occupied

Reporting

User reports || System reports

| Name v | Contains v ‘

iname &

User report Auditinfo

Reservations - Occupation per un... SSEqrefoits -
Reservauuns - uccupanon per un Genera qr Add

Reservations - Occupation per un Lu Copy

RM job ticket (HTML) I Name Reservations - Occupation per u 9% Delere

Space allocation proposal Subtitle [l Preview & print

Space requests Z Edit user report

Print options

jm Jim i o {rm fo fim fom i i i |

. « " . SPIE Discontinued jobs H Save as
2) Click the “Report” button from the right-hand menu. SPIE job reports [ pemtony .. | ©ves @ No
SPIE job reports_material split I Print drill- ® Yes No
. . B i SPIE job reports with History I Printuser ... @ Yes No
3) Inthe Reporting window, select “Reservations — ZICLURDO1 - Recharge Repor c.. Briie s No
Occupation per unit per month in hours” i E B .
epol i
4) Print your report or save as an excel file to edit further. w1 235n
Close
Reservations - Occupation per unit per month in hours
Building - Room Jan Feb Mar May Jun Jul Aug Sep Oct Nov Dec Total
4) CITY AND GUILDS, CAGB-07-TOT - CAGB-07-TO7 (8), restricied 1] o [} 1 (1] 0 o 1] 1] 0 1] 1
CITY AMD GUILDS, CAGE-07-TGS - CAGB-07-TES (18), restricted, i} o [} 15 6 T V] 1] [i] [i] 0 28
moderated
0 0 [} 18 B T o o 0 [i] 0 20
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This report can be used to view whether room
booking requests have been “Confirmed”,
“Declined” or are still “Awaiting approval”, and the
time taken to respond.

1) To create this report, navigate to the
“Graphical planner” and set up a filter for the
group of rooms to be reported on (see page 19
for how to set up a filter for moderated rooms).

2) Next navigate to the “Reservations” screen.
Create a new filter on:

a) “Start date & time” - select the dates to
be covered in the report. In this
example the month of May 2018 has
been selected

3) Click the “Report” button in the right-hand
menu. In the Reporting window, select
“ICLO52 — Summary of moderated room
reservations”

2)

Reporting — Moderated rooms summary

Select filter criteria

Filter name: May report (2)

sroup ANE L Ungroup

anp | C) [ start gate & ime v | Between v | FE ool 3104 )
"t
Reporting
Userreports | System reports
) ‘ Name ¥ | Contains ¥ | modera% ‘
L. | Name User report | Auditinfo
BEd  icL032 - Greation of Moderated room reservation User reports -
Ed  1cL033 - Resarvation needs moderation @mEE op Add
£ 1CL036- Reservation needs moderation reminder Gy copy
| E ICLO52 - Summary of moderated room reservations H Nejpe 1CLO52 - Summary of mod & Delete
= Pecipint Banart - Madaratar arann Subtitle L—_l Preview & print
e [ Edituser report
&) saveas
I Printon... () Yes ® No
I Printdri... O Yes @® No
I Print us. O Yes @® No
I Print itl.. Q Yes @ No
I Previe.. Yes ® No
I Report
Close
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Exporting your rgport: _ o Summary of moderated room reservations
1) The report will generate a list of every booking in 1) | Number Reservation unt. . . ge time to (days)
. . 39363.00 CAGB-07-765 1 o 0 1]
each room over your selected time period and (18).restcted,
whether it was “Confirmed”, “Declined” or still 3950500 (), ostricien, ! 0 0 ¢
g maod d
“Awaiting approval”. sesroo  CAGSTrTEE oo 4 0
maoderated
39662 00 %?B*‘:m?-;: 0 0 1 0
2) To view a summary of the total number of . moderates , . ) .
confirmations, declinations or requests awaiting ' (18) restricied,
approval, it is recommended that the report is W0 ) restcte 0 0 ! o
H H “ ” moderated
downloaded to Excel. To do this click “Save as wadp  CAGRGMS o 0 1 0
and change the file type to “XLSX: Data only”. e
3) In Excel, create a pivot table to view a summary for 2) | saveas
the month. e !
LXLSX. Data only Ll f
Row Labels [ ~|sum of confirmed Sum of Declined Sum of Awaiting approval e
=/ CAGB-07-765 [18), restricted, moderated 3 0 13
3 | (blank) 3 0 13 Output line break characters as:
) = DW_Test Name 0 0 3 Space
| {blanlk) 0 0 3 Include header ®ves ONo
=ISHER-04-411 (6), restricted, moderated 53 6 12 I
ICL_DATA_RMMOD_ICT 53 (] 12 |
| Grand Total 56 6 28 ] l



https://support.office.com/en-ie/article/create-a-pivottable-to-analyze-worksheet-data-a9a84538-bfe9-40a9-a8e9-f99134456576
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This report can be used to view the rejection reasons 2) | setect filter citeria
provided when the use of a moderated room is declined. Fitername: 018 eport
1) To create this report, navigate to the “Graphical o | O st e 270 o | W eI

planner” and set up a filter for the group of rooms to A [sams : = R, scined FE
be reported on (see page 15 for how to set up a filter —
for moderated rooms).

Reporting
3)

User reports || System reports

2) Next navigate to the “Reservations” screen. Create a ‘ 5 o
. Name v | Contains A x
new filter on:

“ i » 1CL023 - RWP due to expire Userreport || Auditinfo )
a) “Start date & time” - select the dates to be s e Userrpors
covered in the report 1CL025 - Permit due to expire General i Add
“ ” “ . ” UEves) = Eramiit el T eetd I Name ICL051 - Rejected reservations v )
b) “Status” — select “RS70, Declined 101033 - Resontion needs mod ‘ % oelee
’ ICLO36 - Reservation needs mod.. Subtie [l Preview & print
ICLO50 - PPM detail report with .. Print options [ Edituser report

3) In the Reporting window, select “ICL051 — Rejected B o e

) Yes ® No
ICLO52 - Summary of moderated

NENENEmOmEERRREI

. . ” A Print drill- ) Yes ® No
reservations with reasons Leishdion - iyl O g
ICLF002 - External PPM job ficket.. I Print user ... () Yes ® No
ICLF003 - External MNW job fick I Printtitle . | () Yes @ No
ICLF003 - External MNW job tick... l Preview al Yes + No
ICLF003 - External MNW job tick. I Report i
ICLIMO01 - PPM job ticket
€12 3m .
Close
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Reporting — Rejection reasons for moderated rooms

Reporting

User reports | System reparts

[ Name + [ contains

B4 icLo23 - RwWP due to expire

B ICL024 - PermitincHW due to ex...
Ed  1CL025 - Permil due to expire

B ICL032- Creation of Moderated r..
Ed  1cL033 - Reservation needs mod.
Ed  1cL036 - Reservation needs mod.
B icLos0- PPM getail report witn &
E|
B  1cLo52 - Summary of moderated ..
B ICLF001 - Extemal RM job ticket (
X ICLF002 - Extemal PPM job ficket
B ICLF003 - External MNW job tick.
B ICLFD003 - Extemal MNW job tick
B ICLF003 - Extemal MNW job tick...
B ICLMO01 - PPM job ticket

«el 23,

User report | Auditinfo

General

I Name ICLO51 - Rejected reservations v
Subtitie
Print options

I Printonly ... O Yes ® No

[ Frintarii-. 0 ves ® No

l Print user  Yes ® No

l Printtile .. () Yes ® No

[ prevewa . ves o No

l Report i

Close

CAoR S 3

User reports

Add

Copy

Delete

FIEVIEW o it

Edit user report

|3 EEE

4) If you would like to include the date and time of the
reservation in your report, select “edit user report”

in the right-hand menu.

Report definitions and settings
() Show business objects that refer to the active business abject
() Show additional information
IOrdErs
Selected fields Settings
percler [ ) EE—
[T Number H Type Report v
Avallavle fields H (=5 ICLOS1 - Rejected reservations with reasons
[ Room
|®  Standard cost type . .
] Tite Title Rejected reservations with reasons
©°  Standard order
l‘ RS nien [D)Fezem Grouped report options
E_I EXIEDOID [o)E=r (] Only show group lines
" T : Jame -
by S T ] ] RET |_| Show group fields in detail lines
| Sstaus
[  status since = e
[0  Suggested cost centre »)
B Ad
& System code Select field Page size v
|#  system code level 1 Orientation Portrart v
Title font Tahoma, Bold, 14 ™
All None “
Heading font Arial, Bold, 12 ™

5) Inthe pop-up window, select “Start date & time” and move it
across to the “Selected fields” window. The order of the fields
in the report can also be adjusted using the arrows at the side.
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Report definitions and settings
|| Show business objects that refer to the active business object Rejected reservations with reasons
] Show additional information Start date & Number Room Title Reason Department
Thursday, 5 July  39645.00 CAGB-07-785  mod 765 Justno Information and
ord 2018 13:45 (18), restricted, Communication
rders moderated Technoiogies
Tuesday, 5 June 3973300 CAGB-07-765  testing repeat with nowt to do with  Information and
2018 18:45 (18), restricted, moderated you Communication
moderated Technologies
Selected fields Setti ngs Tuesday, 26 June 3973600 CAGB-07-785  testing repeat with a0 far out Information and
+ 2018 18:45 (18), restricted, moderated Communication
[l e ] O T e
N Report v ICL_DATA_RMMOD_ICT
Available field [C] start date & time I foee ’ T-usd |-M e SHER-04-411 (8) Not suitably f H R
vallable Tigids [ Number Mame ICLO51 - Rejected reservations with reasons 2;15 1?‘30 ¥ 3s0iaon restricted, (55 Taat Suatle s o :r;:,"n esaurees
. moderated
T..| Name I R Title Rejected reservations with reasons Friday, 18 May 3910000 SHER-04-411(5), test6T because Imina  Information and
1 Time to attend score oom 2018 12:00 restricted. stroppy mood Communication
m echnologies
8 [ Title Wednesday, 2 39101.00 SHER-04-411 (6), Moderated Information and
1 Time to complete’ score Grouped report options May 2018 08:00 restricted. unapproved Communication
= [ Reason ) moderated meeting Technologies
[0 Time to fix score (2] Only show group lines Thursday, 31 May 39110.00 SHER-04-411 (B), 3.6.1 approach me with Human Resources
. EI Department 2018 11:54 restricted, cake and | might  Division
] Time to respond’ score P ("] Show group fields in detail lines modarated approve
Thursday, & 39248 00 SHER-04-411 (B), 352 Estates Division
d; # N ‘September 2018 restricted,
1:55 moderated
1 Access restriction details - L Thursday, 17 May 39865.00 SHER-04-411 (6], |jtest a3 please request  Human Resources
EESevr ey 2018 15:00 restricted, 412instead Division
o moderated
I’ Access restrictions’ Page size Ad vl Thursday, 31 May 39882 00 SHER-04-411 (6), x Information and
»  Activity subject > 2018 14:21 restricted, Communication
moderated Technologies
: : Orientation Landscape v logi
[ Actual completion date-time
Title font Tahoma, Bold, 14 ™
Al None “ -
Heading font Avial, Beld, 12 ™
L | Wednesday, May 30, 2018 17:35 Page 1af 1

6) The appearance of the report can also be edited here. For example, the orientation of the report can be changed from Portrait to
Landscape to ensure it fits on the page to be printed.

7) Once you are happy with the report, either select ‘Preview & print’ to generate a PDF of the report, or select ‘Save as’ to save a
copy.
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