Room & Equipment Management

Hello, rooms and equipment can easily be configured in Vega Program, to make them available for staff and patrons.

In this session, you’ll learn how to manage what rooms and equipment are available to patrons.

Please note that to access these configurations, you must have Administrator permissions.
 
As an administrator, you can manage what rooms are available at each of your library’s locations. In the menu on the left, click Room Management. Here you can see all existing rooms, their location, Type, and if they’re visible to the Public and/or Staff.

To make changes to an existing room either click its name or the Edit button. Here you can modify the settings as needed. If you want to remove this room, click Delete Room, at the bottom of the page. Please note, to delete a room it cannot have any events attached to it. Otherwise click Save Changes, if you made any changes.

Click Room Management to return to the Room & Space Management Page. Now you need to make a new room, so you'll click the Create Room button. In the Create Room popup, enter a Room Name, and optionally you can select if you would like to Copy Settings from another room. Click Create Room, then Customise Room to make any adjustments to the room settings. In this example, you need to change the Room Location, add a Room Description, and modify a couple of the settings. When you’re done, click Save Changes.

Back on the Room & Space Management page, the Bulk Update/ Schedule Update button, allows you to change Room Availability for any rooms that you select. As well as schedule rooms to change availability in the future.

As an administrator, just as you manage rooms, you can also manage what equipment is available to be borrowed at each of your locations and/or reserved in conjunction with your rooms. In the menu on the left click, Equipment Management. 

This page lists all the equipment that is currently available. As with rooms, you can click on the equipment Name or the Edit button to make changes. For this example, in the Available Rooms section, you'll check Makerspace, to make this equipment available to be reserved there. Then at the bottom of the form, click Save Changes.

Click Equipment Management from the menu on the left to return to the Equipment Management page. At the top of the page, you can Create Equipment and configure the Equipment Categories. Equipment Categories lists all of the categories that equipment can be grouped into. Click Create New Category to make a new category, or you can modify any of the existing categories in the list below.

Back on the Equipment Management page, when you click Create Equipment, you’ll get a pop-up form to enter the Resource/Equipment name, select the Location, Category, and if you want to Copy Settings from another equipment. Click Create Equipment, then click Customise Resource to make any settings adjustments.

In this example, you'll change the Equipment Description and check to make it available in the Makerspace. When you’re done, click Save Changes. 

Back on the Equipment Management page, your new equipment is listed, and available to be booked by patrons.

You now know how to manage what rooms and equipment are available to patrons.

Thanks for watching!

