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Getting Started

About This Documentation

Thisis the complete offline documentation for MIDAS, a complete web based room and resource scheduling
solution, available through https://mid.as

The online version of this documentation may be viewed at https://mid.as/help

https://mid.as/manuals

6 NOTE: This offline documentation relates to MIDAS v4.11. For updates and otherversions, please visit

Conventionsused in this documentation

A number of helpful boxes appear within this documentation, their meanings are as follows:

@ General Information / Additional Notes

' Tips& Tricks

& Warnings

@ See Also/ FurtherReading/ Links

NOTE: Depending upon the permissions that have been setup foryou by your MIDAS Administrator, not all
the functions and features outlined in this documentation may be available to you

NOTE: Icons and images withinin this help documentation assume MIDAS is runningin the "Default" visual
theme. If you're running MIDAS with a different theme, icons and images may differ from those shown

MIDAS Manual v4.11 https://mid.as/help Page | 1
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System Requirements

We offertwo editions of MIDAS, a "self-hosted" edition as well as a"cloud-hosted" edition.

For our "cloud-hosted" edition, there's nothing toinstall! - All you need to be able to use MIDAS is a connectionto
theinternetand a modernweb browser, and all five major browsers are supported too!

ece@ee€eoo

Microsoft Microsoft Mozilla Firefox Google Apple Safari Opera
Internet Edge Chrome
Explorer
Recommended 11,0+ 13.0+ 43.0+ 47.0+ 9.0+ 34.0+
Version
Minimum Version Supported 9.0 12.0+ 27.0 33.0 5.1 19.0

Your browsershould also have Javascriptand Cookies enabled.

For our "self-hosted" edition (where MIDAS isinstead installed and run on your own server), in addition to the above
browserrequirements, yourserver willneed to meetthe minimum serverrequirements.

@ See Also: Minimum Server Requirements

Logging In and Out

You can access MIDAS by entering the URL (internet address) of your MIDAS into your web browser's
address/location barand selecting "Go" or pressing "Enter".

If you've entered the correct URL, you should see alogin screen similarto this:

S
 MIDAS

v4.04

By M.Harrington
©2005-2013
http://mid.as/

Default

Login (3)

Remember Me? | Forgot Your Password? | Help| Full Screen

MIDAS Manual v4.11 https://mid.as/help Page | 2
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@ If you have enabled and correctly configured Single-Sign On (Active Directory) authentication, you wontsee a
login screen, as you'll automatically be logged in each time you open MIDAS

To loginto MIDAS, please enteryouremail address and MIDAS password.

1. Remember, your passwordis case sensitive

If multiple databases have been setup foryourversion of MIDAS, you may also be presented with an optiontoselect
which database you wish to login from a "Database" drop-down list.

If your MIDAS administrator has enabled the multiple languages feature, you may also be able to select the display
language for MIDAS from a "Language" drop-down list.

If your MIDAS administrator has enabled the multiple themes feature, you may also be able to selecta visual
"theme" foryour MIDAS experience.

Selectthe "Remember Me?" option to have your browserremember yourusername, password, language, and
theme settings forthe nexttime you loginto MIDAS on that computer.

If you selectthe "Remember Me?" option, afurther"Auto-Login?" option will be shown. Selecting "Auto-Login"
before you login will meanthatevenif you close yourbrowser, the nexttime you openitand navigate toyour
MIDAS, you will bypassthe login screen and be logged inautomatically.

y Tip:If multiple MIDAS users willbe accessing MIDAS from the same shared device, you should consider
disablingthe "Remember Me" and "Auto-Login" options—see Managing Security Settings

To thenloginto MIDAS click/tap the "Login" button.

Your MIDAS administrator may have enabled two-factorauthentication foryoursystem, in which case when you
click "Login" you will be emailed an Authorization Code which willneed to be entered to completethe login process.

(—:)) MIDAS Knowledgebase: Two-Factor Authentication in MIDAS

Your MIDAS administrator may also have set up youraccount to promptyou to change your password upon your
firstlogin.

If your browsersupports "Full Screen" mode, clicking/tapping the "Full Screen" link will maximize MIDAS to fill your
entire screen (You can exitfull screen mode at any time by selectingan "Exit Full Screen" link or by hitting Esc).

Once loggedin, you may log out of MIDAS at any time by using the "Logout" link underthe main date nearthe top of
the window.
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Resetting a Lost Password

If you cannot rememberyour MIDAS password, use the "Forgot Your Password?" link on the login screen.

You will then be promptedto enteryouremail address, and MIDAS will then automatically email you a password
resetlink.

Once you receive this email, follow the password reset link contained within. MIDAS will then generate arandom,
temporary password, which will be emailed toyou, and upon your next login, you willbe prompted to change your
password.

¢ o Ifyou do notreceive apassword reset email, itis possible that your email address was either not found, or
differsfromthe one heldin MIDAS' database. In these circumstances, you will need to contact your MIDAS
administrator, whowill be able to reset your password foryou

Changing Your Password

To change your password at any time, use the [Change Password] link near the top of the main window when logged
in.

You will then be promptedto enteryourcurrent password, followed by your desired new password.

@ If you have enabled Single-Sign On (Active Directory) authentication, the "Change Password" optionis not
shown

ManagingYour Sessions

If the multi-session (Allow Multiple Logins By Users) feature has been enabled foryour MIDAS, thenyou'll be able to
login tothe system from multiple devices simultaneously.

Once loggedin, youcan click/tap your "logged in as" name nearthe top of the main window to view/manageall the
devicesyouraccountiscurrently logged into MIDAS from.

The list will show when the last activity in MIDAS occurred from each device, as well as indicating the device's IP and
Browser/0S. The highlighted entry denotes your current session.

You can remotely logout any of these sessions by clicking/tapping the adjacent@ icon

(—:)) See Also: Managing Security Settings

(—:)) MIDAS Knowledgebase: Tips for keeping your MIDAS secure

Page | 4


http://mid.as/
https://mid.as/kb/article/00108

MM' Help Documentation

The Main Window

Booking Higtany Client

Once you loginto MIDAS, you'll see ascreen similarto the above. The majority of this screenis occupied by the
"bookinggrid" - a graphical representation of bookings for the selected date(s). Inthe "booking grid", your venues
are stacked vertically downthe left hand side and the times of day are across the top (the "Timeline"). The position
of booking "blocks" within the grid denotes theirtime and venue. Blocks can also be color-coded to allow them to be
easily identifiable in the booking grid.

The Calendar

(@) Jul 2012 In the very top left hand corner of the window (onalandscape orientation
by - device), orbottom left corner(on a portrait-orientate device) is the navigation

calendar.

)
BE

You use thisto select the date, or date range to view in the booking grid.

@ Jump forwarda month
@ Jump back a month.
@ Jump forward a year

@ Jump back a year

\i/ Tip: Selectingthe Month/Year heading of the calendarwill allow you to quickly "jump" to specificmonths/years

Under the Defaultvisual themefor MIDAS, datesin the calendarthat appearinred indicate weekends. A blue date
denotestoday. Dates that are highlighted in white are those which are currently shown in the Booking Grid.

Clicking/tapping onthe "Today" button below the calendarat any time will jump you back to the currentday if not
already selected.

The Booking Information Panel

The "Booking Information Panel"is located on the left hand side of the screen directly beneath the navigation
calendaron landscape-orientated devices,and at the bottom to the right of the calendar on portrait-orientated
devices. This panel displays a wealth of information about any booking you "hover" your mouse over (ortap) in the
bookinggrid.
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The Booking Information Panel has three tabs:

Room 3

ent: Admin User
[MIDAS Demo)

orporate
PST Training
¥l Data Projector
¥5 Flipchart
¥l Laptop
¥l Security Guard
Invoice: MIDASDS82

Booking
Displays specifics about the selected booking, including venue, times, attendees,
notes, resources, and any custom bookingfields

History

Displaysthe history of the selected booking. Wheneverabooking is modified,
MIDAS will logthe date and time of the modification as well as the user
responsible forthe update

Client

Displays extended information about the client who the bookingis for, including
theiraddress, email, phone/fax numbers, etc.

A list of otherdatesthe clienthas bookingsonisalso shownonthe Clienttab,
which can be clicked/tapped to "jump" to that date in the booking grid
Additionally, alist of the client's paid/outstanding invoices may also be shown
on thistab, each of which can be clicked/tapped to view the corresponding
invoice.

) Tip:Selectingthe™ iconinthe top-right corner of the Booking Information Panel will "pin" the current
o details showninthe panel. Details willthen nolonger disappear when the mouse moves away froma

booking blockin the booking grid! Once the panel hasbeen "pinned", youwill then be able tointeract with
the information within - forexample, if aninvoiceis attached to the booking, you'll be able to jump straight
to that invoice, orfromthe "Client" tab, you'll be able to email the client directly by clicking/tapping on their
email address, orinstantly jump to other dates where the client has bookings.

To "unpin"information from the Booking Information Panel, simply select the™ icon again.

Page | 6


http://mid.as/

MIBAS] Help Documentation

The Toolbarlcons

The main toolbarinthe top right of the screen will contain some orall of the followingicons (depending upon your
user permissions):

Add Booking(s)

Pending Booking Requests

My Messages

Search

Recent Activity

Statistics

Print

Invoicing

MIDAS Admin Options

Print Emergency Evacuation Data

ClOICIOIGIOIOICIOIO)
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View Options

[Show Al = JODINO)
Nearthe top right of the screen are a number of options that control the display of the booking grid and how you
interact with it. First off, a "View" drop-down allows you to "filter" which group of venues are shown in the booking.
For example, you can choose to show only those venues with bookings for that particular date (In Use), or certain
"groups" of venues. (To define "venue groups" please see Managing Venues). The otheroption presentin this

"View" listis "Clients". If thisis selected,the booking grid willchange to show clients instead of venues on the
vertical axis of the booking grid.

Alongside the "View" drop down, some orall of the followingicons may be present (depending upon your user
permissions)

@/ @ Lock / Unlock Grid

Selectingthisicon will present you with a choice of Dynamic Grid Editing modes:
Disabled — DynamicGrid Editing Disabled.

Unlock Grid (Move) —When selected will then allowyou to "move" (reschedule) bookings in the booking grid by
simply "dragging" themto new positions.

Unlock Grid (Duplicate) —When selected will then allowyou to "duplicate" (copy) abookinginthe bookinggridto a
new slot by simply "dragging" it.

Retain Start Time — Thisoptionis used in conjunction with the Move/Duplicate editing options above. With "Retain
Start Time" also selected, moved or duplicated bookings will retain the start time of the original booking. For
example, if abookingthat starts at 9am on a Monday is "dragged" to any point on Tuesday, its start time will
automatically be adjusted to 9am. Without "Retain Start Time" selected, the start time of moved orduplicated
booking will depend upon the precise positioninthe grid where they are "dropped".

When DynamicGrid Editingis disabled, the@ iconwillshow anditwill not be possible to "drag" bookings around
the booking grid. When Dynamic Grid Editingis enabled, the icon will change to show@

(?) Show Pending Bookings
If selected, the Booking Grid will also display "Booking Requests" along with actual bookings.

@ Show Deleted Bookings
If selected, the Booking Grid will also display bookings that have been recently deleted along with actual bookings.

O Day View
Display between 1and 14 daysat a time inthe booking grid (Use the selectorimmediately above the list of venues
stacked vertically to the left of the booking grid to change the number of days showninthe grid at any one time)

£ o Note: The multi-day selector willonly be available if the hours you have access toin your booking grid run
Midnight-Midnight. If your hours have beenrestricted to only show a portion of each day the multi-day
selectorwill not be available to you.

Month View

Display one month at a time in the booking grid.
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The Booking "Grid"

The majority of the main window is taken up with the "booking grid" - a visual depiction of bookings for the current
date/time range.

Each booking "block" may be color-coded to denote its type.

"Hovering" your mouse overabookinginthe grid, clicking, ortapping a booking will display additional informationin
the Booking Information Panel.

Clicking/tappingabooking "block" may (depending upon youraccount permissions) present you with options
allowingyouto, forexample, modify or delete the booking.

Clicking/tappingand "dragging" ablock when the booking grid is "unlocked" will allow you to "move" (reschedule) or
"copy" (duplicate) the booking.

@ See Also: Modifying Bookings

Clicking/tapping and "dragging" across a blank area of the booking grid when its "unlocked" will take you directly to
the "Add Bookings" screen with the venue, startand finish times you dragged across pre-selected.

Bookings

Adding Bookings
There are a couple of ways to add new bookings to MIDAS:

1. Click/tap the "Add Booking" icon@ inthe toolbar. This will display the "Add Booking(s)" screen.

2. Clickand drag your mouse (ortap and drag with yourfinger, if usingatouch screen) across an empty area of the
Booking Grid to create a bookingforthe times/venueyou are dragging across. This will then open the "Add
Booking(s)" screen withthe venue and times pre-filled in foryou.

A numberof fields will be presenton the "Add Booking(s)" screen.

@ The fields thatare shown can be customized viathe Manage Booking Fields administrative settings
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{ | Monday, 16 July 2012

Drama Workshop

x1 Projecior
x1 Screen

If the date you wish to add a booking forisn'talready selected, use the calendarto navigate to the appropriate date,
inthe same manneras which you navigate around the main calendar.

Multiple Discrete Dates

jaliill];"‘-ffdfllﬁ -

Howur i

. I Ho M
5ta rt:-E: .E]Finish:.ﬁh .IFE] |

You can select multiple dates to add the same bookingto by holdingdownthe "Ctr1"key (Cmndkey ona Mac) on
your keyboard whilst selecting dates.
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Continuous Booking Across Dates

If two dates are selected, an additional "Book Between" tick box is shown

; EBook between

Hour Min Hour Min
Start: -n.n Finish: .n.n

Client / Organization:

If this box is selected, a continuous booking will be made commencing from the starttime on the first selected date
through to the end time on the second selected date.

6 The "Book Between" option willnot be shown toyou if the standard Start/Finish time selector on your booking
screen has been replaced with a Start/Duration selectorora Period list- See also Manage Time Lists)

Repetitive Bookings

As well as selecting multipleindividual dates for your booking, you can swiftly add repetitive bookings via the@
icon above the selected dates.

Clicking/tappingthisicon allows you to quickly generate other dates that you'd also like to add your booking to.

¥ On the Repetitive Booking window, you'll
be presented with a"tick box" representing

-
(c*) Repetitive Booking From Monday, 21 October 2013

Repeat  Every -l Monday Repeat For: vl each day of the week aswell asa "repeat"
Tuesday Qr Until:/ +drop down containinganumber of options.
Wednesday

You can also specify aduration (Repeat
For), or specificend date (Or Until) to
generate repetitive bookings until.

Thursday

[ =

Forexample, if youselect "every" from the repeat drop down, tick the box for "Monday" and selectrepeatfor"6
weeks", MIDAS will then automatically calculate and generate foryou (from the currently selected date onthe Add
Bookings screen onwards) the dates of the next 6 Mondays.

As a furtherexample, let's say you have a booking which takes place on the 2nd Thursday of every month. You'd

select"Onthe 2nd" fromthe repeatdrop down, tick the box for "Thursday", and selectrepeat for "6 Months".
MIDAS will then automatically generate these 6 dates for you!

MIDAS Manual v4.11 https://mid.as/help Page | 11
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Once you've selected adate, multiple dates, oradate range, next one or more venues may be selected fromthe list
of venues beneath the calendar.

The date and venue fields will always be present on the "Add Booking(s)" screen as these are the minimum items of
information thatare needed to add a booking. Other common fields that may be presenton your "Add Booking(s)"
screenare as follows...

Times
Dependinguponyouruser permission, the "Times" are may appearin one of the following ways:

Start Time + Finish Time
Selectastart and a finish time foryour booking(s)

Haour Min Hour Min

a0z~ [ 00 [~ g 00 |- Joo |-

Start Time + Duration

Selectastart time and a length for your booking(s)

Min

a0~ [l oo |- JBERY 20 winutes |~ ‘

Pre-Defined Time "slot"

T Selectatime "slot" for yourbookings

| (11:15 - 12:15) | |

Lesson 3

'y Tip:Durationand Time Slotlists can be predefined—even ona per-userbasis! —See Managing Time Lists

% Tip:Youcan run MIDAS in either 12 or 24 hour clock mode — See Date/Time Settings

Client

Next, youwill needto specify the clientwho the bookingis for. Begintypingthe first few letters of the client'sname
inthe Clientfield. Asyoutype, asmall drop down will appear showing you existing clients matching the characters
you are typing. Selectingaclientfromthis drop-down list will make the booking for that client. Alternatively, you can
double-click the clientfield to perform asearch for an existing client.

Once you selectan existingclient, an iconwill appearalongside the clientfield, allowing you to update the

client's details (if required)

If, however, the clientyou wishtoadd the booking for doesn't already existin MIDAS, you can use the @ button

alongside the client field to add details of your new client to the database.

(® SeeAlso:AddingClients | Modifying Clients
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Attendees

Allows you to specify orestimate the number of peoplethatare expected to attend the booking foreach selected
Venue. Ifthe numberof "Attendees" exceeds the maximum occupancy level (capacity) of avenue(s), MIDAS will
promptyou to make anotherselection.

(—:)) See Also: Setting Maximum Occupancy Levels | Managing Safety Settings

Booking Type
You can "categorize" yourbookings by assigning a colored "booking type" fromthe drop down list. This makes them
easierto distinguish in the Booking Grid

(® See Also: Managing Booking Types

Notes

There isalso space to add notesora description aboutthe booking. It can be useful to give as much additional
information here about the booking as possible, especially if other MIDAS users will see this booking.

Resources
You can also add resources, including equipment, consumables, and staffingto each selected venuein yourbooking

@ See Also: Adding Resources to Bookings | Managing Resources

' Tip: MIDAS can automatically notify specificusers when certain resources are added to booking — See Watches

Custom Booking Fields
Other custom bookingfields may also be present on your Add Booking(s) screen

(3 See Also: Custom BookingFields

Once you are happy with all the details of your booking(s), click/tap the "Check Availability and Book" button.
MIDAS will promptyouifit notices anything obviously wrong with the information you have entered thus far,

otherwise MIDAS will proceed to check thatthe selected venue(s)are available on the selected date(s)and times.
The results of which will be displayed on the Booking Availability screen.
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Booking Availability

The "Booking Availability" screen shows a summary of your proposed booking(s). This will include currentvenue and
resource availability foryourbooking(s)

Booking /

19/7/2012 & 18:00 - 2200 Room 2
19/7/2012 & 18:00 - 2200 Room 3 Availabie ]l Laptop (A

vl Projectar
- |
S Change Bookng) Cook ATVl ()

Unavailable will be shown if your booking clashes with an existing booking
Outside Operating Hours will be shown if the booking falls outsideavenue's Operating Hours
Blocked By X will be be shown when attemptingto book avenue thatis "blocked" by another

The "Book all Available" button adds those bookings to MIDAS that are listed as being "Available", and takes you to
the day of the booking. Bookings that are not "Available" willnot be added. Also, only resources that are listed as
"Available" willbe added to the booking(s).

If none of the desired dates/times/venues are available, the "Book All Available" button will be disabled, and you
should use the "Change Booking" button to go back to the previous screen and allows you to make any alterations,
before checking booking availability again.

Depending upon how your MIDAS administrator has configured MIDAS, additional options may also be presenton
the Booking Availability screen. These may include:

Send Booking Confirmation
If presentand selected, an email booking confirmation will be send to the client once the "Book All Available" button
isclicked/tapped (This option will only be presentif an email address exists forthe client)

Create Invoice

If presentand selected, aninvoice will automatically be created including all the bookings and resources listed as
being "Available" once the "Book All Available" buttonis clicked/tapped.

MIDAS Manual v4.11 https://mid.as/help Page | 14
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Adding Resources To Bookings

When adding/updatingabooking, it's possibleto assign "Resources" to each venue.
Resources can be added toa bookinginthe following way:

e Eitheradd a new booking, or modify an existing booking.

e Inthe"Resources" section of booking details screen, select the venueto which you wish to assign resources,
and click/tap the adjacent "Add Resources" button.

o A window will openshowingafull list of existing resources, splitinto 3 categories - Equipment,
Consumables, and Staffing.

o Use the tabs above the commonresources list to switch between these categories.

e You can furtherfilterthe list of resources shown by typingintothe "Search" field at the top of the window

e To add resources, simply enteradesired quantity foreach resource you wish to assign.

e Onceyou have added a quantity of each resource you require, click/tap the "OK" button to close the
resource selectorand returntothe booking form, with yourdesired resources listed.

e Ifthe bookingincludes more than one venue, repeat this process to assign resources to the othervenuesas
necessary.

(—:)) See Also: Managing Resources

Modifying Bookings

Quickly Rescheduling (moving) a Booking

o CIick/tapthe@ icon

e Inthe DynamicGrid Editing selector, select "Unlock Grid (Move)" and then "OK"

e "Drag"the bookingto a newtimeslotand/orvenue
Once you've finished moving bookings, open the DynamicGrid Editing selector again and choose "Disable
(Lock Grid)"to preventany furtheraccidental moving of bookings

'y Tip:Selectingthe "Retain Start Time" option in the Dynamic Grid Editing selector will retain the start time of
the booking(s) you're moving on whicheverdate/venue they are moved to

Quickly Duplicating (copying) a Booking
o CIick/tapthe@ icon
e Inthe DynamicGrid Editing selector, select "Unlock Grid (Duplicate)" and then "OK"
e "Drag" the bookingto the newtime slotand/orvenue you wishitto be copiedto

e Onceyou've finished duplicating bookings, open the Dynamic Grid Editing selector again and choose "Disable
(Lock Grid)"to preventany furtheraccidental duplication of bookings

' Tip:Selectingthe "Retain Start Time" optionin the DynamicGrid Editing selector willretain the start time of
the booking(s) you're duplicating on whichever date/venue they are copied to
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Modifyinga single Booking

e Click/tapabookingblock and select the "Modify Booking" icon from the pop-up menu.

Modifying multiple Bookings

e Click/tapabookingblock and selectthe "Modify Similar Bookings" icon from the pop-up menu.

e A window will open allowing you to specify the criteriathat MIDAS should use to locate similar bookings to
the one you've selected.

o MIDAS will thensearchforand list bookings that are similarto the bookingyou've selected.

e Selectfromthislistthe bookings you wish to modify and select "Modify Selected Bookings"

@ MIDAS Knowledgebase: Why can't | modify/delete certain bookings?

Deleting Bookings

Deleting a single Booking

e Click/tapabookingblockandselectthe "Delete Booking" icon@ from the pop-up menu.

e You'llthenbe prompted to confirmthat youwishto delete the selected booking.

o [fthere'san email address associated with the booking's client, you'llalso be offered the optiontosenda
cancellation notification to the clientalong with an optional reason why you're cancelling/deleting their
booking.

Deleting multiple Bookings

e Click/tapabookingblockandselectthe "Delete Similar Bookings" icon@ from the pop-up menu.

e A window will open allowing you to specify the criteriathat MIDAS should use to locate similar bookings to
the one you've selected.

e MIDAS will thensearch forand list bookings thatare similarto the bookingyou've selected.

e Selectfromthislistthe bookingsyou wishtodelete.

e [fthere'san email address associated with the booking's client, you'llalso be offered the optiontosend a
cancellation notification to the clientalong with an optional reason why you're cancelling/deleting their
booking.

e Click/tap "Delete Selected Bookings".

(—:)) See Also: Restoring Deleted Bookings

(—:)) MIDAS Knowledgebase: Why can't | modify/delete certain bookings?
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Booking Requests

The "Web Request" function allows non-MIDAS users (i.e. members of the publicand/or visitors to your website) to
check room availability and make "booking requests" for yourrooms. Once enabled, simply direct people to
http://vour _midas url/request (where "your midas_url"isthe actual URL of your MIDAS) to allow them to start
makingrequests!

"Booking Requests" are not actual bookings - they first require approval by a MIDAS user with sufficient privileges
before they become actual bookings.

@ See Also: Processing Booking Requests | Managing Booking Request Settings

Processing Booking Requests

The "Pending Booking Requests" iconinthe toolbarallows youtoview "Booking Requests" awaiting approval

for the venuesforwhichyouare a "Manager".

@ See Also: Booking Requests | Managing Booking Request Settings

From the "Pending Booking Requests" screen you can action booking requests in the following ways:

Approve

Acceptthe Booking Request, add itto MIDAS as a confirmed booking, and automatically notify the client viaemail
that theirrequesthas beenapproved.

S,

Query

Compose anew email tothe clientto request more information/query their booking request, etc

Modify

®

Allows you to make modifications to the original Booking Request, beforeitis added to MIDAS as a confirmed
booking - for example the client may have requested "Room 1", you may wish to move theminto "Room 2" instead.
Once the modified request has been added to MIDAS, the clientis automatically notified viaemailthat a modified
version of theiroriginal request has been approved, and the revised details are alsoincluded in the email.

® Reject

Rejectthe selected Booking Request, and remove it from MIDAS. You will be prompted to give a reason why you are
rejectingthe request, which willbe sentto the clientviaemail.
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®/ @ Lock / Unlock

Click/tap thisiconto "lock" a Booking Requesttoyou. When a requestis "locked", no MIDAS userotherthan
yourself may performany action upon the request. Thisis useful if you have multiple MIDAS users with access to the
Pending Booking Requestscreen, and you're in the process of queryingarequestwith a client-youdon't want
anotheruse to approve/rejectitif you're currently dealing with the request yourself!

y Tip: Selectthe "Notify me by email when new requests are received" option at the bottom of the screen to
receive automated email notification whenever new booking requests foravenue you manage are received

—

(  Tip:Tick the "Approve/Rejectsilently" option at the bottom of the Pending Booking Requests screen priorto
\&/ processingabookingrequesttodoso "silently" (with no email notification sent to the original requester
that theirrequest has been approved/rejected). Note: To prevent this option from beinginadvertently left
selected, the "silent" setting will not be saved when you navigate away from the Pending Booking Requests
screen

—

() Tip:Ifanumberisvisible onthe "Pending BookingRequests" iconin the toolbar, thisindicates the number
ﬁ/ of Booking Requests thatare currently awaiting approvalforthe venues you manage

@ MIDAS Knowledgebase: The pending booking requests screen is empty, and I'm not receiving notifications of
new requests. How come?

@ MIDAS Knowledgebase: | receive an email thatthere are pending booking requests that require my approval,
but when|loginthere are none
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Clients

Adding Clients

New Clients can be added to MIDAS in the following ways:

1. When adding a new booking, clicking/tapping the@ icon alongsidethe "Client" field onthe "Add Booking(s)"

screen will pop openanew window allowing you to enterdetails foranew client. Once details have been entered
selectthe "Add New Client" button at the bottom of this window to save the client. The window will close, and the
client's name and organization will then be shown onthe booking form, allowing you to make a booking forthe new
client.

2. By searchingfora clientvia the@ iconin the maintoolbar. If the clientyou search for cannot be foundin the

database, an @ iconwill be displayed, which when selected willallow you to enter detailsforanew clientand
add themto the database.

Y Tip: If youwish to be able to send booking confirmations, email invoices, or contact clients viaemail directly
from within MIDAS, a valid email address must be specified foryourclients

'y Tip:Multiple email addresses can be added fora client by entering each address ona separate line in the
"email" field

'y Tip:The "e-mail Reminders" setting can be usedin conjunction with Scheduled Tasks to automatically send the
clientreminders of theirupcoming bookings and/orunpaid invoices

'y Tip:The "Tax Exempt" setting, if enabled, will exclude tax from being charged oninvoices for the client

y Tip:The "Invoice To" field allows you to specify an alternate client that invoices for the current client willgo to
instead. Thisis useful ininstances where the clientwhom abookingis fordiffers from the person/organization
to be invoiced fortheirbooking
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Modifying Clients

To modify an existing client's details, you will firstly need to locate the clientin the database

To find the client, use the search function by seIectingthe@ iconinthe maintoolbar. Enter part of the client's

name into the search field (ensuring the "Clients" search optionis selected so that MIDAS knows what to search for)

Locate the clientinthe list of search results, and click/tap that entry's corresponding icon

You can thenview and modify all the details on file for that client. Once done updating, select the "Modify Client"
buttonto save changes

Y Tip: If youwishto be able to send booking confirmations, email invoices, or contact clients viaemail directly
from within MIDAS, a valid email address must be specified foryour clients

y Tip:The "e-mail Reminders" setting can be usedin conjunction with Scheduled Tasks to automatically send the
clientreminders of their upcoming bookings and/orunpaid invoices

y Tip:The "Tax Exempt" setting, if enabled, will exclude tax from being charged oninvoices forthe client

Y Tip:The "Invoice To" field allows you to specify an alternate client thatinvoices for the current client willgo to
instead. Thisis useful ininstances where the clientwhom abookingisfordiffers from the person/organization
to be invoiced fortheirbooking

Deleting Clients

To delete aclient from MIDAS, firstly locate the clientin the database

To find the client, use the search function by selecting the iconinthe maintoolbar. Enter part of the client's

name into the search field (ensuring the "Clients" tick box is selected so that MIDAS knows what to search for)

Locate the clientinthe list of search results, and click/tap that entry's corresponding icon

You will be prompted for confirmation that you wish to remove the selected client from the database

/1. Warning:Removingaclientfrom MIDAS will also remove any bookings that have been made forthat client

Page | 20


http://mid.as/

MM' Help Documentation

Emailing Clients

MIDAS provides the ability to email your clients directly from within the softwareatany time!

Firstly, youwill need to locate the client you wish to email, via the search icon@ in the maintoolbar. Enter part

of the client'sname into the search field (ensuringthe "Clients" search option is selected so that MIDAS knows what
to search for)

Locate the clientinthe list of search results, and if an email address exists forthe client,a corresponding icon
will be displayed

SeIectingthe iconwill allow you to compose an email to the client.

Once you have composed youremail, click/tap "Send" to send your email

W Tip:Tick the "BCC to me" box before selecting"Send" to have a copy of the email also sent to your email
address foryour records

(—:)) See Also: Managing Email Settings
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Invoicing

(3 SeeAlso: ManagingInvoice Settings

Creating Invoices

Invoices can be created in a number of ways:

Automatically create an invoice at time of booking

Dependingupon how your MIDAS administrator has configured MIDAS, invoices may be automatically created for
every booking made, with no userinteraction required on your part.

Alternatively, when addinganew booking you may be presented with a"Create Invoice" option on the "Booking
Availability" screen. Make sure this box is ticked before selecting "Book All Available" to automatically create an
invoice foryourbooking. Thisinvoice willincludeall the bookings shown on the Booking Availability screen that are
"Available", and any "Available" resources that have been assigned to the booking as well.

Automatically generate an invoice for an existing booking

When clicking/tapping abookingin the Booking Grid, the followingicon may be offered to you:

Selectingthisicon willautomatically generate aninvoice for this booking, including any resources that have been
assignedtoit.

Thisicon will only be available if you have sufficient user privileges and no invoice has previously been created for
the selected booking.

Automatically generate an invoice for a client's bookings over a date range
You can generate asingle invoice forall client's bookings overaspecificdate range as follows:

o SeIectthe@iconinthe main toolbar.
e Inthetop rightcornerof the Invoicingscreen, click/tap the icon

e You willthenbe promptedforaclienttogenerate aninvoice for,and a date range of bookings forthatclient
toincludeintheinvoice

e Select"Generate" to generate the invoice

@ Only bookings for which noinvoice has been previous created will be included when generatinginvoicesin this
way
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Manually create an invoice

You can create your owninvoicestoyourclients viathe@ iconin the maintoolbar

e Ontheinvoicingscreen, click/tap the "Create Invoice"@ icon

e Ablankinvoice will then be displayed allowing you to create your invoice
e Start by enteringthe clientyouwishtoinvoiceinthe "Invoice To" field
e Next,youcan addthe itemsyouwish toinvoice the clientfor.

Y Tip: If the "Calculate Totals?" tick box is selected, line totals, subtotal, and total values will be automatically
updated as you modify rates/quantities

 Tip:Selectingthe lastblankline of the invoice willadd a new line to the invoice, allowing you to add more
items

e Onceyou are happy withyourinvoice, selectthe "Save Invoice" button

@ Note: Invoices, however created, are not automatically sent to clients. They must be actioned (printed or

emaiIed)viathe@ iconinthe maintoolbar

Modifying Invoices

Once an invoice has been created, before ithas been printed or emailed, you can modify it.

/1, Warning: Once an invoice has been printed oremailed, MIDAS assumes it has been "finalized" and sent to the
client. Therefore, no furtherediting of the invoice, otherthan updatingits payment status, will be allowed

(3 SeeAlso: UpdatingInvoice Status

Modifying an invoice:

e First, seIectthe@ iconinthe maintoolbar

e Ontheinvoicingscreen, use the "JumptoInvoice No" functiontolocate yourinvoice, or
e Use the "Show Invoices" drop down toselect "Invoices notactioned". When the results are displayed, locate
the invoice you wish to modify

e Finally, selecttheinvoice's corresponding icon

e Theinvoice willthenbe displayedinan editable form, allowing you to make changes

¥ Tip: If the "Calculate Totals?" tick box is selected, line totals, subtotal, and total values will be automatically
updated as you modify rates/quantities
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Tip:Selectingthe last blank line of the invoice willadd a new line to the invoice, allowing you to add more
items

@ Note: Invoices are not automatically sentto clients. They must be actioned (printed oremailed) viathe
Invoicingiconinthe main toolbar

Updating Invoice Status

Once an invoice has been printed oremailed, it can no longer be modified (as after printing or emailing, MIDAS
assumes thatthe invoice has been "finalized"). Once aninvoice has been "finalized", you can howeverstill update its
status as payments are received.

To update the status of an invoice:

e Select the® iconinthe maintoolbar

e Ontheinvoicingscreen, use the "Show Invoices" drop down to select "Invoices outstanding"
e Whentheresultsare displayed, locate the invoice you wish to update the status of, and click/tap its

corresponding icon

e Theinvoice will then be displayed along with anew editablefield entitled "PAID"

e Enterthe amountthe clienthasso far paid againstthisinvoice into the PAID field, and select the "Update
Status" button

Deleting Invoices

To permanently removeaninvoice from MIDAS:

e Selectthe iconinthe maintoolbar.

e Ontheinvoicingscreen, use the "JumptoInvoice" functionto locate aspecificinvoice, oruse the "Show
Invoices" drop down tofilterinvoices heldin MIDAS and locate yourinvoice from the results.

e Finally, click/tap the invoice's corresponding@ icon. Afterbeing prompted for confirmation, the

selectedinvoice will be deleted.

/1. Warning:Once an invoice has been deleted, itis removed fromthe system, and can only be retrieved by
restoring the database toan earlier pointintime. See Manage Database Settings
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Printing Invoices

An invoice may be printed atany time, by selecting the@ iconinthe maintoolbar.

e Ontheresultinginvoicingscreen, use the "Jump to Invoice" function to locate a specificinvoice, or use the
"Show Invoices" drop down tofilterinvoices heldin MIDAS and locate an invoice from the results.

e Click/taptheinvoice's corresponding iconto printout the invoice.

@ Note: Once an invoice has been printed, MIDAS assumes it has been "finalized" and the invoice becomes
"locked". Therefore, no further editing of the invoice, otherthan updatingits payment status, will be allowed

@ See Also: Updating Invoice Status

(® SeeAlso: Customizingthe Invoice Template

@ MIDAS Knowledgebase: How to save invoices as PDFfiles

Emailing Invoices

An invoice may be emailed tothe clientatany time, by seIectingthe@ iconinthe maintoolbar.

e Ontheresultinginvoicingscreen, use the "Jump to Invoice" function to locate a specificinvoice, or use the
"Show Invoices" drop down to filterinvoices held in MIDAS and locate an invoice from the results.

e Click/taptheinvoice's corresponding icontosendtheinvoice tothe clientviaemail.

@ Note: Once an invoice has been printed, MIDAS assumes it has been "finalized" and the invoice becomes
"locked". Therefore, no further editing of the invoice, otherthan updatingits payment status, will be allowed

@ See Also: Updating Invoice Status

(3 See Also: Customizingthe Invoice Template
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Printing Receipts

Once part/full payment has been made againstaninvoice, areceipt may be printed forthe client. Inthe eventofa
part-paidinvoice, the client's receipt will also indicate the remaining amount still outstanding.

e Click/tap the@ iconinthe maintoolbar.

e Ontheresultinginvoicingscreen, use the "Jump to Invoice" function to locate a specificinvoice, or use the
"Show Invoices" drop down to filterinvoices held in MIDAS and locate an invoice from the results.

e Click/taptheinvoice's corresponding icon.

e Ifa paymenthasbeen made againstthe invoice, you'llbe offerthe choice to print eitherthe invoice ora
receipt.
e Select"PrintReceipt"toprintareceipt

@ See Also: Customizing the Receipt Template

@ MIDAS Knowledgebase: How to save receipts as PDF files

Emailing Receipts

Once part/full payment has been made against an invoice, areceipt may be emailed to the client. Inthe eventofa
part-paidinvoice, the client's receipt willalso indicatethe remaining amountstill outstanding.

e Click/tap the® iconinthe maintoolbar.

e Ontheresultinginvoicingscreen, use the "Jump to Invoice" function to locate a specificinvoice, or use the
"Show Invoices" drop down tofilterinvoices held in MIDAS and locate an invoice from the results.

e Click/taptheinvoice's corresponding icon.

e Ifa paymenthasbeenmade againstthe invoice, you'llbe offerthe choice to email eitherthe invoice ora
receipt.
e Select"Email Receipt"toemail areceipttothe client

(3 SeeAlso: Customizingthe Receipt Template
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Online Payments
PayPal

If you have a PayPal account, you can setup MIDAS to allow your clients to pay yourinvoices online!

(3® Geta PayPal Account

Setup payment of invoices through PayPal

° Selectthe toolbaricon

e Select"Manage MIDAS"

e Selectthe "Invoicing" tab

e Inthe"Online Payments" section, click "Enabled" underthe PayPal logo

o Enterthe email address associated with your PayPal account. Thisis the account where youreceive
payments

e Click/tap "Save Changes"

How your clients can pay their invoices online

Once you have configured PayPal as outlined above, your clients can then pay online the invoices you send them
from MIDAS.

In orderto pay an invoice online, clients willneed to do the following:

e Opentheirbrowser, and navigate to http://your_midas_url/pay (Where "your_midas_url"isthe URL of your
MIDAS)

e Entertheirlnvoice Number, Forexample, MIDAS1234

e Enter the date shownon theirlnvoice

e Ifyou've enabled additional security (Seealso Manage Invoice Settings), the client may also be required to
entertheiremail address

e Click/tap "PayInvoice"

e  MIDAS will then retrieve and display theirinvoice, and the total amount due

e Theclientthenclicks "PayInvoice" andistransferred to a secure PayPal payment page where they can pay
theirinvoice

@ Note: A client can only pay an invoice once it has been actioned (printed, emailed, etc) within MIDAS. Until it
has been either printed oremailed toaclient, MIDAS assumes that the invoice has notyet been sent

% Tip:You can configure your PayPal account to automatically notify MIDAS once an invoice has been paid,
allowing MIDAS to automatically update the invoice's payment status accordingly.
Please see: Configuring PayPal Integration

(® SeeAlso: ManagingInvoice Settings
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Printing

(3 SeeAlso: ManagingPrint Settings

Printing Daily Bookings

Clicking/tappingthe "Print" iconinthe toolbarwill print out the bookings forthe currently selected date.

Right-clicking the "Print" iconwill presentyou with anumber of additional options to further customize your

printout. You can choose a specificdate or date range to print bookings for, narrow down the print out to a set time
period, aswell as select which venues and/orbooking types should be included in the print out and the printlayout

itself.

Tip: If printing bookingsin a"table" layout across a date range, the "Split Dates" option can be used to force a
new printed page foreach date. Left unticked, bookings overthe date range will be combinedintoa
continuous printout

¥

% Tip:You can also printout a monthly overview of your bookings by switching to the "Month View" screen ()
and clicking/tappingthe Printicon

Printing Bookings For A Client

To printbookings fora particularclient, you will firstly need to locate the clientin the database

To find the client, use the search function by selecting the iconinthe maintoolbar. Enter part of the client's

name into the search field (ensuring the "Clients" search optionis selected so that MIDAS knows what to search for)

Locate the clientinthe list of search results, and click/tap thatentry's corresponding icon

You will then be offered achoice to printthat client's previous bookings, their future bookings, or their bookings
across a date range.
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Emergency Evacuation Data

If your MIDAS administrator has granted you sufficient privileges you may see thisiconinthe main toolbar@,

which may alsoinclude anumber.

Thisis a one-clickemergency printout button, which will generate a printout of all ongoing bookings atthe pointin
time whenthe buttonis clicked/tapped. This feature is very useful if you need to conduct an emergency
evacuation/rollcall of your premises, as it will instantly show you, orthe Emergency Services, the location and
estimated number of occupants across yoursite.

If the icon additionally includes anumberthisisa live estimate of the number of peopleonyoursite at the present
time.

. DISCLAIMER: We do not advocate putting yourself orothersatriskina buildingbeing evacuated by staying
\ behindinorderto print off data from MIDAS. You should ONLY use the "Emergency Evacuation Data" button
if you are not putting yourself orothers atincreased risk

(3 SeeAlso: ManagingSafety Settings
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Searching

MIDAS provides aset of powerful search functions, accessible via the@ iconinthe maintoolbar

Locating Clients

Enter a keyword or phrase to search for, ensure the "Clients" search optionis selected. Hit "Enter", orclick/tap the
search button and MIDAS will search forclient records matching your search terms. Searching will include all client
data, notjust clientand organization names, butalso addresses, phone, fax, email address records

Locating Bookings

Enter a keyword or phrase to search for, ensure the "Bookings" search optionis selected, and select fromthe
following options to search for matching bookingsin MIDAS:

My Bookings
Restrictyoursearch to only those bookings added to MIDAS by yourself (bookings added by otherusers will be
ignored)

All Bookings
Search bookings added to MIDAS by anyone

Added
Search only bookings that were added to MIDAS during the date range specified

Modified
Search only bookings that have been modified during the date range specified

Added or Modified
Search bookingsthat were added or modified during the date range specified

Taking Place
Search bookings actually taking place during the date range specified

Limit To
Restrictsearchresultsto a particularbookingtype, or "All Booking Types"

@ Note: Searching forbookings will searchin all booking fields that have been configured to appearinthe search
results

Y Tip: Search terms are not case sensitive

@ See Also: Managing Booking Fields
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Statistics

MIDAS automatically generates arange of graphical statistics and reports on demand so you can monitoryour
bookings and facilities.

Statistics can be accessed via the@ icon inthe maintoolbar.

"\&/ Tip: You can also printthe currently displayed statistics screen usingthe iconinthe main toolbar

The following sets of statistics are available:

Bookings

Displays statistics overaselectable date range for bookings taking place, added, and modified. These statistics can
be furtherfiltered by Booking Type.

Clients

Displays statistics including; Total clients/organizations in MIDAS, Newest client, Top 10 clients, and Organization
popularity. Individual client statistics can also be viewed indicating dates the client was added, when their previous,
next, firstand lastbookings are, the total and average length of their bookings, and the number of invoices for the
client.

Invoices

Displays abreakdown of clients or organizations invoiced between a selected date range. Statistics are further given
showing percentage breakdowns of the total amountinvoiced during the selected period, as well as breakdowns of
the amount of income received and still outstanding.

Resources

Provides details of resource popularity, and potential income from those resources across a date range. Also
provides details on most watched resources, and total resources in MIDAS.

Venues

Displays global statistics for venue capacities, venue usage, venue utilization, and potential income overaselectable
date range. Venue statistics are also viewable forindividual venues.

Users

Displays MIDAS usage statistics including; User activity, Total users, Newest user, and currently logged in users.
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MIDAS

Displays statistics including; Current MIDAS version, Build Date, Change log, and Diagnostics.

Activity Tracker

MIDAS includes an "activity tracker" that keeps alog of all recent user activity in MIDAS. This recent activity log
recordslogins/outs, failed login attempts, bookings and clients added, modified, or removed, emails sent, database

backups, etc.

The activity tracker can be accessed viathe iconinthe maintoolbar

Newestactivity is shown first, and the log can also be filtered by both userand event category.

¢ Tip:ltis possible tosetindividualuserstobe "invisible" so thattheir MIDAS activity won'tappearin the
"RecentActivity" log-see Managing Users & Permissions
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Messages, Notes, Watches, & Reminders

Day Notes

Clicking/tapping the main date headingin the main window will allow you to add notes to the currently selected
date range.

These notes will be showntoall users when they navigate to that date within the selected range. This feature can be
used to remind other users of special dates, publicholidays, or other activities taking place to be aware of on specific
dates.

To editor remove notes fora particular date or date range, click/tap on the main date heading at any time.

Any date with notes will also be indicated on the Booking Availability screen by the presence of an @ icon.
Hoveringoverthisicon will display that date's corresponding notes.

My Messages

Selecting the iconinthe maintoolbaropensthe "My Messages" screen

This screen contains three sections:

My Messages

This section displaysinternal messages you'vereceived from other MIDAS users

(3 SeeAlso: Messaging Another User

My Reminders

This section displays reminders of important bookings you chosen to be reminded of, and any other custom
reminders you have set

@ See Also: Setting Reminders

My Watches

This section displays activity forthe venues, booking types, and/or resources you are currently "watching" for
booking activity, as well as notifications of low consumable levels.

(3 SeeAlso: Watches

Y Tip: Clicking/tapping on the "My Messages", "My Reminders", or "My Watches" headings will expand/contract
that section
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Tip: The numbersin brackets afterthe "My Messages", "My Reminders", or "My Watches" headings denote
how many live items are currently contained within each section

\ Tip:By default, if you have Messages, Reminders or Watches, these willbe displayed to you wheneveryou
login to MIDAS. You can supress this popup by unticking the "Show My Messages popup on login" box

Message Another User

MIDAS allows you to leave messagesto other MIDAS users which they will see wheneverthey login, or check their

messages via the iconinthe maintoolbar

Leaving a message for other MIDAS users

° SeIectthe iconinthe maintoolbar

e C(Click/tapthe leftside of "My Messages" headerto display abox into which you can enteryour message and
choose which user(orusers)itis for. You can also set an expiry date & time foryour message, soif the
user(s) doesn'tloginagain until afterthistime, the message will be automatically removed.

o Select"Leave Message" toleave your message for the selected user(s).

(3 SeeAlso: My Messages

Setting Reminders

MIDAS allows you to set yourself reminders about forthcoming bookings, oranything else you wish to be reminded
about!

Until they expire, yourreminders can be viewed viathe iconinthe maintoolbar, and you may optionally set

these to be displayed automatically when you login.

Setting yourself a reminder of a booking
Navigate to the date of the booking you wish to set yourself areminderfor, and click/tapits booking block. Inthe

pop-up menu, selectthe icon.

Sending booking reminders to your external calendar (Outlook, Lightning, etc)

If your mail clienthas an associated calendar application (such as Microsoft's Outlook, or Lighting (for Thunderbird)),
selectingthe "Send Booking Reminders as Calendar events to my email" option at the bottom of the My Messages
screen will cause MIDAS to generate and email you a calendarevent forany bookingyourseta reminderfor.
Depending uponyour mail client, these "events" can usually be added to your external calendar with asingle click of
an "Accept" button.
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£ oy Some email clients may also offeryou "Decline" and/or "Tentative" options when you receive these
| automated calendareventemails. It'simportant to note that these options specifically relate to the adding
of the eventtoyourexternal calendarapplication only. "Declining" an automated event email will not
cancel or remove the booking from MIDAS itself, it simply won't be added to your external calendar

Setting yourself a reminder for something else

° Selectthe iconinthe maintoolbar

e C(Click/tapthe leftside of "My Reminders" headerto display abox into which you can enteryour own custom
reminderand setan expiry date forit.

e Select"AddReminder"tosave yourreminder. You will be shown yourreminders wheneveryou login/check
your messages up until this expiry date/time, after which the alert willautomatically expire.

Removing a reminder

Reminders are automatically removed aftertheir expiry dates, however, you can manually remove areminderatany
time by clicking/tapping the smalI@ icon nexttothe reminderyouwishtoremove

(® SeeAlso: My Messages

Watches

MIDAS has the ability to alertyou when bookingactivity occurs for certain venues, booking types, and/or resources
you wish to monitorand keep track of other their usage within MIDAS.

To setup a "watch" of a venue orvenues, first selectthe iconinthe maintoolbar

Click/tap the leftside of "My Watches" headerto allow you to select one of two options to watch:

Watching Booking Activity

Selecting "Bookings" from the Watch drop-down will display options allowing you to select which venue(s), booking
type(s), and/orresource(s) you want to monitorforactivity.

Additional "AND"/"OR" and "{}" boolean grouping options are available to further refine your watch settings. "AND"
means two or more conditions must be met, "OR" means either condition must be metto "trigger" a watched event.
When three conditions are set (i.e.aVenue, Booking Type and Resource), the grouping brackets "{}" are used to
denote which two of these conditions should be matched first before the third. These options are all are best
illustrated with some examples:
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Options to select

Triggeronly when activity occurs for a certain venue only <Venue>

Triggeronly when activity occurs for a certain bookingtype only ~ <Booking Type>

Triggeronly when activity occurs for a certain resource only <Resource>

Trigger when activity occurs for eitheracertainvenue ora <Venue>O0R<Booking Type>

certain bookingtype

Triggerwhen activity occurs for a certain booking type withina <Venue>AND <Booking Type>

certainvenue

Triggeronly when activity occurs for a certainvenue, of acertain = <Venue>AND <Booking Type>AND <Resource>
bookingtype, and includes acertainresource

Triggeronlywhena certainresourceisadded eithertoa certain = <Venue>{OR}<Booking Type>AND <Resource>
venue orto a booking of a particulartype

Trigger when activity occurs for eitheracertainvenue orwhena <Venue>OR<Booking Type>{AND} <Resource>
resource isaddedto a bookingof a particulartype

Finally, there are anumber of levels of monitoring availableforyour "watch":

New Additions Only
You will only be notified when new bookings that match your watch conditions are added

New Additions & Modifications
You will be notified of any new additions or modified bookings that match your watch conditions

Additions, Modifications & Removals
You will be notified of all booking activity that matches yourwatch conditions

Removals Only
You will be notified of all removed bookings that match your watch conditions

Modifications & Removals of my bookings by others only
You will only be notified is another user modifies/removes a booking thatyou've previously entered into MIDAS

Watching Consumable Levels

Selecting "Consumables" from the Watch drop-down willlist all the consumables defined in MIDAS. You can then set
a "threshold" foreach consumable, and when the quantity of that consumable falls below the "threshold", MIDAS
will triggeranotification foryou that that particular consumable is running low, so that you can re-ordersupplies!

Notifications willbe displayed wheneveryou logon to MIDAS (unless you've chosen notto receive such

notifications), and wheneveryou select the @ iconinthe main toolbar. Additionally, you can use the "Also

notify me of Watches via email" setting to have watch notifications sent to youremail address as well!

(® SeeAlso: My Messages
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MIDAS Admin Options

Restore Deleted Bookings

If an important booking has accidently been deleted, the "Restore Deleted Bookings" function allows you to
selectively re-instate bookings that have beenrecently deleted by MIDAS users.

You can restore deleted bookings via the iconand selecting "Restore Deleted Bookings".

Simply selectall the bookings you wish to reinstate, and click/tap the "Restore Booking(s)" button.

Alternatively, you can restore individual bookings direct from the booking grid! Clicking/tapping the@ iconinthe
main window (to the right of the "View" selector) will toggle the showing of recently deleted bookingsinthe grid.
Subsequently clicking/tapping one of these deleted bookings will present you with the option to restore or
completely remove the booking.

/1. NOTE: You cannotrestore a bookingif anotherbooking, which occupies the same date, time, and venue, has
been made since the original booking was deleted

Manage Venues

You can manage venues viathe iconand selecting "Manage Venues".

"Manage Venues" allows you to Add, Remove, Rename, set the maximum occupancy level (capacity), as well as
specify the "Operating Hours" of venues. You can also place venues within "Groups", which can be "filtered" from
the "Grid View" to only show certain venues to certain users.

Add a new Venue

Click/tap the "New Venue" button and proceed to enterthe name of the new venue.

Setting the Maximum Occupancy Level

In the "Capacity" field, enter the maximum number of peopleyourvenue can (orislicensed) to hold atany one time.
When making bookings forthis venue, MIDAS will warn and prevent you from exceeding this capacity.

Making the Venue available to the Public

If you have publicBooking Requests enabled, and have assigned one or more Managers to the venue, thenyou'll be
able to selectthe "Publicly Requestable?" option, to allow members of the publicto check the availability of this
venue, and make booking requests forit.
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Setting Operating Hours

By default, MIDAS will assume thatthe venue will be available (open) 24 hours a day, 7 days a week. If thisis notthe
case, you can define the "Operating Hours" for each day of the week (the times the venue will be availablefrom and
to) via the "Hours" tab.

The "Hours of Operation" panelisagrid of 24 x 7 squares, eachrepresentinga 1 hour period duringthe week. A fully
greensquare meansthe venueis"open" duringthathour. Afully red square indicates the venue is "closed" during
that hour. Left-clicking a square will toggle its open/closed state. Right-clicking asquare instead will allow you to
"close" the venue in 15 minute portions of that hour.

y Tip:Selectthe "All Venues" tickbox to copy the Operating Hours you've set forthe current venue to all venues
when the "Save Changes" buttonisclicked/tapped

MIDAS also allows youto close venues entirely between two dates (i.e. if yourvenue is closed for maintenance,
refurbishment, etc) by defininga"Closed From" and "Closed Until" Date. If only one date is specified, i.e. a"Closed
Until" date, no bookings can be made for this venue priorto this date. This may be useful if you have new facilities
beingbuiltthataren'tcoming"on-line" for severalmonths - you can add them to MIDAS now, but not take bookings
before its opening!

Users will not be allowed to make bookings when yourvenues are closed, unless they have been granted the "Can
Book Outside Operating Hours" permission.

(—:)) See Also: Managing Users & Permissions

Setting Venue Rates

MIDAS allows you to define venuehire charges on an hourly, daily, or per booking basis for each day of the weekvia
the "Rates" tab.

You can furthermore specifydifferent rates based on the length of a booking. For example, you could charge aroom
at $100/hour for bookings up to 4 hours long, and only charge $60/hour for bookings lastinglongerthan 4 hours.

Once you've finished making changesto avenue, click/tap the "Save Changes" button to save the venue.

Defining Venue "Managers"

The "Managers" tab lists all users who have been granted the "Can Process Web Requests" permission. Selecting one
or more such users fromthis list will make them "Managers" of that venue - this means that they are authorized to
approve/reject bookingrequests forthatvenue.

If more than one user issetup as a "Manager" of a venue, any of these users can approve/reject booking
requests forthatvenue

@ See Also: Managing Users & Permissions | Booking Requests
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Blocking other Venues

The "Blocking" tab allows you to setup a list of venues that will automatically be made "Unavailable" when a booking
istaking place in the currently selected venue.

For example, let'sassume you have alarge Hall that can be booked inits entirety orastwo halves. You could add this
to MIDAS as three individual venues; "Hall" (representing the entire hall space), and "Half Hall A" and "Half Hall B"
each representingthe two individual halves of the hall. "Hall A" and "Hall B" could both have bookings running
concurrently, but "Hall" and "Half Hall A", for instance, couldn't. So, you can use venue "Blocking" rules to set "Half
Hall A" and "Half Hall B" to both become "Unavailable" when "Hall" is booked, and "Hall" to become "Unavailable"
whenever either "Half Hall A" or "Half Hall B" are booked.

Specifying Alternative Venues

The "Alternatives" tab allows you to select othersuitable venues to be offered to usersinthe eventthatthe selected
venueis "Unavailable" when checkingits availability.

Adding a Venue Description

The "Description" tab allows you to enter additional details/a description of the venue. This descriptionisshownina
tooltipwhenauserhoversoverthe venue name inthe booking grid, orovera venue inthe publicbooking request
form.HTML is allowed in this description, meaning that you can include photos/images of yourvenue too!

Modify an existing Venue

Selectthe venue you wish to modify from the "All Venues" list.
Details forthe selected venue will appeartothe right
Rename, change the capacity or Operating Hours of the venue, and click/tap "Save Changes" once complete.

Removing a Venue

Selectthe venue you wish to modify from the central "All Venues" list, then click/tap "RemoveVenue". After
confirmation, the selected venue willbe removed from MIDAS, together with any bookings for that venue.

1. Warning: When a venue isdeleted, all bookings within MIDAS for that venue will also be removed!

Re-ordering Venues

MIDAS allows you to change the orderin which your venues are listed in MIDAS.

Selectavenue and then use the arrow buttons alongside the venuelistto move the selected venueup ordownin
thelist.

Once you are happy with the order of your venues, click/tap the "Save Changes" button to save the new order.

"Grouping" venues

In MIDAS you can "group" similarvenuestogetherand filterthemin the main window to only display venuesinthe
selected group. Venues can appearin multiplegroups. You can also restrict access to certain "groups" on a per user
basis.

(—:)) See Also: Managing Users & Permissions
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Creating a new "Group" of venues

Selectthe "Groups" tab, and then click/tab the "New Group" button. You will then be prompted to enteraname for
your new group. Once created, you can then assign yourvenues to the group.

Adding/removing venues to/froma "Group"

Selectavenue fromthe "All Venues" list.

Selectthe "Groups" tab and hi-light all the groups you wish the selected venue to appearin.
Click/tap "Save Changes" when done.

Renaming an existing "Group"

From the "Groups" tab, select the group you wish to rename "Groups" tab, and then click/tap "Rename Group". You
will then be prompted to enteranew name for the group.

Deleting a "Group"
From the "Groups" tab, select the group you wish to remove, and click/tap "Remove Group".

@ Removingavenue group will only remove the group itself, the venues that were contained within the group
will remain afteragroup has been removed

Manage Booking Types

"Manage Booking Types" allows youto Add, Remove, Rename, and set the color of different Booking "Types" -
Groupingsimilarbookings togetherin this way make themvisually easiertoidentify in the booking grid. All currently
defined Booking Types are listed, and their corresponding colors are shown in the palette.

Adding a New Booking Type

e Click/tapthe "New Type" button.

e Proceedtoenteraunique name foryournew booking'type", and selectacolor for this type of booking from
the color palette.

e Enteringa numericvalueinthe "Booking Type Discount" field will apply a percentage discountto room rates
for bookings of that type. Forexample, if you normally charge $100/hourto hire a room for corporate
events, you can have a "Community" booking type with abooking type discount of 60% meaningthatthe
same room will only be charged at $40/hour

e Select"Save Changes" tosave your new Booking Type. Once saved it will appearin the "All Booking Types"
list, and be accessible throughout MIDAS.

Modifyinga Booking Type
e Selectthe Booking Type you wish to modify from the "All Booking Types" list.

e Thename and color of the selected Booking Type willthen appearinthe "Booking Type Details" area.
e Enteranewnameand/orselectanew color, thenselect "Save Changes"

If renaming a Booking Type, MIDAS will automatically change all existing bookings of the original booking type
to that of the new Booking Type
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'y Tip:Try to choose colors which are substantially different to each otherin order to make each booking type
more distinguishablein the booking grid

Deleting a Booking Type

e Selectthe Booking Type you wish to modify from the "All Booking Types" list.

e Click/tap "Remove Type" to remove the selected Booking Type.

e Afterconfirmation, the Booking Type willbe removed, and MIDAS will automatically removeall existing
bookings fromits database that matched that Booking Type.

‘1, Warning: Whena bookingtype isremoved, you are given the option to also remove all bookings within MIDAS
of that particularbooking type

Manage Resources

"Manage Resources" allows you to inventory resources that may be assigned to your bookings.

Resources are splitinto 3 categories; Equipment, Consumables, and Staffing. The differences between each category
are outlined below:

Equipment

Resources categorized as "Equipment" are those which are charged perbooking, irrespective of the length of a
booking. Forexample, aFlip Chart may be added to thissection, asits charge would be the same for 30mins or
2hours. The "Quantity Available" allows you to define how many flipcharts are available site-wide atany one time.
So, if youown 5 flipcharts, setthe "Quantity Available" to 5. MIDAS will then not allow more than 5 flipcharts to be
in-use at the same time.

Consumables

Resources categorized as "Consumables" are those which would only be used one-time, and cannot be reused. For
example, paperforaflipchart could be classed as a consumable. The "Quantity Available" figure is very fluid in this
category. For example, you may have bulk purchased 100 flipchart paper pads, so you would set the "Quantity
Available" to 100. However, unlike the other categories, whenever a quantity of a consumable is added to a booking,
the remaining "Quantity Available" of that resource decreases by the same amount.i.e. once all 100 flipchart pads
have beenused, they will nolongerbe able to be added to bookings, until yourstocks are replenished, and the
"Quantity Available" updated accordingly. Consumables, like Equipment, are charged per booking.

Staffing

Staffingisa sectionto listhuman resources you have available to clients. These are charged per hourwhen added to
bookings. Forexample, you may have 3 AV Technician's on staff, with an hourly rate of $40. Addingthese details to
the Staffing section of resources willallow your staff to be allocated to bookings and the client charged accordingly.
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Adding a New Resource

Click/tap the "Add" button underneath the list of existing resources. You will then be prompted to enterthe name of
your new resource, the quantity you have available, and the associated charge for use of this resource by a client.
You will also need to categorize the resource (see above) before clicking/tapping the "Add" button.

Additionally, if the Resource field has been enabled on your PublicBooking Request screen, you'll then be able to
selectthe "Publicly Requestable" option for each resource you wish to appearon these screens.

@ See Also: Booking Requests

By default, resources thatyou add will be availableacross all of your venues. To make a resource venue-specific, so
that it can only be assigned to certain venues, untick the Limit To "All Venues" box. When unticked, alist of your
venues will be displayed allowing you to select one or more venues that your resource will be availableto.

(—:)) See Also: Adding Resources To Bookings

Modifyingan Existing Resource

Click/tap the smaII@ icon alongside the existing resource you wish to modify, make your changes, and click/tap the
"Modify" button.

Removing a Resource

Click/tap the smaII@ iconalongside the resourceyou wish to remove from MIDAS.

/1, Warning:Removingaresource will also remove it from any existing bookings
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Manage Users and Permissions

"Manage Users & Permissions" gives you extensive control over useraccounts. Use this option to add/remove users,
and to control which MIDAS features each user has access to. Active Directory integration can also be enabled and
configured from this screen.

(—:)) For more information on Active Directory integration, please referto the dedicated documentation available
online at http://mid.as/Idap

There are three tabs on the Manage Users & Permissions screen:

Users— Fromthis tab you can add a new user, remove an existing user, ormodify an existing user's details or
permissions.

Groups— For thistab you can define anew anew usergroup, remove an existing user group, or modify the
permissions onan existing group.

Single Sign-On (SSO) — From this tab you can configure and enable/disable single-sign on integration with an Active
Directory

Adding a New User

e Onthe"Users"tab, click/tap the "Add New User" button. You can then proceed to add details forthe new
user.

e Enterthe newuser'sFull Name and e-mail addressinthe "UserSettings" area-itisimportanttoentera
valid email address, as the user will require thisif they need to reset alost/forgotten password.

e Entera"password"forthe user, or use the "Random" button to automatically generate arandom password.

1. Remember:Passwords are case sensitive

e Ifyou wouldlike MIDAS to automatically e-mail the new usertheirlogin and MIDAS access details, ensure
that the "Auto send User their Login details viaemail" option is checked.

e [fthe "User mustchange password on nextlogin" optionisselected, the nexttime the userlogsinto MIDAS
they will be promptedto change their password - It isrecommended that this optionis selected, especially if
you have generated a"random" password for that user, which will be difficult toremember.

e Manuallyset"permissions" (privileges)forthe userfromthe list of available "User Permissions", or use the
"Assign Permissions From Group" drop-down to use current permissions from an existing user group.

e Select"Save Changes" whencomplete toadd the userto MIDAS.

¢ oy Ifyou have enabled Single Sign-On (Active Directory) authentication with the "Update User Permissions
upon each authentication" option, user's permissions will be updated whenever they access MIDAS with
current permissions fromthe usergroup in MIDAS matchingtheir Primary Group in your Active Directory
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Cloning(copying) a User

e Onthe"Users"tab, selectthe existing user whose permissions you wishto "clone" (Create aNew User based
on the User Permissions of another user)

e Selectthe"Add New User" button.

e The"User Settings" areawill be cleared allowing you to add details forthe new user.

e Therest of the "permissions" (privileges) will have remained from the previously selected user. You may
"tweak" these foryour new useraccordingly.

e Select"Save Changes" when complete toadd the new userto MIDAS.

Modifyinga User

e Onthe"Users"tab, selectthe useryouwishto modify fromthe list of users
e Theselecteduser'ssettings and permissions will then be displayed.
e Make changesto the user's settings/permissions as necessary and select "Save Changes" when done.

NOTE: For security, the user's password is not displayed when modifying. Only add text to this field if you
wishto change the user's password. Leavingit blank when proceeding to "Save Changes" willleavethe
user's password unchanged

If you have enabled Single Sign-On (Active Directory) authentication with the "Update User Permissions
upon each authentication" option, user's permissions will be updated whenever they access MIDAS with
current permissions from the usergroup in MIDAS matching their Primary Group in your Active Directory

Removing a User

e Onthe"Users"tab, selectthe userwhoyouwishto delete from MIDAS from the left-hand list of current
users, and then click/tap the "Remove Selected User" button.

@ Only the userwill be removed - any bookings made by that user will still remainin MIDAS

If you have enabled Single Sign-On (Active Directory) authentication, removing a user will only be temporary
— the nexttime that userauthenticates, they will be added back to MIDAS. In such instances, "Suspending"
the user(viathe "Account is Suspended" option) rather than removing them, will revoke their access

Changing/Resetting a User's password

e Users can change theirown password at any time using the [Change Password]link atthe top of the screen
whenloggedin

e Administrators can also change/reset auser's password forthem (via MIDAS Admin Options - Manage
Users & Permissions - [select user]), by enteringa new password forthe user (orselectingthe "Random"
button to generate an random password), and then clicking/tapping "Save Changes"

y Tip:Afterenteringanew password forthe user, before proceedingto "Save Changes", tick the "Auto send User
their Login details viaemail" option to have MIDAS send the new password to the uservia email
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Forcing a User to change their password at next Login

e Selectthe userwhoyouwishto force to change their password upon their nextlogin from the left-hand list
of currentusers

e Theselecteduser'sdetails and permissions will be displayed to the right.

e Selectthe "User must change password on nextlogin" option, without altering any other settings, then
select "Save Changes"

e Theuserwillthenbe prompted to change their password the nexttime they login to MIDAS.

Suspending/Unlockinga user account

e Tick the "Accountis suspended" to preventthe userfromloggingin

e Untick the "Accountissuspended"toallowthe usertologin

e Note:Individualaccounts will be automatically suspended if the "Max Failed Login Attempts" setting has
been reached forthat account. If this happens, the useraccount will remain suspended until eitheryou
untickthe "Accountis suspended" option forthat user, or the userrestores access to theiraccount
themselves (an activation email will be sentto the email address associated with theiraccountif their
account exceeds the "Max Failed Login Attempts" setting)

(3 SeeAlso: Managing Security Settings

User Groups

User Groups allow you to define asets of permissions that canthen be easily applied to individual useraccounts.
This saves you from havingto manually define each permission foreach user at a time. Instead, the "Apply
Permissions from Group" drop-down liston the "Users" tab will allow you to quickly update the selected user's
permissions with the permissions assigned to a particularuser group.

In addition, if you have enabled Single-Sign On (Active Directory) authentication for your MIDAS, User Groups are
used to determine the permissions assigned to each user who authenticates viayourActive Directory.

In suchinstances, MIDAS user permissions will be assigned from a MIDAS User Group with the same corresponding
name as the user's "Primary Group" name in your Active Directory.

(—:)) For more information, please referto the dedicated Active Directory Integration documentation available
online at https://mid.as/ldap
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List of Available User and Group Permissions

The following user permissions can be setona "peruser" or usergroup basis:

Setting | Desaription

Can Change Password

Can Add Bookings

Can make Historical
Bookings

Can book outside
Operating Hours

Can Modify Bookings

Can Delete Bookings

Can AddClients
Can Modify Clients
Can Delete Clients
Can Email Clients
Can View ClientInfo

Can Print (Bookings)
Can Print (Emergency
Evacuation Data)

Can use Invoicing

Can process Booking
Requests

Can use My Messages
Can make Day Notes

Allow/Deny the userthe ability to change their password at any time.

Note: This optionis not applicable to "Group" permissions, and has no affectif you
have enabled Single-Sign On (Active Directory) authentication

Allow/Deny the userthe ability to add new bookings to MIDAS. Available options are:
No - User cannotadd any bookings

Yes- User can add new bookings

Requests Only - User can only make booking requests (bookings which must first be
approved by a MIDAS userwith "Can Process Booking Requests" permission)
Allow/Deny the userthe ability to add bookings for dates earlier than the current date
(i.e.inthe past) - useful for maintaining accurate booking records.

Allow/Deny the userthe ability to make bookings which fall outside the normal
"Operating Hours" of each venue.

Controls how the user can modify bookings. Options are:

No - User cannot modify any bookings

Own Bookings - User can only modify bookings they originally entered

All Bookings - User can modify any booking

Controls how the usercan remove bookings. Options are:

No - User cannot remove any bookings

Own Bookings - User can only remove bookings they originally entered

All Bookings - User can remove any booking

Allow/Deny the userthe ability to add new clients to MIDAS

Allow/Deny the userthe ability to modify existing clientsin MIDAS

Allow/Deny the userthe ability to remove existing clients from MIDAS

Allow/Deny the userthe ability to directly email clients from within MIDAS
Controlsthe level of clientinformation displayed to the user. Options are:

No - User cannot see who has made a booking, only thata venue is "Unavailable"
Client/Org Only - Usercan only see client's names & organizations

Full Info - Usercan view all client contactinfo (addresses, phone, fax, etc)

Own Bookings - User will only see booking and clientinformation fortheir own bookings.
Otheruser'sbooking's will simply display inthe booking grid as "Unavailable" time slots
Allow/Deny the userthe ability to print booking data

Allow/Deny the userthe ability toinstantly print out ongoing bookings at that pointin
time (Useful in the event of an Emergency, so you can instantly see whois on-site and
where)

Allow/Deny the userthe ability access to MIDAS's Invoicing features. Options are:

No - User has no access to any of the invoicing features

Yes- User has full access to all of the invoicing features

Limited - User may create/generate invoices, but may only view/modify/delete invoices
whichthey created/generated (i.e. they will not have access toinvoices added by other
users)

Allow/Deny the useraccess to "Pending Booking Requests" to approve/rejectincoming
bookingrequests

Allow/Deny the useruse of the "My Messages" feature

Allow/Deny the userthe ability to attach notes/reminders, viewable by all users, to
specificdates. To edit notes; use the main calendarto navigate to the date you wishto
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Can use Activity
tracking
Can use Statistics

Can Restore Bookings
Can Manage Booking
Types

Can Manage Resources
Can Manage Venues
Can Manage Users

Can Manage MIDAS

Is Invisible

Maximum bookings
allowed perdate
Maximum booking
length

View Access

Day Starts At Xand runs
for Y hours

Times List

add notesto, thenclick/tap the full date (just above the "Loggedinas" line)
Allow/Deny the useruse of the "Big Brother" feature - a log of recent activity by MIDAS
users

Allow/Deny the userto view Statistics about bookings, clients, venues, invoices,
resources, and users

Allow/Deny the userthe ability to restore recently deleted bookings

Allow/Deny the userthe ability to add/modify/remove Booking Types

Allow/Deny the userthe ability to add/remove common Resources

Allow/Deny the userthe ability to add/modify/remove/group Venues

Allow/Deny the userthe ability to add/remove users & set user permissions

Allow/Deny the userthe ability to manage key MIDAS settings

Controlsthe level of logging of auser's MIDAS activity. Options are:

No - All user's activity is logged by MIDAS (accessible via "Recent Activity")

Login/Outs Invisible - All user's activity expect theirlogins and outs is recorded

Full Invisibility - Nothing the userdoesisrecordedin the RecentActivity log

Allows youto limitthe total number of bookings the usercanadd to any individual
calendardate. Leave blank for no limit

Allows youto limitthe maximum length/duration (in minutes)the user can make any
single bookingfor. Leave blank forno limit

Controls which "groups" of venues the userhas access to. This can be used to restrict
whichvenuesauserhas accessto and "hide" venues from users. Users will only be able to
filtertheirbooking grids by the venue groups they have been granted access to

By default, aday starts at Midnightand runsfor 24 hours. If your operations are only 9am
- 5pm, forexample, you can to restrict MIDAS to only show and allow access to this
portion of the day. Alternatively, if you run a night time entertainmentvenue, with
operating hours from 7pm - 3am, setting the "Day starts at" to "19:00" and the "and runs
for" settingto "8" hours will then restrict MIDAS to those times.

Note: If you restricta user's hoursin this way, the user will only be able to view
those hoursinthe bookinggrid - they will nolonger have access to the multiple
day view

If "Time Lists" have been setupinyour MIDAS, thisfield willallow you to assigna"Time
List" to this user, that is, the list of time periods/durations they will be allowed to select
fromwhen making bookings. If setto "None", the user will be presented with standard

Start/Finish time selectors

For security, the primary/initial MIDAS user will always have access to manage users and MIDAS and cannot be

deleted

Single-Sign On (SSO)
If present, the Single-Sign On (SSO) tab of the "Manage Users & Permissions" screen allows youto enable and
configure integration with an Active Directory, allowing users to seamlessly login to MIDAS without having to enter

credentialseach time.

‘1, IMPORTANT: Single-Sign On (SSO) Active Directory supportis only availableif your MIDAS is "self hosted" AND
licensed for"Unlimited" users
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@ For more information, please referto the dedicated Active Directory Integration documentation available
online at http://mid.as/Idap

Manage MIDAS

Managing Default Settings

There are a number of sub-settings under the "Default Settings" tab. These are:

Default View

The "Default View" option sets which "group" of venues (venue group) will be displayed initially when a userlogsin
to MIDAS, provided thatthe userhas access to the group (if not, the firstgroup they do have access to will be
displayedinstead)

Default Language

The "Default Language" option sets the initial display language for MIDAS. If the "Show Language Selectoron login
page" optionisalsoselected, users will be allowed to change theirdisplay language whenever they login, otherwise
the defaultlanguage willbe used throughout.

Booking Availability

The "Default Language" option sets the initial display language for MIDAS. If the "Show Language Selectoronlogin
page" optionisalsoselected, users will be allowed to change theirdisplay language wheneverthey login, otherwise
the defaultlanguage willbe used throughout.

Booking Alternatives
These settings allow MIDAS to offer alternative venues/times if the desired venue/times are unavailable.
Three main options are available:

e Offerthe desiredtimesinan alternate venue - When selected and the desired venue is unavailable, MIDAS
will offeralternative venues at the same times
Example: Room 1is unavailable between 2pm-3pm, MIDAS will try to offerRoom 2 between 2pm-3pmas an
alternative

@ You can select which venues should be offered as alternatives viathe "Alternatives" tab on the Manage Venues
screen

MIDAS allows you to control which venues each of your "Resources" are available to. Asa result, when
offeringan alternativevenue, any resources you may have assigned to the booking may not be availableina
differentvenue. The "Ignore resource venue restrictions when offering alternate venues" option lifts this
restriction, meaningthatif you have a resource, forexample "Digital Projector" that's only been made
availableto"Room 1", and an alternative venue to "Room 1" is "Room 2", the Digital Projector will also be

available toRoom 2 in such circumstances.

o Offeran earliertimein the desired venue - When selected and the desired times are unavailable, MIDAS
will try to offeran earliertime slotinthe same venue
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Example: Room 1is unavailable between 2pm-3pm, MIDAS will try to offerRoom 1 between 1pm-2pmas an
alternative

e Offera later timein the desired venue - When selected and the desired times are unavailable, MIDAS will
try to offeranearliertime slotinthe same venue
Example:Room 1is unavailable between 2pm-3pm, MIDAS will try to offerRoom 1 between 3pm-4pm as an
alternative

An optiontomaintaina"gap" (spacing) when offering earlier/later alternative times is also available. For
example, if setto 15 (minutes), then forthe previous two examples:

Example: Room 1is unavailable between 2pm-3pm, MIDAS will try to offerRoom 1 between 12:45pm-
1:45pm as an earlieralternative

Example:Room1is unavailable between 2pm-3pm, MIDAS will try to offerRoom 1 between 2:15pm-3:15pm
as a lateralternative

Account for Pending Booking Requests when checking Booking Availability

By default, when making bookings or booking requests, MIDAS doesn't take into account any outstanding Pending
Booking Requests when checking Booking Availability. Forexample, if abooking requestis currently "pending" for
Room 1 on Monday from 9am-10am, whilstitremains "pending", otheractual bookings orbooking requests can still
be made for this same venue/timeslot.

To preventany otherbookings or requests from being made in slots where "pending" booking requests are still
awaiting approval, select this option. MIDAS will then show "Unavailable" for subsequent bookings or booking
requests that would conflict with outstanding booking requests.

Enable links for phone numbers (Skype integration)

If enabled, phone/cell numbers displayed within MIDAS will become clickable/tappable (prefixed with callto://). If
you have compatible software installed on yourdevice, such as Skype, clicking/tapping these numbers within MIDAS
willinitiatea call to the corresponding number.

Maximum Search Results To Display Per Page

Setsa limitonthe numberof search results to display per page when searching for clients/bookings, listinginvoices,
or viewing pending booking requests, etc

Maximum File Upload Size
If a custom "file" field has been defined (to allow attaching of files/documents to bookings), this setting controls the
maximum size of file that users will be permitted to attach to bookings.

@ File Uploads are only available in self-hosted editions of MIDAS

Keep Temporary Logs For

Specifies for how many days MIDAS will keep logs, such as "Recent Activity", arecord of "Deleted Bookings" (for
restore), and certain "Statistics" etc. Higher settings will keep logs forlonger, but will take up more serverspace, and
may reduce performance. Note: This does not affect your actual bookings.

Browser

MIDAS can notify usersiftheirbrowseris obsolete (the browserversionisless than the minimum version supported
by MIDAS) or falls short of the recommended version to getthe best experience out of MIDAS. If these options are
selected, and the user's browserfalls short of the minimum/recommended versions, asmall bar will be displayed
across the top of their MIDAS, promptingthem to update theirbrowserto the latest version.

Page | 49


http://mid.as/

/\M Help Documentation

Managing Appearance Settings

This section allows you to control a number of visual aspects of the MIDAS interface, including visual "Themes" and
Date/Time settings:

Theme Settings

Default Theme
Specifies the visual Theme MIDAS should use by default.

Allow Users to selecttheme at login

This option will presentall MIDAS users adrop-down list of installed themes on the Login page, allowing them to
selectadifferentvisualtheme fortheirsession. Please note, that this setting has no affectif only one theme is
installed.

(—:)) MIDAS Knowledgebase: How to customize the appearance of MIDAS

Date/Time Settings

This section controls how dates and times are displayed in MIDAS:

Date Format
Controlsthe orderin which dates are displayed, i.e. day before month, month beforeday, 2 or 4 digit years, etc

Date Separator
Allows changing of the single character used to separate the day, month, and year segments of dates

Time Format
Switches betweena24 hour or 12 hour clock, with the two "12h Format" boxes providing control over "AM" and
"PM" symbolsundera12 hourclock.

Time Separator

Allows changing of the single character used to separate hours and minutes

If the "Show Date Before Time" optionis selected, then where both date and time information are displayed
together, the information will be displayed with the date first, followed by the time. If unselected, times will be
shown before dates

Date / Time Separator
Allows control overthe visual "link" between dates and times. Forexample, avalue of " @ ", would display dates &
timesina similarmannerasfollows: 17/08/2007 @ 14:06

Time / Time Separator
Allows control overthe visual "link" between two times. Forexample, avalue of "- ", would display atime rangeina

similarmannerasfollows: 14:00 - 15:00

DefaultInterval
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Ratherthan displaying every single minute (0-60) in time drop-downs when adding or modifying a booking, this
settingallows you to "round" minutesto, forexample, the nearest 5minute interval, if youdon't need to book to the
minute.

Weekstarts on
Sets which day of the week MIDAS should consideras beingthe first day of the week.

Timezone
Nearly 300 pre-defined timezones are availablein adrop-down list, allowing you to specify the timezone your MIDAS
should runin. The "Custom" option at the bottom of the drop down list allows defining your own custom timezone.

@ For more information on defining a custom timezone, pleasesee this article

Booking Grid Settings

This section controls the appearance of bookings in the booking grid:

Show on Blocks
Specify up to two bookingfields to show on booking blocks within the grid

Show on Tooltips
Specify up to two booking field to show when "hovering" over booking blocks within the grid

Venue Height
Specifies the height (in pixels) of each "row" in the booking grid. Increase this value to show biggerblocksin the grid.

Venue Width
Specifies the width (in pixels) of the first columnin the booking grid. This column usually contains the venue name.
Increase thisvalue if you have long venue names thatdon't fully fitinto the first column.

Number of days to show by default
The booking grid can display 1-14 day's bookings on a single screen. Use this setting to control how many days are
shown by default

Background data refresh

When viewing the booking grid, MIDAS can silently perform regularbackground checks on the bookings currently
shown onyour screen and update your display accordingly if any have changed since your display was first
generated. Lowervalues will perform these checks more often, but willincreasethe numberof requests senttoand
data received fromyourserver. In most cases, it should not be necessary to change this setting.

Show on Month Cells
Specify adefault bookingfield to show on dates within the monthly overview

Users can choose what's shown on month cells

If selected, allows users to selectany bookingfield to view onthe monthly overview. If not selected, all users will
only see the monthly overview using the above "Show on Month Cells" setting.
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Managing Booking Fields

MIDAS gives you extensive control overthe fields that appear on the booking form, request form, search results,
print outs, and email booking confirmations. By default, 8bookingfields are present: Date(s), Times, Venue(s),
Attendees, Client, Type, Notes, and Resources. With the exception of the Date(s) and Venue(s) fields, each field can
be shown/hidden, and onthe bookingand requestforms also setto be optional orrequired.

You can also add your own custom fields to the booking and request forms....

Adding a Custom Booking Field

Click/tap the "Add Custom Field" button
A small window will open allowing you to specify the following:
Field Name - The display name of your new bookingfield
Field Type - The type of customfield you wish to add. Available optionsinclude:
o Text- Asingle-linetextfield
Number- A field that will only accept numerical input
List - A drop-down list of pre-defined items
Text Area - A multi-line text field
URL - A navigable web linkto an external resource
o File-Allows uploading/attaching of filesand documents to bookings
List Items- If a "list" Field Type is selected, the itemsin yourcustom list may be added here
DefaultValue/ltem - The defaultvalue (oritemin case of a list) forthe customfield
Show Field To - This setting allows you to restrict showingthis field to just the user(s) you select, rather than
showingitto all users (whichisthe default)
Click/tap "Ok" when done to create your new custom booking field

@)
O
(@)
O

@ The "File" field type is only available in self-hosted editions of MIDAS

Editing a Custom Booking Field

Click/tap the@ iconalongside the field you wish to edit

A small window will open allowing you to modify the custom field (see aboveforoptions availablein this
window)

Click/tap "Ok" when done to update your custom booking field

Removing a Custom Booking Field

Clickthe @ icon alongside the field you wish to delete

Defaultbookingfields cannot be deleted. They can however, with the exception of "Date(s)" and "Venue(s)",
be "hidden"if they are notrequired
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Re-Ordering Booking Fields

e You can change the orderinwhichfields are shown, viathe "Re-order Fields" button

Managing Time Lists

MIDAS allows you to customize, on a peruser basis, the "Times" field shown on the Add Bookings screen.
By default, users are shown standard "Start & Finish" time inputs fortheirbookings.

These "start" & "finish" inputs can be substituted for eitherastart time and pre-defined duration, ora complete list
of pre-defined time "slots" (periods).

Pre-defined time periods are ideal for use in schools or other such environments which have "structured" days. For
example, if "Lesson 1" in a school takes place between 8.45am and 9.45pm, instead of users having to manually
selectthese discrete bookings times, they caninstead simply select "Lesson 1" froma drop down list on the booking
form.

Start times with pre-defined durations instead of afinish time are ideal for use in appointment or "fixed period"
scheduling applications. Forexample, if all your bookings orappointments are either 30 or 45 minutesinlength,
instead of havingto set a start time and then work outthe end time, this option allows you to simply set astart time,
and then pick either"30 minutes" or"45 minutes" from asimple drop-down list. You can also use this feature to
restrict certain users to only make bookings of afixed length of time by simply creatinga duration listforthem with
justa single entry.

Pre-defined duration/period timelists can be setup/modified by selecting the@ iconadjacenttothe "Times" field,
which can be accessed via MIDAS Admin Options - Manage MIDAS - Fields

Users can then be assigned to a particularduration/period list via MIDAS Admin Options > Manage Users &
Permissions - [select user] = Times List (This option willonly be present once one or more times lists have been
created)

Creating a new time list

e Goto MIDAS Admin Options - Manage MIDAS - Fields

° SeIectthe@ iconadjacentto the "Times" field

e Inthesmall window thatappears, click/tap the "Edit Time Lists" button atthe bottom to open the time lists
editor.

e Nearthetop-right of the editor, click/tap the@ iconto entera name for yournew time list.

e Next, selectwhetheryou are create a list of "Durations" or "Periods"

o |Ifcreatinga listof durations, use the "Add New" field to enteryourdesired durations (in minutes), pressing
Enter, clicking ortappingthe adjacent@ icon aftereach one. These will thenappearinthe "Durations" list
above. Once you've entered all your durations, select "Save Changes"

e |Ifcreatinga listof periods, enterthe name of yourfirst periodin the top row, and first column of the blank
periodstable. Specify the Startand Finish times forthis periodin the adjacent columns. Repeat this process
insubsequentrowsto add the rest of your periods (if you use up all the empty rows, new ones will be
automatically added to the end of the table). Once you have defined the names and times of all your
periods, select "Save Changes"
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Modifying an existing time list

Go to MIDAS Admin Options > Manage MIDAS - Fields

SeIectthe@ icon adjacentto the "Times" field

In the small window that appears, select the "Edit Time Lists" button at the bottom to openthe time lists
editor.

Selectthe time list you wish to modify.

If you wish to change the name of the selected list, use the@ icontoentera new name

Make the necessary changestothe existingtime list then select "Save Changes"

Deleting an existing time list

Go to MIDAS Admin Options - Manage MIDAS - Fields
SeIectthe@ icon adjacentto the "Times" field

In the small window that appears, select the "Edit Time Lists" button at the bottom to open the time lists
editor.

Selectthe time listyouwishtodelete, and click/tap the adjacent@ icon
Note: Any users currently setto use this delete list (as well as your PublicWeb Request Form) will be
reverted back to using standard Start and Finish times.

Showing a time list on the Public Booking Request screen

Go to MIDAS Admin Options - Manage MIDAS - Fields

In the "Web Requests" column forthe "Times" field, selectthe time list you wish to appear on your public
booking requestform from the drop-down options.

Select "Save Changes"

To revert back to the standard Start and Finish time selector atany time, simply repeat the above process
but select"Times" fromthe drop-down options.

Replacing a user's Start & Finish time options with a time list

Go to MIDAS Admin Options - Manage Users & Permissions - [select user]
Scroll down through the various permissions forthe selected user until you reach the "Times List" option

Selectthe time listthatshould be shown tothe selected userin place of the standard Start & Finish time
selector

Select "Save Changes"
To revertthe selected userback to a standard Start and Finish time selector, simply select "None" from the
"Times List" selector and save changes.
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Managing Security Settings

Password Settings

Minimum password length
All users will have to choose a password of at least this number of characters.

Force Password Change Every X Days
All users will be required to change their password every X days.

Offerto save credentials?
Give users the optionto save theirlogin credentials, language and theme selections in the browserthey are

currently using forthe nexttime they access MIDAS

Enable Two-Factor Authentication?

~ Warning: This feature relies on the ability foryour MIDAS system to send email. Therefore, please ensure that
&= you have configured the email settings verified that you can receive emails from your MIDAS system before
enablingthis feature, otherwiseyou and yourusers will be unable tologin

Two-Factor Authenticationrequires all userstologinwith an additional authorization code sentto their registered
email address each time they login with theirregular MIDAS credentials.

This ensuresthatshould a user's MIDAS credentials be exposed/compromised, their MIDAS account access remains
secure, provided the attacker doesn'talso have accesstothe user's email account.

@ Important: Two-Factor Authenticationis only effective if user's use a different password for MIDAS to the
password they use to login to theiremail server/client

@ Info: Two-Factor Authentication is disabled when Single Sign-On (Active Directory integration)isin use

Session Control

Inactivity forces logout after
Automatically logs out usersif they have beenidle forthe defined period

Always force logout after
Automatically logs our users after a pre-defined length of time, regardless of theiractivity

Allow Multiple Logins By Users?

If selected, willallow auserto be logged in from multiple locations at the same time. If not selected, auserwill only
be able to be loggedinfromone location at any one time (loggingin from anotherlocation will automatically logout
the previous location)

Max Invalid Login Attempts

To prevent unauthorized access and "brute force" attacks, your MIDAS can automatically "suspend"anaccountifa
certain number of consecutive login attempts fail. Once an account becomes "suspended", the user who owns that
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account issentan email containingalink allowing them to restore access to theiraccount. Additionally, an
administrator with sufficient privileges can "unlock" a suspended account viathe Manage Users & Permissions.

SSL Access

If the server hosting MIDAS allows for secure (https://) connections, the SSLAccess setting will allow you to encrypt
your browser's connection to the server, reducing the risk of any data beingintercepted during transit. Options are:

Disabled
Force all usersto connectto MIDAS via http://

Enabled
Allow users to access MIDAS viaeither http:// or https://

Forced
Force all usersto connectto MIDAS via https:// (http:// connections will be replaced with https:// connections)

Warning: Do not "Force" MIDAS into SSL mode if yourserverdoesn'taccept SSL connections as you will lock
yourself and others out of MIDAS completely! When you alter this setting, MIDAS will attempt to verify that
SSL connections can be made to the server. If you select "Forced" and MIDAS cannot determine that your
serveraccepts SSL connections, it will default down to "Enabled"

Allowed IP Range

Forincreased security, you can limitwho can access the MIDAS login page, based upon theirInternetIP address,
irrespective of whetherthey have avalid login for MIDAS.

You can restrict access to a single IP address, oran IP range. This can be useful if MIDAS is hosted on a publicweb
server, which potentially could be accessed by anyone worldwide. MIDAS' "Allowed IP Range" setting can be used to
restrictaccess to usersin yourown country, organization, ortojustyou!

IPsare made up of a set of 4 numbers, each ranging from 0-255. These fournumbers are each separated by a period
(dot) character, and togetherforman IP address. Forreference, MIDAS also displays your current IP addressinthe
security screen.

By default, the "Allowed IP Range" settingin MIDAS is setto *.*.* *

"*"is a wildcard character, meaning thatany value is acceptable. This willnot restrict IPs, and will allow access from
any IP. You can change thisto only allow access from a single IP, by entering the target IP in this box - If you only
wantto allow access for yourself, simply enteryour IP here.

To restrictaccess to within your own organization/ site, you could instead enter something alongthe lines of
"192.168.*.*" - This would allow access to anyone with an IP starting "192.168", s0"192.168.2.1" and
"192.168.10.200" are examples of IPsthatwould be allowed.

Ratherthan use the "*" wildcard character, which will allow any value in the range 0-255, you can instead further
limitthis toa range of values. Forexample entering [127-255] would only allow IP's that fell within the 127 to 255
values (inclusive). Example: 172.16.10.[127-255] - Allowed IPsfallinthe range 172.16.10.127 - 172.16.10.255

I Warning: Proceed with extreme caution when restricting access to MIDAS based on an IP address/range - if
. you're not careful, you could lock yourself out of MIDAS completely!
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Warning: If you are restricting accessto a single IP address, such asyour own, ensure that you have a static
IP that will not change, and nota "dynamic" IP, which may periodically change, resultingin you beinglocked
out of MIDAS

@ MIDAS Knowledgebase: Tips for keeping your MIDAS secure

Managing Email Settings

This section contains a number of settings relating to email functions:

Send outgoing emails using
Choose whether MIDAS should send emails via Perl's builtin "Sendmail" program, or viaan external SMTP relay.

Sendmail
If "Sendmail" is selected, you must specify the location of where Sendmail resides on yourserver, for example
/usr/sbin/sendmail

If Sendmail is notavailable on yourserver, you should choose the SMTP optioninstead for sending outgoing email
fromyour MIDAS.

SMTP
If "SMTP" is selected, you will need to specify your organization's SMTP host (i.e. smtp.yourdomain.com).

Additionally, if your SMTP host requires ausername/password for authentication, you can specify these credentials.

By default, connections to the specified SMTP server will be made on Port 25. To use a different port, append the
port numbertothe end of your SMTP host (i.e. smtp.yourdomain.com:port)

If your SMTP serverrequires aSSL connection, select the SSLoption. This will then attemptto securely connect to
your SMTP serveron Port 465. To use a different port, append the port numberto the end of your SMTP host
preceded by a colon character.

If your SMTP serverrequiresaTLS connection, selectthe TLS option. This will then attemptto connect to your SMTP
serveron Port 586. Again, to use a different port, append the port numbertothe end of your SMTP host after a
colon.

MIDAS Generated Emails Appear From

Thisis the email address from which any outgoing system initiated (as opposed to userinitiated) e-mails will appear
to be sentfrom.

For example, apassword reset request, or notification of asubmitted booking request would appear sentfrom this
address. Whereas abooking confirmation or an emailed invoice would appear from the email address associated
with the account of the userwho confirmed the booking/emailed the invoice.

Whilst this doesn'thave to be a real email address (i.e. you could use agenericnoreply@yourorganization.com

addressforexample), itdoes needto be a properly formatted emailaddress. If thisemailaddressis blank, or
improperly formatted, MIDAS may be unable to send automated emails and/orthey may be deemed as spam.
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BCC outgoing email to

Thisfield allows you to enteran e-mail address to which e-mail (excluding generated notifications) sent by your
users through MIDAS will be BCC'd (Blind Carbon Copied) to. This setting may be of use to administrators to keep
track of outgoing e-mails, or forarchiving purposes.

(—:)) MIDAS Knowledgebase: I'm not receiving emails from my MIDAS

ManagingPrint Settings

The Print settings allows you to control how MIDAS produces print outs.

Sort By

When printinga list of bookings, by default the bookings are ordered by ascending starttime. You can change this to
instead sort printed booking lists by anotherbooking field and/orin descending orderinstead.

Emergency Evacuation Data (Accuracy)

Setsa time (in Minutes) eitherside of the currenttime in which toinclude bookings when printing Emergency
Evacuation data. For example, setto "0 minutes", an Emergency Evacuation printout will only include bookings
actually taking place at that pointintime. However, if set to "15 minutes", such printouts willalsoinclude any
bookingsthatended within the last 15 minutes, orthatare due to start within the next 15 minutes.

(3 SeeAlso: Emergency Evacuation Data

ManagingInvoice Settings

Allows you to change various invoicing settings within MIDAS.

Currency Symbol
Definesthe currency symbol to use. (examples:§, £, €)

Currency Code
Definesthe currency code to use (examples: USD, GBP, EUR)

Default Tax Amount

The "tax" element (percentage) to be added toinvoices by default.
Settingthisto"0" will notapply any tax by defaultto created invoices.

' Tip:Setting "Default Tax Amount" blank (instead of "0") will hide the Tax line completely on subsequently
created invoices (existinginvoices with Tax elements will not be affected)

Payment Terms

The number of days you allow yourclients to pay theirinvoices from the date of invoice. Thisvaluecan be usedin
conjunction with Scheduled Tasks to automatically send clients payment reminders / payment overdue notifications.
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Regular Invoice Prefix

Specifiesashort "prefix" toadd to the start of your incremental invoice numbers. Forexample if set to "MIDAS" the
firstinvoice generated/created will have the ID "MIDAS0001", the second "MIDAS0002" and so forth. You may wish
to change this prefix each year, forexample "MIDAS2014" will generate "MIDAS20140001", "MIDAS20140002", etc...

Cancellation Invoice Prefix

Similartothe Regular Invoice Prefix, this setting Specifies ashort "prefix" to add to the start of yourincremental
cancellation invoice numbers. This prefix must be different to the Regular Invoice Prefix setting.

Includein Invoice Notes

This settingallows youtoinclude the contents of an additional booking field in the notes section of your generated
invoices. Forexample, setting this to "Notes" will combine the booking notes of all bookings included on
subsequently generated invoices. Ticking the additional "Itemize?" box would itemize these notes, associating each
to its corresponding booking on the invoice.

Create Invoices by Default?

When bookings are added to MIDAS a small "Create Invoice?" tick box is shown. If "Create Invoices by default" is
selected, this tick box willalways be ticked by defaulti.e. aninvoice willbe created forevery booking, unless
otherwise specified.

Round up values?
If selected, wheninvoices are generated, MIDAS will automatically round up totals to theirnearest whole unit.

Indicate charges on Booking Availability screen?

If selected, total venue/resource charges will be indicated on the Booking Availability screen for users with Invoicing
permissions.

Include zero value invoice items?
If selected, venues and resources for which there is no charge will still be included on invoices for completeness

and/orif you needto denote thatthe clientis gettingsomething free of charge. If this optionis notselected, items
whose total charge is zerowill notappearon generatedinvoices.

Create invoices if invoice total is zero?

If unselected, MIDAS willonly generate invoices where the invoice total is greaterthan zero. If selected, MIDAS will
generate invoices regardless of invoice total.

Prevent modification/deletion of bookings for which invoices have been created?

This setting will "protect" bookings, for which invoices have been created, from further modification or deletion.
Such bookings canthen only be modified/delete once theirassociated invoices have been deleted or until this
settingisdisabled. This setting applies to all users, meaningwhen enabled, no userwill be able to modify/delete
such bookings.

Preventinvoice deletion

This setting controlsif and wheninvoices can be deleted, and has three possible values:
e Setto "Never", invoices can be deleted fromthe systematany time.
e Setto "After sending, until paidin full" will preventinvoices that have been sent(i.e. printed oremailed)
frombeingdeleted, until such time asthe invoice has been paidin full. Invoices that have been created but
not sent, orthose paidin full, canstill be deleted with this option selected.

e Noinvoicescanbe deleted fromthe systematall whilstthe "Always" optionis set
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Apply Discounts To

This setting controls which elements of abooking abooking type discount should be applied to. You can choose to
have bookingtype discounts applied to venue rates only, resource charges only, or both.

Apply Discounts Silently

If you've set up discount rates depending upon the type of booking, when MIDAS generates invoices, it will apply this
discount, and reference the fact thata particulardiscount has been applied. Enabling the "Apply Discounts Silently"
option will stillapply these discounts, but noreference to the fact that a discount has been applied willappearon
your invoices.

Cancellation Invoices

The Cancellation Invoice settings instruct MIDAS to automatically generateinvoicesif aclient's bookingis cancelled
(deleted) at short notice. You can set how close to the commencement of abooking (in hours or days) a cancellation
invoice should be generated if abookingisthen cancelledin that period. Forexample, asettingof "1 day" will mean
that a cancellation invoice will be automatically created for any booking thatis cancelled less than 24 hours before it
was due to commence.

You can then defined what the late cancellation feeshould be - it can eitherbe afixed amount, orcharged as a
percentage of the total cost of the venue & resource usage of the original booking that has been cancelled.

Online Payments

If you have a PayPal or Google Wallet (formally Google Checkout) account, you can allow your clients to pay invoices
created in MIDAS, online!

Client must enter their email address to access their invoice online

Settingthis option will require clients to entertheir Invoice Number, Invoice Date and theiremail addressin orderto
view and pay theirInvoice online. Unselected, clients will only need to entertheirInvoice Number and Invoice Date.
If you email invoices to all your clients through MIDAS, you should consider selecting this option forincreased
security.

Clients without an email address on record within MIDAS will not be able to pay theirinvoices onlineif thisoptionis
selected. If you print off and post physical invoices to clients, and theiremail addresses are not presentin MIDAS,
you should consider de-selecting this option to allow your clients to pay theirinvoices online.

(—:)) See Also: Online Payments

Managing Safety Settings

Allows you to control the Maximum Occupancy safety settings within MIDAS.

Warn if the estimated total number of persons on site will exceed

Settinga numberhere will display awarning at time of bookingif the estimated number of persons on site (including
the booking you're making) will exceed this total. Your booking can still be made, as long as the maximum occupancy
levelisnotexceeded (see below)
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Prevent further bookings if the estimated total number of persons on site will exceed

Settinga numberhere will display awarning at time of bookingif the estimated number of persons on site (including
the booking you're making) will exceed this total. No further bookings will be permitted during the period when your
maximum occupancy level is estimated to be exceeded

Show the estimated total number of persons on site when booking

If enabled, will display the estimated number of persons onssite (including the booking you're making) onthe "Check
Availability" stage of adding/modifying bookings.

@ See Also: Emergency Evacuatioon Data

Managing Database Settings

This section contains a number of settings relating to the backing up of the database(s):

Database Admin
This section contains a number of settings relating to multiple databases:

Show Database Selectoron Login page
If this optionisselected, and more than one database is defined, users will be prompted to choose which database
they wishtologinto and use fromthe login page.

Create New
Allows youto setup another MIDAS database, runningin parallel, on yourserver- provided your existing MIDAS
license allows. You may wish to have multiple databases runningin parallel viathe same interface if, forexample,
your business has multiple offices/site locations and you want to have a separate database foreach. If yourcurrent
license doesn'tallow you to create any additional databases, please contact sales@mid.as to upgrade yourlicense.
However, if yourlicense isvalid for creating additional databases, clicking/tapping this button will open a pop-up to
allow you to setup your new database. You will need to give your new database aname, as well as setup the initial
user(s). Options forthe initial userare asfollows:
e TransferYou & Your Permissions - This option will create the new database, and copy your login details from
the current database to the new database.
e TransferAll Users & Permissions - This option will create the new database, and copy all users of the current
database to the new database.
e (Create new Admin User- Create a new database with a new Admin user. Selecting this option will prompt
you for further details aboutthe new user.
If your database isto be created on a different MySQL serverto the current database, you will need to untick the
"Use Current" MySQL option, and enterdetails forthe new MySQLserver.

Set as Default

Select adatabase from the database drop-down, then use this buttonto make it the "default" database. This
database will be selected by default on the login page (Users may still change databases, provided the "Show
Database Selectoron Login page" is selected, otherwise the default database will be used)

Rename
Rename the selected database.

Delete
Remove the selected database
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For safety, you cannot remove the database you are currently logged into - To remove the current database,
you will needtologout, loginto anotherdatabase and delete from there

Database Backups

Current Backups
Lists all backups of your MIDAS database(s) currently stored onyourserver. The list shows the date & time of the
backup, and the amount of disk space being taken up by the backup.

Backup Now
Create an instant backup of the current database.

Delete
Delete the selected backup

Restore

Restore your MIDAS data from the selected backup. Selecting this button will open awindow allowing you to
selectively choose which parts of the database to restore (i.e. bookings between two dates, client, invoices, etc).
Alternativelyyou canselect "Everything" to completely roll back MIDAS to the state it was in when the selected
backup was taken.

1. Warning: Restoring a backup will overwrite any data added/modified in MIDAS since the date of the backup

Keep Server Backups

Controls how long MIDAS backups will remain onyourserverbefore being automatically deleted to conserve disk
space. If the "Forever" optionis presentand selected, backups willremain onyourserverindefinitely, howeveryou
can still manually removethese backups atany time viathe "Delete" button.

For additional piece of mind, if you enteryour e-mail addressin the "Email Backups To" field, MIDAS will
automatically emaila copy of the backup to that address every time it makes one.

Then, inthe unfortunate eventyou lose dataonyourserver, you can upload these backups to your MIDAS/BKUPS
directory and restore them from within MIDAS.

@ MIDAS automatically backs-upits database(s) upon the firstlogon of each day, however MIDAS does not
perform automatic backups on days where there are nologins, and therefore no new activity

@ Database backups are usually very smallinsize, as they are compressed. Typically, each backup will usually be
less than 500Kbytes insize!

&) The "Forever"optionisnotavailable if your MIDASis "cloud hosted" by us
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Export

This section allows you to export your MIDAS Bookings, Clients, Resources, or Invoice Summariesin arange of
different formats foruse elsewherein 3rd party applications, for example spreadsheets, calendar programs, finance
packages, etc. Simply select the parts of the database you wish to export. If exporting bookings, you can additionally
selectthe date range of bookings to export. Finally, choose the format for the exported datafromthe drop-down list
and use the "Export" button to beginyourexport. You will then be prompted to open/save the exported datafile.

Database Tools

This section contains a number of useful database management and optimization tools. Thesetools may be access
via MIDAS Admin Options - Manage - MIDAS Database

I WARNING: Some of the tools presented here are capable of permanently removing data from your MIDAS.
H These tools should only be used once you are fully familiar with theiractions, and we strongly advise backing
up yourdatabase before proceeding

TIP: These tools are only available to administrative users with the "Can Manage MIDAS" user permission,

-\‘H'{/ howeverforadditional safety, you can remove ordisable thesetools completely be either removingthe
"dbtools.pl" file fromyourserver, or blocking access toiit
Import Data

This tool allows you to import bookings, clients, or users from 3rd party applications orothersources.

(—:)) For more information and instructions onimporting datainto your MIDAS, please referto our Knowledgebase

Merge Booking Types

This tool allows you to "merge" two or more bookingtypesinto asingle bookingtype, updating all existing bookings
accordingly.

Merge Clients

Thistool allowsyouto "merge" the bookings & invoices from two or more clientsinto a single client. Forexample, is
auser addsanew clientnamed"JoBlogs" and then another useradds the same client butspellsitslightly differently
as "Jo Bloggs" - these will be seen astwo separate clientsin MIDAS. The "Merge Clients" tool willallow you to
combine these two clientsinto asingle client.

Remove Obsolete Bookings

This tool allows you to remove very old bookings held in your MIDAS, dating back several months oryears. Whilst
maintainingaccurate bookingrecordsisimportant, many organization'sdon't need to keep track of bookings that
took place more thana few years ago. This option allows you to choose to wipe bookings from your MIDAS that are
more than either 6 months old, orolderthan 1-10 years.

Keepingyourbooking datatrimmed by removing old booking data can alsoincrease the performance of MIDAS.

Remove Inactive Clients

Thistool allowsyouto "clean up" the client database by removing obsolete clients who haven'thad abookingin
MIDAS fora longtime. You can choose to remove clients with no bookingsinthe last 6 months, or in the last 1-10
years.
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Remove Inactive Users

Thistool allows youto "clean up" the user database by removing obsolete useraccounts that haven'tbeenlogged
into MIDAS for a longtime. You can choose to remove users who haven'tlogged in within the last 6 months, or
withinthe last 1-10 years.

Change Primary User

By default, the initial useraccount that was created for your MIDAS at time of install is known as the "Primary User"
account. This administrative account will always have access to "Manage MIDAS" and "Manage Users & Permissions'
and also cannot be deleted.

The "Change Primary User" tool allows you to change which existing user should be considered to be the "Primary
User".

Optimize Database

@ Thistoolis notavailable if your MIDAS s "cloud hosted" by us

Thistool runs the "OPTIMIZE TABLE" MySQL command on your MIDAS database. This command effectively "de-
fragments" your MIDAS database by reorganizingthe physical storage of data. In doing so, it can reduce the amount
of storage space and improve overall efficiency of your MIDAS database.

@ Dependingupon the size of your database, this may take several minutes to complete

y Tip:Anothergreatway to furtherimprove the efficiency of your MySQL serveris to use a tool like MySQLTuner

Managing Templates

You can customize avariety of templatesin MIDAS to suite your particular organization. Templates that can be
customized (via MIDAS Admin Options - Manage MIDAS - Templates) include:

e-mail: Miscellaneous

The default e-mail template allows you to customize the HTML for all emails sent via MIDAS, otherthan those listed
below (which can be customized separately). MIDAS sends emails in both HTML and Plain Text formats, and so any
HTML tags used will be stripped out of the template when sendingin Plain Text format.

e-mail: Booking Cancellation

Thistemplate allows you to customize the content of email notifications that may optionally be sentto clients when
a user deletes theirbooking(s). You can furtherseparately specify the subject line for such emails.

e-mail: Booking Confirmation

Thistemplate allows you to customize the content of email notifications that may optionally be sentto clients when
a bookingisaddedforthem by a MIDAS user. You can furtherseparately specify the subjectline for such emails.

e-mail: Booking Reminder

Thistemplate allows you to customize the content of automated booking reminder emails that may optionally be
sentto clientsinadvance of their bookings taking place. You can further separately specify the subject line for such
emails.
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e-mail: Booking Request Approved

Thistemplate allows you to customize the content of email notifications that are sentto clients when abooking
requestthey have made isapproved by a MIDAS administrator. You can further separately specify the subjectline
for such emails.

e-mail: Booking Request Approved (with changes)

Thistemplate allows you to customize the content of email notifications that are sentto clients when abooking
requestthey have made has approved by a MIDAS administrator, but with some changes made that differ from the
original request. You can furtherseparately specify the subject line for such emails.

e-mail: Booking Request Rejected

This template allows you to customize the content of email notifications that are sentto clients when abooking
requestthey have made is rejected/denied by a MIDAS administrator. You can furtherseparately specify the subject
line forsuch emails.

e-mail: Booking Request Submitted

Thistemplate allows you to customize the content of email notifications that are sentto clients whenthey submita
bookingrequest. You can furtherseparately specify the subject line for such emails.

e-mail: Invoice Overdue

Thistemplate allows you to customize the content of automated email notifications that may optionally be sent to
clientswhenanunpaidinvoice is overdue. You can furtherseparately specify the subject linefor such emails.

e-mail: Invoice Reminder

Thistemplate allows you to customize the content of automated email notifications that may optionally be sent to
clients whenan upcoming unpaidinvoice is shortly due to be paid. You can further separately specify the subjectline
for such emails.

Invoice (Regular)

The "Invoice (Regular)" template allows you to customize the appearance of standard invoices generated or created
within MIDAS. Forexample, you may wishtoinclude alogo and yourorganization's address at the top of all your
invoices, and paymentterms at the bottom. This template applies toinvoices shown onscreen, in printouts, andin
emails.

Invoice (Cancellation)

Similartothe "Invoice (Regular)" template, the "Invoice (Cancellation)" template allows you to customize the
appearance of cancellation invoices generated when abookingis cancelled (deleted) at short notice.

Online Payments

The "Online Payments" template controls the appearance of the online payment screen your clients can use to pay
theirinvoices. You can further customize the appearance of these screens by specifying yourown external .css style
sheetinthe correspondingfield, which willthen override the visual "theme" applied by MIDAS to these screens with
your own styles.

Print
The "Print" template controls the appearance of printouts generated by MIDAS.
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Receipt

The "Receipt" template allows you to customize the appearance of receipts which can be generated against
paid/part paid invoices within MIDAS. Similarto the "Invoice" templates, the receipt template can contain much of
the same information, and therefore you may wish your receipts to have a similaraappearance to invoices. The
receipttemplate applies to both printed and emailed receipts.

Web Requests

The "Web Requests" template allows you to customize the appearance of the Public Web Request screens of your
MIDAS, from which non-MIDAS users can check availability of your venues and make booking requests. It's therefore
agood ideatoinclude useful information foryour publicvisitors here, including contact information. You can further
customize the appearance of these screens by specifyingyour own external.css style sheetinthe corresponding
field, which will then overridethe visual "theme" applied by MIDAS to these screens with your own styles.

@ See Also: Booking Requests | Managing Booking Request Settings

Welcome Note

The "Welcome Note" template allows you to edit a message which will appear on your MIDAS login page, and be
visible to all visitors who login to your MIDAS.

@ You may use valid HTML code andinline CSSin yourtemplates, however, <SCRIPT>and <STYLE> tags are not
permitted

@ MIDAS Knowledgebase: Whatis HTML and how do | use it within my MIDAS templates?

Template Variables
Dependingupon the template, the following dynamicvariables may be inserted:

Applies To Templates

%BUILD% Your MIDAS Build Number All

%BUILDDATE% The Build Date of your MIDAS All

%CLIENT% The full name of the client Email

%CLIENT_FIRSTNAME%  Thefirstname of the client Email

%CONTENT% Main Generated Content Email (All except Invoice
Overdue/Reminder), Invoice, Online
Payments, Print, Web Requests

%DATABASE% Current MIDAS Database name Email, Invoice, Online Payments, Print,
Web Requests

%DATETIME% Current Date & Time All

%HEADING%
%INVOICEDATE%
%INVOICEDUEDATE%
%INVOICEDUEIN%
%INVOICENO%
%INVOICEOVERDUEBY %
%INVOICETO%

%INVOICETO_ADDRESS%

Default Generated Heading
Invoice Date
The date by which paymentisdue

The number of days until paymentis due

Invoice Number

The number of days paymentis overdue by

Full details of the clientbeinginvoiced

(including organization, address, and email

address)
Postal address of client beinginvoiced

Online Payments, Print, Web Requests
Invoice

Email (Invoice Overdue/Reminder)
Email (Invoice Reminder)

Invoice

Email (Invoice Overdue)

Invoice

Invoice
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%INVOICETO_CLIENT% Name of the clientbeinginvoiced Invoice

%INVOICETO_EMAIL% Email address of the clientbeinginvoiced Invoice

%INVOICETO_ORG% Organization of the client beinginvoiced Invoice

%LOGO0% Your custom/company logo All

%MIDASLOGO0% The MIDAS Logo All

%MIDASURL% Your MIDAS URL All

%PRINTTYPE% PrintType Print

%REASON% The reason why the bookingrequesthasbeen Email (Booking Request Rejected)
rejected

%REQUEST_DATE% The date/time the booking request was Email (Booking Request
submitted Submitted/Approved/Rejected)

%THEMEY% The currently selected MIDAS Theme All

%UNSUBSCRIBEURLY% Email (Booking Reminder, Invoice

Overdue/Reminder)
%USER% Full Name of the currently logged in User Print
%VERSION% Your MIDAS Version Number All

Notes about special variables:

e The %CONTENT% variable should be presentin every template where it's applicable. This variable allows
MIDAS to know where itshouldinsertits generated content forthattemplate. If this variableis omitted
from templatesrequiringit, generated content will be inserted at the end of the template.

e |[fthe %LOGO% variableisused, MIDAS will try and display aPNG image file named "mylogo.png" residingin
your MIDAS "img" sub-directory. Thisimage could be your organization's logo or other such image. For best
results, animage dimension of 200 x 70 pixelsis suggested.

(—:)) MIDAS Knowledgebase: How to add your company/corporate logo

Managing Booking Request Settings

The following settings control the public"Web Request" interface to your MIDAS, allowing non-MIDAS users to
check your room availability and make booking "requests"

@ You can specify which of yourvenues are requestable through the Manage Venues screen

y Tip:You can customize and add text/graphics, etctoyour public"Web Request" form through the use of
templates

Enable Public Booking Requests
Turn the public"Web Request" interface on or off

Requests must be made at least X days in advance

Preventusers from makinglast minute booking requests by insisting that all requests are made in advance by a
minimum number of days you specify.

Requests may not be made more than X days in advance

Prevent users fromrequestingtoo farin advance by restricting the number of days ahead you will accept booking
requests for.
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Requests cannot be made past
Specify an absolute date past which booking requests willnot be allowed

Show on blocks

When checking venue availability, if you don't want publicto see who's already booked, set "Show on blocks" to
"Unavailable". Publicwill then only seethata venue is unavailable, but won't see who's actually booked it.
Alternativelyyou may wish to display the name of the client, organization, or type of bookinginstead

Block color
Change the appearance of booking blocks when publiccheck your venue's availability.

Show Hours of Operation

If selected, avisual indication of each selected venues hours of operation will also be shown on the Web Request
screen.

@ NOTE: Requests willstillnot be permitted outside of avenue's operating hours regardless of this setting. This
setting only controls whether hours of operation are indicated to requesters or not

Show Venue Capacities

If selected, the maximum capacity (occupancy level) foreach venue will be indicated when selecting venues on the
Web Requestscreen.

Only allow requests from these email domains

This option allows you torestrict booking requests to requesters with certain emailaddresses. Forexample, if you
were to enter "yourdomain.com" in thisfield, booking requests can only be made by persons enteringa
"@yourdomain.com" email address. So, if you only wish to accept booking requests from people within your own
organization, this setting can be used to filter outany third party requests.

() Tip:You can specify multipleallowed domains here in the form of acomma separated list. Forinstance, to
\&/ onlyallow booking requests from your own organization and hotmail accounts, you would enter

"yourdomain.com,hotmail.com"

Auto-Approve Booking Requests

If this optionisselected, all booking requests are automaticallyapproved by MIDAS (availability permitting) as soon
as they are received - they do notrequire approval by an administrator first.

@ MIDAS Knowledgebase: I've enabled Public Booking Requests, yet when | visit the request page it still saysiit's
disabled?

Managing Scheduled Tasks

The Scheduled Tasks feature allows MIDAS to automatically send your clients reminders of their upcoming bookings,
invoice payment reminders, and invoice overdue notifications, based on aschedule you set.
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In orderfor the Scheduled Tasks component of MIDAS to correctly function, you will need to setup a CRON
JOb (or equivalent) onyourserverto execute the "cron.pl" file in your MIDAS installation once every per
hour. The "Last Run" time providesanindication of when Scheduled Task were last runand can be used to
verify your CRON job is running correctly.

For more information on setting up your CRON, please referto our Knowledgebase Article:

Configuring yourserverto run Scheduled Tasks

y Tip:You can customize the content of these automated reminders/notifications through the use of Templates

yy Tip:You can control which of these reminders individual clients receive by updating their "e-mail reminders"
preference - See: Modifying Clients

Bookings

To have MIDAS send booking reminders to clients in advance of their bookings taking place, tick the "Send clients
reminders of theirupcoming bookings around X hours before they start" option, and set X to the number of hours
before abooking starts that a remindershould be senttoa client.

Forexample, if Xissetto"6", anda client's bookingis due to start at 2.30pm, MIDAS will send them areminder
between 8am-9am the same morning (6 hours earlier).

Invoices

By default, invoices created within MIDAS are not automatically sentto clients, and must be actioned by a user with
sufficient privileges accordingly. However, with the "Send any unsentinvoices" option selected on the Scheduled
Tasks screen, once perday, MIDAS will check forany invoices that are unsent, and send them automaticallyto
clients.

Once an invoice has been "sent" (by which we meanithas eitherbeen printed out/emailed to the client manually, or
automatically emailed to the clientthrough ascheduled task), MIDAS can then send an automated invoice reminder
to theclientpriorto the date theirinvoices are due. To enable suchreminders, tick the "Send payment reminders to
clients X days before an unpaidinvoice is due" option, and set X to the number of days before an unpaidinvoice s
due that a remindershould be senttothe client.

For example, if Xissetto"5", and an unpaidinvoiceis due on 15 April, MIDAS will send the clientareminderof their
unpaidinvoice on 10 April.

To have MIDAS send a payment overdue notification toaclientif theirinvoice hasn'tbeen paid withinthe "Payment
Terms" time frame (You'll find this setting on the Invoicing tab of the Manage MIDAS screen), tickthe "Send
payment overdue notifications to clients X days afteran unpaidinvoice was due" option, and set X to the number of
days after an unpaidinvoice was due thata notification should be sentto the client.

For example, if Xissetto"5", and full paymentforan invoice was due on or before 15 April, MIDAS will send the
clienta notification of their overdueinvoice on 20 April.

Y Tip:The "Run Daily Tasks Between" setting can be used to control during which hour of the day invoice
reminders/overdue notifications should be sent
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Checking for Updates

The "Check for Updates" button will checktosee if thereisa newerversion of MIDAS availableto you.

You can also set MIDAS to automatically check foravailable updates on a recurring schedule. This background
automatic update check will only take place for those users with the user "Can Manage MIDAS" user permission, and
if an update is detected, will promptthe userto confirmthe update.

@ The "Update" optionis not presentif your MIDAS is "cloud hosted" by, as your MIDAS system will be kept up-
to-date automatically!

(® SeeAlso: Latest Changelog

Manage Addons

The "Manage Addons" screen shows installed and available addons foryour MIDAS, as well as any additional settings
available foryourinstalled addons.

e Selectinganinstalled addon will opentheits corresponding settings page

e Selectinganavailableaddon willtake you to the addons site where you can find out more about the selected
addon, and getit foryour MIDAS

e "AddonsReady to Install" are addons which you have purchased, and which can now be installed to your
MIDAS with a single click/tap.

e "AddonsReady to Update" are previouslyinstalled addons for which an update is available. You can quickly
update the addon with a single click/tap.

(3 SeeAlso:Available Addons

Keyboard Shortcuts

MIDAS supports a number of Keyboard Shortcuts to facilitate quick access to key areas of the software.

Shortaut Key | Action

a RecentActivity Log
b Add Bookings

e PrintEmergency Evacuation Data
f Selectthe View Filter

h OpenHelp

i Invoicing

| Logout

m My Messages

o MIDAS Admin Options

4] Print

r Pending Booking Requests
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s Search

t Statistics

v Toggle between Day/Month View
X Full Screen

The exact combination of keysyou'll need to pressin orderto triggerthese shortcuts varies between browsers and
operating systems. Forexample, on currentversions of Firefox, you can openthe MIDAS help window by holding
downAlt + Shift + h,whereasinGoogle Chrome,the combinationissimplyAlt + h.Pleaserefertoyour

browser's documentation to determinethe specificcombination of keys to use to triggerthese shortcutsinyour
browser.

Other Sources of Support

(—:)) See Also:Video Tutorials | MIDAS Knowledgebase
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