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Product Information

Specifications:

« Part: Outlook Add-In

« Version: 3.7.0-3.5.0

o Document Version: 2.0

« Issue Date: 20-05-2024

« Document Reference No.: BRTSYS 000119

Clearance No.: BRTSYS#080

Product Usage Instructions

1. Getting Started with Outlook Add-In

1.

Installing Outlook Add-In
Follow the installation instructions provided in the guide to install the Outlook Add-In.
Configure Outlook Add-In
Configure the settings of the Outlook Add-In as per your preferences by following the steps outlined in the
guide.
Profile
Set up your profile within the Outlook Add-In by entering relevant information as instructed in the guide.
Find a Person
Use the search functionality to find a person within the Outlook Add-In.
Desk Booking
Book a desk using either the Maps View or List View options provided in the Add-In.

1. Booking Desk using Maps View

Follow the steps outlined for booking a desk using the Maps View feature.



2. Booking Desk using List View
Follow the instructions for booking a desk using the List View feature.
3. Other Booking Functions
Explore additional booking functions like viewing, editing, canceling, extending, and ending
bookings as per your requirements.
1. View and Edit Booking
2. Cancel Booking
3. Extend Booking
4. End Booking
4. My Bookings
Access and manage your bookings through the designated section in the Outlook Add-In.
5. Feedback
Provide feedback on your experience with the Add-In to help improve its functionality.
6. About
Find more information about the Outlook Add-In and its features in this section.
2. Appendix

Refer to the appendix for additional details and resources related to the Outlook Add-In.

Frequently Asked Questions (FAQ)

« Q: How can | update the Outlook Add-In to the latest version?
A: To update the Outlook Add-In, check for any available updates within the Add-Ins section of Outlook and
follow the prompts to install the latest version.

« Q: Can | use the Add-In on multiple devices simultaneously?
A: The ability to use the Add-In on multiple devices simultaneously may vary based on your organization’s

licensing and configuration settings. Refer to your IT department for specific guidelines.

Neither the whole nor any part of the information contained in, or the product described in this manual may be
adapted or reproduced in any material or electronic form without the prior written consent of the copyright holder.
This product and its documentation are supplied on an as-is basis and no warranty as to their suitability for any
particular purpose is either made or implied. BRT Systems Pte Ltd will not accept any claim for damages
howsoever arising as a result of use or failure of this product. Your statutory rights are not affected. This product
or any variant of it is not intended for use in any medical appliance device or system in which the failure of the
product might reasonably be expected to result in personal injury. This document provides preliminary information
that may be subject to change without notice. No freedom to use patents or other intellectual property rights is
implied by the publication of this document.

About This Guide
This guide explains the usage of PDM Outlook Add-Ins. The screenshots used are for illustration purposes only.

Intended Audience
The intended audience is System Integrators and technical / Administrative users who will assist in realizing the
capabilities, functions, and the full benefits of the product.

Document References
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Getting Started with Outlook Add-In

Installing Outlook Add-In

The Microsoft Outlook Add-In provides an alternative option for users to view and book desk(s) from the calendar
aside from the mobile app.

1. Extract or unzip the PDM- Add-In package file provided and execute the .exe file. Ensure that .net framework
v4.6.6 or newer is preinstalled. Click Setup.

¥ Manage PDM-Addin_3.6.0-2.1.0 h O W
File Horme Share View application Tools Py
- v P ¢« Marnmente 3 BRTSYS 3 POM_camplete pack ANN0-2200 3 IOM-Addin ARN-7 10 v | B Y Conrch POM-Addin 260
s Name Date modified Type
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2. Once the installation pop-up appears, click [Install].

Microsoft Office Customization Installer

Publisher has been verified % F’

Are you sure you want to install this customization?

Name: Panl Desk Manager

files/7/C:/Users /BRTSYS/PDM_complete_pack_3.0.0
2.2.0-V/PDM-Addin_3.6.0-2.1.0/PDM-Addin.vsto

Publisher: BRT Systemns Pte Ltd

From:

While Office customizations from the Internet can be useful, they can potentially harm your
L computer. Iif you do not trust the source, do not install this software. More Information...

(2

3. Upon successful installation, an appropriate message indicating the same is displayed.




Microsoft Office Customization Installer

The Microsoft Office customization was successfully installed. o

Name: F Man,

file:///C:fUsers /BRTSYS/PDM_complete_pack_3.0.0-
2.2.0-V/PDM-AddIn_3.6.0-2.1.0/PDM-AddIn.vsto

Close

Note:

The PDM tab may not appear as part of the menu after installation due to Outlook disabling the Add-In. This issue
can be resolved by removing PDM Add-Ins from Outlook’s blacklist. In Outlook, go to File > Manage COM Add-ins.
Under PanL Desk Manager, click the “Options” dropdown, select “Always enable this add-in” and click “Apply”.

Configure Outlook Add-In
Using a valid MS-Outlook email account, log in to Outlook calendar, the Add-In should appear as a tab on the top

bar.

To configure the Add-In Settings

1. From the top bar menu, click PDM > Configuration.
File Home  Send/Receive  Folder  View  Help Q

R |

E O ¢
Desk  Find a Profile || Configuration

Feedback About Tutorials
Bookings Booking Person

Book User Settings PanL

2. Add/update the following information, as required
« By default, the PDM Server URL/IP is displayed. To access a different PDM Server URL/IP, click [Switch
Server]. Enter the New URL/IP manually (if the Outlook client PC is not part of a local PDM network) or

click on the Discover. button to detect the PDM Server URL/IP automatically and click [Change].



o Sattings X

Sarver URL / IP:

Not set Stk Server |

Login A X
g sign| New URL/IP
. I-pd_m_mrbstlest.con{ . | .
Defau
l »»
|
Defau =

Close
2 Settings x

Server URL / IP;
pdm.mrbstest.com

Login Account:
BY Sign in with Microsoft

Default country:

Switch Sarver

Default building:

Close |

« Click [Sign in with Microsoft] to login with the Microsoft account.

« Alternatively, click Use another account to select another account.

B Microsoft

Pick an account

user-pdm42
user-

El pdmd2@mrbstestl.onmicrosoft.co:
m

Signed in

~+ Use another account

« Based on the selected Microsoft account, the Default country and Default building are automatically

populated.



& Settings X

Server URL / IP:

pdm.mrbstest.com Switch Server

Login Account:

user-pdm42@mr

Change Account

Information P

| o Settings updated successfully
Default country:

Singapore o I e

Default building: Dk
SG1 5

« Upon adding/updating the settings, click on [Save]. A message is displayed to indicate if the settings were

updated successfully or not.

Profile
The Profile interface displays the user profile and booking statistics pertaining to the user. To access the User
Profile

1. From the top bar menu, click PDM > Profile.

File Home Send / Receive Folder View Help

oy @ O
¥ Q =S Yo E O ¢
My Desk Find a Profile | Configuration | Feedback About Tutorials
Bookings Booking Person

Book User Settings PanL

2. The User Profile interface is displayed. This interface provides the details of the logged in user -Username,
Favorite Desks Email Address and Booking Statistics (such as Successful Bookings Past 7 Days/ Past 4
Weeks / Past 12 Weeks / Past 6 Months and a pictorial representation of the statistical data).

& Profile *
Username: Email:
user-pdma3 user-pdm3@mrbstest].ormicrosoftcom
FFavorite desks: Statishcs
BOGKING Delails Fasi 4 yWonhs
48 4 = Succesaful Bookings
fi __I__-" ) N
3 n W i\ Cancelled Bookings
= .
(K 4 (!
| i I,' il Uncimmed Non Recuring Baokings
o o
'Q-\ . _ Y O Unclaimed Recuring Bockings
= AL & .: = o
Clucta p—
Cruota Consumption Draiy
Total Hours Used 00 : 00
Hours Left MNotset




Find a Person
This interface is used to find a person and book available desks near to that person.

To find a person

1. From the top bar menu, click PDM > Find a Person.
[

Home Send / Receive Folder View Help FDM Q

- | 93 E @ ¢

Profile Configuration Feedback About Tutorials

Settings PanL

2. Find a Person interface is displayed. Input the following fields Date, Time, and Person Name. Click [Find

Person]. If the search is successful, an appropriate message is displayed.

& Find a Parson
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P 9 ®
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®
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3. The person’s location along with the nearby bookable desks (if any) are displayed.

4. Tap on the location e icon to view the details (i.e., person name, desk name, location info, desk booking

& Find a Person

status, and booking time).

Rasct 111072023, AT 10.45 am
=
Singapome ™
T — .
£33 —— ¢
=7 8G1-F i @ user-pdmdd
i desk-pdmd4 - 5E1-F
=y Do |1AVA23 (B | @ Bioaked 11300 am- 11:00 am
Time |18 45 am | Improgress fBusy .
@ PeEonane
e X
7 Lisen(s) dovnd @]
lesh-pin, SG1F

Desk Booking
The Desk Booking interface is used for booking desk(s). Users can book desk(s) either in Maps View or List View.
By default, the desk booking interface is opened in Maps View. Users may switch between Maps View and List



View depending on their requirements.

To access the desk booking interface

1. From the top bar menu, click PDM > Desk Booking.

——
Home  Send /Receive  Folder  View  Help Q

BB - | ©3 E O ¢

My Deck | Find a Prafile Configuration Fecdback About Tutcrials

Eook 1 Jser Settings PanL

2. The desk booking interface is opened in Maps View.
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3. The pre-configured Country, Building, and Location are displayed on the top panel.

4. The location map is displayed with bookable desk(s) indicated in GREEN. Refer to Table 1 — Desk Status for

the various Desk statuses.

Desk Status Indicated By Color
Bookahle Desk . Green
Selected Desk . Blue
Booking In-Progress . Red

Booking Pending for Claim { Orange
Inactive Desk Grey

Table 1 - Desk Status

Booking Desk using Maps View
To book a desk using Maps View

1. Set the date, start time, and end time of the booking in the Date, From, and To fields respectively. Select

amenities if needed. If you wish to find a specific desk, you may also enter the Desk Name. Click [Find Desk].

Available desks with the selected amenities and/or matching desk name will be displayed. Select one more



bookable desk(s) (indicated in GREEN).

Desk Booking
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2. The selected desk(s) are indicated in BLUE. The selected desk and the booking date and time are displayed
under List of bookings. Click [Next].

Desk Booking
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3. The following booking-related attributes are displayed. Change the attributes as required




List of Bookings
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« Time Set the desk booking start time and end time by clicking on the Set Time. To change the start

time/end time, drag the edge of the time slot on the calendar window as shown above. The date of the
booking can also be changed by clicking the time slot and dragging it to another day on the calendar
window. A greyed-out slot will indicate that the desk is already booked at that time slot.

« Reminder Outlook notification reminder before the booking starts. By default, it will follow the reminder

W

time settings under PDM Console > Configure > Policy.

0 Miruteds) -
Desk Time Reminder Recurrence Assignee
3 g ( 11
dﬁfk pdn-:‘-&-iSG1—F1 E:IIECtE" .pn'. - 06:30 pm 0 Minute(s) iR Nane "

« Recurrence Set the booking recurrence pattern (None/Daily/ Weekly/Monthly/Yearly). Refer to Error!
Reference source not found. for more details about the recurrence patterns. Upon selecting the preferred

recurrent pattern, click [Save].



®) Hone
() Daily

) Weekdy
(2 Manthiy

O Yearly

Recurrence pattern a

Start [Wedneadar, 11 Cotower 2083 [E-

(JEndon  Wiediesdey Ociober 2023

® End after |0

sCourrence(s

Frequency | Variant Description

None - The meeting will be booked on the specified date.

Daily - The meeting will be booked every X day, starting from the start date.
Meetings will be booked every X week, on the selected days of the
week.

Weekly -

At least 1 day must be selected.
Meetings will be booked on the specified day every Y month.
Day X of every Y S ) )
Occurrences where the date is invalid (e.g. 31 February) will be skip
month(s)
ped.
Month Nth day of the we | Meetings will be booked for the nth occurrence of the specified day o
on
Y ek of every X f the week every X month
month(s) Only 1 day of the week can be selected.
On a specific day ] ] .
Meetings will be booked on the specified day every X year. Occurren
of the month _ _
ces where the date is invalid (e.g. 29 February 2001) will be skipped.
every X year(s)
Nth day of the we ] ) .
» Meetings will be booked for the nth occurrence of the specified day o
ek of a specific m
Yearly f the week and month every X year.

onth

every X year(s)

Only 1 day of the week and month can be selected.

End options:




Option Description

End Bookings will be made until the specific date. There must be at least 1 bo
nd on
oking before or on the specified date.

End after X occurrences A total of X bookings will be made.

Table 2 Recurrence Patterns

» Assignee If desk(s) is booked on behalf of another user, click on the Assignee field, and enter his/her

Username/Email ID.

Desk Time Reminder Recurrence  Assignoe

e deﬁ ,-;SG g 7;:{... pm- 0630 pm  OMimtef) = Hers

user-pdml@mrh
user-pdmd 3@ mrl
user-pdm36E mrl

« Note To add a note to the booking, click on the booking slot in the calendar window and type as required.

4 P 0ctos. 14 2023

[8 Sunday |0 10 11 12 13 14

0o
oM
02
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04
0s
0e
oy
08

10 o=
G

11

12
4. Click [Add More] if you wish to add more desks or click x to remove a desk booking.

Desk Time Remindes Recurrence Assignee

desk-?dmﬂ-“SGLFi ::::-;1 p_— OMndels) =~ None

06:30 pm

5. Upon adding/updating the booking related attributes, click [Book]. A message is displayed to indicate whether
booking is successful or not. An email will be sent to the booking recipient(s) notifying that the desk booking(s)

is complete.

Booking Desk using List View
To book desk using List View



1. By default, the desk booking interface opens in Maps View. Change to List View by clicking the link.
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2. Alist of desks available in the selected location is displayed. Timeslots of inactive desks will be greyed out. Set
the date, start time, and end time of the booking in the Date, From, and To fields respectively. Select amenities
if needed and click [Find Desk]. The timeslot is adjusted accordingly and a list of available desks that have the
specified amenities is displayed. Tap on + to add desk(s) for booking. The selected desk(s) along with the
preferred date and time are displayed under List of Bookings.

2 | Uit ol hisnkoinge
Hingapais - 1N I ] w  Ed il |BO1FY |
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3. The booking-related attributes are displayed. You may change the attributes, as required. Refer to the Booking

Desk using Maps View for the details of setting booking attributes. Click on [Add More] if you wish to add more

desks or click x to remove a booking. Upon adding/updating the booking-related attributes, click on [Book].



Listofdesks 1 Desk 4 P ocoe 14 2022

8 Sunday  [9 i ii 12 3 14

Dexk Time Reminder Recurrence  Asxignes

g gt THpm-(720pm  OMiiskl - Hone x

00
0
02
03
04
05
06
o7

08
& B

Add more |

« A message is displayed to indicate whether a booking is successful or not. An email will be sent to the
booking recipient(s) if the booking is successful.

Other Booking Functions

View and Edit Booking
To edit the booking details

1. From the top bar menu, click PDM > My Bookings.

————
Home Send / Receive Folder View Help Q

= Q@ & 9 B 0 9

Iy 1 Find a Profile Configuration Feedback About Tutarials

Book User Settings PanL

2. The booking summary is displayed in the calendar window. You will be only able to edit the booking that are in

status (time slot indicated in blue color). Double click on the booking.

E"'.‘, My Bookings

4 B Octof-14 2023 Day V Month
[ Su B Bond W -l:uﬁday- 11 Wedn ' p
s = Booking Details >
Desk name:  dese-pamdd
13 Location: 5G1-F1 - 551 - Singapore
14 Start tirme: O4:00 pm - 11/10/2023
End time: 05:00 pm - 11/10/2023
12 Reminder; 0 Minutels)
16 Recurrence:  Mone
17 Assignaa: wser-pdm 1@ mrbstest T.onmicosoft.com
= | MNote: Marketing
18
Booked L= U
20 Uniil 4:00 pm (Oct 11, 2023)

3. The booking details are displayed. Click [Edit]. Edit the booking details as required and click [Save] to update



the changes, if any. A message is displayed to indicate whether the update was successful or not. An email will
be sent to the booking recipient(s) notifying them of the changes.

Booking Details X
Desk nama: desk-pdmdd °
Location: SG1F1-8G1 - Singapore
Start time: [ciober 11,2023 B-][s00pm v
End time: October 11, 2023 |5:00 pm. =
Remindar: .ﬂlna'linuhe[s? vj
Recumence: MNone
Assignes: userpdm 1Emstest ] cnmicrosoft com
Note: -Markeﬁng ‘
Cancal Save

Cancel Booking
To cancel a booking

1. From the top bar menu, click PDM > My Bookings.

Home Send / Receive Folder View Help

a % E O

Profile Configuration Feedback About Tutcrials

User Settings PanL

2. The booking summary is displayed in the calendar window. Right-click and select “cancel” or double-click on a

booking. The booking details are displayed.

m My Bookings

d b Ocod-14 2023 iy Morth

‘Wednesdey 12 Thursday 13 Friclay 14 Saturday

Booking Details bt
Desk name:  desk-pdndd
Location: 5G1-F1 - 5G7 - Singapore
Stort time: 0400 pm 11/10/2023

End time: 0500 prn - 11/10/2023

Reminder: 0 Minuna(s)

Recurrence: None

Assignes: uger-pdmi@mrbstestl.onmicrosoft.oom

Mote: Marketing W Favorite

¥ Unfaverite

Booked

Until 4:00 pm {Oct 11, 2023)

3. The booking details are displayed. Click [Cancel]. A confirmation message is displayed. Click [Yes] to cancel
the booking or [No] to retain the booking. Upon selecting [Yes], a message is displayed to indicate whether the
booking cancellation was successful or not. An email will be sent to the booking recipient(s) to notify them of
the cancellation.



4 M Oet08-14 2023

B Surdey a I Desk nama: desk-pdmdd

Location: 5G1-F1 - 5G1 - Singapore

13 Start time: 04:00 pr - 191042023
End time: (05:00 prm - 11,/10/30023

Booking Details X

Friday 1 abudey

Cerfirnatien
Reminder:

15 e
Re v a Are You SURE paU vare ta fancel this boaking?
16 Assignoc:

= Note: =
18
Booked
E Until 4:00 prm (Oct 11, 2023)
20

& Eadi

Extend Booking
To extend a booking

1. From the My Booking interface, right-click on the booking that

is “In-Progress” (timeslot indicated in red color)

and select “Extend” or double click on the booking that is “In-Progress” to view the booking details window.

E. My Bookings

4P June2s July0l, 2023 | Dy “ Manth

Fi] Surclay L Wiandey & Tutsday 28 il A Thursday 130 Freday 11 Gebuireha.

Booking Details X
x| Desk name:  desk-pdm v
06 Location: SG-THL-Lewel-01 - 5G-TEL-01 - Singapore
ar | Start time: 11:30 am - 26/06/2023
;'I RIGHT CLICK MENU M End time: 1200 By - Z8/U8/ 2024
| ©  Send Right Reminder: 0 Minute(s)
09 i Click to Recurrence:  None
i X End 4 Access
10 | : Assignee: Mone
) | this menu
| ¥  Favorite Nooe
e ' e
_! ¥  Unfavorite
12 | Mouse
| Double In progress
Click to Until 12:00 pm
access

2. Select the time to extend the booking. Click [Extend]. A message is displayed to indicate whether or not the

booking was successfully extended.” An email will be sent to the booking recipient(s) to notify them of the

extension.
Booking Details b
Desk name:  desk-pdm2 v
Location: SG-TBL-Levei-01 - 5G-TEL-01 - 5ing apoee
ﬂ ¥ Jx:
Select extend time
B
30 Minsha(s)
R
al Baaked time: 282023 1130 am - 1200 pm
k Extonded time: 0 Marseis)

In progress

Until 12:00 pm

3. The booking timeslot is updated accordingly in the calendar window.



m My Bookings
4 ¢ jumeds - July 0l 2023 ey “ M
B Sundyy 2wy 2 iy (2 iy Booking Details [ X
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| Recurrence: Mane
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11
12 In progress
; | Until 12:30 pm
1

End Booking
To end a booking

1. From the My Booking interface, right-click on the booking that is “In-Progress” (timeslot indicated in red color)

and select “End” or double-click on the booking that is “In-Progress” to view the book details window.

m My Bookings

o P dune 25 - July 01, 2023 [ Doy Month
5 Sunday 6 Monday |2a ; Tuesdey 1 3 Thusde: kT Fricie It St .
Booking Details X
i| Desk name:  desk-pdm2 L
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|
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1
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| >  Extend Right Reminder: 0 Minute(s)
M [ v ¥ Click to Recurrence:  MNone
| p En "—
0 | Access Assignes: Mone
[ W Favorite this
1 | Note: Kone
| ¥ Unfavortie _
12 |
| I In progress L vk

2. Click [End]. A confirmation message is displayed. Click [Yes] to end the booking or [No] to discard the
operation. Upon selecting [Yes], a message is displayed to indicate whether the booking was ended
successfully or not. An email will be sent to the booking recipient(s) to notify them that the booking has ended.

3. The booking timeslot is updated accordingly in the calendar window (timeslot indicated in grey color).
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4. To do a re-booking, right-click on the booking summary and select “Book Again”. Go through the booking

procedure as provided under the section Desk Booking.

My Bookings
The My Bookings interface displays the list of desks booked by the user. To view the list of bookings,

1. From the top bar menu, click PDM > My Bookings.
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User Settings PanL

2. The bookings, if any, are displayed in the calendar view. Double-click on the booking to view the details of the

booking. Blue Booked, Orange — Pending Claim, Red — In Progress, Grey Ended.
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Feedback
The Feedback interface allows users to send feedback about PanL Desk Manager (PDM) solution to the admin
user.

To send feedback



1. From the top bar menu, click PDM > Feedback.
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2. The Feedback interface is displayed with a set of pre-defined feedback options (preset in the PDM console
under Feedback Management by the admin). Click and choose any of the options. If the option Other is
chosen, the user may type in customized feedback. Upon providing the feedback, click [Send]. A message is

displayed to indicate whether the message was sent successfully or not.
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About
The About interface displays the Outlook Add-in version, product developer, and the organization admin contact
details.

1. From the top bar menu, click PDM > About.

Home Send / Receive Folder View Help Q

$ T Q 2| <8 E|lO |¢
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2. The About interface displays the PDM Outlook Add-in Version, as well as the organization admin contact
details. It also displays the links for accessing the Software License, Open-Source Licenses and Privacy Policy

information.



Admin Email

Admin Hotline

Softwere Licenas Jpen source Licensss

Refer to the section Policy Settings in BRTSYS_AN_046_PDM User Guide — 3. PDM Management Console and
Desk Viewer at https://brtsys.com/resources/ (Under PanL Desk Manager> Application Notes/Installation
Guides/User Guides) for adding the product information.

Appendix

Glossary of Terms, Acronyms & Abbreviations

Term or Acronym

Definition or Meaning

The Internet Protocol (IP) is the network layer communications protocol in the Internet

IP protocol suite for relaying datagrams across network boundaries.

OpenID Connect is an identity authentication protocol that is an extension of open auth

orization (OAuth) 2.0 to standardize the process for
OIDC

authenticating and authorizing users when they sign in to access digital services.

PanL Desk Manager is a desk booking system that addresses desk resource allocation
PDM ) o :

problems by enabling organizations to automatically manage hotdesks.

A Uniform Resource Locator, colloquially known as an address on the Web, is a refere
URL nce to a resource that specifies its location on a computer network and a mechanism fo

r retrieving it.
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