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Reservation Process Flow

1. Conference Room Reservation

The Flow from application to approval for conference room use is as follows:

[ Check Availability

[ |E Submit a Reservation Application
[ Review and Approve Reservation Application
e

Issue a Usage Permit

!

Send Approval / Rejection Email

Legend User Nanjo




2. Other Facility Reservation (Piloti / Front Entrance Area)

The Flow from User registration to approval for Piloti / Front Entrance Area use is as follows:

X
User Registration

X
Check Availability

o= Review and Approve Reservation Application

o Issue a Usage Permit

[ fm Submit a Reservation Application

Fee Reduction
—
£o) Issuance of Fee Reduction No Fee Reduction

S

) ! L

F Send Approval / Rejection Email
S v
Legend User Nanjo




About the Application & Confirmation tools

1. Page Descriptions

Conference Room List
View a list of your submitted reservations. Authentication is done with
the email address and phone number entered at the time of reservation.

https://echo.kintone-booster.com/yahztkrtzvn_reserve/

Conference Room Reservation Form
Form for submitting a conference room reservation application.

https://injector.kintone-booster.com/yahztkrtzvn_room_reserve/

Conference Room Calendar
Publicly displays conference room reservation status in calendar format.

https://echo.kintone-booster.com/yahztkrtzvn_rooms/

Piloti / Front Entrance Area Reservation List
View a list of your submitted reservations. Authentication is done with
the  pre-registered email address and phone  number.

https://echo.kintone-booster.com/yahztkrtzvn_section_reserve_list/

Piloti / Front Entrance Area Reservation Form
Form for submitting a Piloti / Front Entrance Reservation application.

https://injector.kintone-booster.com/yahztkrtzvn_section_reserve/
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Piloti / Front Entrance Area Calendar
Publicly displays reservation status in calendar format.

https://echo.kintone-booster.com/yahztkrtzvn_section_reserve/

User Registration Form
Form for those who wish to use a Piloti / Front Entrance Area to submit
a reservation application.

https://injector.kintone-

booster.com/ga4dcfzckex5wxf_user_registration/
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Conference Room Reservation

1. Check Conference Room Availability

1. Access the Conference Room Reservation Calendar:

https://echo.kintone-booster.com/yahztkrtzvn_rooms/

2. A calendar will be displayed showing the reservation status of conference rooms.
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3. To check by individual room, click the room name at the top of the page.
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4. To view details, click on a scheduled event.
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5. The detailed reservation information will be displayed.
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2. Make a Conference Room Reservation

1. Access the Conference Room Reservation Form:

https://injector.kintone-booster.com/yahztkrtzvn_room_reserve/

2. Fill in all required fields in the application form.
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3. Once completed, click the [Submit] button at the bottom of the page.
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If there are any errors in the application, an error message will be displayed upon

submission.
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4. After submission, a confirmation email will be sent to the email address you entered.
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3. Check Conference Room Reservation Status

1. Access the Conference Room List:

https://echo.kintone-booster.com/yahztkrtzvn_reserve/

2. An authentication screen will appear. Enter the email address and phone number you

registered during the user registration application, then click [OK].

Access Controller

A=WTFLAEAALTFAL,

BEdmE=aATILTFEN.

Cancel

4. A list of your submitted reservations will be displayed.
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5. To view the details of a reservation, click the pencil icon.
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6. The detailed confirmation screen for the conference room reservation will be displayed.
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Piloti / Front Entrance Area Reservation

1. Register as a User

1. Access the User Registration Form:

https://injector.kintone-booster.com/gaddcfzckex5wxf_user_registration/

2. Fill in all required fields in the application form.
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3. Click the [3%1Z (Submit)] button at the bottom of the form.
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If there are any errors in the application, an error message will be displayed upon

submission.
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4. A confirmation message will appear. Click [OK].
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5. A completion message will be displayed. Click [OK].
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6. A user registration completion message will be sent to the applicant.
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2. Check Piloti / Front Entrance Area Availability

1.

2.

3.

Access the Piloti / Front Entrance Area Reservation Calendar:

https://echo.kintone-booster.com/yahztkrtzvn_section_reserve/

A calendar will be displayed showing the reservation status of areas.
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4. To view details, click on a scheduled event.
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5. The detailed reservation information will be displayed.
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Make a Reservation for Piloti / Front Entrance Area

Access the Piloti / Front Entrance Area Reservation Form:

https://injector.kintone-booster.com/yahztkrtzvn_section_reserve/

Fill in all required fields in the application form.

(D Enter the email address you pre-registered in the User Registration Form.

If the correct email address is entered, the organization name and business type fields

will be automatically populated.
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| I o o | ©
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User (Organization) Name
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Fill in the remaining fields as well.

3. Click the [3%1Z (Submit)] button at the bottom of the form.
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If there are any errors in the application, an error message will be displayed

upon submission.
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4. A confirmation message will appear. Click [OK].
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5. A completion message will be displayed. Click [OK].

6. An application receipt confirmation message will be sent to the applicant.
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4. Check Piloti / Front Entrance Area Reservation Status

1. Access the Piloti / Front Entrance Area Reservation List:

https://echo.kintone-booster.com/yahztkrtzvn_section_reserve_list/

2. An authentication screen will appear. Enter the email address and phone number you

registered during the user registration application, then click [OK].

Access Controller
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Cancel
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5. To view the details of a reservation, click the pencil icon.
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6. The detailed confirmation screen for the reservation will be displayed.
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