This document is meant to give you a quick overview of the new DOE scheduler, hereby referred to as Renovo. The intention is to give you sufficient instruction so that you can connect to Renovo and obtain a feel for the new system. 
The URL for Renovo is http://scheduler.doe.msln.net/VideoManager/. Please use your current TCReliance ID and password to connect to the Renovo server. If you encounter any difficulties connecting, please drop an email to scofield@maine.edu or call the UNET Helpdesk at 888-367-6756.

Initial Setup
The first time you log on to the Renovo the current date and the following message will be displayed: "No favorite rooms have been selected. Use Edit Preferences to select". If you click on "Edit Preferences" from the menu to your left, you will be given the opportunity to personalize your Renovo interface.

Many of the settings from your previous TCReliance account will have transferred to Renovo, but you should quickly go through the settings to assure that they are set to your preferences. The rooms that you choose to place within the "Favorite Rooms" list are the rooms that will initially show up in the list of available rooms when you schedule a reservation. If you typically schedule the same rooms over and over again, you should consider placing only those rooms within your "Favorite Rooms" list. 
We encourage you to set both "Conference Settings" fields to "1 Encoder Full Mesh". This will prevent you from accidentally scheduling "Multipoint" conferences when in fact you meant to schedule a full mesh conference.

The "Class Periods" option is a new field. Here you can define class periods based on your real time class schedule prior to actually scheduling a reservation. For instance, you can define ‘Period 1’ and ‘Period 2’ and set them to run from 8:00 to 8:55 and 9:00 to 9:55 respectively. Then when actually scheduling a reservation, you can select the Class Period from the drop down menu and specify the days of the week that the reservation is to occur - the time of the session will be filled in based on the time specified within the selected Class Period. Note that “Class Periods” are only used to specify start and end times, they store no information regarding the day(s) of the week.
The "Room Settings" field determines how the room names are displayed within your room list fields. In most cases, Display ID and the Name are identical, so there is no benefit to any particular order here.

"My Calendar Settings" determines the format of your Renovo home page. Your Renovo home page displays a calendar that contains date, time, room, and conference information. The rooms listed within your calendar are obtained from your favorite rooms list. From here you can see when a favorite room is scheduled to be in a conference, see conference status, access a conference's identification number, and access the conference summary page.  If you were to set the “type of calendar to display” to "Daily, by Room”, beginning at 7:00 AM and spanning 10 hours, when you select "My Calendar" from the main menu, you will see a list of all of the rooms within your favorite room list along the left margin, time along the top margin, and color bars within the grid indicating the status of any conferences that your favorite rooms are involved in during that day. You can experiment with the other options that are available under the type of calendar drop down menu.
Creating a New Reservation

As with TCReliance, a Renovo reservation contains at least one conference or a number of recurring conferences. In order to create a new reservation, click on "New Reservation" from the main menu and enter a title, which is a required field. You may also enter a description, select a semester and/or course type if either are defined, and specify the number of credits, number of participants and the instructor's name. All but the semester fields are strictly informational. The semester and course type fields are defined by the Renovo administrator and any defined semester's or course types are system-wide variables.
Next you must enter the dates for the reservation.  Any dates that are defined on the Dates form apply to all conferences in the reservation.  The first step is to define a start date either by typing the date directly into the field or by choosing a date from the calendar pop-up that is available directly to the right of the start date field. Next you can either choose a class period if you previously defined a period that matches your needs, or you can enter a start time and either an end time or the duration of the conference.

Next you must click on "Generate Recurrence". Here you set up and generate a recurring conference or a single conference. You can either tell Renovo to stop generating after a specified number of occurrences or you can specify an end date. Renovo allows you a great deal of flexibility when generating recurring conferences. You can specify that a conference recurs daily, weekly or monthly and within each of those options you can further refine your options. After you've defined the date(s) and time of your reservation, you then must click on the "generate" button. This will actually generate a list of conferences that match the dates that you chose within the generate recurrence section. After generating the conferences, you have the opportunity to add additional dates, modify the generated dates, and/or delete any of the dates.

To add a date, you must specify the date within the start date field at the top of the page and then click on the "add date" button. To modify a date, select the conference to be modified by placing a check mark in the box to the left of the conference you would like to modify, set the correct date in the start date field up above, and then click on modify date. To delete a conference, leave check marks in the boxes to the left of the conferences that you would like to delete, and then click on the delete date button.

Once you have successfully set the date(s) of your reservation, click on the "Next" button to access the Rooms page where you will assign the appropriate rooms to your reservation. Initially the "Available Rooms" list will be populated only with rooms from your favorite room list. If you would like to see additional rooms, click on the "Search" button and set the search criteria to the appropriate filter. Ultimately you must highlight the appropriate rooms from the "Available Rooms" list and click on the arrows that point to the right to move those rooms to the "Rooms in Conference" list.

Once you’ve chosen the appropriate rooms, click on "Conference Network Parameters" where you will have the opportunity to specify the conference type and the origination room.  If there are 5 or more rooms in the conference, it will be necessary to specify which rooms are part of the full-mesh and which are not. Highlight the rooms that you do not want to be part of the full mesh and then click on "Room Network Parameters". With the non full mesh members highlighted, set the "full mesh member" field to "no". For now, leave the remaining Conference and Room network parameters at their default values.

The final step in creating a reservation is saving what you’ve just created. Click on the “next” button - your conferences should appear in a list with check marks beside them. Initially the conferences will be in the "REQUESTED" state. Leave the check mark beside each of the conferences that you would like to save and click on the "Save Reservation" icon in the menu immediately above the reservation information. Choose "Validate" from the drop down menu. Renovo will verify that there are no conflicts or no problems with the reservation as defined, and should return a "VALIDATED" status.

Creating an Ad hoc Conference
Creating an ad hoc conference is very simple. Click on the “Ad hoc Conference” option in the main menu and set the duration of the conference. The duration can be entered manually, selected from the drop down list, or set to open ended. Next choose the rooms that you would like to be in the conference from the “Available Rooms:” list and move them to the “Rooms in Conference:” list. After the rooms have been moved to the “Rooms in Conference” list, the “Conference Network Parameters” and the “Room Network Parameters” sections will become available. These operate the same way they did when creating a normal reservation. Once you are happy with your selections, click on the “start” button in the lower right. The conference should begin within 60 seconds.
Editing an Existing Reservation or Conference
If you need to make a change to a previously created reservation or conference, click on “Load Reservation” from the main menu. If you already know the reservation or conference number, enter the number directly into the appropriate field and click on the “load” button. If you do not know the reservation or conference number, specify a date range, place a check mark next to “Only display my reservations”, and click on “Search”. This will return your reservations scheduled during the specified date range. You can then enter the returned reservation number into the appropriate field above and click on the “load” button. Renovo will return you to the summary page where the reservation and associated conferences are listed.  Select the conference(s) you would like to edit and click on the “modify selected” button.  Next you can follow the instructions from the “Creating a New Reservation” above to modify start and end times, dates, rooms involved, and any other parameters that you’d like to change within a single conference or a group of conferences. When you are satisfied with your changes, save and validate the modified reservation and your changes will become permanent.
