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FEATURES

= The system supports centralized display of all pending
meetings and tasks related to the user, distinguishing
between pending and in progress status, and supports
one-click jump to the details page, improving personal
work efficiency and convenience of task management.
The system supports personalized display of all meeting
records associated with the user, and provides multi-dimensional
filtering functions such as time, initiator, conference room,
etc., to quickly locate meeting information and facilitate
schedule arrangement.

The system uses an intuitive calendar view to display
conference room reservation status, supports real-time
viewing of the conference room's current status, reservation
timeline and type filtering, and helps users efficiently
select appropriate conference rooms.

The system supports providing exclusive permissions for
conference room administrators, including canceling
current reservations and viewing detailed reservation
information, to ensure the rational allocation and

management of conference room resources.

DESCRIPTION
The Smart Office Platform is an efficient office solution

designed for international companies. It supports a
multi-language (English/Russian) interface, adapts to the
operating habits of users in different regions, manages
conference room resources across time zones, and implements
functions such as conference room reservations, meeting
notifications, resource conflict checks, and schedule
synchronization among global teams. By integrating an
email notification system, it ensures that meeting arrangement
information is accurately conveyed to every participant. The
data statistics module helps companies optimize the utilization
of meeting space, and supports seamless integration with
mainstream enterprise-level office suites (such as Outlook
and Google Workspace) to achieve integrated and

international management of office processes..

* The system supports creating periodic meetings,

uploading meeting materials, setting meeting agendas,
setting reminders and sign-in functions, fully meeting
meeting preparation needs and improving meeting orga-

nization efficiency.

* The system supports integrated email and internal

message notifications to ensure that no meeting reminders
are missed. It supports the extension, early end or
cancellation of meeting time to meet the needs of meeting

changes.

= The system supports sharing meeting links or QR codes,

so that external participants can quickly register for
meetings and sign in electronically, simplifying the

meeting process and improving meeting participation.
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FEATURES (CONT.)

= The system supports centralized display of meeting

attachments related to users, facilitating post-meeting

review and information sharing.

= The system supports providing statistical charts of key
indicators such as number of meetings, average duration,
duration trends, etc., to help users or administrators

evaluate meeting efficiency and optimize meeting

arrangements.

= The system supports granting backend administrators the
authority to comprehensively view and manage all
conference reservation information, supports batch

cancellation of meetings, and strengthens the unified

allocation capabilities of conference resources.

= The system supports the approval process for conference
room reservation and meeting creation, ensuring the
rational use of resources and compliance of meeting
content, and improving system security and standardization.
= The system supports users to customize template information
when initiating meetings, including meeting topics,
agenda templates, etc., to speed up meeting creation and

ensure the standardization and personalization of meeting

information.

= The system supports docking with human detection

equipment, automatically identifies the occupancy status
of the conference room, and automatically cancels or ends
the reservation when no one is there, reducing resource
waste and improving the level of intelligent use of the
conference room.

The system supports customizing conference room types
and opening hours, and can disable specific conference
rooms for maintenance or management, thus achieving
flexible scheduling and efficient use of conference room
resources.

The system supports background definition of conference
service items (such as tea, etc.) and service personnel.
When creating a meeting, you can check the required
services with one click to ensure efficient configuration of
conference logistics support.

The system allows administrators to customize the
conference room seating layout, supports a variety of
seating arrangements (such as theater style, round table
style, etc.), automatically or manually assigns seats to
participants, and optimizes space utilization and meeting

experience.

* The system supports conference organizers to customize = The system supports integration with common video

the registration information fields of participants and conferencing tools such as Zoom and Teams, making it
collect specific data (such as department, position, points easier for meeting organizers and administrators to
of interest, etc.) to meet the needs of different meetings manage and control video conferences.
and improve the targeted nature of information collection. » The system supports seamless integration with calendar
= The system supports conference organizers to customize applications such as Google Calendar and Office 365,
the content and delivery method of conference notifications automatically synchronizing meeting information when
(email, in-site message notifications, etc.), enhance booking, ensuring that all relevant parties have consistent
message personalization and delivery rate, and improve schedules without having to switch between multiple
participant participation. systems, thereby improving work efficiency and the
= The system supports administrators to flexibly configure smoothness of collaborative work.
appointment intervals, time periods allowed for

appointments, minimum/maximum  durations, and

conditions for canceling and ending appointments,

thereby optimizing the allocation and utilization efficiency

of conference room resources.
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