Change the order rooms appear in
Set room ordering in the user portal and an independent default for the management calendar. Explain suggestion priority, location, capacity, combined-room grouping and each signed-in administrator’s personal order.
2026-10-21   ·   https://offision.com/help/en/booking/change-the-order-rooms-appear-in/
Where in Offision: admin app → ui-customization/others (UI customization)
Rooms are never dragged into a custom order. The room list is sorted, and
three things decide what that sort produces: the default order you set for the
user portal, a per-room Suggestion Priority that pushes favourites of
yours up whenever suggestions are in play, and — last and strongest — the order
each person picks for themselves in the app.
Before you start:
You need settings access in the admin console. Nothing here changes what anybody
may book — only the order they meet it in.
1. Set the default order
Order by, on the Others page of UI customization, decides how the room
list and the user portal booking calendar are sorted before anyone touches a filter:
Suggestion priority, Favourite, Last booking time, Location, Name,
Capacity or Availability. Out of the box it is Suggestion priority.
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Order by — the order rooms appear in before anybody sorts them.
On an estate spread over several buildings, Location usually stops people
scrolling past another site's rooms. On a single floor, Capacity puts the
rooms that fit the meeting first, smallest first. Favourite raises each
person's own starred rooms, so the same default gives everyone a different
front page.
2. Push individual rooms up
Suggestion Priority is the closest thing to a hand-placed order: a number
from 0 (Lowest) to 5 (Highest) on each room, sorted highest first. It is set on
the room itself — see Add a room — and it also decides which
rooms Offision suggests first when someone books.
With the default order left on Suggestion priority, raising one room's number
moves it up the list for everybody. Rooms sharing a number keep their usual
order among themselves.
3. Know what Location sorts by
Location is not alphabetical by room. It groups by building (by name),
then by each floor's order — the number you give floors when you arrange
them on the building — then by room name. If a floor shows up in the wrong
place under Location, the fix is the floor's order on the building, not
anything on the rooms.
4. Remember: people can re-sort
The default is only where everyone starts. Each person has an Order
control in the app's filter, and once they pick one, their browser keeps it —
their choice wins over your default from then on. Your default is still
honoured as the first option offered to them. See
Sort the room list for what that looks
like from their side.
So if one person reports rooms "in the wrong order" while everyone else sees
them fine, they have almost certainly picked a sort of their own — have them
change Order back rather than looking for a broken setting.
What this does not control
1. The admin console's own lists. The resource list in the console sorts by
its column headers, per signed-in admin.
1. Which rooms appear at all. A room someone cannot see is a team-space or
filter question — see
Give a department its own rooms.
1. The calendar's density. How many rooms fit on screen is
column width and row height, not order.
Set the management calendar's order separately
In UI customization → Management calendar → Columns, Default sort order sets the initial resource order for the administrator calendar. It is independent of the user portal's default above.
Choose Suggestion priority, Location, Name, Capacity, Combine rooms first or Single rooms first. Suggestion priority puts higher values first; Capacity puts smaller rooms first. The room-first choices group combined and single rooms, then sort names within each group. When a room-only order does not apply to the selected resource type, the calendar uses location order and keeps the saved choice.
Where in Offision: admin app → ui-customization/management-calendar (Management calendar)
On the management calendar, use the order selector below the mini calendar and above Resource to choose a personal order. Your choice is saved for your signed-in account, overrides the initial default, and does not change anyone else's choice. Sorting applies to all filtered resources before they are split into pages. Existing visibility and booking permissions still apply.
Where in Offision: admin app → booking/calendar (Management calendar)
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The management calendar has its own default sort order.
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The personal order selector sits between the mini calendar and Resource.
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