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1.0 HOW TO LOG IN

You can launch the program by double clicking on the shortcut icon on your desktop. See below.
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Login using your MyCarletonOne ID and password then click on the Login button or hit the Enter key.
This is the same login that you use to log into your computer.
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THE SCHEDULING PEOPLE

Username |captainkirk |

Password | ““““““““ |

1. NAVIGATION

On the left hand side there are 3 modules available to users: Workspace, Space, and Suppliers.
e The Workspace module allows users to access booking information and to perform bookings
for their department.
e The Space module allows users to see a list of spaces on campus.
e The Suppliers module will not be relevant for users.
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1.2 UNDERSTANDING EVENTS, ACTIVITIES, RESERVATIONS

Events, Activities, and Reservations are all categories relevant to the creation of a booking.
¢ An Event describes the actual event that is being booked; it is a general category of bookings. It
is the foundation upon which activities and reservations are created. Each event can contain a
number of activities. Each activity will house many reservations.
e An Activity is used to categorize the general time frame of the reservation. For example, an
activity can be named “201310” or “201320”.

¢ A Reservation is the actual booking. The reservation will contain time, room, and booking
information.

Reservation

Events are the parents of Activities. Activities are the parents of Reservations. Each reservation must
belong to an Activity and each Activity must belong to an Event.

Event PHYS: Review Sessions

201310

Room: UC 182 Room: TB 340 Room: SA 303
Re se rvatio h 2013/02/28 201303720 2013/06/05

Activity 201320

[7:30 - 19:30 08:30-11:30 [1:30 - 14:30



2.0 HOW TO CREATE A RESERVATION

2. HOW TO CREATE A RESERVATION USING THE CALENDAR

Click on Space on the bottom left hand menu.
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‘u@ Suppliers
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@ Enterprise Management

9 Portal Administration
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You are logged in as: Captain Kirk on server: Enter

Underneath Bookable Space, click on Rooms on the left hand menu.

I Space
ST Bookable Space

----- Pavilions
=-{zZ Institutional 5pace

In the Bookable Rooms window, right click on a room, and click View Calendar.

2® Bookable Roams

Effectiv... Effectiv.. Capaciy [
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Click on a day from the calendar on the left side.
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Highlight your desired time block by clicking and dragging over a specified time range.
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Right click and click on New Reservation.
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Choose the Event for your booking. To choose an existing event, click on the “...” button.

22 Mew Reservation

Event

() Mew Event

@ Ewisting Event  PHYS: General &d hoc

Ewent PHY'S: General Ad hoc

... and attach your existing event.

Check, that the Activity is correct, then click on the OK button.
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The Reservation window will open up. Notice that the time, date, and room details are already filled
in. Now you can attach a requestor, if you wish, then finalize the reservation.

On the left hand side of the program, make sure that the Workspace module is selected. You can click
on the Workspace button to select it. It should be selected by default.

File  Edit Tools Settings  View Wi

Look For: Search in:

(= Workspace “
=] Motifications
== WMy Workbook

My Events

My Activities

My Reservations

Fioom Requests to Approve

‘t= PHYS

iﬁ Workspace
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Next, click on My Events.

File  Edit Tools  Settings  Vie
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The My Events window will open. It contains a list of all events you have created.
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to add a new event.

Before we can create our reservation, we need to create an event to house the activities and
reservations. To create your event, right click anywhere inside the My Events window and click on Add

& My Events

&0 |D

CEX
Description WebS..  Mote Do nat....
PHS: Thesis Proposal |—
#] Refresh FS
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1 Object(s) | 7
The Event window will open.

&8 Event ‘LHE‘@‘

General Information | Nt

[Event - [ | Type [ (o]

Dezscription | |

Spansar [ (] Primary Cantact | [

Scheduling DataSet [AdhocPHYS (] Functional Unit [PHYS | Managed By |Captain Kirk (3]

Reservations | Actvities | Historical Fieservations | Historical Activities

Activty | | Activin Type | | Managed By | |

Reservatio.. | ID Numb.. | StatD. Recur. | WebS. Do.. | FistD.. | EndDale | LastO..  StatT

End Time

B

>
0 Objectis) | N7
We need to name the event. Enter in the name of the event in the Event text box, following the
proper naming convention.

General Information | Mote

e,
[ Event »| [PHY'S: Thesiz Proposal _:) |
Drezcription |
The proper naming convention is as follows:

PHYS: Thesis Proposal
I L I
A 7 A

Abbreviation of your  Colon.

departments name.

Name of the event.
One Space.

The event name must be unique. Adding in the abbreviation of your department’s name will ensure that
your event names are unique and easily organized.



Save your changes by clicking on the Save button at the top of the window.

Windows  Help

hin: Reservations * Find Now l @ | Ea i)
\ save|/

An activity is required if we want to continue with the booking process. Click on the Activities tab.

B Event: PHYS: Thesis Proposal

General Infarmation | Mote

Event - |F'HYS: Thesis Proposal

Description |

Sponzor |

Scheduling Data Set |-"-‘«E| hocPHYS |E]

He&ervatiis |Activities Hi¥tarical Reservations | Historic

Activity | vl Achvity Ty

Next, right click on the empty white space below and click on Add.

Flesewations| Activities |HistoricalHeservations Histaric:al Activities

£ D Desc.. Stat D...  EndDate Mote Web 5
#] Refresh FS
Select Al Chrl+a
==
e
P
[ add ns |

The Activity window opens up. Begin by entering in the name of the activity in the Activity text box,
following the proper naming convention.

58] Activity: PHYS: Thesis Proposal

General Information | Maote

Event |F'HYS: Thesziz Proposzal |
Scheduling DataSet | Ad hocPHYS |
Activity Clemzin [ More...
Degonption | |

The activity is just a timeframe for the booking. The activity name is the academic term for when your
booking occurs. As a refresher, the first 4 digits should be the year. The last 2 digits are either “10”,
“20”, or “30”. These 2 digits correspond to the winter, summer, and fall terms respectively. In the

example above, “201310” was used because the event will occur in the year 2013 during the winter
term.



Activity Name Academic Term ‘ Date Range

201310 Winter January Ist to April 30t
201320 Summer May Ist to August 3|st
201330 Fall September Ist to December 3 |t

Once you have entered in your activity name, you can change the Start Date and End Date of the
activity to reflect the date range of the activity. Refer to the table above.

General Informatioh | Wate

Event PHYS: Thesiz Proposal B
Scheduling Data Set Ad hocPHTS A
Ativity 201310 At
D ezeription Spar

Start Date 2013-01-m | EndDate 201 3-04-30 Man

Reservations | Historical Reservations April. 2013

Sun Mon Tue ‘wed Thu Fr

1 2 3 4 5 B
o8 8 10 11 12 13
14 15 16 17 18 15 20
21 22 23 24 2% 2% 7
2z 2 Ell

Reservatio.. | 1D Murb... StartD...  Recum..

[ 1Today: 2013-01-29

Save your changes by clicking on the Save button at the top of the window.

Windows  Help

hin: Reservations * Find Now J @ | Ea i)
\ save|/

Now let’s create a reservation, right click on the empty white space below and click on Add.

Start Date [“lzm 3-m-m ~| EndDate (20130430 v

Reservations | Historical Reservations

Reservatio.. | 1D Mumb... StatD... | Recur.. ‘webS5.. Daonat.
&) Refresh FS
Select all Chrl+A
3|
1
[13 add ms |

The Reservation window will now appear. If you would like to add a description to the reservation,
please type it out in the Description box. Descriptions can be used to add keywords that are relevant
to the booking to ease locating the reservation. The description will not appear on the Portal. The
description is optional.



8 Reservation: PHYS: Thesis Proposal 201310 01

| Scheduling Data Set |.-'3.d hocPHY'S |

Event |PHYS: Thesis Proposal | EventType |

Activity |2m310 | ActiviyType | | FunctionalUnit  |PHYS |
Activity Start D ate | | Activity End Date | |

Sponsor | | Prirary Contact | |

mlﬁttendees Services | Requestor | Occurences | Biling || Workflow | Portal Settings | Note

1D |U'I | Type | |B Status J
D escription @uaw Thesiz Proposal ) |
Number of Attendees |0 + | Portal Request l:l Managed By |Captain Kirk e

Start Time End Time Duration Reschedule e

Start Date | 2012-11-28 v | EndDate | | [ FRecurence.. ] | Cancel Reschedule M ity

Now we can fill out the time details in the area below. Enter in the Start Time first. Then, you may
enter in the End Time or Duration.
e If you enter in the End Time first then the Duration will automatically fill in based on the Start
and End Time. Likewise, if you enter in the Duration first, the End Time will automatically fill in
based on the Start Time and Duration.

Lieneral Information |.-’-'l.ttendeex Services | Requestor | Occurences | Biling || wWorkflow | Portal Settings | Mote

I o | Tupe | (] staus &5
Description |Januar_l,I Thesis Proposal |
Mumber of Attendees m Portal Request | | Managed By |Captain Kirk e
@M :| End Time |11:£‘TM-_-___EB)UTE'“UH Reschedule Finalee
Start Date | 212-11-28 v ErdUae | _"__-rH Recurencen. ] | Concel Reschedue -

Now a date must be chosen. Click on the down arrow beside the Start Date box to bring up the
calendar. Navigate through and click on your desired day.

Start Time | 830 &AM 2| EndTime [1
Y
Start Date | 2013-01-21 + | JEnd Date |:

January, 2013
Sun Mon Tue Wed Thu Fri Sat

Add Room
Campusz

12 3 & %h3
E 7 8 9 10 11 12
Room (13 14 15 16 17 18 13

20 22 023 24 5 X%
27 28kg29 30 A

[ IToday: 2012-11-28

|

Sub-room

]

Save your progress by clicking on the Save button.

dows  Help

Ewvents

|F'H"|’S: Thesiz Propozal | Ewvent Type




We can now proceed with adding a room for the reservation.

e If you don’t know what room you want and would like to view availabilities, please see the
section entitled How to Use the Resource Scheduler.

e If you know what room you want please follow the method below.

Your room details can be entered in the Add Room Request section of the Reservation Window.

Start Time | 10:00 Ak % | EndTime | 11:00 A I

* *

Start Date | 20721203 w | EndDate

Add Room Feguest...
Carmpus Building Flaar

L. LI L]

Status Fes

Foom Configuration
L] (] aad =»
Sub-room Sub-room Configuration

CJ LJ

Only the Building and Room details need to be filled in. You can begin by typing in the building code
and the room number-.

Add Room Request...
Campusz Building Floar
M [ ]HP (] (]
Foom Configuration
S o l— -
Sub-room Sub-room Configuration
L. L]
If you are ever unsure of a building code or room number, you can always click on the “...” button

beside the related text boxes to bring up a window containing all building codes or room numbers.

Now that a room is selected, click on the Add button.

Add Room Request...

Campus Building Floar

M L[] L.
Room Configuration

= 00
Sub-room Sub-room Configur Sties k
L] L]

Your selected room and time details should now show up on the list to the right. If you don’t see the
room number, you can move columns around for a better view.

Add Room Reguest...

- Status & B.. Room.. Resereati.. | Feser. Reser... Reser... Reser... Reservatio...
Campus Building Floor 2 Dratt HP 7343 0121203 M m 100AM  1T00AM £ Pending
Fiaarm Configuration
] (] add =»
Sub-room Sub-room Configuration



The circled statuses are reservation statuses. It is the status for the entire reservation. The yellow
triangle means that the reservation status is currently pending and it has not been approved or denied.

tar || Occurrences | Billing | Workfow | Portal Settings | Mote

e
| Type | |q5tatus J.)
—

equest | | Managed By |-"-\|EH Trebek | i
 Finglize =~
1:00 A % | Duration Rezchedule ‘%

| [ Recurnence... l Cancel Reschedule fdodify

Status & B Room ... Reservati... Reszer... Reszer... Reser... Reser... FrEzeryatm
A Draft HF 3343 20121203 M iyl 1000 A0 11004

The other status is the room status. It is the status of the room you are trying to book. In this case, the
room status is “draft”, which means that is has neither been approved nor denied.

Start Date | 2012-12.03 w | EndDate | | [ Recurnence. .. ] Cancel Reschedule I oify ‘
Add Room Request... Status & B..| Room.. FReservati., = Reser.. | Reser.. | Reser.  Reser.. | Reservatio.
|CamlJus | | Building | |F'°°f | # Duait HP 3343 21203 M m 10:004M 110048 £ Fending

Now click on the line as seen below. It should now be highlighted in blue.

Add Foom HECIUESL--_ _ Status & B.. Room.. PReservati. | Feser. | Reser.. | Reser. | Reser. | Reservatio..
lcampus 0 |BU"d'”9 0 |F'°°f 0 - 3349 203 b 10004M 1100404 BY Pending |
Notice that the buttons below now light up.
Status £~ B.. Room.. Heservati... FReser.. Reser... Reser... Reser... Reservatio...
3349 2012-12:03 10:004M  11:00 4 F3)
=
< | ]
1 Ohject(s) selectad 1 Object(s) | N7
A Request [o Schedule ] [. Hold ] ) Refuse
e —

Click on the Schedule button to schedule the room.

e If the Schedule button is un-clickable, this means that you cannot book this room. You will need
to request the room. Click on the Request button instead.

1 Objeck(s) selected
A requen (@ Schmase Mo ] @ i
u

A Send Notification window will appear. This window can be used to type in comments for people
requesting your space. If this is not relevant, leave the comment box empty. Click on the OK button.




EB Send Notification E@

Comment

A notification will be sent. ..

P
|H00mADprovaI v| (]s oK, J) Canecel ]

The room is now approved. This is shown by the green check mark icon shown below. Notice that the
reservation itself is still pending, as shown by the yellow triangle icon.

Gereral Information |Attendees Services | Requestor | Occurrences | Biling | ‘Workflow | Portal Settings | Mote
= |D1 | Tope | |E@ Status A)
o
Description |January Thesis Proposal """"-———-"'|
Mumber of Attendees Portal Request | | Managed By |Captain Kirk. |@ T
Finalize =
Start Time | | End Time | | Diuration | | Reschedule
Start Date | | End Date | |[ Recurence... ] Cancel Beschedule I odify
T~
Add Room Request... Status & Bul. FRoom.. | Reser. | Reser. | Reser. | Reser. | Reser. s Ressrvatio.
|EampuS |D |Bu"dlng |E] |Fl00[ | @ sppioved P 3349 2013, M 0 8:30aM  11:30 AM\ Y, Pending
Fioom Configuration

To finalize the reservation, click on the down arrow beside the Finalize button. Please note that you
cannot click on the button directly, you need to click on the down arrow to access the options.

:| Type | |E] Statuz A
A
fanaged By |Captain K.irk. | ey
‘%n Finalize | | =
Reschedule
!
Cancel Reschedule ity
In the appearing options, click on Approve.
:| Type | |E] Status J.
|
I dEu | Captain Kirk o, a
i | | ‘%l Finalize | -
.

Cancel Reschedu M )

H=z1=T Reser... Reser... Reser... Heseg cancel
n3ol.. M 0 330 Ak 11:30BM 7, Fending Il |

Congratulations, the reservation has been created and approved.



General Information |Attendees Services | Requestar | Docurnences

Billing || ‘workflow 0 Partal Settings | Mate

ID [m

| Tope |

Cl Status_-?/ y

D ezcription |Januar_l,l Thesziz Propozal

Mumber of &ttendees l:l Portal Request | | Managed By |Eaptain Kirk. |
B Finalize -
Start Time l:l End Time | | Druration | | Rescheduls %
Start Date l:l End Date | | [ Recurence... ] Cancel Reschedule
,-‘-__-"‘h.
Add Room Request... Status &% Buil.. | Room..  Reser. Reser... Reser... Reser... Reszer.. Reservatio...
Campuis Building Flaor @ ippoved  HP 349 201301 M iy a30aM 113024 @ Approved

2.2 HOW TO CREATE RECURRING RESERVATIONS

To set up a recurring reservation, click on the Recurrence button.

Description |

Murnber of Attendees Portal Request |

Start Time | 3:30 4M S EndTime | 9:30AM % | Duation |[01:00 3

| Managed By I%‘

Reschedule

Start Date

2012:12.03 v | EndDate |

Cancel Rescheduls

” Recurence...

=
Finalize -

b codifie

The Reservation Recurrence window will open. Choose your recurrence pattern: Not recurring,

Daily, Weekly, Monthly, or Yearly.

Reservation Recurrence: PHYS: Thesis Proposal 201310 05 ®

Fiecunence patten

(%) Mot recuring
) Daily

) Weekly
) Manthly
() Yearly

If you selected a weekly recurrence, the following will appear.

Reservation Recurrence: PHYS: Thesis Proposal 201310 05

Recurence pattern

) Mot recuriing

Fange of recurmence

() Endafter |10 % | accunences

Oty [z ]

Recur every week(z] on

[ Monday [ Tuesday [] Wednesday

O Daily [ Sunday

%) weekly [ Thursday [ Friday
) Monthly

O Yealy

[ Saturday

Choose whether or not the recurrence occurs every | week or not. In addition, choose the days you
are booking for. In this case, Monday and Wednesday were chosen by clicking on the boxes beside the

respective days.



Recurevery |1 % | weekls)on
[] Sunday Monday [ ] Tuesday wednesday
[] Thursday [] Friday [ ] Saturday

Finally, select whether you want the recurrence to end after an “x” amount of occurrences or whether
you want it to end by a certain date. In this case, we would like the recurrence to end after a certain

date so we click on the circle beside the End by option.
R ange of recurrence Range of recurrence

(%) Endafter 10 2| occumences () End after occunences

@ Endby 20121203 v

You will then be able to use the drop down menu. Click on the “down” arrow beside the date to bring
up a calendar. Select your end date off of the calendar.
0121224 ¥

Sun Mon Tue Wwed Thu Fri Sat
11

Range of recurrence 2 4 5 £ 7 =&
9 10 11 12 13 14 18
) End after OCCUMENEES | o 42 43 13 20 21 20

(%) End by 20121203 @ | ég 2% 2% 27 ;@ 2 .
[ Today: 2012-12-03

Click on the OK button when you are finished.

Reservation Recurrence: PHYS: Thesis Proposal 201310 05

Fecurrence pattem

) Mot recuring Recur every |1 %+ | week[s] on

) Daily [1 Sunday Monday [ Tuesday ‘wiednesday
(%) wheekly [ Thursday [ Friday [ Saturday

) Monthly

) early

Range of recurrence

) End after oCCUmences

@ Endby | 20121224 v

—
(L._ oK. I}S/D[ Cancel |

You will be back in the Reservation window. Notice that there is an added description below your
time detail. It describes your recurrence selection.

Mumber of Attendees |0 % | Fortal Request
Start Time | 8:30 AM | EndTime | 3:30AM
Start Date | 2012-12-03 + | EndDate
@erv week[z] on Manday, We@)
Add oo Fequest, . Status
Campus Building Flaar

L] LIl G

Finally, proceed with your reservation as normal.



2.3 HOW TO SEND A CONFIRMATION TO THE REQUESTOR

It is possible to send an e-mail confirmation to the person requesting your room if they have a Carleton
e-mail account. Before approving the room, click on the Requestor tab in the Reservation window.

Sponzor Primary
General Information | Attendees Sewirrences Bill
1D 05
Dezcription
Mumber of Attendees |0 | Portal Request
Start Time | 8:30.AM % EndTime | 10:30 &k 5
Start Date | 2013-01-29 + | EndDate

In the text field below Requestor Contact, start typing in the name of the intended e-mail recipient. A
list will start appearing below, signifying possible suggestions. Click on the desired name.

General Information | Attendees | Services | Requestor | Dccurences | Biling | Workfow | Port:

L]
L]

Fequestor's Unit

Fequestor Contact

Bob Earker ~
Eob_Ealdwin
Bob_Desnoo
Bob_Heath
Bob_Hogg
Eob_Madore
Bob_Rurnscheidt

You are done. Click on the General Information tab to proceed with your reservation as normal.

General Information | ¥ttendess | Services | Fequestor | Ocournences | Biling
HequeEser s Ot

L]
L]

Once the reservation is approved, the recipient will automatically receive an e-mail with the booking
confirmation.

Requestor Contact

e The e-mail confirmation is sent out the moment you hit the approve button. Therefore, if you
forget to add a requestor and the reservation is already approved, it is not possible to go back,
add a requestor, and send an e-mail confirmation. You would have to modify the reservation,
cancel the room, add a requestor, add the room, and re-approve the reservation.

2.4 HOW TO VIEW YOUR DEPARTMENT’S RESERVATIONS

Alternatively, you may want to manage your department’s reservations (reservations made by others in
your department). To do so, click on the “+” sign beside your department name on the left hand
menu.



+-=] Motifications
= My workbook
by Events
My Activities
+ My Reservations
Room Requests to Approve

Ofd PHYS

Next, click on the “+” sign beside Scheduling Data.

#-[=] Motifications
== My Workbook

ty Events

My Activities

+ My Rezervations

Room Requests to Approve
=-F= PHYS

[E5] Manage this unit

@_&f Scheduling Data

Finally, select either Events or Reservations to access your department’s reservations. This will let
you see events and reservations created by all members of your department.

#-[Z7] Motifications
== My Workbook
My Events
My Activities
+ My Reszervations
Room Requests to Approve
=-F2 PHYS

Manag nit
=-(ty Scheduling Data
=== Ad hocPHYS5

=] Activities
+-[= Fortal Hequests

#-{= Portal 5elf Service

3.0 HOW TO MODIFY A RESERVATION

3.1 HOW TO RESCHEDULE A RESERVATION

A reservation can be rescheduled should the event require a new date and time. To reschedule a
reservation, first click on the Modify button.

Number of &ttendees |0 Partal Request Managed By | Captain Kirk
‘ D Finalize -
Start Time End Time Diuration Reschedule %
— e —
Start Date End Date Cancel Reschedule ‘
Add Room Request.. Status < Bul..  Room.. Reser... Reser... Reser... Reser... Reser... Feservatio... R
Campus Building Floar @ tppoved  HP 3349 212, S 04 200PM  300PM €9 Approved

Next, click on the Reschedule button.

Type [:] Statuz 0

=
Finalize

rd odify

Managed By |Captain Kirk

A

Diuration Rezchedule

Recurrence...

The time and date details can be updated now. The status icon also changes from approved to pending,
signified by the yellow triangle icon. Make your desired time and/or date changes.

18



Murnber of | Portal Bequest i_ ——'—-—-—___‘_J Managed By | Captain Kirk .
Finglize =
< Start Time | 2:00 P S| EndTime | 3:00PM c Duration |01:00 & .-‘-\pply
tart Date | 201241201 + | EndDate | |[ Recumence... CanceIHescheduIe Modify
Add Foom Request... Statusz £ Bul..  Room.. Reser. Reser... Reszer... Reszer... Reszer... R
|Ca'“PU3 | |B”"d'“9 | |F'°°' | £ Perding [.. HP 2349 20292, § 04 200PM  300PM S
Click on the Apply button when you are finished.
D |U4 | Type | |D Status A
Diescription | |
Murnber of Attendees Partal Request | | tanaged By | Captain Kirk
" b Finalize -
Start Time | 4:00 Pk % EndTime | 500PH % | Duration |[0:00 % ' %
Start Date | 2021201 | EndDate | | [ Resurence. | Modify

A notification window will open. Key in an appropriate message or user initials and click on the OK
button. Please note that you must enter in a comment in order to proceed.

EH Send Notification E@

Comment
[required)

Rescheduling.

A natification will be sent...
| Feservation Maodification vl I Ok N_l Cancel ]
—_—

The area below is now greyed out, signifying that everything inside it is finalized and locked for

modifying. The status icon also changes to a checkmark in a green circle signifying that the rescheduled
reservation is approved.

General Infarmation |Attendee& Services | Requestor | Occurences | Biling | “workflow | @@ Portal Settings | Note /——\
rF

In] |D4 | Tope | | Status Q
. A

Description | Jl

Murnber of Attendees I:I Portal Request | | Managed By | Captain Kirk g

‘ I Finalize
Start Tine |:| End Time |:| Diuration |:| Rezchedule %
Start D ate l:| End Date | H Recunence. . ] Cancel Reschedule

Add Room Request..
Campuz Euilding Flaar

| | || |
3.2 HOW TO CANCEL A RESERVATION

Status s Buyl..  Room... FReser. Reser... Reser... Reser... Reser... R

@ spproved  HP 3343 M2, S 04 4£00PM  500PM &

Please note that when you cancel a reservation, it is NOT possible to go back and change
it. This has been mentioned to the developer, so please be careful.

To cancel a booking, first open the reservation. Next, click on the Modify button to change the
reservation.



m| Atterdess | Services | Fiequestor | Dccurences | Biling | workflow | @@ Portal Settings | Mote
D |U1 | Type | | Status Q
Descriphion |Janualy Thesiz Propozal |
Mumber of Attendees l:l Portal Request | | Managed By |Captain Kik e
Start Time l:l End Time I:I Ciuration l:l Feschedule Firaze
Start Date l:l End Date | | [ Recumence. . ] Cancel Reschedule )
£dd Room Request... Status & Buil. | Foom.. | Reser. | Reser. | Fessr. | Reser. | Feser. R
lcampus HB”"di”g HF'°°' | ©spproved 1P 2343 230, M o ga0aM  11.30aM @

The window containing the room details changes from grey to white. The window is no longer locked
and can now be modified. Click on your desired room. It will highlight it in blue.

anuest | | Managed By |C~?lli't~?lif'I airk | oy
Finahze =
Duration I:l Reschedule

| [ Recurence. . ] Cancel Rezchedule kA odify

Statuz s Bul.. Room.. Reser... Reser... Reser... Reser... Reser... A
proved 34 20013-01... M

Notice that the Cancel button at the bottom now lights up. Click on the Cancel button.

Statuz & Bull..  Room.. Reser. Rezer.. Rezer... Rezer... Reser... A
[/ 2pproved 3 201301 M

< |

?

1 Object(s) selected 1 Object(s) 7

A Request | @ Schedue | | Hold | Refus €239 Cancel

A notification window opens. If you wish to enter in a comment, type it in the comment box. Finally,
click the OK button.

£ Send Notification

Comment

A notification will be sent...

i
| Room Cancellation v| Q ak. h u Cancel ]

The status icon changes to an “X” in a red circle. Also notice that the reservation status icon below is a
yellow triangle indicating that the reservation is still pending.

Statuz Reser... Reszer... Reser... Reszer... Resematio... Reservatio... Reser... Reze
eEancelled 201240 U ]| 200 P _\ Pending COOPM 2002

The next step is to cancel the reservation. Click on the “down” arrow inside the Finalize button.
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| Type | |E] Status J.

equest | | Managed By |Captain Kirk |
‘ [ Finalize
1:30 AM % | Duration |[0Z00 3 Reschedule %
| [ Recurence... ] Cancel Rezchedule b odify
Status & Bul..  Room .. Reszer... Reser... Reser... Reszer... Reser... R
e Cancelled HP 3349 201300 M 01 B:30aM  11:30 AM J

Next, click on the Cancel button.

| Type | |B Status A

equest | | Managed By |Ca|:utain Kirk |
[+ Finalize |~
1:30 AM % | Duration Reschedule ‘%

| [ Fecurence... ] Cancel Reschedule Q Approve
Statusz s Bl Room Feser.. Feser.. Reser.. (= e Cancel
Q Cancelled HP 3349 201301 M )| & §

The area below is now greyed out, signifying that everything inside it is finalized. The status icon also
changes to an “X” in a red circle signifying that the entire reservation is cancelled.

tor | Occurences | Billng | Workflow | Portal Settings | Mote

| Tupe | | Statusg 0

equest | | Managed By |Captain Kirk |
B Finalize -
Duration l:l Reschedule ‘%

| [ Recurence... ] Cancel Reschedule Modify
Status & Buil.. | Foom..  Reser. Reser... Reger... Reger... Reser... F
etancelled HP 3349 N3 M m B304AM 1130 A 9

The reservation is now cancelled and you can now close the reservation window.

HELP AND SUPPORT

For additional help and for Enterprise software installation, please contact Scheduling:
e E-mail: scheduling@carleton.ca
e Phone: ext. 3610

To access the Portal, please go to :
e  http://booking.carleton.ca/portal/
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