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ACCESSING THE PORTAL

The Enterprise Portal can be accessed through the following link:

http://booking.carleton.ca/portal/
SEARCHING FOR ROOMS

Click on Rooms to see a list of all rooms in Enterprise.
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To view a specific building, use the Location drop down menu to select a building.
Home Home » Room Search

ROOM SEAR

Calendar Search

Rooms [] Use additional criteria

=Tt
A - Architecture Building
AP - Azrigli Pavilion
AT - Azrigl Theatre
CB - Canal Building
CO - University Commons

Building Room

ARCH CLASSROOM
ARCH CLASSROOM

Architecture B
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You can also narrow down your search through specific room attributes. To do so, click on the box
beside Use additional criteria.

ROOM SEARCH

Location: | All 4 additional criteria

i=| Result List | ™ Calendar View
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Select your desired criteria by clicking on them. You can also type in a minimum capacity if you wish.

ROOM SEARCH

Location: Al v Use additional criteria

Room Types: Characteristics: Configuration Types: Minimum Capacity:
ATRIUM - Atrium # ||BQT - Banquet capabilties PY| Classroom - Classroom f ﬁ

BCCL - Bookable Central Computer Lab MPR - Multi Purpose Room

COMP LAB - Computer Lab Z2PJ - Double Projection
CSM - Conference Services Meeting Spe o || Z40S5 - Rooms suitable for Arts0ne 2en 4 || MestingRoom - Meeting Room

To select more than one attribute, hold the Ctrl key and click. This method could also be used to de-
select attribute. Once again, hold the Ctrl key and click on the attributes you want to remove.

ROOM DETAILS

To view room details, click on Detail.


https://cumail.carleton.ca/owa/redir.aspx?C=6bf71bbdf4314de1a68d817ceddf58eb&URL=http%3a%2f%2fbooking.carleton.ca%2fportal%2f

Result List | ™ Calendar View

Building Building ID Room ID Room Room Type Capacity Managed By Detail Calendar
Canal Building CB 2103 SES CLASS SEM 7 SES Detail [k
Canal Building CB 2104 SES CLASS LEC 51 SES =l
: Ly e p——
Canal Building CB 2202 SES CLASS LEC 51 SES Deratt° | [ 5 ME D

You will see a page with all the room details including characteristics and a photo of the room.

Configurations

{ Default ')
Configuration Type:
Classroom

Capacity:
51

Description:
SES CLASS
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Location

Campus: Building: Floor:
M ce <not specified

If you get a page expired error because you hit the Back button on your browser, refresh the page on
your web browser. Do this by hitting the F5 key or by pressing the Refresh button near the address
bar of your browser.

CALENDAR VIEWING

To view calendar details, click on one of the calendar icons on the right hand side. (Monthly, Weekly,
Daily, Schedule)

Room Type Capacity Managed By Dretail Calendar
SEM 7 SES Detail
LEC 51 SES Detail
LEC 51 SES Detail
SEM 9 SES Detail




In this example, the Weekly icon was clicked. The following page appears, showing a timetable of
events in the room you selected.

M CB 2104 ¢,

[ Schedule | 78] Daity | =5 Weeldy | [ Monthly = [T Vearly | [=] List view [l Export | Print
4 Week of March 03, 2013 3 b
Sunday 03 Monday 04 Tuesday 05 Wednesday 06 Thursday 07 Friday 08 Saturday 09
8:00 AM
FOOD4201W||FOOD5101W||[ELEC4609W 17844 A LEC  (|[DES3306W 14100 A LEC ELEC4609WY 17844 A LEC SES: Sprott School of Busir
1201310 201310 1201310 201310 201310 6:30 AM - 4:30 PM
:00 AM 8:30 AM -11:|8:30 AM - 11:([8:30 AM -10:00 &AM 8:30 AM -11:30 AM 8:30 AM -10:00 AM I CB 2104
B MCE 2104 ||MCE 2104 (M CB 2104 M CB 2104 M CE 2104
10:00 AM
(WGST28312W 18744 BO1 GF||SES: SASC/PASS
201310 10:30 AM - 11:30 AM
r 10:30 AM - 11:30 AM M 5P 415, M RE 3201, M REj
ELAEEN M CE 2104

COMPS408W 16426 W LEC||STAT3502W 11032 BL TUT ||COMP5408W 16426 W LEC|BUSE300W 16923 B WKS
1201310 201310 201310 201310
12:00 PM [11:30 AM -1:00 PM 11:30 AM -12:30 PM 11:30 AM -1:00 PM 11:30 AM - 2:30 PM

M CE 2104 M CE 2104 M CE 2104 M CB 2104

LAWS1000W 13848 BOT GR|
201310

1:00 PM Py e BIOL3501W 13953 A LEC BIOL3501W 13968 A LEC
201310 201310
[1:00 PM - 2:30 PM 1:00 PM - 2:30 PV
M CB 2104 M CB 2104

2:00 PM

You can also change the week by clicking on the left or right arrows at the top of the calendar to
navigate through different weeks.

M CB 2104
HSchedule [T Daily == Weekly [F5] Monthly H\"earl)r i=| List view

4 Week of March 03,2013 8] »

Sunday 03 Monday 04 Tuesday 05 Wednesday 06 Thursday 07 Fr

8:00 AM

[FOOD4201\".HFOODSlUl\".HELEGlGUQW 17844 A LEC ”IDES3306W 14100 A LEC HELEC4609W 17844 A LEC
s S e S

LT

To go back to the Room Search page, click on Room Search near the top.
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PRINTING A SCHEDULE

In your calendar/schedule view, click on the Print button to get a PDF version of the schedule you are
viewing.

M CB 2104 q
ﬂs:hedule 8| Daily | E5|Weekly | {75 Monthly ﬂY&arl}r =] List view EIExpo
4 Week of March 03, 2012 9] »

Sunday 03 Maonday 04 Tuesday 05 Wednesday 06 Thursday 07 Friday 08 Saturday 09
8:00 AM
FOOD4201W|([FOODS101W|([ELEC4609W 17544 A LEC  [|IDES3306W 14100 A LEC ELEC4609W 17544 A LEC SES: Sprott School of Busirl
1201310 201310 201310 1201310 201310 8:30 AM - 4:30 PM
9:00 AM 8:30 AM - 11:(8:30 AM - 11:)|3:30 AM - 10:00 AM 8:30 AM - 11:30 AM 6:30 AM -10:00 AM M CB 2104
MCE 2104 (M CE 2104 (M CE 2104 M CE 2104 M CB 2104

The following window appears. Click on the Print Preview button.



Page Setup

Paper size
Orientation

[(nclude list view

[ Print Plevieviu:ancel ]

The schedule will now open up in your PDF reader program. From here, click on the Print button or
go to File then select Print to print out your schedule.

B2 Adobe Acrobat Professional - [calendar. pdf]
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