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Make a Request

This is the most basic method. It will take you
straight to the request form.
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Go to the Portal at:
http://booking.carleton.ca/portal
Click on the Login button on the top
right corner.

Type in your MyCarletonOne
username and password then click
on the Login button.

On the left navigation menu, click
on Make a Request.

Under Request Type you can
specify the type of room you would
like to book. For classrooms select
Bookable Classrooms.

There are also other characteristics
that you can specify for your
booking.

You can also enter in a minimum
capacity for the room you want.

The Smart Way t
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BB Pportal Login

Authentication Required
Please enter your credentials below:
Username : captainkirk

Password : [ |

Enterprise Portal
Home

Requests

My Requests

Make a request

Find a room

Request a specific
room

MAKE A REQUEST

Location: Al =] Use
Room Types: Characteristics:
LEC - Lecture  ||Z2PJ - Double Projection -

SEM - Seminar ZADS - Rooms suitable for ArtsOne sem| =)
ZART - Rooms suitable for ArtsOne I

~ || ZBRD - Board Unobstructed by Screen ~

= REQUEST CRITERIA

RequestType: 6 o [+

Location: © 7| Use additional criteria

Room Types: Characteristics: Configuration Types: Minimum Capacity:
LEC - Leckure + /2261 - Doubie Projecton < Ciasarom - Ciassrocm .

SEW - Seminar 2405 - B

ZART - Rooms sutabi for ArtsOne
= /28RO - Boars Uncbstructed by Screen

additional criteria

Configuration Types:

inimum Capacity
Classroom - Classroom 0 =l

=


http://booking.carleton.ca/portal
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Under Time Information, specify
the date for the booking by clicking
on the calendar icon and clicking on
a date. Next, specify the start time
and duration.

If the booking is recurring then click
on Recurring Reservation and
specify the recurring options.
Otherwise skip to the next step.

Click on the Proceed button.

The final submission screen shows
up. Start by entering in the number
of attendees.

Under Other Information, fill out
the Event Title box with the name
of your event. If you have additional
comments or need to specify your
department, enter them in the
Addt’l Comments box.

Media Equipment Req’d? is a
required field, you need to specify
whether or not you need media
equipment from IMS.

Finally, click on the Submit button.
Then click OK.

You are done! You will receive an
automatic e-mail confirming your
submission.

~ || ZBRD

= TIME INFORMATION
2013/05/14

11:00 AW ﬂ
00:30

201305118 | TF)

11 30A||E|

Duration: 03:00

M Recurring Reservation

Start Time:

Duration:

Date:

Start Time:

ﬁ

| Proceed |

Request Type: Bookable Classrooms

Indicate how many people will be attendi

Other Information

Event Ti‘tle.

Add any additional information |n(|ud|ng the department/a
Addt'l Comments: (4 ara

Room near/in Tory. Physics Department.

Media Equipment
Space reservations do not include any media equipr
provide location information based on your bookin

notice.
Required

Media Equipment Req'd?, i
We will process your reques_ €% dnd within 5 v
P your reques e

‘We will process your request and respond within 5 werking days (during nen-peak perieds), Fc

Your request will be submitted to: Scheduling & Examination Services (SES)

Click OK to submit this request.

@Cancel:\




Find a Room

This method will let you view and book available rooms for
your booking time frame. It's the smart way to book space.
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On the left navigation menu, click
on Find aroom. e
Requests

My Requests
Make a request

Find a room

Request 3 spedific
room

Under RequeSt Criteriayou can
specify the type of room you are o —————" e
looking for, as well as e e e

characteristics and capacity.

Under Availability, and under
Request a SpeC|f|C date’ Choose . Choose one of these options:
the date of your booking by clicking

Date: 12013/05/14

on the calendar icon and clicking on : .
j . Between:| 5:00 AW [« ]and [10:00 PM

a date. Next, specify a time range o

and a duration. | Verify Availability |

Duration: | 00:30

Reguest a specific date

Finally, click on Verify Availability. bater  oran7 |7

Between: 11:00 All [ Jand [5:00 Pl [+
Duration: 0200 [+]

et

At the bottom, under Available
Rooms Requiring Approval, you Sttt me fooms
will see a list of start times and (=)z00 am 23 roome

= 11:30 AM 23 rooms

rooms that are available during the

aforementioned start time. 1200 PM 23 rooms
E12:30 PM 23 rooms
Click on the “+” button beside a ® 100 Pv 23 rooms
E 1:30 PM 23 rooms

start time to reveal the rooms that
are available.



A list will pop up, showing all
available rooms during the
particular start time. Find a room
you like and click on the Request
button. It will take you to the final
submission page to finish your
request.

Start Time

= 1100 AM Building Building ID | RoomID
Azrieli Pavilion AP 132
Azrieli Theatre AT 101
Azrieli Theatre AT 102
oeb Building LA A720
Loeb Building LA C164

Request a Specific Room

This method will let you check if a specific room is
available during your booking time frame.

On the left navigation menu, click
on Request a specific room.

Under Request Type you can
specify the type of room you would
like to book. For classrooms select
Bookable Classrooms.

Under Request Criteria you can
specify the type of room you are
looking for, to narrow down the list.

In the list of rooms, click on a row
belonging to your specific room.

Enterprise Portal
Home

Requests
My Requests
Make a request
Find a room

Request a specific
room

= REQUEST CRITERIA

Bookable Classrooms H
Al [~]

Request Type:

Location:

= REQUEST CRITERIA

Request Type: Bookable Classrooms [=]
Location: A [=] [7] Use additional criteria
Room Types: Characteristics:

Configuration Types: Minimum Capacity:
LEC - Lecture Classroom - Classroom o H

SEN - Seminar

= ROOMS: BOOKABLE CLASSROOMS

. Click on a row to select a room

Agzrieli Pavilion AP 132 SES CLASS
Azrieli Theatre AT 101 SES CLASS
Azrieli Theatre AT 102 SES CLASS
Azrieli Theatre AT 301 SES CLASS
Azrieli Theatre AT 302 SES CLASS

Canal Building 2103 SES CLASS

CB
<Canal Building cB 2104 SES CLASS



Under Availability, and under

s Request a specific date, choose S
the date of your booking by clicking

Date: 2013/05/14

on the calendar icon and clicking on
a date. Next, specify a time range
and a duration.

Between:| 5:00 AW [w]and [10:00 M [=]

Duration: [ 00:30 [+

Verify Availability

Finally, click on Verify Availability. Date: p—

Between: 11:00 Al [vJand | s00PM [+]
Duration: 12.00 [+]

— e
Verify Availability

: :
Click on the Request button beside e S,
. . . Start Time
Y4 your desired start time. It will take oy
you to the final submission page to 1130AM  [Reausst]
finish your request. 1200PM  (Reauest)
12:30 PM | Request |

My Requests

Use this option to keep track of your requests and
to see the status of your requests.

On the left navigation menu, click on My Requests.

Home

Requests

My Reguests
Make a request

Find a room

Request a specific
room

You will be able to see your upcoming booking

requests, as well as their statuses.
MY REQUESTS

2% Upcoming Bookings [~ |

Approved Room(s)

Event Title: Pool Party
Addt'l Comments:
A 0037 Saturday, June 08, 2013 2:00 PM - 5:00 PM Physics Department [ Gancet)
Media Equipment
Reqd? No
Event Title: Pool Party
Addt'| Comments:
0036 Friday, May 17, 2012 3:00 PM - 5:00 PM M UC 374 Physics Department [ Gancet)
Media Equipment
Req'd? No



On the top right corner, under Filter, you can
select different times to display.

MY REQUESTS

e T
[Z2A Upcoming Bookings ﬂ i
e e et [ Additional Informat o0 SoRC

Event Title: Pool Ihisi {-!:"l::
,) asl iWeel
Addt'l Commen |

:ﬁ 0037 Saturday, June 08, 2013 2:00 PM - 5:00 PM Physics Departme Last 3 Months

Media Equipme| Last & Months.
_ ot oem s In 2013

[FIEA Upcoming Bookings Iz‘

Additional Information Cancel

Event Title: Pool Party

To cancel a request, click on the Cancel button. e o (o=
Cancel

Phiysics Department
Media Equipment
Req'd? Mo

MY REQUESTS
L

To view the history of a request, click on the 70037 Saturday, June 08, 2013
request number.

€ 0036 Friday, May 17, 2013

REQUEST #0036
= BOOKING DETAILS

Request Type: Bookable Classrooms  Submitted to: <not specified=
Number-of-Attendees: 10

Status: & Approved
ew Cale MGnthly B Weekly [ Daily I Schedule

Time Information

Here you can see the current oy Moy 7,203 3000 S0P 0200
status, as well as the history Rooes ifrmston —
Of the requeSt. MUC 374 (Details) ~ SEM - Seminar  Default (Classroom)

o ORIGINAL REQUEST

B o

Date To Status: Subject:
B May14.2013425PM  AdhocSES  Approved  Portal Request Approved - #0036 - M UC 374
= May 13, 2013 9:57 PM Ad hoc SES Submitted Portal Request Submitted - #0036

Cancel this request

Whenever the status of your request changes,
you will receive an e-mail.

For further assistance, please e-mail scheduling@carleton.ca.



mailto:scheduling@carleton.ca

