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Outline
We’ve tried to make these instructions as clear as possible. If you have any 

feedback on the instructions or suggested improvements for the system, 
please email eli@socialinnovation.ca

• SECTION ONE: Room Booking System Overview

• SECTION TWO: Making a Booking

• SECTION THREE: Adding a Note/Description to your Booking

• SECTION FOUR: Making a Booking with Resources (projector, 
conference phone, etc.)

• SECTION FIVE: Changing or Cancelling a Booking

• SECTION SIX: Tentative Bookings



SECTION ONE

Room Booking System Overview



http://community.socialinnovation.ca

Login to the Intranet



Click one of these 
two spots. 



This is the Room Booking Calendar

These dark coloured 
boxes mean that the time 

has already passed.



These are all the room 
names.



Hover over a room name 
and a picture and 

description pops up.

(all rooms are free to 
members except the 

Innovation Lab @ Spadina)



The system defaults to 
today’s date. You can 

change dates using the 
arrow buttons or clicking 

on the calendar icon.



You can change locations 
by clicking one of these 

buttons.



See this? The rooms in Suite 120 
are interconnected, so there are 

some rules to manage these 
spaces. Click on the box for 

details.



To select a block of time, just drag 
and click across a selection of empty 
boxes. Give it a sec and the selection 

will change colours.



You can draw a 
picture!



Don’t draw a 
picture.



If you ever want to clear your 
selection, just click “clear”. 

(the system has a long memory so 
click “clear” anytime it seems to 

remember old bookings.)



Click here to look at all of the 
Bookings you’ve made.



Or click here to look at all of the 
Bookings that anyone in your 

organization has made.



SECTION TWO

Making a Booking



Let’s say you want to 
book the Sunshine Room 

from 9:00-11:30am on 
Wednesday, June 29 



Just drag your 
cursor across the 
appropriate slots



Click “Confirm”



Look good?



Now Click “Done”



You are now on the ‘My 
Bookings’ page. 



You can see here the 
details of your 

confirmed booking



You will get a confirmation email.



You will also get a reminder 48 
hours before any booking. 

If you don’t need the booking any 
more, follow the link and cancel it.



SECTION THREE

Adding a Note/Description to your 
Booking



Adding a note or description to 
your booking helps you to 

remember the purpose of the 
meeting and to differentiate it 

from your other bookings.



When you 
are on this 

confirmation 
page, click 
“Modify”



Enter your 
notes here



Scroll down and 
click “Next Step”



Now Click “Done”



Notes appear in 
this column. Click 
on the text for the 

full note.



SECTION FOUR

Making a Booking with Resources



Let’s say you want 
the Think Tank and 

a projector on 
June 30 from 

11:00am-1:00pm



Time for the ol’
drag & click



“Confirm”



The room, date 
and time are 

correct. 

But you want a 
projector.



Hit “Modify”



This page has 
additional detail 

about the booking



Change this info if 
someone else should 

be the contact for 
this booking 



If you are staff of more than 
one organization, you can 
associate the booking with 
the right organization using 

this drop-down menu.



If you are having just a few people, 
no need to ‘order’ coffee. But if it’s a 

larger (6+) event, we ask you to 
cover the costs of coffee. 



This shows you whether a 
resources is available 



Enter “1”



Look – you can make it a 
tentative booking. We’ll 

get to that later.



Click “Next Step”



You can see that 
the Projector is 

listed here



Click “Confirm”



Here it is, with the 
projector.



SECTION FIVE

Changing or Cancelling a Booking



There are two routes to changing or 
cancelling a booking.

The first is to follow the link in the 
booking reminder



This brings you to a webpage that 
is specific to the booking.



This brings you to a webpage that 
is specific to the booking.

Click “Edit”



The second route is to go 
to the “My Bookings” tab



And then press “modify”



Both routes bring you to 
this page, where you can 
change the details of the 

booking.



Use this drop-down 
menu if you want to 
cancel the booking.



Or add/delete ‘Extras’ by 
changing the numbers in 

these boxes.



Scroll to the bottom and 
click “Submit” when you 

are done.



The Revised booking is 
here. If it looks good, you 
are finished. If you want 
to make further changes, 

click “Edit” again.



SECTION SIX

Tentative Bookings



“Tentative Bookings” are an option if your 
meeting isn’t confirmed. This effectively 

places a ‘hold’ on the room, date and time.

This option may be particularly helpful if 
you are holding a couple of dates while 
working with the participants to finalize 

the selected meeting day/time.



Here are some basic rules about 
Tentative Bookings:

• Tentative bookings can only be made for bookings that are at least two 
days away (there is no tentative option for bookings within 48 hours)

• Your tentative booking will be automatically released 48 hours before 
the day/time if you haven’t confirmed the booking.

• You will receive an email reminder every 72 hours to confirm or cancel 
your tentative booking

• If you see that another member has made a tentative booking for a 
day, time and room that you want, you can make a request for that 
booking. The member who made the original tentative booking will have 
48 hours to confirm or release the booking.

• If another member requests your tentative booking, you will have 48 
hours to confirm the booking or it will be automatically released.



Start by making a new 
booking.



Click “Modify”



Scroll to the bottom and 
‘check’ the “Tentative”

checkbox.



Then click “Next Step”



Make sure the booking 
looks good.

You can see here that it 
is “tentative”.



Press “Confirm”.



You can see here that it 
is “tentative”.



Come back to your “My Bookings”
page and click “modify” whenever you 
want to confirm or delete the booking.

Remember that it is automatically 
released 48 hours in advance if you do 

not confirm the booking.



Here, you can see that someone 
else has made a tentative booking. 
(it’s a different colour and it has the 

word “Request” on it)



If this is a day, time and room that 
you want, click “Request”.



This page confirms the details of 
the request and describes what will 

happen.



If everything looks 
good, click “Request”.

You will receive an email and the 
original booker will also receive an 

email, giving them 48 hours to 
confirm.



If you made the original tentative 
booking, you will get this email. If 
you ignore the email, the tentative 

booking will be automatically 
released in 48 hours.



Click this link to 
confirm or cancel the 

tentative booking.



You are brought to this 
page. Pick the 

appropriate options and 
then click “Finalize”.



You are brought to this 
page. Pick the 

appropriate option and 
then click “Finalize”.

An email will be sent to 
both members 

confirming the results 
of the selection.



THE END


