CENTRE FOR
SOCIAL
INNOVATION

CS1 Room Booking Tool
User Instructions

Fall 2011



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

e SECTION ONE: Room Booking System Overview
e SECTION TWO: Making a Booking
e SECTION THREE: Adding a Note/Description to your Booking

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

e SECTION FIVE: Changing or Cancelling a Booking

e SECTION SIX: Tentative Bookings



SECTION ONE

Room Booking System Overview
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This is the Room Booking Calendar
Dashhoard Organizations People Bventss. Buzz Jobs Booking System "‘CTE'E;*E content _

Search

Book A Space My Bookings My Organization’s Bookings

LOCATION: (&) CSlSpadina () CS| Annex Clear m

« previous Day - TUesday Jun 14, 2011 E Mewxt Day —#

Tuesday Aterns Fizhkoy Irrcaticn Sunishine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Suite 120 -
Jun 14, Zavings Lak Room Foarm Scratchpad 1 2 3 4

201 Meetin :
By 2 These are interconnected rooms. Click for details

00
T30
GO0k
B30
00k
3300

1 0: 004k

113080

These dark coloured

boxes mean that the time
has already passed.




Dashbhoard

Organizations People Evenis=. Buzz .Jobs Boaking Systemn + Create contemt _

Book A Space

Search

My Bookings My Organization’s Bookings

LOCATION: (&) CSlSpadina () CS| Annex Clear m

Tuesday
Jun 14,
2011

00

T30

GO0k

B30

00k

3300

1 0: 004k

113080

« previous Day - TUesday Jun 14, 2011 E Mewxt Day —#

Aterns Fizhkoy Irrcaticn Sunishine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Suite 120 -
Zavings Lak Room Foarm Scratchpad 1 2 3 4

Meeting = : :
R These are interconnected rooms. Click for details




Dashboard Organizations People FEvents_Buzz .Jobs Booking Systemn + Create content _
Search

Book A Space My Bookings My Organization’s Bookings

LOCATION: (&) CSlSpadina () CS| Annex Clear m

“previous Day - TUesday Jun 14, 2011 @ Mext Day =

Imncveation Sunshine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Suite 120 -
b Room Foam Scratchpad 1 2 3 4

Tuesday Atterns
Jun 14,
2011

These are interconnected rooms. Click for details

Hover over a room name
and a picture and
description pops up.

Thiz iz & small meeting room on the fourth
floor of TSl Spading, featuring an exteriar
facing wvindowy and a buit-in svhitebosrd.

Max Capacity &
Arrangements

3 people boardroom style
Daily Rate
F0.00
Hourly Rate

(all rooms are free to
members except the
Innovation Lab @ Spadina)

113040

12:00Pk

12:30PM

1: 30PN



Dashbhoard
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Organizations People Evenis=. Buzz .Jobs Boaking Systemn + Create contemt _

Book A Space

LOCATION: (&) CSl Spadina () CS1 Annex

Tuesday
Jun 14,
2011

00

T30

GO0k

B30

00k

3300

1 0: 004k

113080

Search

My Bookings My Organization’s Bookings

Sunishine T Thirk Tark Suite 120 - Suite 120 - Suite 120 - Suite 120 -
Scratchpad 1 2 3 4

« previous Day - TUesday Jun 14, 2011 @ Mewxt Day —#

Aterns Fizhkoy Irrcaticn
Zavings Lak Room Foarm
Meeting

Roorm

= I 1 i
I | [ N U [ |

[ . — The system defaults to
today’s date. You can
change dates using the

arrow buttons or clicking
on the calendar icon.

These are interconnected rooms. Click for details




Dashboard Organizations People Events= . Buzz .Jobs Boaking Systemn + Create contemt _
Search

Book A Space My Bookings My Organization’s Bookings

@G} C5l Spadina () CSI.&nD Clear m
“ previous Day - TUesday Jun 14, 2011 E Mewxt Day —#

Tuesday Aterns Irrcaticn Sunishine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Suite 120 -

Jun 14, Zavings Lak Room Foarm Scratchpad 1 2 3 4

2011 Meeting = : :
By These are interconnected rooms. Click for details

00
T30
GO0k
B30

00k

You can change locations
by clicking one of these
buttons.

3300

1 0: 004k

113080
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Dashboard Organizations People Events= . Buzz .Jobs Boaking Systemn + Create contemt _

Search

Book A Space My Bookings My Organization’s Bookings

LOCATION: (&) CSlSpadina () CS| Annex Clear m

« previous Day - TUesday Jun 14, 2011 @ Mewxt Day —#

See this? The rooms in Suite 120
are interconnected, so there are
some rules to manage these

spaces. Click on the box for
details.




¥ ; . - x ] 1 & E
Dashboard  Organizatiohs People  Everitt. Buzz .Jobs Booking System M | + Create content _
Caarch

Book A Space My Bookings My Organi3

To select a block of time, just drag
oemon @ s 0 oo | AN ClICK @cross a selection of empty 3
boxes. Give it a sec and the selection
e will change colours.

Meeting
Foom

FO0AR

T30AM

Gt 00

G308 M

004K

304

10: 008k

10:308M

11: 008k

11: 30480

12:00P
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Dashboard Organizations People PFveniss.Buzz .Jobs Booking System + Create content _

Search

Book A Space My Bookings My Organization’s Bookings

LocaTION: (3) CSl Spadina () CSl Annex Clear m

< previous Dae_ TU@Sday Jul 5, 2011 @ Mewxt Day —#

Tuesday Jul | Aleha Fizhkoyw] Inroyation sunzhine The Ngvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Suite 120 -
5, 2011 Eavings Lak Rioom Room Scratchpad 1 2 3 4
hleeting z : :
Risih Thesze are interconnected roams. Click for detailz

You can draw a
picture!

T 00k

L
(3]
fon
=
=

11:004k

11: 3040

A MNPRA
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Dashboard Organizations People PFveniss.Buzz .Jobs Booking System + Create content _
Search

Book A Space My Bookings My Organization’s Bookings

LocaTION: (3) CSl Spadina () CSl Annex Clear m

“previousDay  TU@Sday Jul 5, 2011 @ Mext Day —

Tuesday Jul | Alterna Fizhkoyw] Inroyation sunzhine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Suite 120 -
5, 2011 Savings Lak Rioom Room Scratchpad 1 2 3 4
hleeting z : :
Risih Thesze are interconnected roams. Click for detailz

Don’t draw a
picture.

T 00k

T 30AM

002k

93040

100040

103080

11:004k

11: 3040

A MNPRA
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Dashboard Organizations People BvemSs.Buzz .obs Booking System b + Create content _

Book A Space My Bookings My Organization’'s Bookings

LOCATION: (&) C5l Spadina () CSlAnnex
& previous DayWednesday Jun 29, 2011 @ Mext Day —

Wednesday | Alterna Fishkow Imnovation Sunshine The Harvest | The Think Tank Suite 120 - Suite 1 Suite 1 20 - Suite 120 -
Jun 29, Savings Lak Foarm Room Scratchpad 1 3 4
A EEHIHQ Thesze are sierconnected rooms. Click for details
fululy
To0080
723040
G004

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

9:3048
10:004

10504

i (the system has a long memory so
w1 click “clear” anytime it seems to
remember old bookings.)

12:30H

1:00PR

1:30PM

2:00Pm

20 30PM



Organizations ™\ People  Events=.Buzz .Jobs Boaking Systemn + Create contemt _

Dashbhoard

Book A Sphce

Search

My Bookings y Organization’s Bookings

LOCATION: (&) C5 Spadina O%&x Clear m

Tuesday
Jun 14,
2011

00

T30

GO0k

B30

00k

3300

1 0: 004k

113080

4 = ki

Click hereto look at all ofthe ... ...

Zavings 4

outshi BOOkingS you,ve made_ 5. Click for details

T




Dashbhoard

+ Create comtent

Book A Space

LOCATION: (&) CSl Spadina () CS1 Annex

Tuesday
Jun 14,
2011

00

T30

GO0k

B30

00k

3300

1 0: 004k

113080

Organizations  People”™ Eventss. Buzz Jehs Booking System
Search

My Bookings ( My Organization’s Bookings

Clear

« previiz Day - TUuesday Jun 14, 2011 @ Mewxt Day —#

Aterns Fizhkoy Irrcaticn Sunehine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Suite 120 -
Zavings Lak Roo Foarm Scratchpad 1 2 3 4

Meetin

By 2 These are interconnected rooms. Click for details

Or click here to look at all of the
Bookings that anyone in your
organization has made.




SECTION TWO

Making a Booking



L

Book A Space My Bookings My Organization's Bookings

LOCATION: (3) CSl Spadina () CSl Annex Clear m

+ previous DeyWednesday Jun 29, 2011 @ Mext Day —*

Wednesday | Alerna Fighkowyl Inniovation Sunshine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Swite 120 -
Jun 29, Savings Lak Room Room Scratchpadd 1 2 3 4
2011 heeting . . .
Thesze are interconnected rooms. Click for details
Foom

008

o308

50040

53050

Let’s say you want to
book the Sunshine Room
from 9:00-11:30am on
Wednesday, June 29

11030480

12:00Pn

12:30P

1:00Pm



L

Book A Space My Bookings My Organization's Bookings

LOCATION: (3) CSl Spadina () CSl Annex Clear m

+ previous DeyWednesday Jun 29, 2011 @ Mext Day —*

Wednesday | Alerna Fighkowyl Inniovation Sunshine The Harvest | The Think Tank Suite 120 - Suite 120 - Suite 120 - Swite 120 -
Jun 29, Savings Lak Room Room Scratchpadd 1 2 3 4
2011 heeting

— The=e are interconnected rooms. Click for details

0k

Just drag your
cursor across the
appropriate slots

3308 M

004k

304

10008k

10: 308

11: 004k

11030480

12:00Pn

12:30P

1:00Pm



Book A Space

My Bookings My Organization's Bookings

LOCATION: (3) CSlSpading (O C5) Annex

Wednesday | Alerna

Jun 29,
2011

0k
T304
300
3308 M
004k
304
10008k
10: 308
11: 004k
11030480
12:00Pn
12:30P

1:00Pm

Savings
heeting
Foom

+ previous DeyWednesday Jun 29, 2011 @ Mext Day —*

Suite 1

Fighkowyl Inniovation Sunshine The Harvest | The Think Tank Suite 120 -
Lak Room Room Scratchpadd 1

The

Click “Confirm”

Suite 120 - Suite 120 -
3 4

oimz. Click for details
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Dashboard Organizations 'ﬁéﬁﬁle Events Burz  Johs  Booking System'

+ Create content

Your booking Look good?

Sunshine Room
Wednesday June 29, 2011 - 9:00am to 11:30am

Resources and Mone
Services:

Organization: =l Test Member

Comtact: =l Test Member Contact =consutingi@socialinnovation.ca=

Status:



Dashboard Organizations 'ﬁéﬁﬁle Events Burz  Johs  Booking System'

Your booking

Sunshine Room
Wednesday June 29, 2011 - 9:00am to 11:30am

Resources and Mone
Services:
Organization: =l Test Member

Comtact: =l Test Member Contact =consutingi@socialinnovation.ca=

Status:

Cont ] oty L vone

Now Click “Done”
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Dashboard Orpanizations  People FEvents.. Buzz  Jobs  Booking System + Create content _

Book A Spacg¢ My Bookings My Organization’s Bookings

FROM DA TE: T
2011-06-28 201 Apply
Fomigd: 2011-06-16 Fomiat
Date Time Extras Booked Invoiced to Cost Booking Status Make Changes

Wiednesday, Jun 29 | 2:00am - 11:30am | =unshi 1 min 2 secago | CEl Test Member F0.00 Confirmed modity

You are now on the ‘My
BOOkings, page- 2 2009 Development Seed




Ped ® You can see here the
Dashboard Organizations Pelﬁaie Events - Buzz  Jobs Bnukn detai IS of you r
B confirmed booking

My Bookings My Organization’s Bookings

FROM DATE: TODATE:
2011-06-28 2012-06-30 pply
Format: 200-06-18 Fomat: 204-0e-1&

Date Time Space Extras Booked Invoiced to Cost Booking Status  Make Change

Wiednesday, Jun 29 | 2:00am - 11:30am | =unshine Room 1 min 2 secago | CEl Test Member F0.00 Confirmed modity

2 2005 Development Seed



You will get a confirmation email.

X - Microsoft Outlook

Edi ‘iew Go Tools Actions  Help
lew ~ = NE "L.I X | .f_,*l'«_'eply ._-,&Repl«;f to &l ,_?Fl:nrwarl:l | Senl:l Recewe - _-_-pFII'IIj @ | [ Typean:l:lntan:t tofind = | u@!
& @u ) A]2].9 |y e FEEEY.

: Folders ¢ [/@ From Subject |Received ¥ Size it

rafts [16] [-] roombooking@socialinn... Your booking for 2011-06-30 has been confirmed! hu6/16/2011 %33 PM 7KB

o 1] w=i-na 0B 1 NI IR TTER SRR SS IIERE RS BRI S T -l ~lar lAanaa = rFranea - arn




B Booking reminder - Message (Plain Text)

! File Edit Wew Insert Format  Tools  Actions  Help

£ JaReply | iReplytoal | Forwsrd [ o [ G| X | & - v -4 G @8

Extra line breaks in this message wers removed,

Frarm: info@sacialinnoyation.ca on behalf of roombooking@sacialinnowvation.ca
To: consulting@socialinnovation, ca
e

Subject:  Booking reminder

Cost: §169.50

Cozt details here:

Space: Innovation Lab

Date and time: Zunday, June 19, 2011 9:00am to 1:00pm

EBooking Statuzs: Confirmed

Fesources and Services: Coffee & Tea (3padina) [5], Screen [(Spadina) [1], TVADVD Player
Contact MName: C3I Test HMember Contact

Contact Email: consultingdsocialinnovation.ca

Invoiced to: C3I Test HMember

http:/foommunity. Socialinnovation. ca/ node/ 5374

MNo wirus found in this
Checked by AVG — wWW.s

Version: 10.0.1382 / W

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.

[Spadina)




SECTION THREE

Adding a Note/Description to your
Booking



Addlng a note or descrlptlon to
your booking helps you to
remember the purpose of the
meeting and to differentiate it
from your other bookings.

sunshine Room
Wednesday June 29, 2011 - 9:00am to 11:30am

Resources and MNone

Services:

Organization: =l Test Member

Comtact: =l Test Member Contact =consutingi@socialinnovation.ca=

Status:



L 4 ] ' ’

Dashboard Organizations '"'Phi'aﬁﬁle Events Buzz  Johs B'Euking System

Your booking

E:ﬂjg;ﬁﬁg;ﬂnﬂ - 900amto 11:30 When you
Resources nd fione are on this
zf;::iez:::iun: C3l Test WMember CO nfi rm ation
Contact: C3l Test Member Contact 2 page, CI ick
“Modify”

Status:

Back Done




Logged in as Eli Malinsky

T

Dashboard Organizations Peupié Bvents™. Buzz .Jobs Rnnrﬁ Booking The Manual

sear
Enter your

CONTACT AND INVOICE INFORMATIOL  notes here

Tell us who is responsible for this booking.

CONTACT HAME: *
Eli Malinsky

Who showld we comtact egaming this dooking ? This persor showld e on or Fecessifle dudng the pedods covesd by the booking.

CONTACT E-MAIL ADDRESS: *

elifsocialinnovation.ca

CONWTACT PHOME:

NOTES;

INWOICED

Centre for Social Innovat]

A bookieg iz inwoiced fo 27 omganization.

ANNEX LOUNGE, TUESDAY OCTOBER 25, 2011 - 7:00AM TO 7:30AM




Add services and resources ta this booking.

Service

Coffes & Tea (Spading)

Rezource

Screen (opading)

TWIDVD Plaver (Spadins

Projector (Spading)

Flipchatt + Markers

Conference Pod

Cost

$2.00

Cost per unit

F0.00

$0.00

F0.00

$0.00

F0.00

Cuantity

Cuantity
1 availahle
1 Fuailable

1|
2 availahle

5 Fuailable

2 availahle

[] Tertative

row can wIlie @ tertative hookirg wher you e eol 1009
Wi il tigger ar email notifcation fo you, giving yod

otep 2 of 3

Scroll down and
click “Next Step”

fold " an that e slof. Arother wesbercan eguest die mam,

Hext Step




Dashboard Organizations 'ﬁéﬁﬁle Events Burz  Johs  Booking System'

Your booking

Sunshine Room
Wednesday June 29, 2011 - 9:00am to 11:30am

Resources and Mone
Services:
Organization: =l Test Member

Comtact: =l Test Member Contact =consutingi@socialinnovation.ca=

Status:

Cont ] oty L vone

Now Click “Done”




g

3 :;_ '-.* -'I
Dashboard Organizations People PEvents®. Buzz Jobs RoomBooking The Manual

Book A Space My Bookings My Organization’s Bookings  Admin m

FROM DATE: TOOATE:

2011-10-18 2012-10-19 Apply

Fomat: 2001-10-19 Fomats 20T 1EE NOtes appear in

~ | this column. Click
© 0| on the text for the

Tuesday, Oct 18 | S00am - 11:00am Msﬁi”#gfmm 15 weshs 1 fu" n Ote- [ cancel

ate Time Space

Centre far
Mesting Roam
Fricay, Oct 21 9:00am - S:30pm #94 2 Weeks 1 dayago Zocial F0.00 Confirmed modify | cancel
Innovation
Centre for
Unpublizhed H th
Tuesday, Oct 25 | Y:00am - 7:30am (LRI g { sec ago Social F4294 Confirmed modify | cancel
Annex Lounge notes. If you. .
Innowation
2 Centre for
Meesting Room . : .
Tuesday, Oct 25 | 3:00pm - 5:00pm 4 15 weeks | davago Social F0.00 Confirmed modity | cancel
Innovation
, Centre far
Alterrs Savings : : ’
Tuesday, Oct 25 | B:00pm - 2:00pm ; 15 weeks 5 days ago Social F0.00 Confirmed modify | cancel
Meeting Room )
Irimoation
Cerntre for
npublizhed
Satirday, Oct 29 | 7:30am - g:00gm | ConRuRlished)

S weeks 5 davs ago Zocial F0.00 Confirmed madify | cancel
Arnnex Lounce : Z



SECTION FOUR

Making a Booking with Resources



Book A Space

LOCATION: (3 CS| Spading () C3 Annex

Thursday
Jun 30,
2011

Fi00aR
T304
G 00
3 30 M
004
304
100002k
100308
11004k
1103040
12:00Pn
12:30P

1:00Pm

My Bookings

Alterna
Savings
heeting
Foom

Fishkbayy

Inniavation

My Organization’s Bookings

“ previous Day - ThUrsday Jun 30, 2011 @
Sunzhine The Harvest | The Think Tank
Room Room Scratchpad

Lak

Mext Day —*

Suite 120 - Suite 120 - Suite 120 - Suite 120 -

i

2 3 4

The=e are interconnected rooms. Click for details

Let’s say you want
the Think Tank and
a projector on
June 30 from
11:00am-1:00pm




=y

Book A Space My Bookings My Organization's Bookings

LOCATION: () CSlSpading () C3l Annex Clear m

= Previous Day Thursday Jun 3“, 2011 @ Mext Day —*

Thur=day Atterna Fizhbo] Inmiovation Sunshine The Harvest | The Think Tank Suite 120 - Suite 120 - | Suwite 120 - | Suite 120 -
Jun 30, Savings Lak Roam Roam Scratchpad 1 2 3 4
2011 Meeting : i .
R These are interconnected rooms. Click for details
OO

004

7308

20080

Time for the ol’
drag & click

9304 M

10: 002k

1003020

11: 002k

11: 3080

12:00Ph

120 30PN

1:00Pm



Book A Space My Bookings My Organization's Bookings

LOCATION: () CSlSpading () C3l Annex Clea m

= Previous Day Thursday Jun 3“, 2011 @ Mext Day —*

Thursday Alterna Fishbomel Inmovation Sunzshine The Harvest  The Think Tank Suite 120 - Suj
Jun 30, Savings Lak Roam Roam

A . “Confirm”

ERAILEN

Suite 120 - Suite 120 -
3 L)

nnected rooms. Click far details

T 30AM

Sr00am

G304

:00A M

9304 M

10: 002k

1003020

11: 002k

11: 3080

12:00Ph

120 30PN

1:00Pm
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Dashboard Organizations People Bvemis.. Buzz  Jobs  Hooking Sys__tem

Your booking The room, date
Think Tank and time are
Thursday June 30, 2011 - 11:00am to 1:000m

correct.

Resources and Mone

Services:
Organization: =l Test Member B ut yo u Wa nt a
Contact: CEl Test Member Contact =consultingid s

Status: p rOj e Cto r-

 gack | mociy
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Dashboard Organizations People PBvemis.. Burz  Jobs  Booking System

Your booking

Think Tank
Thursday June 30, 2011 - 11:00am to 1:000m

Resources and Mone
Services:

Organization: =l Test Member

Hit “Modify”

Contact: CEl Test Member Contact

Status:



CONTACT AND INVOICE INFORMATION

Tell uz who iz rezponszible for thiz boaking.

CONTACT MARME: # This page haS

5l Test Member Contact

Whao shldie we camtact egaing this hookirg T This pemon showld e o site or 2 ad d iti o n a I d eta i I

COMTALCT E-MAIL ADDRESS: *

consulting@sacialinnovation. ca about the bOOking

COMTALCT FHONE:

INVOICED TO:
C5l Test Member »

A hooking iz irrofced fo ar omanizatiaon.

THINK TANK, THURSDAY JUNE 30, 2011 - 11:00AM TO 1:00PM

Add zervices and resources ta this booking.

Service Cost Cuantity
Coffes & Tea (Spading) F2.00
Rezource Cost per unit Cuantity
Soreen (Spadina) F0.00
1 auailable
T DD Plarver (Spading) F0.00
1 Fuailaple
Projector (Spading) F0.00

2 Juzilahle



CONTACT AND

fhio iz responzible for this booking.

DOMTACT MAME: *
5l Test Member Contact

Wha shldid we camtact regaming this bookirg ? This pemon showld be of sitd or secessible dunng the pedod's

COMTALCT E-MAIL ADDRESS: *

consulting@sacialinnovation. ca

COMTACT FHOME:

INVOICED TO:
C5l Test Member »

A hooking iz irrofced fo ar omanizatiaon.

THINK TANK, THURSDAY JUNE 30, 2011 - 11:00AM TO 1:00PM

Change this info if
someone else should
be the contact for
this booking

Add zervices and resources ta this booking.

Service Cost
Coffes & Tea (Spading) F2.00
Rezource Cost per unit
Soreen (Spadina) F0.00
T DD Plarver (Spading) F0.00
Projector (Spading) F0.00

Cuantity

Cuantity

1 auailable

1 Fuailaple

2 Juzilahle




CONTACT AND INVOICE INFORMATION

Tell uz who iz rezponszible for thiz boaking.

CONTACT HARME: *
5l Test Member Contact

Wha shldid we camtact regaming this bookirg ? This pemon showld e of site or aecessible duning the pedod's coveed by e dookimg.

CONTACT E-MAIL ADDRESS: *
consulting@sacialinnovation. ca

COMTALCT FHONE:

fNvolCED TO:
C5l Test Member »

A hooking iz irroiced fo ar amgghization.

THINK TANK, THURSDAY JUNE 30, 2054

= 11:00AM TO 1:00PM

Add zervices and resources ta this booking.
Service

Coffes & Tea (Spading)

Rezource

Soreen (Spading)

TR D Player (Spadins)

Projector (Spadina)

~.__| If you are staff of more than
one organization, you can
associate the booking with

000 the right organization using
this drop-down menu.
.00

2 Juzilahle



CONTACT AND INVOICE INFORMATION

Tell uz who iz resy

«wowe | |f you are having just a few people,

5 Test Mem

w204 no need to ‘order’ coffee. But if it’s a

COMNTALCT E-MAIL

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

INVOICED TO:
C5l Test Member »

A hooking iz irrofced fo ar omanizatiaon.

THINK TANK, THURSDAY JUNE 30, 2011 - 11:00AM TO 1:00PM

Add zervices and resources ta this booking.

Service Cost Cuantity
Coffes & Tea (Spading) F2.00
Rezource Cost per unit Cuantity
Soreen (Spadina) F0.00
1 auailable
T DD Plarver (Spading) F0.00
1 Fuailaple
Projector (Spading) F0.00

2 Juzilahle



CONTACT AND INVOICE INFORMATION

Tell uz who iz rezponszible for thiz boaking.

CONTACT MAKME: *

C3l Test Member Contact
Wha shldid we camtact regaming this bookirg ? This pemon showld e of site or aecessible duning the pedod's coveed by e dookimg.

COMTALCT E-MAIL ADDRESS: *

consulting@sacialinnovation. ca

COMTALCT FHONE:

INWOICED TO:

C5l Test Member »

A hooking iz irrofced fo ar omanizatiaon.

THINK TANK, THURSDAY JUNE 30, 2011 - 11:00AM TO 1:00PM

| This shows you whether a
d resources is available
Soreen (Spadina) F0.00

T DD Plarver (Spading) F0.00

Projector (Spading) F0.00

Cuantity

Cuantity

1 auailable

1 Fuailaple

2 Juzilahle



CONTACT AND INVOICE INFORMATION

Tell uz who iz rezponszible for thiz boaking.

CONTACT HARME: *
5l Test Member Contact

Wha shldid we camtact regaming this bookirg ? This pemon showld e of site or aecessible duning the pedod's coveed by e dookimg.

COMTALCT E-MAIL ADDRESS: *

consulting@sacialinnovation. ca

COMTALCT FHONE:

INVOICED TO:
C5l Test Member »

A hooking iz irrofced fo ar omanizatiaon.

THINK TANK, THURSD/

Add zervices and resources

Enter “1”

Service

Coffes & Tea (Spading)

Rezource

Soreen (Spading)

TR D Player (Spadins)

Projector (Spadina)

Cost

200

Cost per unit

$0.00

$0.00

$0.00

Cuantity

Cuantity

1 auailahle

1 Fuailaple

2 Juzilahle



Add zervices and resources ta this booking.

Service Cost Quantity
Coffes & Tea (Spadina) F2.00
Resource Cost per unit Guantity
Soreen (Spadina) F0.00
1 Fvailafle
T%DWD Player (Spading) F0.00
1 available
Prajectar (Spading) $0.00 1|
2 avgilable
Flipchart + Markers F0.00
5 auiail af e

Look — you can make it a
— tentative booking. We’'ll
You can make 3 teghative hooking when yo get to that Iater- that fimeslot. Arother membercan mpuest the oo,

witich Wil tiggegln email motifeation fo

hle

otep 2 of 3

Hext Step



Add services and resources ta this booking.
Service

Coffes & Tea (Spading)

Rezource

Screen (opading)

TWIDVD Plaver (Spadins

Projector (Spading)

Flipchatt + Markers

Conference Pod

Cost

$2.00

Cost per unit

F0.00

$0.00

F0.00

$0.00

F0.00

Cuantity

Cuantity
1 availahle
1 Fuailable

1|
2 availahle

5 Fuailable

2 availahle

[] Tertative

row can wIlie @ tertative hookirg wher you e eol 1009
Wi il tigger ar email notifcation fo you, giving yod

Click “Next Step”

fold " an that e slof. Arother wesbercan eguest die mam,

otep 2 of 3

Hext Step



Dashbhoard Organizations 'Péuﬁle Events..

Buzz

Johs  Booking System

‘! ]

+ Create comtent

Confirm booking

You can see that
the Projector is
listed here

Think Tank

Thursday June 30, s to 1:00pm —
Resources and| Projector (Spadina) [1] <+

Services:

Organization:  C5| Test Member

Contact: 5l Test Member Cortact =consultingi@socialinnoyation .ca=

Status: In process

2 2009 Developm



Dashboard Organizations People Events.. Buzz Jobs  Booking System + Create content

Confirm booking

Think Tank
Thursday June 30, 2011 - 11:00am to 1:00pm

Resources and Projector (Spadina) [1]
Services:

Organization:  C5| Test Member

Contact: 5l Test Member Contact =consuli ocialinnoyation cas

Status: In process Click “Confirm,,

Mc Iﬁ'l_'.‘

2 2009 Developm



-

' - s

Dashboard Peﬁplu Events.. Buzz Jobs Booking System

Organizations

Book A Space My Bookings My Organization's Bookings
EROM DATE: TO DATE:
2011-06-25 2012-06-16 Apply
Fomat: 2013-0618 Fomat: 2091-06-15
Date Time Space Extras Booked

Wednesday, Jun 29 | 2:00am - 11:530am | Sunshine Room

34 min 39 secago

Projectar

s cronecomert. [N

Invoiced to

23l Test Memiog

Thursday, Jun 30 11:00am - 1:00pm Think Tank

prave

(Spadina) [1]

o=l ezt Membd

Here it is, with the
projector.

2 2009 Development Seed




SECTION FIVE

Changing or Cancelling a Booking



B Your booking for 2011-06-30 has been confirmed! - Message (Plain Text)

! File

P Reply | CReplyt

Edit  Wiew I

(5 T--1 o L=l

Frarm: infoi@socialin
Tos consulting@
o

Subject:

There are two routes to changing or

cancelling a booking.

Your boaoking For 2011-06-30 has been confirmed!

he

Space: Think Tank

Date and time:
Eooking Ztatus:

Flea=se note that the following hooking has been confirmed:

mesaey, ome| | N@ First is to follow the link in the

Confirmed

Feszources and Serwvices: Projec t) l(. 1 (j
Contact HName: C3I Test HMewber oo Ing remln er

Contact Email:

consultingidsoci

Invoiced to: C3I Test HMember
Co=st: 30

make any changes to this booking, please wiszit "wy bookings"™, or click

http://ocommmunity. Social innovation. ca nodes 5400
O ———

o wirus found in this message.
Checked by AVG - wyw.avg.Ccom
Version: 10.0.1358:2

S Wirus Databhase: 1513/3708 - Release Date: 06516711



" frumcaite: P is specific to the booking.

View Edit Clone

Room Booking

Space: Think Tank
Date: Thu, 06/3002011 -11:00 - 13:00

Resources and Projector (Spadina) [1]
Services:

Organization: =l Test Member

Contact: CEl Test Member Contact =conzultingi@socialinnovation .ca=
Status: Confirmed
tem Fumbet Fate Tatal
Think Tank 2 hour(g)  $0.00
Frojector (Spadina) 1 B0.00 £ halt-day
Subtotal
HST

Total

oo

.oo

.ao

0o

0o




Dashboard

Room

Space:
Date:

Resources an
Services:

Organization:

Orgarizaiifif: P is specific to the booking.

Booking

Think Tank
Thu, DE£30J2019 -11:00 - 1300

wl Projector (Spadina) [1]

CEl Test Member

Contact: CEl Test Member Contact =conzultingi@socialinnovation .ca=
Status: Confirmed
tem Fumbet Fate Tatal
Think Tank 2 hour(g)  $0.00
Frojector (Spadina) 1 B0.00 £ halt-day
Subtotal
HST

Total

Click “Edit”

oo

.oo

.ao

0o

0o




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

i

Booking System g + Create content _ SE

Peaplu Events.. Buzz  Jobs

Dashbhoard

Organizanens

Book A Space [ My Bookings ly Organization's Bookings
FROM DATE: TO DATE:
2011-06-23 2012-06-16 Apply
Fomat: 2011-08-18 Fomat: 203 1-06-16
Date Time Space Extras Booked Invoiced to Cost Booking
Status
Wednesday, Jun 29 | 2:00am - 11:530am | Sunshine Room 34 min 39 secago | C3l Test Member F0.00 Confirmed
’ Projectar e :
Thursday, Jun 30 11:00am - 1:00pm Think Tank 3 17 secago C5l Test Member F0.00 Confirmedd
(Spadina) [1]

Make Changes

miadify

miodify

2 2009 Development Seed



-

A a

Pashboard Organizations Peuhle

Book A Space My Bookings
FROM DATE: TO DATE:
2011-08-25 2012-06-16

Fomat: 2011-0e-16

Date

Wednesday, Jun 29

Thursday, Jun 30

9:00zm - 11:30am

11:00am - 1:00pm

Fomat: 20771-06-16

Space

Events..

Zunshine Room

Think Tank

Buzz  .Jobs Eiﬁukin_g System

My Organization's Bookings

s cronecomert. [N

And then

Extras Booked

34 min 39 secago

Projectar

17
tSpading [1] PRGAEE

Invoiced to Cost Make Changes
23l Test Member F0.00 miadify
CEl Test Member F0.00 Confirmed @

2 2009 Development Seed



View Edit Clone

L i L

Both routes bring you to

Think Tank, Thursday June 30, 2011 - 11:00am to 1:00]

SPALCE: *
Think Tank A
FROM DATE: *

05302011 11:00
Fomat: D51 %2071 Fomiat: 12:15
TO DATE:

053072011 13:00
Fomeat: D59 3204 4 Fomigt: 12:45

EOOKING STATUS: *

Confirrmed

SERVICES AND RESOURCES

this page, where you can
change the details of the
booking.

Add Booking

Maodify the services and resources for this booking.

Service

Coffee & Tea (Spadina)

Resource

Screen (Spadina)

TV/DVD Player {Spadina)

Cost

$2.00

Cost per unit

$0.00

$0.00

Cuantity

COLUNT:

Chuantity

GTY:

1 Fuailable

QTY:



View Edit Clone Add Booki

Think Tank, Thursday June 30, 2011 - 11:00am to 1:00pm

SPACE: *
Think Tank hd
FROM DATE: *
0R/30/2011 11:00
Fomat: 052011 Fomat: 12:48

TDDEEZDH 13:00 Use this drop-down
menu if you want to
cancel the booking.

Fomrgt: 08201

OKING STATUS®
Confirrmed

Cancelled
Tentative

S and resources for this booking.

Serw Cost Cuantity
Coffee & Tea (Spadina) $2.00 CODHT
Resource Cost per unit Chuantity
Screen {Spadina) $0.00 LTy

1 auailahle

TV/DVD Player {Spadina) $0.00 LTy



View Edit Clone Add Booki

Think Tank, Thursday June 30, 2011 - 11:00am to 1:00pm

SPACE: *

Think Tank hd
FROM DATE: *

0R/30/2011 11:00
Fomat: 052011 Fomat: 12:48
TO DATE:

0R/302011 13:00
Fomat: D& W20 Format: 12:98

EOOKIMG STATUS: *

Confirrmed

Cancell Or add/delete ‘Extras’ by

Tentative 0 RESOURCE

s and resou Changing the numbers in
these boxes. N e

Coffee & Tea (Spadina)

Resource Cost per unit

Screen (Spadina) $0.00

TV/DVD Player {Spadina) $0.00




Scroll to the bottom and
click “Submit” when you
are done.

CONTACT MaME: *
C5l Test Member Contact

CONTACT E-MAIL ADDRESS: *
consulting@socialinnovation.ca

CONTACT FHONE:

A phome qusber for e person onsifle fordhe event hooking.
INWOICED TO: *

5l Test Memb

The S00msoimg

Delete

Frization that will be icvoiced forthizs hooking.

uzilhle



o = |
L 1
) G ¥

- Ing Is
Dashboard Organizations People Brenis

viowr Lt s here. If it looks good, you
are finished. If you want
Room Booking to make further changes,
click “Edit” again.

Date: Thu, O6£30/2011 - 11:00 - 13:00

Resources and Flipchart + Markers [2], Projector (Spading) [1], Conference Pod [1]
Services:

Organization:  C5l Test Member

Contact: 5l Test Member Cortact =conzultingi@socialinnoyation.ca=
Status: Confirmed
ftem Mumber Fate Total
Think Tank 2 hourfs)  §0.00 0.00
Flipchart + Markers 2 B0.00 ¢ halt-day a.00
Frojectar (spadina) 1 F0.00 / halt-day 0.00
Conference Pod 1 B0.00 ¢ halt-day .00
Subtotal 0.00
H=T 0.00

Total 0.00



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.



| scarch [N

Book A Space My Bookings My Organization’s Bookings

LOCATION: (3) CSlSpadina () CS Annex Clear m

+ previous DayWednesday Jun 29, 2011 @ et Day —

Wednesday | Alterna Fizhibowy] Inmoyation Sunzhine The Harvest | The Think Tank Sute120- | Sute120- | Suite 120- | Suite 120 -
Jun 28, Savings Lak Room Foom Scratchpad 1 2 3 4
2011 Meeting I ) .
Thesze are interconnected rooms. Click for details
Room
70080
T3040

Start by making a new
booking.

2004k

3040

100020

105040

11:0020

11:3040

12:00Pm




Dashboard Organizations "'if'éﬁﬁle Events + Buzz  .Jobs

Your booking

Alterna Savings Meeting Room
Wednesday June 29, 2011 - 9:00am to 12:30pm

Resources and Rone

Services:

i, : (11 : 3
Organization:  C3l Test Member I c o I } !
Contact: CEl Test Member Col
Status:

Back m Done

2 2009 Development Sec



Add zervices and resources to thiz booking.

Service Cost Cuantity
Coffes & Tea (Spadina) F2.00
Resource

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

TWOWD Player (Spadina)

Projector (Spading)
checkbox.

Flipchart + Markers F0.00

5 Fuailahle
Conference Poc $0.00

2 guzilahle
P System (Spadina) F0.00

1 Fuailable

Tentative

Yoo cFn arahe @ bertative hooling when you e rol 100% confimed forthe date and e, This effectively places 8 tempoany hold "o that Hweslot. Arother membercan meguest e mo,
wiltich will tigger an email motifcation o you, giving you 3 howrs to confim or elegse the hooking.

Step 2 of 3

Hext Step



Add zervices and resources to thiz booking.

Service Cost Cuantity

Coffes & Tea (Spadina) F2.00
Resource Cost per unit Guantity

TIDMND Plaver (Spading) F0.00
1 Fuailable

Projector [ Zpading) $0.00
2 guzilahle

Flipchart + Markers F0.00
5 Fuailahle

Conference Poc $0.00
2 guzilahle

P& System [Spading) $0.00 Then cl ick (13 Next SteE”

Tertative

Youw can make @ tertative hooking kg w e gof 100% confimed forthe date and e, This efectively places 2 fempoany kold " or that ireslor. Arother member can eguest e o,
wiltich will tigger an email mal font fo yoo, gfwirg you 8 howrs to corfim or elegse the hooking.

Step 2 of 3

Hext Step




Make sure the booking
looks good.

Confirm booking

Alterna Savings Meeting Room
Wednesday June 29, 2011 - 2:00am to 12:30pm

Organization: CEl Test Member
Contact: I:SI Test Member Contact =consultingi@socialinnovation.ca=
Status: Tentatwe

m\ You can see h_ere that it

is “tentative”.

& 2009 Develnoment Seecd



Confirm booking
Alterna Savings Meeting Room Pl'eSS “Confi rm”.

Wednesday June 29, 2011 - 8:00am 1o 12:30p

Organization: CEl Test Member
Contact: CEl Test Member Soffitact =consultingi@socialinnoyvation.ca=

Status:

‘ Confirm

& 2009 Develnoment Seecd



ook A Space My Bookings My Organization’s Bookings

FROM DA TE: TOOATE:
2011-06-18 2012-06-19 Apply
Fomat: 207 1-06-12 Fomigt: 209 1-06-99

You can see here that it
Date Time Space Extras Bo is “tentative,,l

i ne kg L |
Coffes & Tea
[Spadine) [S]
) Soreen (Spading) ) )
Sunday, Jun 19 Q:00m - 1:00pm Inmoeation Lak (] 4 days 2 hoovs ago | TS5 Test Mem F169.50 Confirmed mioddify
IO D Player

(Spadine) [1]

Tuesday, Jun 21 11:00zam - 3:00pm Fizhbowyl 4 days 1 hodrago CEl Test Member Confirmed modify

Wiednesday, Jun 29 | 2:00am - 11:30am | Sunshine Room 2 days 16 howrsago | C2l Test Member F0.00 Confirmed modity

Alterna Savings
Wizdnesday, Jun 29 | 9:00am - 12:30pm : = 2 S8 ago C3l Test Member F0.00 Tertative modify
Mesting Room

Conference Pod
[2]
Flipchart +
Markers [2]
Projectar
[=padinag) [1]

Thursday, Jun 30 | 11:00am - 1:00pm Think Tank 2 days 15 howrsago | Col Test Member F0.00 Confirmed modity



My Bookings My Organization's Booking

RO DA TE: O OATE:
2011-06-18 2012-06-19 Apply
Date Time Space Extras Booked Invoiced to Cost

Coffes & Tea

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.

.00

Booking
Status

Confirmed

Confirmed

Conmweegd

Tertative

Confirmed

Make
Changes

MOty



Book A Space

LOCATION:  CS|Spading  CS|Annex

« previovs naWednesday Jun 29, 2011 [

These are interconnected rooms. Click for details

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)

Ra =i



Book A Space My Bookings My Organization's Bookings EGHEN

LOCATION: (¢ CS5ISpadina (& CSlAnnex Clear m

& previous DaWednesday Jun 29,2011 [ reaoay

Wednezday | Alterna Fizhbow!| Innowvation Sunzhine The Harvest | The Think Tank Suite 120 -
Jun 29, Savings Lak Foom Foom Scratchpad
2011 Mesting

Eoom

—= N
=
in
a
(=]
%]
=
=+
n
I
ke

LA
=
o
ra
o

These are interconnected rooms, Click for details

004N

10:004M

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

11:304M

12:00PM

12:30PM




| This page confirms the details of
wesnaes the request and describes what will
happen.

Tentative: Alterna Savings Meeting Room, Wednesday June 29, 2011 - 9:00am to 12:30pm
Request tentative booking?

By requesting this tentative booking, an e-mail message will be sent to the person who has made the
booking requiring them to confirm within 2 business days if they would like to keep the booking



1 If everything looks
st  good, click “Request”.

Tentative: Alterna Savings Meeting Room, Wednesday June 23, 2011 - 9:00am to 12:30pm
Request tentative bdoking?

By requesting thig/tentative booking, an e-mail message will be sent to the person who has made the
booking requighg them to confirm within 2 business days if they would like to keep the booking

You will receive an email and the
original booker will also receive an
email, giving them 48 hours to
confirm.




! Fle Edit ‘iew Insert Format

daReply | (-4 Reply to All | (2, Fary

Frarm: info@socialinnoyation.ca on
Tao: consulting@socialinnoyation
c

If you made the original tentative
booking, you will get this email. If
you ighore the email, the tentative
booking will be automatically
released in 48 hours.

Subject:  Centre For Social Innovation Tenkative Booking Confirmation Request

Another member has wade a request for your tentative booking: Tentative:
Alterna Qavings Meeting Room, Wednesday June 29, 2011 - 9:00am to 12:30pm.

Please note that you until 1:26PM Tuesday June 21,
please click here:

To confirm the hooking,

http://comminity.socialinnovation. ca/csi/booking/ tentative/confirm/ 5405

Mo wirus found in this message.
Checked by AVG - wyw.avg.com
Version: 10.0.1382 / Virus Database: 151373713 - Release Date: 06/13/11

2011 to confirm this hooking or it will he released.

Sent:

Sur 6/19/2011 1:26 PM



! Fle Edit “iew Insert Format  Tools  Actions  Help

ey | reptonl | rorwad | | A e [ X e -0 Al 0f8

Extra line breaks in this message were remaoved,

Fraom: info@socialinnoyvation.ca on behalf of roombooking@socialinnovation, ca Sent:  Sum 6192011 1:26 PM
Tao: consulting@socialinnoyation. ca
o

Subject:  Centre For Social Innovation Tenkative Booking Confirmation Request

Another member has wade a request for your tentative booking: Tentative:
Alterna Qavings Meeting Room, Wednesday June 29, 2011 - 9:00am to 12:30pm.
Please note that you until 1:26PM Tueadaw June 21, 2011 to confirm this booking or it will be released.

Titm the hooking, please click here:
http://oomminity.socialinnovation. ca/esi/booking/ tentative/confirm/ 5405
\

Mo wirus found in this message.
Checked by AVG - wyw.avg.com
Version: 10.0.1382 / Virus Database: 151373713

Release Date: 06/19/11

Click this link to
confirm or cancel the
tentative booking.




You are brought to this
page. Pick the
o g appropriate options and
Dashboard Organizations  People vent th en cli Ck uFin alize”. E

Testativesslterna Savipgs Meeting Room, Wednesday June 28, 2011 - 9:00am to 12:30pm
ArHAT wOULDNY OU LIESPTO 00 WITH THE TENTATIVE BOOKING?: #

) Cancel

() Keep

Finalize



You are brought to this
page. Pick the
— g appropriate option and §
T TS 22 then click “Finalize”. &

Testativesslterna Savipgs Meeting Room, Wednesday June 28, 2011 - 9:00am to 12:30pm
ArHAT wOULDNY OU LIESPTO 00 WITH THE TENTATIVE BOOKING?: #

) Cancel
() Keep

Finalize

An email will be sent to
both members
confirming the results
of the selection.



THE END



