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Introduction

This guide is meant to help you through the most used booking processes. Please refer to
the table of contents on page 2 for a complete listing of topics.

Review

IMy Bookings

*View list of
saved and
submitted

bookings

eEnter Username
eEnter Password

*Review
entered data

*Print booking
eSubmit to CN

eSelect Type:
eClasses

eTraining
*Meeting

Throughout the Booking process, you will find (@)) this icon. It is for information purposes

and will provide definitions for the terms used in the form.
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Logging In

This is the login page for the Online Booking Tool.

Contact North | Contact Nord

Booking Tool Login

Please enter your login name and password to access the online booking tool. If you have any questions, please send
an e-mail to schedulers@contactnorth.ca

Already have an account? New User Sign Up

= Username: | Test123 If you are new to the Online Booking Tool, you can create
your account by signing up now.

* Password: essssssse m

Language: @ Engish (7 French

Note: If you are experiencing technical difficulties, plesse contact the helpline at crmi@oontactnorth.ca or call 705-507-6428

© Contact Morth | Contact Nord, 2012 is a nen-profit corporation funded by the Government of Cntario

Enter your username and password
Select your preferred language
Click the “Login” button

If you don’t have an account and would like one, send your request to

P 0N PR

schedulers@contactnorth.ca.

If you cannot login, contact the helpline at 705-507-6428 or email crm@contactnorth.ca. Someone

will contact you within 24 business hours.
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Creating and/or Updating your Account/Password

U=er Registration

Flalds with = am mouimd *Fields marked by an * are required fields and you
P won’t be able to proceed to the next step until they
are filled
ot M T
Job -
.
R e
-
Zerw B
=1
-
~Eglact Frovince- -y
cutal Uode
“Sglact nEtuton- w
b
Usermame s sunomatically generated from e firs? 2 kefers of pour irs? name and full las? name.
=T
s
=z T e
twnawerd aaw Jumaees T
tEkdesTE e Beoarew T
VenScaton Uode ”
yifiyaz
et 2 e coge

Raglatar

Instructions:

e Fill in as many details as you can (remember that anything marked with an * is a required field
and you will not be able to proceed until those are completed).

e Type in the verification code at the bottom.

e Click on the REGISTER button to complete the process.

e Once you have submitted your registration, someone from Contact North will contact you to
activate your account. Someone will contact you within 24 business hours.
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Creating a new Booking

This is the My Bookings page. It is the first page you will see when you login. From this page, click on

the “Create New Booking” button.

Booking Tool Contact North | Contact Nord

- |:| A
e-Channel User: My Bookings s

Log out [ saved (not submitted) bookings

Viewing 1 of 1 of 10 Create New Booking

Booking Session Name Booking Type | Booking Date | Active State

16735 Recruitment Strategy Meeting 2012/09/13  Inactive Submitted
16731 Library Research Classes 2012/09/13  Inactive Saved

16721 How to Promote ACE T... Training 2012/09/13  Inactive Change Request
16721 How to Promote ACE T... Training 2012/09/13  Inactive Submitted
16728 Reading Classes 2012/09/13  Inactive Saved

16721 How to Promote ACE Training 2012/09/13  Inactive Submitted
16721 ACE - How to Promote Training 2012/09/13  Inactive Submitted

16722 Fundraising Initiati... Meeting 2012/09/13  Inactive Submitted
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Select the type of booking you wish to create.

Booking Tool Contact North | Contact Nord

Create a New Booking

Welcome to the Contact North | Contact Nord online booking tool. Please indicate below what type of booking you would
like to make. If you have any questions, please send an e-mail to schedulers@contactnorth ca

Date; 08/09/2012

* Type of Booking: | - Please Select - ] v |

— Please Select —
Classes
Traiing
Mesting

Once you have selected the
Type of Booking, click on the
“Create Booking” button on

} the bottom right.
Back to my lit of bookings (L ———

Note: I you are experiencing technical dificuiies, please contactthe helpline at crm@contactnorth.ca or call 705-507-6428

@ Contact North | Contact Nord, 20121s a non-profit corporation funded by the Govemment of Ontario

Types of Booking

a. Classes: Literacy programs or courses offered by MTCU designated literacy stream
lead organizations

b. Training: Training sessions for practitioners or learners offered by Ontario literacy
organizations

c. Meeting:
Meeting request(s) by an Ontario literacy organization
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Section A: Booking Type - Class

Step 1: Select Organization

Booking Tool Contact North | Contact Nord

*Fields marked by an * are required fields and you

Step 1: Select Organization Igm%njmi?i won't be able to proceed to the next step until they
are filled
*Organization:  CN - Instructor Traning .
Street Address: 1139, promenade Aloy Drive, Sulte/buréau Province: ON
xy: I[::"Inﬂ.*r Hay Phone: B07-344-1616

Postal Code: P78 6M8 Organization Type: Lieracy

Fax: BO7-344-2390

* Contact: | se Haché X Add Another Contact

Tel: 807-344-1616  Fax: 807-344-2390 be@contactnorth.ca

= Cubtural Strean: (@) Anglophone Francophone Abongnal Deal Colege Sector

Field Name Instructions
Organization Your organization’s name is located here.
Contact Select the contact at the institution responsible for this Class.

*If the desired Contact is not in the list, you can add him/her by clicking the
“Add Another Contact” button (see the next page to learn how to add a

contact).

Cultural Stream  Select the primary cultural group targeted.

Once your selections are made, you have three options:

o Click “Next” to continue
o Click “Save & Exit” to save the booking and continue at a later time
e Click “Cancel Booking” to cancel this booking process - the booking will not be saved.
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Adding a Contact
1. Click on the “Add Another Contact” button (where available).

* Contact:  _ please Select — |Z| Add Another Contact

2. A new window will open. Fill out the form the resulting form. A detailed list of fields is available on
the next page. -

New Contact
3. Click on the “Submit” button at the bottom of the form.

First Name:
4. You will receive confirmation that the entry has been
5. Click on the “Close Window” link to return to the Last Hame:
booking.
Successfully added Contact Campus/Location:
New Contact
Email:
First Hame:
Phone:
Last Hame:
Fax:

Close Window

Field Name Description

Submit When all information is entered, click on “Submit” or your changes will be lost.

Close Window Click on this link to close this window.
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Step 2: Add Booking Details

Booking Tool Contact North | Contact Nord

Step 2: Add Booking Details 112345
Booking ID#:16944
* Session Name:  How to Book 2n e-Channel Class
HNote: Your session name may include up to 60 characters
or Select Existing — Please Select — [=]
* Session Leader: Dee
* e-Mail: dee@contactnorth.ca
* Phone:  705-555-1212 phone# at time of session
+ Instructor Location:  Home/Office/Other [=]
City/Town: | Sudbury
Booked By:  Booking Tool Tester
eMail: karen@contactnorth.ca —
Phone: 905-852-2608

Field Name Instructions

*Fields marked by an * are required fields and you
won't be able to proceed to the next step until they
are filled

The information in the gray box is
populated by your profile, or the profile
of the person who created this booking.

Session Name You can type in the name of your session or select an existing session from the

drop down, provided.

Session Leader Enter the name of the person who will lead this session.

e-Mail Enter the e-mail address used to contact the session leader.

Phone Enter the number used to reach the session leader during the session.

Once the fields are completed, you have four options:

e Click “Next” to continue

o Click “Back” to go back one page

o Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Step 3: Choose Status and Delivery

Booking Tool Contact North | Contact Nord

Step 3: Choose Status and Delivery 121345
Booking ID#:16736
Delivery Method: | online live El @
Additional Options: D Content upload required (to be forwarded to elearningcontent@contactnorth.ca)
Public session

Registration Type: D Continuous registration available @

Description: Description to be provided at a later
date.

No Description

Save & Exit Cancel Booking

Field Name Instructions

Delivery Method Select from the drop down, whether the session is online live or online anytime.

Additional Options  Select details about whether content needs to be uploaded and if the session is

public.
Registration Type  Check this box if the session can be accessed anytime.

Description Enter a brief description of what the session will be about

No Description Check this box if you don’t currently have a description

Once your selections are made, you have four options:

o Click “Next” to continue

e Click “Back” to go back one page

e C(Click “Save & Exit” to continue at a later time

e C(Click “Cancel Booking” to cancel this booking process
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Step 4: Pick dates and locations

Booking Tool

Contact North | Contact Nord

*Fields marked by an * are required fields and you

won’t be able to proceed to the next step until they
Step 4: Pick Dates and Locations 12345 are filled
All booking times zre indicated as EST. Please select all days of the wesk first, and then sslect Booking ID#: 16773
3l appiicable times. Tf this is 2 booking for one specific date, please enter the same start date
and end date.

1—* Start Date: 0120903 = End Date: 013-032% | Semastar:  Fall 2012

Please select the day (s) of the week this courseftraining/mesting will tzke place on. You must click SAVE

onca your dstes 2nd times are sslacted.
2 ) s [ tue: [ ] wets [ ] s [] e[ st son[]

Tuesday:

statTme 1% ] %] EndTime E 4% | Recurevery 1

Complete this area first.

2

wizek(s)

Show Date & time List Clezr All Dates m

Online Learning Centres:

A 4

You must click save to proceed beyond this point.

=

Ditems selected Remove all

Astorville
Atikolan

Attawapiskat First Nation

Bear Island
Beardmare
Big Trout Lake First Nation
Blind River

Select Centre to Edit Dates and Time: | - Select Centre -- [>]

sove x| cancet Booking <o | N> |

Field Name Instructions

Start Date Enter class start date

End Date Enter class end date
Days If course is online live, select the days for each class.

For each day you selected, enter a start time and end time. Times are in 24 hour
format (military time).

Times

SAVE You must click this to proceed or you will lose the dates and times you selected.

See what happens after you click SAVE, on the next page.
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View/Edits Dates and Times

[ ] shovs Date & tme List Clear All Dates m
Date Start Time End Time
= = = = : You can ADD more dates and times here

Click on a date or time below to make a change:

s StertTme  End fime Comments You can EDIT more dates and times here
Tue 2012/02/04 1:00 3:00 x
Tue 2012/09/11 1:00 3:00 x
Tue 2012/09/18 1:00 3:00 x
Tue 2012/09/25 1:00 3:00 x

Online Learning Centres:

Select centre(s) by clicking the + symbol
Next to them and remove them by Clicking
the - symbol in the right column..

Remove all

Attawapiskat First Mation
Bear Island

Big Trout Lake First Nation
Blind River
Bonfield

Select locations to edit dates and times for
locations already selected.

Select Centre to Edit Dates and Time:  : Bracsbridgs Eal -

Once your selections are made, you have four options:

e Click “Next” to continue

e Click “Back” to go back one page

o Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Step 5: Participant Information

Booking Tool Contact North | Contact Nord

Step 5: Participant Information 123475

Bocking ID#:16741

Co-Presenters: After each name is entered, click the "Add Presenter” button.

- - Add co-presenters here
Name Enter E-mail addres Phone#

Participants: “fou can submit student participant i ion by an Excel spreadsheet with the required Download I|St template (instructions beIOW)
information {downlozd the template) _ _ _ — _
below.
| g Find and upload completed list, here.
. Remove list from here.

Note: You will need to save this file to your hard drive before editing.

After each name is entered, click the "Add Participant” button.

Participants can also be entered, one at a time, by

Name Enter E-mail address — Participant Type — lzl
- filing in the details and clicking “Add Participant”
‘Comments:

You can add comments or special
Comments: notes here if you have any.

Save & Exit Cancel Booking < Back

Field Name Instructions

Co-Presenters Enter co-presenter details and click on “Add Presenter” if you need to add

more than one.

Participants Click on this link to download the Excel template so that you can create a list
for upload rather than entering names one at a time. When you get the

. ” . template_new.csv <]
ile” and click OK. Frenaioee

download popup, select “Save

You have chosen to open

| participant_template new.csv

Click on “Upload File” to populate your list on this form.

1. Name your file and save it. which s & Microsoft Office fxcel97-2003 Wosksheet (67 bytes)

from: hitp:/ferm-test contactnorth.ca
2. Open ittofill itin (see Appendix 1). et Sk e o i s e

Open with | Microsoft Office Exced (default) o
3. Save your changes. ¥ fave e

Do this gutamatically for files Bre this from now on.
4. Click on “Browse” to find the file

oK Cancel

5.
6.

You can add individual participants in shaded box.
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Appendix 1: Participant template

m e R aclacs participant ten
= Home | Insert  Page layout Formulas Data  Review  View  Develof
Ty \ ] §

‘ j t‘ Franklin Gothic - 10~ |K A= '||@)"| @d—-‘WrapText

| 2 .

Paste ¥ B I u vI|§ '||\i§p - A'| == | <&+ Merge & Center ~
Clipboard ™ Font £ Alignment s
| D13 v A

A | B C D

1 Name Location Email Address Phone

2 _Student 1 Bracebridge stul@anywhere.ca 705-55b-1212

3 Student2 Cornwall stu2@anywhere ca 705-555-1213

4 Student3 Cornwall stu3@anywhere ca 705-555-1214

5 Student4 Kirkland Lake stud@anywhere.ca 705-555-1215

6

Full names are required for each participant.

Once you upload this completed template, here’s what you'll see:

Contact North | Contact Nord

Booking Tool

Step 5: Participant Information

Co-Presenterss  After each name is entered, dick the "Add Presenter” button, .

- e ot ] [P
Participants:  You can submit student i by an Excel with the
required information (downioad the t=mgiate) or by manually inputting the information in
the fisldz below
(S s |
Note: You will need to save this filke to your hard drive before editing.
After each name is entered, click the "Add Participant” button.
Ham= — Particicant Tvpe —  [C%]
Erter E-mail sddvess Location Ad Parbicipant
Pone
Comments:
, .
5l oo e b bk B . Diowekant Prnticierts Here’s the list of names that were uploaded,
Sudert 1 tulfanywiners Sracebridgs 555512 — Partici - : :
s Peticiemt Tyee - [ W] X using the template provided.
Rudert 2 shlfanyefieraca  Comwall 7055551213 — Ptz Ty~ [ W] X <
Rudert 3 shSfanyefieraca  Comwall 7055551214 — Ptz Ty~ [ W] X
Hugert 4 shudfanyefieraca  Kridand Lake 7055551215 — Ptz Ty~ [ W] X
Comments:
[t | oot o Lo

Once your selections are made, you have four options:

e Click “Next” to continue

e Click “Back” to go back one page

e Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Review Your Booking

You can now review the information you provided.

Booking Tool Contact North | Contact Nord

Review Your Booking

Please review the information you entered below, Click "Edit” on the step where changes are required. Make sure to scroll
iz all steps that can be edited, Select "Submit” to creste this bocking, For more information, contact
actnorth.ca

Booking ID#: 16786 Date 18/09/201 ~

Step 1: Organization Edit Step 1
Medified by: Bocking Tool Tester, at 2012-05-18 11:21:00

m

Institution: CM - Instructor Training
Cantact: Lise Hache
Cultural Stream: Anglephone

Step 2: Booking Details Edit Step 2
Modified by: Booking Tool Tester, at 2012-05-18 11:21:46

Session Mame: Using the Online Booking Tool
Program Mame:

Session Leader: Dee Latourlele

E-mail: dee@contactnorth.ca

Phone: 705-507-6428

Instructor Location: Home(OfficefOther
City/Town: Sudbury

Booked By: Booking Tool Tester

E-mail:

Phone:

Step 3: Status and Delivery Edit Step 2
Medified by: Bocking Tool Tester, at 2012-05-18 11:21:55

Delivery Method: online_znytime

Save & Exit Cancel Booking m

You can scroll through this page to look at what you entered at each step of the process. If
changes are required, you can click on the green “Edit Step#” links, provided at the top of each
step.

Once your selections are made, you have three options:

e Click “Submit” to send your request to Contact North |Contact Nord schedulers
o Click “Save & Exit” to submit at a later time
e C(Click “Cancel Booking” to cancel this booking process

Now that you're created your booking, you will find it listed in your my Bookings page when you login

to the Booking Tool. To access a booking on the list, click on the Booking ID number.
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Booking Confirmation

Booking Tool Contact North | Contact Nord

Thank you! Your booking has been successfully submitted. The booking ID provided is the one to reference in

) ) Booking ID# any queries to Schedulers at Contact North.
Your Booking Code IDE &: 1678D
P— el Click this link to View/Print your Booking

if you have any questions regarding your booking please contact the schedulersizoontactnorthuca

After submitting a bocking request or when making changes to your booking, you wil receive an E-mal from the Contact North |
Contact Nerd Schedulng Dep garding your submission which wil confirm your bocking. This confirmation E-mal wil verfy
that your booking request/change has been successfuly completed and booked by the Schedulng department as requested by you.

Back to my list of bookings

Once you click “Submit”, you will get this confirmation screen. From here you can go back to your list

of bookings, create another booking or view/print the booking details.

To exit, close the browser window.
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Section B: Booking Type - Training

Step 1: Select Organization

Booking Tool Contact North | Contact Nord

Step 1: Select Organization jgwﬁngi?jm *Fields marked by an * are required fields and you
won't be able to proceed to the next step until they
= Organization: o a, CN - Instructor Training =] are filled

Street Address: 104-1139, promenade Alloy Drive Province: ON
City: Thunder Bay Phone: 807-344-1616
Postal Code: P7B 6M8 Fax: 807-344-2390

= Contact:  joanna Moore Bl Add Another Contact

Tel: 807-344-1616  Fax: 807-344-2390 joanna@contactnorth.ca
Trainer Name:  Dee Latourelle
Trainer E-mail: dee@contactnorth.ca
* Trainer Location:  Home/Office/Other B3

City/Town: | Sudbury|

Field Name Instructions

Organization Your organization’'s name is locatted listed, here.

Contact Select the contact at the institution responsible for this Training Session.
*|f the desired Contact is not in the list, you can add him/her by clicking the
“Add Another Contact” button (see the next page to learn how to add a

contact).
Trainer Name Type in name of person leading this training session.
Trainer e-Mail Include trainer’s e-mail address

Trainer Location 1. For Trainer Location, select either Contact North Centre or
Home/Office/Other
2. If you selected Contact North Centre, you now need to select the centre
3. If you selected Home/Office/Other, you must enter Town or City location
4. |If location is unknown, select Home/Office/Other and type in TBD.

Once your selections are made, you have three options:

e C(Click “Next” to continue
o Click “Save & Exit” to save the booking and continue at a later time
e Click “Cancel Booking” to cancel this booking process - the booking will not be saved.
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Adding a Contact
6. Click on the “Add Another Contact” button (where available).

* Contact:  _ please Select — |Z| Add Another Contact

7. A new window will open. Fill out the form the resulting form. A detailed list of fields is available on
the next page. -

New Contact
8. Click on the “Submit” button at the bottom of the form.

First Name:
9. You will receive confirmation that the entry has been
10. Click on the “Close Window” link to return to the Last Hame:
booking.
Successfully added Contact Campus/Location:
New Contact
Email:
First Hame:
Phone:
Last Hame:
Fax:

Close Window

Field Name Description

Submit When all information is entered, click on “Submit” or your changes will be lost.

Close Window Click on this link to close this window.
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Step 2: Add Booking Details

Booking Tool Contact North | Contact Nord

Step 2: Add Booking Details 1123 4

Booking ID#:16769
*Fields marked by an * are required fields and you
won’t be able to proceed to the next step until they
are filled

+ Name of Training Session: = Computer Basics
Required Software: @
Prerequisites: @
* Delivery Method: = Online anytime [=] @
* To Be Recorded: -;g;ves ( JNa

= Target Group: (@)Anglophone (Francophone () @
Abmsininal
* Training Description: | pescription to be provided at a later
date.

Mo Description

Save & Exit Cancel Booking

Field Name Instructions

Name of Training Type in the name of the training session, here.

Session

Required If software is required for this session, add details here.

Software
Delivery Method  How is this training delivered? Select from the drop down list.

To be Recorded?  Would you like a recording of this training session?

Target Group Select the primary cultural group, targeted for this training.
Training Include a brief description of this training session
Description

No Description If no description is available, check this box.

Once the fields are completed, you have four options:

e Click “Next” to continue

o Click “Back” to go back one page

e Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Step 3: Pick dates and locations

Booking Tool

Contact North | Contact Nord

*Fields marked by an * are required fields and you

won’t be able to proceed to the next step until they
Step 4: Pick Dates and Locations 12345 are filled
All booking times zre indicated as EST. Please select all days of the wesk first, and then sslect Booking ID#: 16773
3l appiicable times. Tf this is 2 booking for one specific date, please enter the same start date
and end date.

1—* Start Date: 0120903 = End Date: 013-032% | Semastar:  Fall 2012

Please select the day (s) of the week this courseftraining/mesting will tzke place on. You must click SAVE

onca your dstes 2nd times are sslacted.
2 ) s [ tue: [ ] wets [ ] s [] e[ st son[]

Tuesday:

statTme 1% ] %] EndTime E 4% | Recurevery 1

Complete this area first.

2

wizek(s)

Show Date & time List Clezr All Dates m

Online Learning Centres:

A 4

You must click save to proceed beyond this point.

=

Ditems selected Remove all

Astorville
Atikolan

Attawapiskat First Nation

Bear Island
Beardmare
Big Trout Lake First Nation
Blind River

Select Centre to Edit Dates and Time: | - Select Centre -- [>]

sove x| cancet Booking <o | N> |

Field Name Instructions

Start Date Enter class start date

End Date Enter class end date
Days If course is online live, select the days for each class.

For each day you selected, enter a start time and end time. Times are in 24 hour
format (military time).

Times

SAVE You must click this to proceed or you will lose the dates and times you selected.

See what happens after you click SAVE, on the next page.
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View/Edits Dates and Times

[ ] shovs Date & tme List Clear All Dates m
Date Start Time End Time
= = = = : You can ADD more dates and times here

Click on a date or time below to make a change:

s StertTme  End fime Comments You can EDIT more dates and times here
Tue 2012/02/04 1:00 3:00 x
Tue 2012/09/11 1:00 3:00 x
Tue 2012/09/18 1:00 3:00 x
Tue 2012/09/25 1:00 3:00 x

Online Learning Centres:

Select centre(s) by clicking the + symbol
Next to them and remove them by Clicking
the - symbol in the right column..

Remove all

Attawapiskat First Mation
Bear Island

Big Trout Lake First Nation
Blind River
Bonfield

Select locations to edit dates and times for
locations already selected.

Select Centre to Edit Dates and Time:  : Bracsbridgs Eal -

Once your selections are made, you have four options:

e Click “Next” to continue

e Click “Back” to go back one page

o Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Step 4: Participant Information

Booking Tool

Contact North | Contact Nord

1234

Booking ID#:16763

Step 4: Participant Information

Other
participants:

You can submit student participant i
information {download the template) of
below.

|C “Users'Mike \Desktop'\Template csv <

Note: You will need to save this file to your hard drive before editing.

by an Excel with the required

Download list template (instructions, below)

Find and upload completed list, here. (see Sample File)

Remove list from here.

After each name & entered, diick the "Add Parficipant” butten.

|| First Name

Last Name Enter E-mail address
City Ontaris [*] couniry
{| - Please Select - []}| - Student Type (] | Timezone ; Participants can also be entered, one at a time, by
| Comments: H o . . - s “« . ”
: 4 filing in the details and clicking “Add Participant
Comments:

You can add comments or special
< notes here if you have any.

<5

Save & Exit Cancel Booking

Field Name

Instructions

Other Click on this link to download the Excel template so that you can create a list
Participants for upload rather than entering names one at a time. When you get the
Opening participant template new.csy <
download popup, select “Save Eile” and click OK. You have chosen 10 open
| participant_template new.csv
7. Name your file and save it. e e P e e e
. o o o What should Firefox do with this file?
8' Open It to fl” It In' Open with | Microsoft Office Exced (default) !
NG Save File
9. Save your changes. Do thisgutomatcal for fles e his from now an
10. Click on “Browse” to find the file = ==

11. Click on “Upload File” to populate your list on this form.

12. You can also add participant details, individually in the shaded box

Sample File: Participant template

Home | Insert

Page layout  Formulas Data  Review View  Developer

General - }g‘

§ -9 9 400 Conditional F

Acrobat

B AW

43
p"_“" 7 B I U-EH-3A- BT T iEIE | dMege & Center -

Franklin Gothic = 10 S P SFWrap Text

Full names are required for each participant.

Clipboard ™=

Fant

Alignment

AL0 - A
A B

1 EMAIL
2 dee@contactnorth.ca Dee
3 Joanna@contactnorth.ca Joanna
4  David@contactnorth.ca David
5 karen@contactnorth.ca Karen
G
Fd

FIRSTNAME LASTNAME CITY

C ]

Latourelle  Sudbury OMN

Moore Thunder Ba ON
Perron Thunder Ba ON
Elliott Leaskdale ON

E

Formatting - as

Number - Sty
B G H
PROVINCE COUNTRY CENTRE COMN
Canada Sudbury
Canada Thunder Bay
Canada Thunder Bay
Canada St Cathanines
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Participant Details

Once you upload this completed template, here’s what you'll see:

Booking Tool Contact North | Contact Nord

Step 4: Participant Information 1234
Booking ID#:1676%
Other “You can submit student participant information by an Excel spreadshest with the required
participants: information (downlozd the tmplate) of by i ing the i ion in the fields
below.

[ [l Upload File
Remove Attachment

Mote: You will need to save this file to your hard drive before editing.

After sach name is entered, click the "Add Participant” button,

E First Name Last Name Enter E-mail address
i City COntario Izl Country

i — FPlesse Select — Izl --E[Lcer[Tﬂ:eIZl Timezone

i ‘Comments:

Click on the text below to edit. Download Participants Here's the I|St Of names that were Uploaded,

David Perron David@contactnorth.ca
Thunder Bay IZ' X . .
bee — sucbury e N ¢ using the template provided.
Joanna Moore Thunder Bay El joanna@contactnorth.ca »
Karen Elliott <t, Catharines El karen@centactnorth.ca x
‘Comments:

Save & Exit Cancel Booking < Back

Once your selections are made, you have four options:

e Click “Next” to continue

e Click “Back” to go back one page

e C(lick “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Review Your Booking

You can now review the information you provided.

Booking Tool Contact North | Contact Nord

Review Your Booking

Please review the information you entered below, Click "Edit” on the step where changes are required. Make sure to scroll
iz all steps that can be edited, Select "Submit” to creste this bocking, For more information, contact
actnorth.ca

Booking ID#: 16786 Date 18/09/201 ~

Step 1: Organization Edit Step 1
Medified by: Bocking Tool Tester, at 2012-05-18 11:21:00

m

Institution: CM - Instructor Training
Cantact: Lise Hache
Cultural Stream: Anglephone

Step 2: Booking Details Edit Step 2
Modified by: Booking Tool Tester, at 2012-05-18 11:21:46

Session Mame: Using the Online Booking Tool
Program Mame:

Session Leader: Dee Latourlele

E-mail: dee@contactnorth.ca

Phone: 705-507-6428

Instructor Location: Home(OfficefOther
City/Town: Sudbury

Booked By: Booking Tool Tester

E-mail:

Phone:

Step 3: Status and Delivery Edit Step 2
Medified by: Bocking Tool Tester, at 2012-05-18 11:21:55

Delivery Method: online_znytime

Save & Exit Cancel Booking m

You can scroll through this page to look at what you entered at each step of the process. If
changes are required, you can click on the green “Edit Step#” links, provided at the top of each
step.

Once your selections are made, you have three options:

e Click “Submit” to send your request to Contact North |Contact Nord schedulers
o Click “Save & Exit” to submit at a later time
e C(Click “Cancel Booking” to cancel this booking process

Now that you're created your booking, you will find it listed in your my Bookings page when you login

to the Booking Tool. To access a booking on the list, click on the Booking ID number.
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Booking Confirmation

Booking Tool Contact North | Contact Nord

Thank you! Your booking has been successfully submitted. The booking ID provided is the one to reference in

) ) Booking ID# any queries to Schedulers at Contact North.
Your Booking Code IDE &: 1678D
P— el Click this link to View/Print your Booking

if you have any questions regarding your booking please contact the schedulersizoontactnorthuca

After submitting a bocking request or when making changes to your booking, you wil receive an E-mal from the Contact North |
Contact Nerd Schedulng Dep garding your submission which wil confirm your bocking. This confirmation E-mal wil verfy
that your booking request/change has been successfuly completed and booked by the Schedulng department as requested by you.

Back to my list of bookings

Once you click “Submit”, you will get this confirmation screen. From here you can go back to your list

of bookings, create another booking or view/print the booking details.

To exit, close the browser window.



Booking Tool Guide - e-Channel Partners
September 2012

Section C: Booking Type - Meeting

Step 1: Select Organization

Booking Tool Contact North | Contact Nord

Step 1: Select Organization %ooivgi):jﬁ?go *Fields marked by an * are required fields and you
won't be able to proceed to the next step until they
* Organization: ~ CN - Instructor Training =] are filled

Street Address: 104-1139, promenade Alloy Drive Province: ON
City: Thunder Bay Phone: 807-344-1616
Postal Code: P78 6M3 Fax: 807-344-2330

= Contact: | Sarch Stacker IE@l| Add Another Contact

Tel: 807-346-3129  Fax: 807-344-2390 sarah@contactnorth.ca

Chairperson: | Dee Latourele @
Chairperson E-mail: | des@contactnorth.ca
* Chairperson Location:  Contact North Centre =]
Centre:  Dryden El
Co-Chairman:  After each name and E-mail is enterad, click the "Add Co-Chairman” button.
Karen Ellitoo karen@contactnorth.ca
T oc-
Field Name Instructions
Organization Your organization’s name is located here.
Contact Select the contact at the institution responsible for this Meeting.

*|f the desired Contact is not in the list, you can add him/her by clicking the

“Add Another Contact” button (see the next page to learn how to add a

contact).
Chairperson Type in name of person leading this meeting.
Chairperson Include Chairperson’s e-mail address
e-Mail
Chairperson 5. For Trainer Location, select either Contact North Centre or
. Home/Office/Other
Location

6. If you selected Contact North Centre, you now need to select the centre
7. If you selected Home/Office/Other, you must enter Town or City location
8. If location is unknown, select Home/Office/Other and type in TBD.

Co-Chairperson  Add co-chairperson details here then click “Add Co-Chairperson” button

Once your selections are made, you have three options:

e Click “Next” to continue
o Click “Save & Exit” to save the booking and continue at a later time
e C(Click “Cancel Booking” to cancel this booking process - the booking will not be saved.
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Adding a Contact
11. Click on the “Add Another Contact” button (where available).

* Contact:  _ please Select - |z| Add Ancother Contact

12. A new window will open. Fill out the form the resulting

form. A detailed list of fields is available onthe next g,

page. First Name:

New Contact

13. Click on the “Submit” button at the bottom of the form.

Last Name:
14. You will receive confirmation that the entry has been
15. Click on the “Close Window” link to return to the
booking. Campus/Location:
Successfully added Contact
Email:
New Contact
First Hame: Phone:
Last Hame: Fax:

Close Window

Field Name Description

Submit When all information is entered, click on “Submit” or your changes will be lost.

Close Window Click on this link to close this window.
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Step 2: Add Booking Details

Step 2: Add Booking Details 1 e
* Meeting Title: *Fields marked by an * are required fields and you
Equipment Required: [ Projector and Large Screen won’t be able to proceed to the next step until they
[0 1nternet Connection for Trainer only are filled
[7] Internet Connection for participants . Number of connections required
[ Smart Board
+ To Be Recorded?: @Yes Co

* Meeting Description:

[] No Description

Field Name Instructions

Meeting Title Type in the title of the meeting, here.
Equipment Select from available options
Required

To be Recorded?  Would you like a recording of this training session?

Meeting Include a brief description for this meeting.
Description
No Description If no description is available, check this box.

Once the fields are completed, you have four options:

e Click “Next” to continue

o Click “Back” to go back one page

e Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Step 3: Pick dates and locations

Booking Tool

Contact North | Contact Nord

*Fields marked by an * are required fields and you

won’t be able to proceed to the next step until they
Step 4: Pick Dates and Locations 12345 are filled
All booking times zre indicated as EST. Please select all days of the wesk first, and then sslect Booking ID#: 16773
3l appiicable times. Tf this is 2 booking for one specific date, please enter the same start date
and end date.

1—* Start Date: 0120903 = End Date: 013-032% | Semastar:  Fall 2012

Please select the day (s) of the week this courseftraining/mesting will tzke place on. You must click SAVE

onca your dstes 2nd times are sslacted.
2 ) s [ tue: [ ] wets [ ] s [] e[ st son[]

Tuesday:

statTme 1% ] %] EndTime E 4% | Recurevery 1

Complete this area first.

2

wizek(s)

Show Date & time List Clezr All Dates m

Online Learning Centres:

A 4

You must click save to proceed beyond this point.

=

Ditems selected Remove all

Astorville
Atikolan

Attawapiskat First Nation

Bear Island
Beardmare
Big Trout Lake First Nation
Blind River

Select Centre to Edit Dates and Time: | - Select Centre -- [>]

sove x| cancet Booking <o | N> |

Field Name Instructions

Start Date Enter class start date

End Date Enter class end date
Days If course is online live, select the days for each class.

For each day you selected, enter a start time and end time. Times are in 24 hour
format (military time).

Times

SAVE You must click this to proceed or you will lose the dates and times you selected.

See what happens after you click SAVE, on the next page.
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View/Edits Dates and Times

[ ] shovs Date & tme List Clear All Dates m
Date Start Time End Time
= = = = : You can ADD more dates and times here

Click on a date or time below to make a change:

s StertTme  End fime Comments You can EDIT more dates and times here
Tue 2012/02/04 1:00 3:00 x
Tue 2012/09/11 1:00 3:00 x
Tue 2012/09/18 1:00 3:00 x
Tue 2012/09/25 1:00 3:00 x

Online Learning Centres:

Select centre(s) by clicking the + symbol
Next to them and remove them by Clicking
the - symbol in the right column..

Remove all

Attawapiskat First Mation
Bear Island

Big Trout Lake First Nation
Blind River
Bonfield

Select locations to edit dates and times for
locations already selected.

Select Centre to Edit Dates and Time:  : Bracsbridgs Eal -

Once your selections are made, you have four options:

e Click “Next” to continue

e Click “Back” to go back one page

o Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Step 4: Participant Information

Booking Tool Contact North | Contact Nord

Step 4: Participant Information 12 38
Booking ID#:16769
Other ‘You can submit student participant i ion by an Excel with the required Download list tem plate (instructions beIOW)
participants: information (download the templated . . . — . !
below.
i C:"-.Users"-_I‘\"Iike"-_Desk‘top'-_TempIate_csv | Find and upload completed list, here. (see Sample File)

s Remove list from here.

Mote: ou will need to save this file to your hard drive before editing

After each name is entered, click the "Add Participant” button.

! First ame Last Name Enter E-msi ddress : Participants can also be entered, one at a time, by
oy ontario =1 country < : filing in the details and clicking “Add Participant”

: - Please Select - Izl --En.cer'tTﬂ:elzl Timezone

‘Comments:

Add Participant

You can add comments or special
notes here if you have any.

Save & Exit Cancel Booking < Back

Field Name Instructions
Other Click on this link to download the Excel template so that you can create a list
Participants for upload rather than entering names one at a time. When you get the —
Opening participant template new.csy s
download popup, select “Save Eile” and click OK. You have hosen 10 open

| participant_template new.csv
which & & Microsaft Office Excel 97-2003 Worksheet (67 bytes)
from: http:/ferm-test contactnorth.ca

13. Name your file and save it.
14. Open it to fill it in.

‘What should Firefox do with this file?

Open with | Microsoft Office Exced (default) o
NG Save File
15. Save your changes. B i o o et e e o
16. Click on “Browse” to find the file oK e

17. Click on “Upload File” to populate your list on this form.

18. You can also add participant details, individually in the shaded box

Home | Insert  Pagelayout Formulas Data  Review  View Developer  Acrobat

J % | Franklin Gothic+ |10 - AN =g P |SFwepiea General - }ﬂ
4 . 8

43
Paste = = I - = iE S | i Merge & Center = - o, 9 %8 e8 Condiional F
i = B I u 4 B E 8 EIE | EMege $ B 68 6o Foimattig = o5

Cliphoard "= Fant g Alignment K Number g Sty
[ AL0 - A
A B C 2]} E B G H
1 EMAIL FIRSTNAME LASTNAME CITY PROVINCE COUNTRY CENTRE COMMN
2 dee@contactnorth.ca Dee Latourelle  Sudbury ON Canada Sudbury
3 Joanna@contactnorth.ca Joanna Moore Thunder Ba ON Canada Thunder Bay
4 David@contactnorth ca David Perron Thunder Ba' ON Canada Thunder Bay
& karen@contactnorth.ca Karen Ellott Leaskdale ON Canada St Catharnines
G
7 Full names are required for each participant.
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Participant Details

Once you upload this completed template, here’s what you'll see:

Booking Tool Contact North | Contact Nord
Step 4: Participant Information 1238
Booking ID#:1676%
Other “fou can submit student participant information by an Excel spreadsheet with the required
participants:  information (dovnlozd the template) of by y inputting the i ion in the fields
below.

|

Mote: “You will need to save this file to your hard drive before editing.

After each name is entered, click the "Add Participant” button,

| First Name Last Name Enter E-mail address
i City Ontaric Izl Country

i — Plesse Select — Izl --SthertTﬂ:elzl Timezons

i ‘Comments:

Add Participant

Click on the text below to edit.  Download Participants Here's the I|St Of names that were Up|Oaded,

David Perron David@contactnorth.ca
Thunder Bay Izl X . .
bee Letouraie cvibory e N l using the template provided.
Joanna Moore Thunder Bay Izl joanna@contactnorth.ca x
Karen Ellictt ct. Catharines El karen@contactnorth.ca »
‘Comments:

Yy g

Once your selections are made, you have four options:

e Click “Next” to continue

e Click “Back” to go back one page

o Click “Save & Exit” to continue at a later time

e Click “Cancel Booking” to cancel this booking process
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Review Your Booking

You can now review the information you provided.

Booking Tool Contact North | Contact Nord

Review Your Booking

Please review the information you entered below, Click "Edit” on the step where changes are required. Make sure to scroll
iz all steps that can be edited, Select "Submit” to creste this bocking, For more information, contact
actnorth.ca

Booking ID#: 16786 Date 18/09/201 ~

Step 1: Organization Edit Step 1
Medified by: Bocking Tool Tester, at 2012-05-18 11:21:00

m

Institution: CM - Instructor Training
Cantact: Lise Hache
Cultural Stream: Anglephone

Step 2: Booking Details Edit Step 2
Modified by: Booking Tool Tester, at 2012-05-18 11:21:46

Session Mame: Using the Online Booking Tool
Program Mame:

Session Leader: Dee Latourlele

E-mail: dee@contactnorth.ca

Phone: 705-507-6428

Instructor Location: Home(OfficefOther
City/Town: Sudbury

Booked By: Booking Tool Tester

E-mail:

Phone:

Step 3: Status and Delivery Edit Step 2
Medified by: Bocking Tool Tester, at 2012-05-18 11:21:55

Delivery Method: online_znytime

Save & Exit Cancel Booking m

You can scroll through this page to look at what you entered at each step of the process. If
changes are required, you can click on the green “Edit Step#” links, provided at the top of each
step.

Once your selections are made, you have three options:

e Click “Submit” to send your request to Contact North |Contact Nord schedulers
o Click “Save & Exit” to submit at a later time
e C(Click “Cancel Booking” to cancel this booking process

Now that you're created your booking, you will find it listed in your my Bookings page when you login

to the Booking Tool. To access a booking on the list, click on the Booking ID number.




Booking Tool Guide - e-Channel Partners
September 2012

Booking Confirmation

Booking Tool Contact North | Contact Nord

Thank you! Your booking has been successfully submitted. The booking ID provided is the one to reference in

) ) Booking ID# any queries to Schedulers at Contact North.
Your Booking Code IDE &: 1678D
P— el Click this link to View/Print your Booking

if you have any questions regarding your booking please contact the schedulersizoontactnorthuca

After submitting a bocking request or when making changes to your booking, you wil receive an E-mal from the Contact North |
Contact Nerd Schedulng Dep garding your submission which wil confirm your bocking. This confirmation E-mal wil verfy
that your booking request/change has been successfuly completed and booked by the Schedulng department as requested by you.

Back to my list of bookings

Once you click “Submit”, you will get this confirmation screen. From here you can go back to your list

of bookings, create another booking or view/print the booking details.

To exit, close the browser window.



