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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.

oView list of eReview

eEnter Username

eSelect Type:

eEnter Password saved and eCourse entered data
submitted eTraining *Print booking
bookings *Meeting *Submit to

e Schedulers

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.

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: If you are new to the Online Booking Tool, please contact
schedulers@contactnorth ca to request an account.
* Password:
Language: (@) English () French

Access Your Profile / Change Password

Note: If you are experiencing technical difficlties. plesse contact the helpline st crm@contactnorth.ca or call 705-507-6428
© Contact North | Contact Nord, 2012 is & nan-profit corporation funded by the Government of Cnteric

View this page in : English | Frangais

Enter your username and password

Select your preferred language

Click the “Login” button

If you don’t have an account, send an email to schedulers@contactnorth.ca to request one.

P 0N P

If you have an account but cannot login, contact the CRM Helpline at 705-507-6428 or email

crm@contactnorth.ca. Someone will contact your within 24 business hours.



mailto:schedulers@contactnorth.ca�
mailto:crm@contactnorth.ca�
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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
K Elliott: My Bookings [ Gonceted bockngs
Log out Saved (not submitted) bookings
Viewing 1 of 701 of 14018 « Previous 1 234 567 ... 701 Next »
Booking ID | Course Name Course Code Booking Type Booking Date Active

5650 2010 CCC Retreat Plnning Group Meeting 2009/12/14 Active

5651 The Healthy Workplace Group 2009/12/11 Active

5654 e-CLASSES e-Tour with Laurentian 2010/01/14 Active

5655 Clinical Support Tools 2009/12/14 Active

5656 Principles of PubMed 2009/12/14 Active

5657 Srmart Search 2009/12/14 Active

5658 Refworks 1 2009/12/14 Active

5659 RSS Readers 2009/12/14 Active
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Types of Bookings

1. Select the type of booking you wish to create.

Contact North | Contact Nord

Booking Tool

Create a New Booking

Welcome to the Contact Nodh | Contact Mord onine baoking tool. Please indicate below what fype of booking you wousd
kke fo make. § you have any questions, please send an e-mail to schedulersifcontacinerth.ca

pates 08/11/2012

= Type of Booking: Please Select >

RIS Create Booking

sntact e REIping af EAMECOntactnorth.ca o call 705-507-5428

corporation humded by the Government of Onlaro

2. Select additional booking options.

Contact North | Contact Nord

Booking Tool

Create a New Booking

Welcome 1o the Contact North | Gontact Nord anline bosking tool. Piease indicate below what type of booking you would
like to make. If you have any questions, please send an e-mail to sch ontactrorth ca

Date; 08/11/2012

= Type of Booking:  Cours: -

Web Conlerencing (e-CLASSES)

Audoconference
Videoconlerence
Room onky
Back to my kst of bookings Create Booking
Wt 1 0 7 GRpeTIENEING Techrecal IMcEs, Fleass CoNtyct 1o NeIgane al CrmEcontacingrina of call F05-507-8428

© Contact North | Contact Nord, 2012 is & non-proft corporason funced by the Govemmient of Ontano

Types of Booking

Select one of the following,
from the drop down list:

e Course

e Training

e Meeting

e Exam

Additional Booking Options:

Select one of the following: from the
drop down list:

e Web-Conferencing (e-Classes)

e Audioconference

e Videoconference

e Room only

Once you have selected the type of booking and additional options, click on the “Create

Booking” button on the bottom right.
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Section A: Booking Type - Course

Step 1: Select Organization

Booking Tool Contact North | Contact Nord

o o345 *Fields marked by an * are required fields and you
Step 1: Select Organization otk ma it won't be able to proceed to the next step until they
are filled

Postal Code: 9N 1M
* Contact: | garen Elloet > Add Ancther Contact

Tel: 905-852-2608 Fax: 905-852-4591 karen@contactneth.ca
* Instructor Mame:  Dee Latowrelle

E-mail:

Clty) Town:  Sudbury

=
Institution This field displays the name of your institution.
Contact Select the contact at the institution responsible for this course.

*|f the desired Contact is not in the list, you can add them by clicking the “Add

Another Contact” button (see the next page to learn how to add a contact).

Instructor Name Enter the name of the person providing instruction for this course

Instructor e-Mail Enter e-mail address for instructor

Instructor Location 1. For Instructor 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 enter TBD

Once your selections are made, you have three options:

e Click “Next” to continue
e C(lick “Save & Exit” to continue at a later time
e Click “Cancel Booking” to cancel this booking process

Booking Type - Course
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Adding a Contact

1. Click on the “Add Another Contact” button.

* Contact:  _ please Select — E Add Another Contact
New Contact |

2. A new window will open. > * First Name:
Fill out the form the resulting form. A detailed list of fields is
available on the next page.

»

* Last Name:
3. Click on the “Save” button at the bottom of the form.
4. You will receive confirmation that the entry has been added. CampusiLocation:
[=]
5. Click on the “Save & Exit” link to return to the booking. (Do NOT X |
out to close the window or your contacts will not be saved. * Email: B
Successfully added Contact
*Phone:
New Contact
Fax:
First Hame:
[ Save |
Last Hame: o

Field Name Instructions

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

Save & Exit Click on “Save & Exit” to close this window.

Booking Type - Course
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Step 2: Add Booking Details

Booking Tool Contact North | Contact Nord

. . *Fields marked by an * are required fields and you
Step 2: Add Booking Details 112345
P 9 Booking ID#:16745 won't be able to proceed to the next step until they
* Course Code: | 123456 e, are filled
= Title: Qwerty

+ Credit Course: IYes (@)No

Program: /s

Full-Time: ( )yes d?No@

Required Software :
Prerequisites:

+ Course Description: Description to be
date.

No Description
Cancel Booking

Field Name

(=] Once the fields are completed, you have
four options:
@
© e Click “Next” to continue

provided at a later @

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
Next > booking process

Instructions

Course Code

Title

Credit Course

Program

Program Full-Time

Required Software

Prerequisites

Course Description

No Description

Enter the course code for the course.
Enter the course name.
Tell us whether this course will give the student a credential towards a

diploma/degree.

Select the program this course is associated with. If the program does not

exist, click on Add New Program.
Tell us whether this course is part of a full-time program.

Enter name of the software required (if any) to participate in this course.
Please note prior approval of the software to be installed on CN equipment is
required. Software must be provided by the institution.

Enter name or course code of any course(s) that must be taken prior to taking

this one.

Enter a brief description for this course.

Check this box if no course description is available.

Booking Type - Course
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Searching for a Course Code

1. In Step 2, click on the magnifying glass icon next to the course.
+ Course Code: %

2. A new window will open. Begin typing in the Course Code. Results will appear as you type.
Stop typing once the desired Course is displayed in the list.

Course Code Lookup

Course Code: | PUB|

PUB5874
Click on a cours PUB5879

Code Mame Semester
PUB5374 Adwvertising in Politics
PLIBSETS Advertising in Politics Fall 2012

3. Click the Course Code of the desired course.
4. The Course Code Lookup window will disappear. You will be returned to the booking form. The

selected Course’s information will have been filled out. You can now continue the process and
this will create a new booking for the course.

Booking Type - Course
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Step 3: Set Status and Delivery

Booking Tool Contact North | Contact Nord

Step 3: Set Status and Delivery 12 34.4 5 *Fields marked by an * are required fields and you
Booking D#:16745 won't be able to proceed to the next step until they

) are filled
* Advertised: | _JYes (@No

* Delivery Method: Online live El @

Registration Type: D Continuous Registration @
* To Be Recorded?: (" )Yes (@)No

+ Target Group: (@)Anglophone [ JFrancophone () Aboriginal @

Field Name Instructions

) Select whether you want us to promote your course online and in our course
Advertised ]
guide.

Delivery Method  Select the delivery method for this course.

Registration Type Check if this course is available for continuous registration.

Tell us whether you want to record this course. Note: if the recorded option is
To Be Recorded? chosen, instructor must click on the record button when starting the class in

order for the recording to start.

Target Group Select the group this course is aimed at serving.

Once the fields are completed, 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

Booking Type - Course
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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
Step 4: Pick Dates and Locations 12345 i .
All bocking times are indicated as EST, Please select all days of the wesk first, and then select  Bo0King ID#:16745 won't be able to proceed to the next step until they
all applicable times, If this is a booking for one spacific date, please enter the same start date are f|| led
and end dat=, -\
1 _’ = Start Date: 03/03/2012 = End Date: 03282012 Semester:  Fall 2012
You must click SAVE once your dates and times are sslectad,
2 # MDI’HD Tue: Wed:l:‘ Thu:D Fri:l:‘ Sat:l:‘ Sun:l:‘
— >—Comp|ete this area first.
R # Start Time E E End Time E E Recur every | week(s)
You m lick sav r nd thi int.
P o 1 et m < ou must click save to proceed beyond this point
Online Learning Centres: _V
0 items selected Remove all
Astorville
Atikokan
Attawapiskat First Nation
Bear Island
Beardmare
Big Trout Lake First Nation
Blind River
Select Centre to Edit Date and Time: Ear Falls ]
o | e

[
Field Name Instructions

Start Date Enter the course start date

End Date Enter the course end date

Days If course is online live, select the chosen days for each class.
Times For each day you selected, enter a start time and end time
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.

Booking Type - Course



Booking Tool Guide - Educational Partners
September 2012

View/Edit Dates and Times

Booking Tool Contact Morth | Contact Nord

Step 4: Pick Dates and Locations L2345
21l ko Ty s e o T Pems adeet ol deva = e sk Pt o e amiest o Tacking e
appieae Uy T O @ a Becking for ore apeeilie dals, plemes enler e xorres 2ot dals ard od

dale.

* Start Dwiec [ i) * erd Dwitmc e il Semmatwr:  Fall 3042

iz nd ook 54 oo your dalcy omd Doy o acdoctod.

=T ] ] 0] =[] ]

Teasdur
Tl T O o0 B Tire=| o0 oo w1 k]

Clear All Dol
e =
Dwitw

Add individual dates and times here..

ek o a date or D Bdow To makic o dhamge

Tz 01209004 [z o] 2200 X X
. - y The class dates you selected can be edited/removed
Tue I1Z0EHE [2es o} 0 b 4 from here'

Tue Z01ZAIS [2ea a} racal »
Onls learming Centrea:
‘iz Dol e o vidoomaroronoing puremmy oy
A * doroicy @ PV ety Wideeoont oo ot and = doric @ Ml oo oo T

0 1ma aslecied Samze Wl

Batcealla . . “an

prea—— < Book any of our centres by clicking on the “+” symbol.

BAtiwwaziaiont Pt Nagon

Sabact Camtrm £t Ctm meed Thaos | — 2kt vt o ke LW < You can edit dates and times for specific centres, here.

[ sore et | comnt kg e | s

Field Name Instructions

Online Learning Select a centre on the left by clicking on the “+” symbol next to it. To remove

Centres them from the right column, click on the “-“ symbol next to it.

Edit Dates and You can edit dates and times for the centres you selected.

Times by Centre

Booking Type - Course
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Step 5: Participant Information

Booking Tool Contact North | Contact Nord

Step 5: Student Information 123415

Booking ID#:18576

Download our student list template here. (see
At-Home You can submit student participant information by an Exczl sprEsdshEEt wth mz rEqulrEd H
Students: information | 5 the templste) o by ma Appendix 1
below. " "
e S SIS
| e €€ INStructions, DEelow.

Remove Attachment

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

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

! First Niame Last Name Enter e-Mail address — Select Centre [ ||
| City Province Country ~ Student Type __E| :
Comments

S Students can also be enteredI one at a tlmeI bx filing
Addshndent

in the details and clicking “Add Student”

i\fideoothers: After each name is entered, click the "Add location” button. Add contact and teChn|Ca| detalls for

Location/Rm # Type of Equipment All Phone #sin Room

‘ : .alternate locations here ‘other than at an
|| Line il n ame n hene H - -
il — e ; Online learning Centre.

Other Information p

3 Location/Rmé: this & the location/rm # of the video
| Type of Equipment: this is the type of video equipment - =g Tandex
3 Line Capability: this is the line speed — 384 or higher

EPrerTﬁl: E
‘ l | DO NOT COMPLETE FOR INTERNAL PURPOSES ONLY
Pre-Test — This is the date/time of the pre-test - if the equi has nct d with us previcusly
‘Comments:
Add any additional comments/details here.
[sov oot | comcesoong

Field Name Instructions (see Appendix 1 for sample upload)

“download the Click on this link to download the Excel template so that you can create a list for
template” upload rather than entering names one at a time. When you get the download
popup, select “Save File” and click OK.
1. Name your file and save it (remember where you save it; you'll need it
again soon)
Open it to fill it in.
Save your changes.

Click on “Browse” to find the file

o 0N

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

Booking Type - Course
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Appendix 1: Participant template

,;.@\a 5 o e T T

Home | Insert  Page Layout Formulas Data  Review  View  Developer  Acrobat

_\j ;‘; Franklin Gothic~ |10~ | A" A"| = = '\|@l}| %WrapText General = #j] ﬂ

Poe 3[BT UC[E[0 A |S535 mvergeacener~ [§ - % o[58 %8 Conional Forher
Clipboard ™= Font Fl Alignment I Number f Styles
| D12 v A

A B & D E F G

1 |EMAIL FIRSTNAME LASTNAME  CITY PROVINCE COUNTRY CENTRE

2 | dee@contactnorth.ca Dee Latourelle Sudbury ON Canada Sudbury

3 Joanna@contactnorth.ca Joanna Moore Thunder Bay ON Canada Thunder Bay

4 | David@contactnorth ca David Perron Thunder Bay ON Canada Thunder Bay

5 |karen@contactnorth.ca Karen Elliott Leaskdale ON Canada St. Catharines

6

T

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

Booking Tool

Contact North | Contact Nord

12345

Booking ID#: 16767

Step 5: Student Information

At-Home
Students:

You can submit student participant information by an Excel spreadsheet with the required
information {download the templatz) or by manually inputting the information in the fields
below.

| Browse... Upload File
Remove Attachment

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

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

————————————————————————————————————————————————————————————————————————————————————————————————————————

E First Name Last Name Enter E-mail address —Select Centre El E
E City Province Country — Student Type E ,
i Comments: i
s
Click on the text below to edit,  Download Particpants Here’'s the list of names that were u ploaded ,
David Perron David @contactnorth.ca »
Thunder B H :
it =] using the template provided.
Dee Latourelle Sudbury El dee @contactnorth.ca »
Joanna Moare Thunder Bay El joanna@contactnorth.ca »
Karen Elliott — Please Select — El karen@contactnorth.ca »

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

Booking Type - Course
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Review Your Booking

You can now review the information you provided.

Booking Tool Contact North | Contact Nord

Review Your Booking

Plezz= review the informiation you enber=d Delow. Chck "BS" on the st=p wihens changss ane required. Makie sure to soroll down
o vimw all st=ps thal can De =fled. Sslect "Submit™ to onsale this booking. For more infonmiation, contact

soheduling Boontactnodica

Print. Thi=x Booking

Booking ID#: 16788 Date 18/09/21

Shep L: Organization 547 Si=c 1
Moffi=d by: Bodking ToolUsar, st 2012-09-13 12:44:33

Instiution: Universlly of ASC

Contact: Kanen Sliolt

Instructor Name: Dee Latoursl=
Instructor E-mail: de=fcontactnortics
Instructor Location: Hame)/Offiosi0ther
Oty Tawn: Sulbary

Located at Home or Offics: Mo

m

Shep 2: Booking Details St St 2
MofEfe=d by: Boodking Todflss, ot 2012-09-18 12:45:29

Title: Booking University Courses
Course Code: 123456

Course Credil: No

Program: NA

Full-Tame: Mo

Remquinsd Softwars:

Prerequisiles:

Course Descrighion; Descriplion to be provided ot a laber date.

Step 3: Stahes and Delivery 557 Si=c 3
Modified Dy: Booking ToolUsr, at 2012-09-18 12:46:40

=3

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 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 Type - Course
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Booking Confirmation

Booking Tool Contact North | Contact Nord

Thank you! Your booking has been successfully submitted.
4 Booking ID#

Your Booking Code 1D# is: 16786

| Click this link to View‘Print iour Bookinﬁ
View/Print Booking

if you have any questions regarding your booking please contact the schedulers@contactnorth.ca

After submitting a booking request or when making changes to your booking, you wil receive an E-mai from the Contact North |
Contact Nord Scheduling Department regarding your submission which wil confirm your booking. This confirmation E-mail wil verify
that your booking request/change has been successfuly completed and booked by the Scheduling department as requested by you.

Back to my list of bookings Create Another Booking

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 Type - Course
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Section B: Booking Type - Training

Step 1: Select Organization

Booking Tool Contact North | Contact Nord

*Fields marked by an * are required fields and you

|2 34 won’t be able to proceed to the next step until they

Booking ID#:16792

Step 1: Select Organization

are filled
* Organization: = University of ABC El
Street Address: 123 Education Lane Province: Ontario
City: Victoria Phone: 705-555-1212
Postal Code: PSH 1D0 Fax: NfA
Tel: 905-852-2608 Fax: 905-852-4591 karen@contactnorth.ca
Trainer Mame:  Dee Latourelle @
Trainer E-mail:  dee@contactnorth.ca
+ Trainer Location:  Contact North Centre El
Centre: Bear Island El
et | oot o
Field Name Instructions
Organization This field displays the name of your organization.
Contact Select the contact at the organization responsible for this Training.

*|f the desired Contact is not in the list, you can add them by clicking the “Add

Another Contact” button (see the next page to learn how to add a contact).

Trainer Name Enter the name of the person providing training
Trainer e-Mail Enter e-mail address of the trainer
Trainer Location 5. For Trainer Location, select either Contact North Centre or
Home/Office/Other
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 enter TBD

Once your selections are made, you have three options:

e Click “Next” to continue
o Click “Save & Exit” to continue at a later time
e Click “Cancel Booking” to cancel this booking process

Booking Type - Training
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Adding a Contact

1. Click on the “Add Another Contact” button.

* Contact:  _ plegse Select — E Add Another Contz

»

New Contact |

2. A new window will open. — .
Fill out the form the resulting form. A detailed list of fields is First Name:
available on the next page.
*Last Name:

3. Click on the “Save” button at the bottom of the form.

4. You will receive confirmation that the entry has been added.
Campus/Location:

5. Click on the “Save & Exit” link to return to the booking. (Do NOT X [=]
out to close the window or your contacts will not be saved.

m

“ Email:
Successfully added Contact
*Phone:
New Contact
Fax:
First Hame:
[ Save |
Last Hame: -

Field Name Instructions

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

Save & Exit Click on “Save & Exit” to close this window.

Booking Type - Training
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Step 2: Add Booking Details

*Fields marked by an * are required fields and you

i Contact North | Contact Nord
Secking Tool anbact Noréh | Contast Nox won't be able to proceed to the next step until they
are filled
Step 2: Add Booking Details 17123 4
Booking ID#: 16977
* Name of Training Session: How to Book a Training Session
Required Software: @
Prerequisites: @
* Delivery Method:  orle ve =@ Once the fields are completed, you have
Equipment Required: [¥| Projector and Large Screen fOU r options.
[ Internet Connection for Trainer only )
Internet Connection for particiPants . yymber of connections required 12
O smart Bocra e Click “Next” to continue
+To Be Recorded: ()Yes @MNo
+ Target Group: @Anglophone (7)Francophone  (~)Abariginal @ L Cl ICk “ BaCk" to go baCk One page
* Training Description: ' Description to be provided at a later e Click “Save & Exit” to continue at a
date. i
later time
e Click “Cancel Booking” to cancel this
(7] No Descripton booking process
[ | oo |

Field Name Instructions

Name of Training _ o
) Enter subject name of training
Session

Enter name of software required to participate in this training. Please note
Required Software prior approval of the software to be installed on CN equipment is required.

Software must be provided by the institution.

Prerequisites Enter name of any training that must be taken prior to taking this one.

Delivery Method Select the delivery method for this training.

Equipment ) )

) Select your equipment requirements, here.

Required
Tell us whether you want to record this training. Note: if the recorded option is

To be Recorded: chosen, the trainer must click on the record button when starting the session in
order for the recording to start.

Target Group Select the group this training is aimed at serving.

Training Description Enter a brief description of training.

No Description Check this box if no training description is available.

Booking Type - Training
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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

Step 4: Pick Dates and Locations 12345 ! ;

21l bocking tmes are ndicated 25 EST. Please sslect all days of the wesk first, snd then select  B00KING 1D#:16745 won't be able to proceed to the next step until they
all applicable times, If this is a booking for one spacific date, please enter the same start date are f|| led
and end date. -\

1 _} + Start Dates os/03/2012

* End Date: 03/28/2012 Semester:  Fall 2012

You must click SAVE once your dates and times are sslectad,
MDI’HD Tue: Wed:l:‘ Thu:D Fri:l:‘ Sat:l:‘ Sun:l:‘

Tuesday:

: >—Comp|ete this area first.
R || s me (%] 7] endTime (%] 9] Recurevery |

week(s)

2 m—)

P o 1 et m < You must click save to proceed beyond this point.

Online Learning Centres: /
]

0 items selected Remaove all

Astorville
Atikokan

Attawapiskat First Nation
Bear Island
Beardmore
Big Trout Lake First Nation
Blind River

Select Centre to Edit Date and Time:

Ear Falls Izl

Save & Exit Cancel Booking m Next =

[
Field Name Instructions

Start Date Enter the training start date

End Date Enter the training end date

Days If training is online live, select the days for each training session.
Times For each day you selected, enter a start time and end time

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.

Booking Type - Training
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View/Edit Dates and Times

Booking Tool Contact Morth | Contact Mord

Step 4: Pick Dates and Locations 12345
2l sy Tma o ndeied @ =T Ao ackeel o dava & e wesk el and e ket Bty el
oppiicolic imoy. ¥ o i@ @ Booking for one apoiic dalc, pome onilor the somne aford dolc ond od

dae

- Eeprt Dute: Lt riie] = el Dwtme [t et Eymaater: A0 202

iou rrant click 542 ones your datoy and Dmas arc adectad.

T e ]~ =0 =[]

Tewadar
ol T | 0 0D Ed Tim | O 00 Foowr oy wcchia]

Chear Al Dol
. =
Dt C

1 . 1 = < Add individual dates and times here..
Tue 2012004 [ensal 2900 ]
Tue ImmeEmo me i X The training dates you selected can be
T Ar20aME [ensal 200 .

= X edited/removed from here.
Tus I01Z0VES [0 ) 200 M
Oelins Learning Cestrea:
A * fdermley a P ey Videseendereres Conlre, ol ™ derel=y a full ideseendreres Corle
A2 wl | O rtmma relecied Tamzos dll

SAacrallat
At lecian
Attraaziakat Aot Negan Y

Book any of our centres by clicking on the “+” symbol.

<

4 (mf»

Subect Comtre b gt Dute ond Timae | - mdeot otz tomin o= W |

< You can edit dates and times for specific centres, here.

Field Name Instructions

Online Learning Select a centre on the left by clicking on the “+” symbol next to it. To remove

Centres them from the right column, click on the “-“ symbol next to it.

Edit Dates and You can edit dates and times for the centres you selected.

Times by Centre
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Step 4: Participant Information

Booking Tool Contact North | Contact Nord
Step 4: Participant Information gmg 5;0:!169,8 o )
e Download our participant list template here. (see
Other “fou can submit student participant information by an Excel spreadsheet with the required i
participants:  information (gouinlozd the tempiste) o by *

below.

€€ Instructions, below.

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

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

First Name Last Name Enter e-Mail address
City Ontario [=] country

~ Plesse Select — — Student Type —[=] || Timezone

R . Particigants can also be enteredI one at a timeI by

filing in the details and clicking “Add Student”
Add contact and technical details for

! Video Others:  ARer each name s entered, clck the *Add locabon” button. : - alternate locations here ‘Othel’ than at an
' . N0

nline learning Centre.

Location/Rm # Type of Equipment Al Phone #s in Room
Line Capahility Contact Name Contact Phane #
| Otrr nformaton ;

| Location/Rms: this & the location/rm # of the video
| Type of Equipment: this is the type of video equipment - eg Tandex

;“‘"ec"”"“"“ his ihe e spesd =384 er isher . DO NOT COMPLETE FOR INTERNAL PURPOSES ONLY
1 Pre-Tast:

Pre-Test — This i the dats/time of the pre-test — if the equipment has not connected with us previously |

o Enter number of participants who will join by audio only
Number Of Required Lines: —

‘Comments: g .
i Add any additional comments/details
here.

Field Name Instructions (see Appendix 1 for sample upload)

“download the Click on this link to download the Excel template so that you can create a list for
template” upload rather than entering names one at a time. When you get the download
popup, select “Save File” and click OK.
1. Name your file and save it (remember where you save it; you'll need it
again soon)
Open it to fill it in.
Save your changes.

Click on “Browse” to find the file

o 0N

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

Booking Type - Training
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Appendix 1: Participant template

,;.@\a 5 o e T T

Home | Insert  Page Layout Formulas Data  Review  View  Developer  Acrobat

T \ . |
%l 4 Franklin Gothic ~ 10~ |X A'| | %Wrap Text General - ﬂ] %r ﬂ
% — =2

e 5 (B 1 U@ %A 8 58| sllerge & Comter~ | § - % o |18 78] Conditonal Format
= = — Formatting ~ as Table ~ §

I
n
4

Clipboard ™= Font Fl Alignment I Number f Styles
| D12 v A
A B & D E F G

1 |EMAIL FIRSTNAME LASTNAME  CITY PROVINCE COUNTRY CENTRE
2 | dee@contactnorth.ca Dee Latourelle Sudbury ON Canada Sudbury
3 Joanna@contactnorth.ca Joanna Moore Thunder Bay ON Canada Thunder Bay
4 | David@contactnorth ca David Perron Thunder Bay ON Canada Thunder Bay
5 |karen@contactnorth.ca Karen Elliott Leaskdale ON Canada St. Catharines
6
T

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

Booking Tool Contact North | Contact Nord

Step 4: Participant Information 12345
Booking ID#: 16767
At-Home You can submit student participant information by an Excel spreadsheet with the required
Students: information {download the templatz) or by manually inputting the information in the fields
below.

| Browse... Upload File
Remove Attachment

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

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

————————————————————————————————————————————————————————————————————————————————————————————————————————

E First Name Last Name Enter E-mail address —Select Centre El E
E City Province Country — Student Type E ,
i Comments: i
s
Click on the text below to edit,  Download Particpants Here’'s the list of names that were u ploaded s
David Perron David @contactnorth.ca »
Thunder B H :
it =] using the template provided.
Dee Latourelle Sudbury El dee @contactnorth.ca »
Joanna Moare Thunder Bay El joanna@contactnorth.ca »
Karen Elliott — Please Select — El karen@contactnorth.ca »

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

Booking Type - Training
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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 & section if changes are required.
Select "Submit” to create this booking. For more information, contact scheduling@contactnarth . ca

Booking ID#: 10446 Date 12/08/201

m

STEP 1: ORGANIZATION it Step 1
Modified by: HeatherRobb, at 2012-08-11 11:34:02

Level: College

Institution: Morthern College
Contact: Lesley Hamilton
Instructor Name: John Edwards
Instructor Location: CN Centre
Centre: Dryden

Located at Home or Office: no

STEP 2: BOOKING DETAILS Edit Step 2
Modified by: HeatherRobb, at 2012-08-11 15:52:59

Title: Advertising in Politics

Course Code: PUB5879  Extension:
Course Credit: No

Program: M/A

Full-Time: No -
Neiend " RewuccDoint
Save & Exit Cancel Booking

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 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 Type - Training
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Booking Confirmation

Booking Tool Contact North | Contact Nord

Thank you! Your booking has been successfully submitted.
4 Booking ID#

Your Booking Code 1D# is: 16786

| Click this link to View‘Print iour Bookinﬁ
View/Print Booking

if you have any questions regarding your booking please contact the schedulers@contactnorth.ca

After submitting a booking request or when making changes to your booking, you wil receive an E-mai from the Contact North |
Contact Nord Scheduling Department regarding your submission which wil confirm your booking. This confirmation E-mail wil verify
that your booking request/change has been successfuly completed and booked by the Scheduling department as requested by you.

Back to my list of bookings Create Another Booking

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 Type - Training
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Section C: Booking Type - Meeting

Step 1: Select Organization

Booking Tool Contact North | Contact Nord

*Fields marked by an * are required fields and you

Step 1: Select Organization 1 2 3 .4 won’t be able to proceed to the next step until they
Booking ID#:16753 are fl”ed
= Organization: | Universty of ABC =]
Street Address: 113 Educstion Lane Province: Ontaric
City: Victoria Phone: 7D5-555-1212
Postal Code: PBH 1DO Fax: MfA
R Bl o oo conect |
Tel: 305-852-2608  Fax: 305-852-4531 karen@contactnorth.ca
Chairperson: = Des Latoursle
Chairpe E-mail:  de=@. th.ca
« Chairperson Location:  Contact Morth Cantre [
Centre: | Astorville [>]
Co-Chairman:  After sach name and E-mail s entered, click the “Add Co-Chairman” button.
Karen Elliott karen@contactnorth.cs|
[ v ot | oo |
Field Name Instructions
Organization This field displays the name of your organization.
Contact Select the contact at the organization responsible for this Meeting.

*|f the desired Contact is not in the list, you can add them by clicking the “Add

Another Contact” button (see the next page to learn how to add a contact).
Chairperson Enter the name of the person chairing the meeting
Chairperson e-Mail  Enter e-mail address for the chairperson

Chairperson 1. For Chairperson 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 enter TBD

Location

Co-Chairperson Enter details if of people co-chairing this meeting

Once your selections are made, you have three options:

o C(lick “Next” to continue
e C(Click “Save & Exit” to continue at a later time
e Click “Cancel Booking” to cancel this booking process

Booking Type - Meeting
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Adding a Contact

1. Click on the “Add Another Contact” button.

* Contact:  _ please Select — E| Add Another Contact
2. A new window will open. = New Contact 9
Fill out the form the resulting form. A detailed list of fields is

available on the next page.

»

* First Name:

3. Click on the “Save” button at the bottom of the form.

. . . . *Last Name:
4. You will receive confirmation that the entry has been added.

5. Click on the “Save & Exit” link to return to the booking. (Do NOT X

. . Campus/Location:
out to close the window or your contacts will not be saved.

[=]
“ Email: =
Successfully added Contact
*Phone:
New Contact
Fax:
First Hame:
[ Save |
Last Hame: -

Field Name Instructions

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

Save & Exit Click on “Save & Exit” to close this window.

Booking Type - Meeting
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Step 2: Add Booking Details

- - ! I
T Contact North | Contact Nord Fields marked by an * are required fields ar.1d you
won't be able to proceed to the next step until they
are filled
Step 2: Add Booking Details 1123 4

Booking ID#:16776
Once the fields are completed, you have
four options:

& Meel'mg Title: FProject Evaluation
+To Be Recorded?: (_/Yes (@No

* Meeting Description: | pescription to be provided at a later

date. 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

Mo Description

Field Name Instructions

Meeting Title Enter subject name of the meeting.

Tell us whether you want to record this meeting. Note: if the recorded option is
To be Recorded: chosen, the chairperson must click on the record button when starting the

meeting in order for the recording to start.

Meeting Description Enter a brief description for this meeting.

No Description Check this box if no meeting description is available.

Booking Type - Meeting
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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
Step 4: Pick Dates and Locations 12345 i .
All bocking times are indicated as EST, Please select all days of the wesk first, and then select  Bo0King ID#:16745 won't be able to proceed to the next step until they
all applicable times, If this is a booking for one spacific date, please enter the same start date are f|| led
and end dat=, -\
1 _’ = Start Date: 03/03/2012 = End Date: 03282012 Semester:  Fall 2012
You must click SAVE once your dates and times are sslectad,
2 # MDI’HD Tue: Wed:l:‘ Thu:D Fri:l:‘ Sat:l:‘ Sun:l:‘
— >—Comp|ete this area first.
R # Start Time E E End Time E E Recur every | week(s)
You m lick sav r nd thi int.
P o 1 et m < ou must click save to proceed beyond this point.
Online Learning Centres: _V
0 items selected Remove all
Astorville
Atikokan
Attawapiskat First Nation
Bear Island
Beardmare
Big Trout Lake First Nation
Blind River
Select Centre to Edit Date and Time: Ear Falls ]
o | e

[
Field Name Instructions

Start Date Enter the meeting start date

End Date Enter the meeting end date

Days If the meeting is online live, select the days for each meeting session.
Times For each day you selected, enter a start time and end time

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/Edit Dates and Times

Booking Tool Contact Morth | Contact Nord

Step 4: Pick Dates and Locations 12345
all bz Dy s et =T flemr skeet ol dava o e sk il o e ket o Ty TDecLATET
appieae Uy T O @ a Becking for ore apeeilie dals, plemes enler e xorres 2ot dals ard od

oz

* Siari Duie: e * Brad Dmim: L Tt ] Tymaater: S8 2012

Tioa ol ook SAE. oo your dalcy omd D o acdkoctad.

=T =~ 0] =] =]

Tuasd ey
Sl T

B Tire=| o0 oo w1 k]

= O u
Cloar all Dalce
[ e =
Dutw

Add individual dates and times here..

ekt o 3 oz o D Bdkow Bz mckiz o chomge

Tue 01202004 [2a a) e al M i

. - " The meeting dates you selected can be

Tus ZoZEEAE oo o % edited/removed from here.

Tue J0120RIS [2a a) e al M
Oelies Leareiny Cestrex:
2 * dorcioy @ P oy Wideooor ooz Serirs, e = domcioe o i Wideomororones S

I 1tmma aelecied Semoe Wl

Batmmalla . . “in

Pr—— < Book any of our centres by clicking on the “+” symbol.

Attwwaziaion At Nagan

Sabact Camtrs b Pt Outw meed Timme | — et Cortre o e e W < You can edit dates and times for specific centres, here.

m Carvoad Boeochng = Bk Mt =

Field Name Instructions

Online Learning Select a centre on the left by clicking on the “+” symbol next to it. To remove

Centres them from the right column, click on the “-“ symbol next to it.

Edit Dates and You can edit dates and times for the centres you selected.

Times by Centre
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Step 4: Participant Information

Booking Tool Contact North | Contact Nord

Step 4: Participant Information 12 3Bk
Booking I1D#:16578

Download our participant list template here. (see

Other *You can submit student participant information by an Excel spreadshest with the requirsd i
participants:  information {download the tempizts) of By

below.

€e Instructions, below.

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

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

First Name Last Name Enter e-Mail address
City Ontario [=] country

~ Plesse Select — — Student Type —[=] || Timezone

R . Particigants can also be enteredI one at a timeI by

filing in the details and clicking “Add Student”

Add contact and technical details for

! Video Others:  ARer each name s entered, clck the *Add locabon” button. : - alternate locations here ‘Othel’ than at an

nline learning Centre.

Location/Rm # Type of Equipment Al Phone #s in Room
Line Capahility Contact Name Contact Phane #
| Otrr nformaton ;

| Location/Rms: this & the location/rm # of the video
| Type of Equipment: this is the type of video equipment - eg Tandex
! Line Capabiity: this is the lins spe=d — 384 or higher

: . DO NOT COMPLETE FOR INTERNAL PURPOSES ONLY

Pre-Test — This i the dats/time of the pre-test — if the equipment has not connected with us previously |

Enter number of participants who will join by audio only

Pomirer OF Roquired Lime=: e ——

‘Comments: g .
i Add any additional comments/details
here.

Field Name Instructions (see Appendix 1 for sample upload)

“download the Click on this link to download a C.S.V. (Comma Separated Value) template. This
template” will open in Excel, so that you can create a list for upload rather than entering
names one at a time.
1. Name your file and save it (remember where you save it; you'll need it
again soon)
Open it to fill it in.
Save your changes.

Click on “Browse” to find the file

o 0N

Click on “Upload File” to populate your list on this form.
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Appendix 1: Participant template

,;.@\a 5 o e T T

Home | Insert  Page Layout Formulas Data  Review  View  Developer  Acrobat

T \ . |
%l 4 Franklin Gothic ~ 10~ |X A'| | %Wrap Text General - ﬂ] %r ﬂ
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e 5 (B 1 U@ %A 8 58| sllerge & Comter~ | § - % o |18 78] Conditonal Format
= = — Formatting ~ as Table ~ §
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Clipboard ™= Font Fl Alignment I Number f Styles
| D12 v A
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1 |EMAIL FIRSTNAME LASTNAME  CITY PROVINCE COUNTRY CENTRE
2 | dee@contactnorth.ca Dee Latourelle Sudbury ON Canada Sudbury
3 Joanna@contactnorth.ca Joanna Moore Thunder Bay ON Canada Thunder Bay
4 | David@contactnorth ca David Perron Thunder Bay ON Canada Thunder Bay
5 |karen@contactnorth.ca Karen Elliott Leaskdale ON Canada St. Catharines
6
T

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

Booking Tool Contact North | Contact Nord

12345

Step 4: Participant Information
Booking ID#: 16767

At-Home You can submit student participant information by an Excel spreadsheet with the required
Students: information {download the templatz) or by manually inputting the information in the fields
below.

| Browse... Upload File
Remove Attachment

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

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

————————————————————————————————————————————————————————————————————————————————————————————————————————

E First Name Last Name Enter E-mail address —Select Centre El E
E City Province Country — Student Type E ,
i Comments: i
s
Click on the text below to edit,  Download Particpants Here’'s the list of names that were u ploaded s
David Perron David @contactnorth.ca »
Thunder B H :
it =] using the template provided.
Dee Latourelle Sudbury El dee @contactnorth.ca »
Joanna Moare Thunder Bay El joanna@contactnorth.ca »
Karen Elliott — Please Select — El karen@contactnorth.ca »

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 & section if changes are required.
Select "Submit” to create this booking. For more information, contact scheduling@contactnarth . ca

Booking ID#: 10446 Date 12/08/201

m

STEP 1: ORGANIZATION it Step 1
Modified by: HeatherRobb, at 2012-08-11 11:34:02

Level: College

Institution: Morthern College
Contact: Lesley Hamilton
Instructor Name: John Edwards
Instructor Location: CN Centre
Centre: Dryden

Located at Home or Office: no

STEP 2: BOOKING DETAILS Edit Step 2
Modified by: HeatherRobb, at 2012-08-11 15:52:59

Title: Advertising in Politics

Course Code: PUB5879  Extension:
Course Credit: No

Program: M/A

Full-Time: No -
Neiend " RewuccDoint
Save & Exit Cancel Booking

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 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 Type - Meeting



Booking Tool Guide - Educational Partners
September 2012

Booking Confirmation

Booking Tool Contact North | Contact Nord

Thank you! Your booking has been successfully submitted.
4 Booking ID#

Your Booking Code 1D# is: 16786

| Click this link to View‘Print iour Bookinﬁ
View/Print Booking

if you have any questions regarding your booking please contact the schedulers@contactnorth.ca

After submitting a booking request or when making changes to your booking, you wil receive an E-mai from the Contact North |
Contact Nord Scheduling Department regarding your submission which wil confirm your booking. This confirmation E-mail wil verify
that your booking request/change has been successfuly completed and booked by the Scheduling department as requested by you.

Back to my list of bookings Create Another Booking

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 Type - Meeting
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Section D: Booking Type - Exam
Step 1: Select Organization

Booking Tool Contact North | Contact Nord

*Fields marked by an * are required fields and you

i won't be able to proceed to the next step until the
Step 1: Select Organization 1234 P P Y
Booking ID#:16791 are f"led

This Exam is Request By:  Institution El

* Institutions: = University of ABC [=]
ProvinceStreet Address: 123 Education Lane Province: Ontario

City: Victoria Phone: 705-555-1212
Postal Code: PSH 100 Fax: MjA
= Contackt: | Dee Latourelle [EEl| Add Ancther Contact
Tel: 705-507-6428 Fax: 705-525-7248  dee@contactnorth.ca
Will the instructor be online at the time of the exam? | “Yes (@)No

Contact # During Exam: | 705-507-5428

Cancel Booking Next >

Field Name Instructions

Requested by Who is making this request?

Institution/Agency/Student Select or enter Institution/Agency/Student name.

Contact Select the contact responsible for this exam..
*|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).

Contact # During Exam Enter the phone number that the contact can be reached at during the
exam.

Once your selections are made, you have three options:

e Click “Next” to continue
e C(Click “Save & Exit” to continue at a later time
e Click “Cancel Booking” to cancel this booking process
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Adding a Contact

1. Click on the “Add Another Contact” button.

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

»

New Contact |

2. A new window will open. _ .
Fill out the form the resulting form. A detailed list of fields is available First Name:
on the next page.
*Last Name:

3. Click on the “Save” button at the bottom of the form.

4. You will receive confirmation that the entry has been added.
Campus/Location:

5. Click on the “Save & Exit” link to return to the booking. (Do NOT X out E
to close the window or your contacts will not be saved. E
“ Email:
Successfully added Contact
*Phone:
New Contact
Fax:
First Hame:
[ Save |
Last Hame: o

Field Name Instructions

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

Save & Exit Click on “Save & Exit” to close this window.
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Step 2: Add Booking Details

Booking Tool Contact North | Contact Nord

*Fields marked by an * are required fields and you

R = : 1234
Step 2: Add Booking Details Booking D#:16777 won't be able to proceed to the next step until they
are filled
Course Code: | 321654 %
Course Name: Ficking Winning Lottery Numbers
Program: = - please Select -- ] .
Once the fields are completed, you have
Instructor Name: Dee Latourelle
four options:
Instructor E-mail: | dee@contactnorth.ca
onannetwortc (0 ves @0 @ e Click “Next” to continue
Booked By:  Test User - e Click “Back” to go back one page
E-mail:  dee@contactnorth.ca e C(lick “Save & Exit” to continue at a
Phone: later time

e Click “Cancel Booking” to cancel this

booking process

Field Name

Instructions

Course Code

Course Name

Instructor Name

Instructor e-Mail

Enter the course code for the exam being booked.

Enter the course name.

Enter the name of the person providing instruction for this course

Enter e-mail address for instructor

Indicate if this exam is for a course that has already been booked using one of

On the CN Network  Contact North’s three platforms of delivery (audioconference, videoconference,

web-conference)
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Searching for a Course Code

1. In Step 2, click on the magnifying glass icon next to the course.
+ Course Code: \l}

2. A new window will open. Begin typing in the Course Code. Results will appear as you type.
Stop typing once the desired Course is displayed in the list.

Course Code Lookup

Course Code: | PUE|

PUB5874
Click on a cours PUB5879

Code Mame Semester
PUBSE74 Advertising in Politics
PUB5379 Adwvertising in Politics Fall 2012

3. Click the Course Code of the desired course.
4. The Course Code Lookup window will disappear. You will be returned to the booking form.

The selected Course’s information will have been filled out. You can now continue the
process and this will create a new booking for the course.
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Step 3: Add Exam Details

Booking Tool Contact North | Contact Nord

Step 3: Add Exam Details 1234 *Fields marked by an * are required fields and you

Albooking times are indicated as EST. Booking ID%:16578 won't be able to proceed to the next step until they
are filled

Exam #: 084651651-PSY

+ Exam Date & Time: @ During Regularly scheduled conference time
(exam must NOT exceed scheduled time)

Dpate: 10/01/2012 . 0 [=] 00[+]
You can select multiple dates and times m
2012-10-01 3:20 x

(@ To be determined between coordinator and students (Minimum 1 week)

Semester: Fall 2012

* Exam Duration: : 01:00 EI hh:mm

= Open Book: (0 Yes @Mo

+ Internet Connection Req'd: (0Yes @No

Additional Materials Allowed (i.e.: Calculators, Dictionary, etc. Please Specify)

Field Name Instructions

Exam # Enter the exam reference # if applicable

Exam Date and
Enter date and time details.

Time
Semester Enter semester that the exam is being booked.
Exam Duration Select appropriate duration time for this exam.
Open Book Are books/notes permitted during exam?
Internet _ _ _ _
) Is a connection to the internet required for this exam?
Connection

Additional Details Include any special notes or instructions here.

Once the fields are completed, you have four options:

o 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 4: Choose 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
are filled

Step 4: Choose Locations 1238 e

ID#:16777

Select one or more centers to your exam booking

< Select Centre and # of exam copies

- re:  Bruce Minzs jos:| - Plese Selact - Centre "

Costrer| Brm ] 08 coplon| — e ek 0 required for that centre and then
Bear Island, 2 b4

Bruce tinss, 1 X click on “Add Centre” to save the
details. To add more centres, repeat
this process.

Special Instructions:

S| e e

Once your selections are made, you have four options:

o 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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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 & section if changes are required.
Select "Submit” to create this booking. For more information, contact scheduling@contactnarth . ca

Booking ID#: 10446 Date 12/08/201

m

STEP 1: ORGANIZATION it Step 1
Modified by: HeatherRobb, at 2012-08-11 11:34:02

Level: College

Institution: Morthern College
Contact: Lesley Hamilton
Instructor Name: John Edwards
Instructor Location: CN Centre
Centre: Dryden

Located at Home or Office: no

STEP 2: BOOKING DETAILS Edit Step 2
Modified by: HeatherRobb, at 2012-08-11 15:52:59

Title: Advertising in Politics

Course Code: PUB5879  Extension:
Course Credit: No

Program: M/A

Full-Time: No -
Neiend " RewuccDoint
Save & Exit Cancel Booking

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 Click “Cancel Booking” to cancel this booking process

Now that you’re created your booking, you will find it listed in you’re 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.
4 Booking ID#

Your Booking Code 1D# is: 16786

| Click this link to View‘Print iour Bookinﬁ
View/Print Booking

if you have any questions regarding your booking please contact the schedulers@contactnorth.ca

After submitting a booking request or when making changes to your booking, you wil receive an E-mai from the Contact North |
Contact Nord Scheduling Department regarding your submission which wil confirm your booking. This confirmation E-mail wil verify
that your booking request/change has been successfuly completed and booked by the Scheduling department as requested by you.

Back to my list of bookings Create Another Booking

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 Type - Exam
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