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1.0 Public User Guide

The Public User Portal has been designed to allow groups and organizations to request the use of
space within schools. To begin using the system, please visit your local School Board’s
Community Use website and click Get Started under the new user section. If you already have an
existing user name and password set-up, click on login and enter your user name and password.

1.1 Login Screen

B
m Community Use
eBase BEEE Online Reservation
BEET System
WORKS
New user? Existing users
To get started with our online reservation _ Email address
system, all you have to do is create a new
account.
Password
£] Get started
- Login
Forget your password?
Y |

Helpful Hints

The system has important information posted on it throughout. Please make sure to take the time to
read all of the information on the screen.
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1.2 Account Type

Your Account type is very important, please make sure to consult your CUOC if you don't
know what permit type you are. If you select the wrong permit type, the CUOC will either

help you change it but be aware some permits may be cancelled if the wrong Account Type
is selected.

1.3 Organization Information

You can select to enter no organization, join an existing organization (your organization

administrator will need to authorize you via email) or you can create a new organization if
yours does not already exist.

1.4 Agreement

Please take time to read the board agreement before you click the agreement checkbox.

Helpful Hints

You will be required to respond to a notification email to ensure your email address is valid.

Your account may not be activated until the CUOC has approved it.
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2.0 Create a Permit

2.1 Interface

The interface for your portal is very simple, you will be able to request new permits and manage
active permits from the “Permit” screen. The “Calendar” can be used to view school calendars
and excluded dates. The Options tab has very important information such as past invoices, billing
information, and organization information.

N Community Use <
e ans Onhne Reservation Permits  Calendar FAQ Options
BENT System
WORKS
Permits Filter
Status Permit £ Purpose Next booking
2010-05-07-0001  Soccer practice None
2010-06-17-0001  Nick's BBQ Showdown None
Doatnt] 2010-06-25-0001  Nick's golf showdown None
2010-07-21-0001 Nick's BBQ Showdown Oct 20th, 2010
sy 2010-07-27-0001 test None

<k Create new permit
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2.2 Step 1 — New Permit

A tutorial is available when you initially create a permit. Please use this tutorial to help you
through the application process. If you no longer need the tutorial, simply click the "Hide Tutorial"
checkbox at the top right. If you need to see the tutorial again, click "Help" on the top right of the
screen.

[ : Community Use N =
11 Parmits
- %s"'f% Reservation t

WORKS

Step 1: Enter the details about your event

Details

™ Particpants may be under 18
™ Alcohol will be served at this event

@ | Group A: School Activities |-

2.3 Insurance
Your permit will not be approved until proper insurance has been arranged.

All groups must submit proof of comprehensive general liability insurance when applying to rent a
school facility by submitting a Certificate of Insurance for an amount not less than $2,000,000 ($5
million). The insurance policy must cover the activities of the Authorized User and the activities of
any other person for whom the party is responsible.

If you do not have insurance, select the 'purchase insurance' option and DSB1 will purchase an
insurance certificate on your behalf and the cost will be added to your invoice.

Insurance
Your permit will not be approved until proper insurance has been arranged.
All groups must submit proof of comprehensive general liability insurance when
applying to rent a school facility by submitting a Certificate of Insurance for an
amount not less than $2,000,000 ($2 million). The insurance policy must cover the

activities of the Authorized User and the activities of any other person for whom the
party is responsible.

If you do not have insurance, select the 'purchase insurance’ option and DEMO will

purchase an insurance certificate on your behalf and the cost will be added to your
invoice.

Source [ Use my own insurance E

Insurance company
Policy #

Expiration date '

£\ Certificate must name the Demonstration as additional insured.
Please fax to the DEMO rental office at 905-646-8048.
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2.4

Step 2 - Select a Space / School

Select the spaces you would like to reserve. If you would like to book space at more than
one school, simply click “back” after you complete Step 3 and continue to select another
space. You can also select equipment that boards have made available. Please note

there may be additional charges associated to the use of this equipment.

r

Step 2: Choose the school and spaces required for your event

B \ & 3
T Community Use &/ &9
e&% 44 Online Reservation Permits Calendar FAQ Options
BEET System

~— School

School [T I - |

—— Spaces
Auditorium
™ Auditorium

Cafeteria
[T Cafeteria
Classroom
[T Classroom 1
I" Classroom 2
[T Classroom 3
[T Classroom 4
[T Classroom 5
Gym - Single
[T Gym - Single
Outdoor field
I" Outdoor field
© Hover over the space names for more details

~— Equipment
I [ Audio Visual Equipment
| |— Chairs
I |— Projector
[ Tables
@ Cancel | @ Back) Next Eb/

Rules and Regulations | Privacy Policy | Refund Policy
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25 Step 3 - Requested Dates / Times

This step requires you to pick the time you want to book spaces. When complete, you
can either click “Next” to move to the next step, or click “Back” to select another space or
school.

- O 4 '

= Community Use o
e BEE T Online Reservation Permits  Calendar FAQ Ot
BEET System

WORKS

Step 3: Create a schedule for your event

~— Choose dates and times

Recurrence .r Single El

Date range |

]

acl (MMM 84 YY"

Start time | (00 [«] [am [&]
H MM

End time[ ][00 [l [ R
MM

/4 Please remember to include 'set-up' and 'take-down' times that you require for your
progam/event.

4+ Add booking(s)

X Remove conflicts 2 Remove all

You must enter at least 1 booking to continue.

@ Cancel | _@ Back/ Next l:bj

Rules and Regulations | Privacy Policy | Refund Policy
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2.6

Click on a Booking — Booking Details

You can click on a Booking under “Current Bookings” to edit the options.

Edit booking

Date [Sep 22,2010
MMM DD, YYYY

From |6 100 [v| PM |+

HH MM
To [10 |00 [=] PM[<]
HH MM

Ll Where - Adjust the school and/or spaces of the event.

School [ Englehart High School

Cafetorium
[~ Cafetorium

Classrooms
[~ Art Room

[T Classroom 1

[~ Classroom 2

[~ Classroom 3

[~ Music Room
Fields / Outdoor Spaces

[~ Athletic Field
Gymnasium-Double

¥ Gymnasium-Double

@ Hover over the space names for more details
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2.7 Step 4 — Fees at a glance

The Payment screen will show you an early estimation of fees. Please remember that
the CUOC will be reviewing the Permit to add any necessary charges such as Custodial
Costs.

v v

- S %

e Community Use <

= B8 Online Reservation Permits Calendar FAQ -
ne

System

Step 4: Payment

~— Estimated Costs

£ If your non-profit group qualifies for the subsidized rates listed below, please note that
these reduced rates are a result of a grant from the Ministry of Education and are subject
to change from school year to school year.

Permit fee $10.00 Rental fee  §375.00
Additional $0.00 £0.00 0.00
Sub-total $385.00 $0.00 $385.00

Cost Subsidy After subsidy

HST $50.05 £0.00 $50.05
Cost Subsxdy After subsidy
Total $435.05 £0.00 $425.05

U Actention: These costs are estimated. The final amount will be updated when the
Community Use Coordinator has reviewed your permit and added additional costs such
as custodial and security fees. Please contact the Community Use Coordinator at (905)

937-3838 if you have any questions.

All amounts arein Canadian Dollars. (CAD)
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2.8 Step 5 - Comments

The Supervisors field is intended for you to list any supervising adults which might be
present. Please provide at least one name and phone number.

The Special Instructions field should be used if you require any special setup of
consideration. This information will be seen by the CUOC.

] 0 C .
B0 Community Use "
eBase BEE Online Reservation ~ Permits  Calendar  FAQ  Options
BEET System
WORKS
Step 5: Additional comments
—— Comments
Event supervisors | John Smith - 555.555.5555)| .
Special instructions | -
@ Cancel | € Back ) Next = y

Rules and Regulations | Privacy Policy | Refund Policy
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2.9 Step 6 — Details Overview

Please click on the different titles to verify the details of your Permit.

. .
ss - Community Use 0 Yy
e&% BRRN Online Reservation Permits Calendar FAQ Options
BEET System
WORKS
Step 6: Review and Submit
— Details -

Purpose test

Est. attendance 12
[T Alcohol vill be served at this event

Permit type Group G: For Profit Orgnizations

— Insurance -

— Spaces and Equipment -

~— Bookings -

~—— Estimated Costs -

@ Cancel | @ Back) _J_SSubmit)

Rules and Regulations | Privacy Policy | Refund Policy
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2.10 Final Tasks

Now that the Permit is submitted, the CUOC will review the details and contact you if
he/she requires any additional information. You will be emailed if any action from you is

required.

If you need to contact the CUOC, click on the Permit you wish to discuss from your
home screen and use the “Discuss This Permit” button. When the CUOC sends you a

message, you will be notified by email.

™
B
1 Community Use Kv>
e BB N Online Reservation Permits
REET System
WORKS
test
Permit #: 2010-10-18-0001
Status:
Equipment: No equipment
. Edit permit ¥ Cancel this permit
Current bookings
Status Spaces and School
-~ : Gym - Single
O Rending Centennial

Past bookings

No past bookings

> Discuss this permit

Date and time

Thu, Oct. 21st, 2010
6:00pm to 9:00pm
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