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The « Conseil des écoles publiques de l’Est de l’Ontario (CEPEO) » uses the online platform eBASE for 
requests to rent its school facilities. You can go to the CEPEO website: https://cepeo.on.ca/ under the 
heading « Services / Community services / Access to school facilities » to familiarize yourself with the 
important documents.

Here is the link to enter the client portal: https://cepeo.ebasefm.com/rentals/welcome

1. CLIENT PORTAL
1.1 Creating a new account

*** The home page contains important information at CEPEO.

Click on « Get started » to create a new account

Watch the introduction video

https://cepeo.on.ca/
https://cepeo.ebasefm.com/rentals/welcome
https://cepeo.ebasefm.com/rentals/welcome 
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1.2 Registration Process
Two (2) registration options

Registration as an individual (no organization)

Read the registration 
process in five (5) steps.

Click on “Register” to 
create your account.

This section is for 
individuals only, fill 
in the boxes: name, 

age and contact 
information.

*** Leave the 
“Organization” 
section empty.
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REGISTRATION AS AN ORGANIZATION

Complete “Create a 
new organization” and 
contact information.

Create an easy to 
remember username 

and password.

The CEPEO rental 
office will contact you 

by email to validate 
your organization’s 

category.

*** Non-profit organizations must prove their status by providing official documents to the CEPEO rental office.

1.3 Creating a username and password
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Enter your credit 
card information 

(withdrawal at the 
end of each month).

Check the box 
provided to indicate 
that you have read 
and understood the 

document.

To finish, click on  
« Register ».

1.4 Payment terms and conditions
The CEPEO accepts two methods of payment : pre-authorized debit or credit card (Mastercard and Visa).

1.5 Agreement of directives and regulations
It is important to share this agreement with all your participants.
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By clicking on 
“Continue”, you will 
receive an email to 
validate your email 
address. The rental 
office will evaluate 

your account 
application. You will 

then receive an email 
inviting you to login 

to create your permit.

1.6. Confirmation de courriel
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2. CREATING A PERMIT
2.1 Login

Enter your username 
and password (1.4).

Then click on  
« Login ».

The “Schools” icon 
will be changed to 

“Catalogue” and you 
will also have a new 

icon called “Files” that 
will contain all CEPEO 

rental documents.

2.2 Automatic emails (approval)
As soon as you connect for the first time, this message will be displayed. Click on “I give consent” to receive 
automatic emails from the platform.

This message only 
appears when you 
first log in the day. 
It comes from the 

CEPEO rental office 
as reminders.
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2.3 Help messages
Messages like this one will pop up at each step of your rental request. The window explains the content of 
the selected page.

Hide all messages by clicking on this box.

2.4 Main page (5 sections)
This page is central to the production of your rental permits. Your navigation bar is on your right with 5 
different sections.

The “PERMITS” 
section allows you 

to return to this 
page automatically 
and view the list of 

permits.



EBASE USER GUIDE FOR CLIENTS

COMMUNITY USE OF SCHOOLS (CUS)  |  10

The “CALENDAR” section gives you an overview of your permit applications. Several ways to view the 
calendar are available to you per week, per month, per program, per school or per room with the filter. 
Public holidays are indicated in orange.

The “SCHOOL” section allows you to view the list of schools in the « Conseil des écoles publiques de l’Est 
de l’Ontario ».

Read the messages 
from the rental office.

Click on “View 
details” to view the 

information of a 
school.
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You can see a picture 
of the school.

You can see the 
school’s address.

A map shows the 
location of the school.

You can also see the 
available spaces.

Pictures may be 
available as well as a 

short description.
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The “FAQ” section allows you to view the Frequently Asked Questions.

The “OPTIONS” section allows you to view or modify your account using the five (5) tabs at the top of the 
screen.

The “personal” 
tab allows you to 

modify or add your 
information.

Allows you to receive 
messages related to 

your permits.

Change of personal 
address.

Change of the 
username and 

password.
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Change of liability 
insurance information.

*** Don’t forget to 
save the changes 
using this button.

Change of 
organization address 

and telephone 
number.

Change of liability 
insurance information.

The “ORGANIZATION” tab allows you to modify the information related to your organization.

Put the contact 
person in your 
organization.

View the people who 
can create a permit 
for an organization.

If you would like others to join your organization to create permits, check this box. An approval email will 
be sent to you when someone requests to join your organization. You will be able to approve or refuse.
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You do not have to 
complete this section 
if you are not part of 

an organization.

Without an organization

The “BILLING” tab allows you to see the rental payment account.

Upcoming payments 
per month

Already with a 
credit card, click on 
“Edit” to change the 

information.

Add a credit card to 
your file if you did 

not do so when you 
registered.

Review previous 
statements.Copy of monthly 

statements
The current balance for all current permits for 

days used ONLY.
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By saving, you will 
receive this message. 
Click on « Continue ».

This is the amount 
that has been debited 

or credited.

Click on this button 
to download a 

document.

If it is an insurance, 
check this box.

Once you have 
chosen the document, 

click on « Submit ».View the document by clicking on the blue text.

The description for the debit or 
credit.If it is a debit or credit.Date of the transaction

The “HISTORY” tab allows you to view the complete billing of your account.

The “FILES” tab is reserved for all documents (e.g. insurance, liquor license, special license, etc.).
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2.5 New permit in five (5) steps

Click here to create a 
permit in five steps.

Important 
informations can be 
added by the rental 
office at the top and 
bottom of each step.

Enter the requested 
information.

Choose one of the 
options for insurance:

1. Purchase insurance

2. Enter insurance 
information + expiry 

date

3. Use my insurance

4. Will provide later
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To add equipment to 
your permit.

Once you have 
indicated the quantity, 
click on “Save” to add 
the equipment to your 

permit.

Some items are not 
available in some 

schools.

Click one item at 
a time. Repeat the 
process for each 

desired item.



EBASE USER GUIDE FOR CLIENTS

COMMUNITY USE OF SCHOOLS (CUS)  |  18

These questions are 
mandatory.

Click here to proceed 
to the next step.

This section is used 
to add the desired 
days. Click on “Add 

booking(s)”.

SEARCH • This option is used if you do not know 
in which school to rent. For example, you want a 

classroom in a school in Ottawa, but you don’t have a 
preference.

BUILD  •  This option is perfect to know if a specific 
room is available in a school. For example, the 

cafeteria at the head office on May 5.

Two ways to create a permit: search or build
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Enter the requested 
information.

The “Duration” 
section is important 
since it represents 

the number of hours 
of the activity. The 

system will find 
a period of time 

available between 
the times indicated in 
the “Search between” 

section.

For example, for 
a 2-hour period, 

indicate this in the 
“Duration” section. 
Enter in the “search 
between” section 
from 5:00 pm to 

10:00 pm.

The system will find a 
two-hour block within 
the requested hours.

Click on “Search” 
to see the available 

schools.

Click on “Add” to get a list of available rooms. Change the number of rooms using the arrows in the box 
with the number 1. Remove the chosen room in the same way by clicking on the down arrow.

SEARCH
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Only the available 
schools will be 

displayed.

Once the school 
is selected, the 

available hours will 
be displayed. Choose 

the times that suit 
you and click on “Add 

bookings”.

Reservations will be 
displayed with a color. 
(See the color legend 

at the top)

If a reservation is in 
red, roll your mouse 
over the clock to see 

the conflict.

Once completed, 
proceed to the next 

step.
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BUILD

Enter the requested 
information.

Choose the school

A list of available 
rooms will be 

displayed. Check the 
desired rooms.

Once finished, click on 
“Add bookings”.
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Modify your 
reservations by 
clicking on the 

date to the left of 
the reservation to 
be modified or by 
clicking on « Quick 

select ».

The quick selection 
allows you to choose 
by day or by conflict.

Click on “Apply”. 
The days or conflicts 
requested will have a 
hook on your permit.

With the days selected, click on “Actions” to 
complete the desired changes.
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Click on the desired 
modification and on 

“Apply”.

Click on “Continue to 
next step”.

View the estimated 
booking amount in 

red.

Important: Charges 
may be added, such 

as insurance or 
transaction fees, etc.

Click on “Continue to 
next step”.
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Add a contact person 
for a specific activity 

using the “Add” 
button. (Optional)

Adding comments or 
specific instructions 

for your rental.

Example: 3 tables 
and 15 chairs simply 
placed in the gym, 

we will arrange them 
later.

Review the 
application before 

submitting it.

Once completed, click 
on “Submit”.

This message will 
appear, simply click 

on “Completed”.
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3. REVISION OF A PERMIT

Start a conversation 
with the rental office 

by clicking on this tab.

Enter the message in 
the box and click on 

“Post”.

Add documents: 
insurance certificate, 

liquor license, etc.

View the document 
by clicking on the 

blue link.

Review using the tabs
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4. THE STATUS OF A PERMIT

Review the permit 
by clicking on the 
number in blue.

See the status of a 
rental request on the 

left:

NEW - means that 
the rental office has 
received the request

APPROVED - means 
that the application 

has been approved by 
the rental office.

Denied - means that 
the permit has been 
denied by the rental 

office.
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5. PRINTABLE PERMIT

Click on this button to 
print the permit.

The status of the 
permit will always be 

indicated at the top of 
the page.

On this page, you 
will find all the 

information about the 
permit.
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The final amount of 
the bookings
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6. LOCATION OF OSBIE INSURANCE (2 LOCATIONS)

Location of OSBIE 
insurance on the 

permit

Location of OSBIE 
insurance in the cost 

tab


