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écoles publiques
de I’Est de I’Ontario

The « Conseil des écoles publiques de I'Est de I'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

Click on « Get started » to create a new account

Community Use

Conseil des
écoles publiques
de I'Est de I'Ontario

ECOLES DE CHOIX # CONSEIL DE CHOIX

New user?

To get started with our online reservation system, allyOu have to do is create a new
account.

Get started

i Watch the introduction video

Pour toutes questions, vous p{uvez communiquer avec le bureau de location du
CEPEQ &: permisdelocation@cy

@ English (Canada)

Existing users

Username

Password

# Login

Forgot your password?

Date d'inscription annuelle: Ter juin @ 9h am. Premier arrive, premier servi!

BIENVENUE AU SEIN DES ECOLES DU CEPEO

eBASE

® 2019 DMS Technologies - All rights reserved.
Privacy Policy

Watch the introduction video

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

COMMUNITY USE OF SCHOOLS (CUS) | 3
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Welcome to the Conseil des écoles publiques de I'Est de I'Ontario online reservation system!

How it works

Step 1: Fill out your info. Once we know a little more about you, we can help you keep track of your permits and bookings

Step 2: Activate your account. To make sure your email address is valid, we will send you an email to the address you provide. From there you can quickly activate your account by

following the 'activate’ link.

Step 3: Log in and start booking. After activating your account, you'll be able to log in and start booking spaces. The on-screen instructions will help you through this process.

Step 4: Awaiting approval. All permit requests must be approved by the admin_name;?>. After submitting a request, you'll notice that your permit is still pending

Step 5: Using your permit. Once your permit has been approved, you are then able to use the facilities on the days you have booked.

That's it! To get the process started, click register below.

% Register

Frequently Asked Questions

1) Combien de temps avant mon événement dois-je demander un permis? How long before my event should | request a permit?
2) Est-ce que toutes les écoles coltent la méme chose? Do all schools cost the same?
« 3) Pourquoi avez-vous besoin de savoir combien de participants? Why do you need to know how many participants?
4) Pourquoi avez-vous besoin de savoir si les participants ont moins de 18 ans? Why do you need to know if participants are under 187

5) Pouvons-nous louer des salles de classe? Can we rent out classroom space?

6) Que faire si je veux louer une salle qui n'est pas dans la liste? What if | want a room that is not listed?

7) Quelles heures puis-je demander?What times can | request?
+ 8) Que signifie la zone en surbrillance rouge? What does the red highlighted area mean?

9) Est-ce que notre groupe peut utiliser du matériel/équipement scolaire? Can our group use school equipment?

Read the registration
process in five (5) steps.

Click on “Register” to
Create your account.

+ 10) Qu'arrive-t-il si nous devons apporter des changements a notre permis une fois que nous I'avons entré et / ou quiil a été approuvé? What if we need to make changes to our

permit once we have input it and/or it is approved?
11) Si J'ai une question & propos de men permis, que doisje faire? If | have a question about my permit what should | do?
12) Une fois que j'ai soumis ma demande, est-ce approuvé? Once | submit my request is it approved?
+ 13) Combien de temps cela prendra-t-il avant gue ma demande soit approuvée? How long will it take before my request is approved?
14) Comment saurai-je si mon permis est approuvé? How will | know if my permit is approved?
15) Y aura-t-il des colts supplémentaires ajoutés 8 mon permis? Will there be any additional costs added to my permit?

1.2 Registration Process
Two (2) registration options

Registration as an individual (no organization)

Community Use

™~
Conseil des t,
Home

écoles publiques
de I'Est de I'Ontario
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Your name and Age

Name

Last name

- ~
[ 1am over 18 years.

Organization

Choose | - None -

Contact information

Address Home
Ac Suite XRXKAXKHNK ~
~ ~
Ontaric waork
Ci Province XX
~ ~
Canada ek
~

| This section is for
- individuals only, fill
in the boxes: name,
age and contact
information.

*** Leave the
“Organization”
section empty.

COMMUNITY USE OF SCHOOLS (CUS) | 4
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REGISTRATION AS AN ORGANIZATION

Organisme

Choisir | Créer un nouvel organisme 4—

Détails
Nom
Adresse
Ontario
Canada
Téléphone
Assurance

Compagnie
d'assurance

Numéro de police

Date dexpriation

Type -Choisir- v

* Sous réserve d'examen et d'approbal! d'aprés les critéres
établis.

Conseil des
écoles publiques
de I’Est de I’Ontario

Complete “Create a
new organization” and
contact information.

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 CEPEQO rental office.

1.3 Creating a username and password

Username ana password
Choose a unique username to identify yourself when logging into the system.
Username h

Ex: jsmith1, kelly201

Payment information

Name of cardholder

Must match the name on the card
Card type Mastercard v m VISA
Credit card number

Expiry date  January v
Month Year (YYYY]

Password must be between 6-64 characters and contain at least 1 number.

Password

/& By entering your credit card information here, understand that you may be charged
on a recurring basis for usage as per the Rules and Regulations of the Beard.

(i) You may enter your credit card information now. It can also be medified in your
account settings once you have registered

@ Visa Debit is not an acceptable form of payment. Please use Visa or MasterCard
Credit cards only.

Agreement

[ Rules and Regulations Community Use Agreement : CEPEOQ

Complete

& Register & Cancel

COMMUNITY USE OF SCHOOLS (CUS) | 5

e

Create an easy to
remember username
and password.
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1.4 Payment terms and conditions

Conseil des
écoles publiques
de I’Est de I’Ontario

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

Payment information

Name of cardholder

Cardtype Mastercard v m VISA
Credit card number

Expiry date  January v

% Register

/4, By entering your credit card information here, understand that you may be charged
on a recurring basis for usage as per the Rules and Regulations of the Board.

(& You may enter your credit card information now. It can also be modified in your
account settings once you have registered

@ Visa Debit is not an acceptable form of payment. Please use Visa or MasterCard
Credit cards only.

Agreement
[J Rules and Regulations Community Use Agreement : CEPEQ

Complete

& Cancel

1.5 Agreement of directives and regulations

It is important to share this agreement with all your participants.

Nom d'utilisateur et mot de passe

Choisissez un nom d'utilisateur unique pour vous identifier lorsque vous vous
connectez au systéme.

|
Nom d'utilisateur

Nom du titulaire de
Ia carte

Typedecarte Mastercard v [Be] VISA

Numéro de carte de
crédit

Date d'expriation janvier

Le mot de passe doit comprendre de 6 & 64 caractéres et contenir au moins un chiffre.

~ ~
Mot de passe

A, Ensaisissant ici les données de votre carte de crédit, vous de; imprendre que
des frais d'utilisation vous seront peut-étre facturés réqulissefient, conformément
aux regles et réglements du Conseil.

(i) Vous pouvez maintenant saisir les. €s de votre carte de crédit. Vous pourrez
métres de votre compte lorsque vous vous serez

it Visa n'est pas un mode de paiement acceptable. Veuillez n'utiliser
es de crédit Visa ou MasterCard.

Entente

olitique des réglements EBASE Community Use Agreement

# S'inscrire

Terminer

COMMUNITY USE OF SCHOOLS (CUS) | 6

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 ».
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1.6. Confirmation de courriel

Conseil d b %
e z 2 By clicking on
de I'Est de 'Ontario “Continue”’ you will
receive an email to
validate your email
Thank you!
An email has been sent to the email address that you provided. It contains a link which you must click to validate your account. ad d ress. Th ere nta |
Once validated the lang-=line('coordinator]; 2= will review your information and activate your account. Offlce W| I I eVa | u ate
You will then receive a second email that will let you know that your account has been activated at which point you will be able
to create permit requests. you r accou nt
application. You will
then receive an email
inviting you to login
to create your permit.

ECOLES DE CHOIX % CONSEIL DE CHOIX

+ Continue

>

COMMUNITY USE OF SCHOOLS (CUS) | 7
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2. CREATING A PERMIT

2.1 Login

Conseil des
écoles publiques
de I'Est de I"Ontario

ECOLES DE CHOIX 7 CONSEIL DE CHOIX

New user?

To get started with our online reservation system, all you have to do is create a new
account

Get started

atch the introduction video

Pour toutes questions, vous pouvez communiquer avec le bureau de location du
CEPEO a: permisdelocation@cepeo.on.ca

Existing users

Username

Password

# Login

Forgot your password?

Date d'inscription annuelle: 1er juin & 9h am. Premier arrivé, premier servi!

BIENVENUE AU SEIN DES ECOLES DU CEPEO

2.2 Automatic emails (approval)

As soon as you connect for the first time, this message will be displayed. Click on “l give consent” to receive

automatic emails from the platform.

Attention required

email notices:

from receiving this information.

later date, it can be found in the Options menu.

| give consent () | do mot give consent

Prochaine journée fériee: 19 avril 2019

€3 Close

Generic notifications can contain important information such as permit submission deadlines,
changes to pricing policies and renewal windows. Clicking "I do not give consent” will prevent you

Permit and Account notifications are not affected by this setting. If you wish to change

In accordance with anti-spam legislation, please update your consent to continue receiving general

settingata

“

Conseil des
écoles publiques
de I’Est de I’Ontario

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.

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.

Permits Hide tutorials

This is the main screen for the reservation system. From here you can view all your existing permits as well
as create new ones.

—

Hide all messages by clicking on this box.

Creating a Permit

At the top center of the screen you will find a button which says 'Create new permit’. Clicking this button will
begin the reservation wizard. The on-screen tutorial will help you through each step.

Viewing Existing Permits

The list of permits in the middle of the screen are permits that you have requested. From here you can easily
track their status. Clicking on one will open it and display its details and bookings.

The Main Menu

Along the top right of the window you will find 4 icons. These are Permits, Calendar, FAQ and Options. These
will help you navigate through the system. Clicking on each one will give you more information about its
features.

Need Help?
At the top right of the screen you can click on help at any time to show this window again.

Have fun!

+ Close

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.

ommunity Use 8 Logout 7 Help
Conseil des D
m e'co\es‘publiques > 4 pre The “PERMITS”
de I’ de I'O i .
e [stdefontario section allows you
ECOLES DE CHOIX # CONSEIL DE CHOIX T to return to this
% Create new permit request page automa'“ca | |y
VA = and view the list of
Status Permit # Purpose Booking details Discussion permlts'
Pending
None
Active
None
Inactive
None
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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.

Veuillez avertir le bureau de location du CEPEO lors de vos absences dans I'école: permisdelocation.cepeo.on.ca

Délai de remboursement: 48 hrs d'avis Read the messages
4 March 2019 » Week | [&] Month Agenda o Filter from the rental Offlce
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Feb 24 25 2 27 28 Mar 1 2
z 4 5 3 7 ] 3

7 8 i 20 2 22 2]
2] 25 % 77 28 ) 30
E Ap % 3 7] 5 &

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

y 2 Click on “View
Conseil des L ils” i
écoles publiques Permits  Calendar FAQ Options detalls to view the
de I'Est de I'Ontario information of a
ECOLES DE CHOIX % CONSEIL DE CHOIX SC hOOI .
Catalogue
Space Actions.

Comtés de Renfrew

Ecale élémentaire et secondaire publique LEquinoxe View details

Comtés unis de Prescott & Russell

Ecale élé. et sec. publique LAcadémie de la Seigneurie View details
Ecole élémentaire publique Carrefour Jeunesse View detalls
Ecole élémentaire publique De |a Riviére Gastor View details
Ecole élémentaire publique Nouvel Horizon View details

COMMUNITY USE OF SCHOOLS (CUS) | 10
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Catalogue
4= Back
Preview / You can see a picture
of the school.
You can see the
school’s address.
Facility
: B A map shows the
Name Ecole secondaire publique De La Salle Map Gateliite =g lp Iocation of the SChOO|.
Address 501, ancienne rue St-Patrick waumeau Park
Onawa - Ontario Gy
e . ¢
KIN 8R3 Dunrobin Ottawa
T & 5 n) e
[ %‘Vam@ @
3 & =g —
7] ]
G‘?'Qle Map da:eipzsﬂ?gﬁoe;? Skmi__1 TermsofUse Raporta maperror
Spaces Gf—
: . You can also see the
. available spaces.
Bibliotheque
Bibliothéque View details
Cafétéria
Cafétéria #105 View details
Classe
Salle de classe #115 View details

Preview

Pictures may be
available as well as a
short description.

10f1

COMMUNITY USE OF SCHOOLS (CUS) | 11
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The “FAQ” section allows you to view the Frequently Asked Questions.

Conseil des
écoles publiques
de I’Est de I’Ontario

Conseil des i Y’\ [ 1]

écoles publiques Permit Calendar I FAC

de I'Est de I'Ontario
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Frequently Asked Questions

demander un permis? How long before my event should | request a permit?

2) Est-ce que toutes les écoles yse? Do all schools cost the same?

3) Pourquoi avez-vous besoin de savoir combien de participants? Why do you need to know how many participanis?

4) Pourquoi avez-vous besoin de savoir si les participants ont moins de 18 ans? Why do you need to know if participants are under 187
5) Pouvons-nous louer des salles de classe? Can we rent out classroom space?

6) Que faire si je veux louer une salle qui n'est pas dans la liste? What if | want a room that is not listed?

7) Quelles heures puis-je demander?What times can | uest?

B) Que signifie la zone en surbrillance rouge? What does the red highlighted area mean?

9) Esf que notre groupe peut utiliser du matériel/équipement scolaire n our group use scho

1) Combien de temps avant mor

equipment?

10) Qu'arriv nous devons apporter des changements & notre permis une fois que nous l'avo ntré et / ou qu'il a été approuvé? What if we need to make changes to our
permit once we e input it and/or it is approved?

11) Si j'al une question & propas de mon permis, que dais-je faire? I | have a question about my permit what should | do?

12) Une fois que j'ai soumis ma demande, est-ce approuvé? Once | submit my request is it approved?

-t-il avant
i mon permis est approuvé? How will | know if my permit is approved?
pplémentaires ajoutés & mon permis? Wil there be any additional costs
un permis? Will | be charged for Can a permit?

les mémes pour tout s réservations? Are custadial rates the same for all bookings?
urance? Why do | need to provide insurance?

13) Combien de temps cela prendr

)e ma demande soit approuveée? How long will it take before my request is approved?
14) Comment saurai

led to my permit?

19) Quel type de
Est-ce que nc
21) Est-ce que

cceptez-vous? What type of payment do you acc
aire des modification
clé:

?
t

1 permis une fois qu'il a té approuvé? What if we need to make changes to our permit once it is approved?
e l'école? Is it possible to have the school's keys?

1) Combien de temps avant mon événement dois-je demander un permis? How long before my event should | request a permit?

Une semaine avant [événement est préférable. le plus 16t possible est toujours misux.
One week in advance of the event is preferred; the sooner the better,

2) Est-ce que toutes les écoles coiitent la méme chose? Do all schools cost the same?
Oul, les tarifs sont bases sur |a classification d'une organisation

Yes, rates are based on the classification of an organization.

3) Pourquoi avez-vous besoin de savoir combien de participants? Why do you need to know how many participants?
Notre personnel sur place dolt savolr combien de personnes vont entrer dans le batiment. Cette Information est éaalement reauise pour les rabports du ministére

ToP

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

scCreen.

Options

Personal | Organization Billing History Files

The “personal”

Personal K

Name Hey Hello

Language English (Canada) A

Contact

Consent has been given to receive communication

tab allows you to
modify or add your
information.

Yes L4 A

Generic notifications can contain important information such as permit submission deadlines, changes to pricing policies and renewal windows. Opting out will Al | OWS yO u tO recelive

prevent you from receiving this information.

Permit and Account notifications are not affected by this setting. If you wish to change this setting at a later date, it can be found in the Options menu.

Address 11

messages related to
your permits.

Change of personal

Home

Work

Mobile 456555555555

address.

Change of the

Email brygaybsp@gmail.com
Username and password
Username heybenjal9

Password

1 eave the naceswnrd hlank 1inlace rhanninn

username and
password.

COMMUNITY USE OF SCHOOLS (CUS) | 12
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Insurance

N Change of liability
insurance information.

Insurance company

Policy #

Expiry date

*** Don’t forget to

Hsae) 4 — save the changes
using this button.

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

Options
ersonnel Organisme Facturatio Historique Fichiers
Personne-ressource
Nom Guide d'utilisateur —
adresse 2445 St-Laurent Blvd Cha ng e of
ottawa on organization address
K1G6C3 Canada and telephone
number.
Téléphone 613-742-8960
Assurance
Sompeurie Change of liability
N de police insurance information.
Date d'expriation

Autre

¥ Autoriser l'adhésion de nouveaux membres

Put the contact
Administrafeur de l'organisme person in your
organization.

-~

Ghoisir Demo CEPEQ il i

T T View the people who
can create a permit
© Annuler 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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Without an organization

Contact
Name Hey
Address L —
p— You do not have to
complete this section
Canada if you are not part of
an organization.
Phone
Insurance

Insurance company
Policy #

Expiry date

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

Options
Personal Organization | Billing ‘ History Files U pco m | n g payments
Current account balance Upcoming charg per month
Amount $-1,919.00 May 2019 $2,305.20
Send monthly statement email Jun2019 $3,842.00
Credit card Jul 2019 $3,073.60
+ Add anew card 4 Ag20]3) 576840 Add a credit card to
N — . . .
otal $9.089.20 your file if you did
Statements not do so when you
Month ending Charges Credits Balance reg |Ste I’ed .
Jan31 s 0.00 § 0.00 § 0.00
Feb28 3 0.00 § 0.00 5 0.00
Mar3l s 0.00 § 0.00 § 0.00
) Review previous
Copy of monthly The current balance for all current permits for statements.
statements days used ONLY.
Options
Personal Organization ‘ Billing | History Files
Current account balance Upcoming charges Al_ready Wlth a
Amount $16.95 May 2019 $0.00 Credlt Card’ ClICk on
Send monthly statement email Total $0.00 Edlt to Change the
Eraditcar information.
Dema CEPEQ
Visa

A1 wkk wkik 1111 Mar 2020 (03/20)

|+ Edit *® Remove
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Conseil des V\ =4
écoles publiques
de I'Est de I'Ontario By saving, you will
ECOLES DE CHOIX % CONSEIL DE CHOIX receive this message.
Click on « Continue ».
Options

Changes saved successfully.

+ Continue

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

Options
Personal Organization Billing ‘ History Files
Complete billing history This is the amount
Date Reference Description Amount that haS beeﬂ deblted
May 08,2019 PAYMENT Numéro du chéque123 - activités physiques § -2,000.00 | | or Credlted.

REF £381 [Pascale Richard]

May 08,2019 CHARGE Assurance x 1.00 ($81.00) § 81.00
< (#Qnu

The description for the debit or

Date of the transaction If it is a debit or credit. )
credit.

The “FILES” tab is reserved for all documents (e.g. insurance, liquor license, special license, etc.).

Options
Personal Organization Billing History ‘ Files | CIICk on thIS button
Upload a file to download a
[ Choisir un fichier Au&n fic..r choisi dOCU ment
1 Is insurance
== If it is an insurance,
2 Submit

check this box.

Your files

Name Uploaded at

Mar 15,2019

Test assurance docx
07KB  INSURANCE ~710:33 am

Once you have
chosen the document,
View the document by clicking on the blue text. click on « Submit ».

|
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2.5 New permit in five (5) steps

Conseil des Q L~ 4
écoles publiques
de I'Est de I'Ontario

ECOLES DE CHOIX 7 CONSEIL DE CHOIX

Click here to create a
permit in five steps.

4 Create new permit request

F N

My permits ¥ Filter

Status  Permit # Purpose Booking details Discussion

Pending

Nene

Active

2019-03-150001  Réunion de membre May 10th - Sigge social Discuss »

Inactive

EEEER 201003190001 sport Mar 26th - Sigge social Discuss »

Step 1/5: Enter the details about your event

Frais dadministration 16,955 lors de la demande initiale inf Imp_ortant b
Frais d'administration 16,955 & chague annulation de permis informations can be
Frais d'administration 16,955 aprés 3e modification au permis: heures, dates, etc. — added by the rental
office at the top and
Title — bottom of each step.
Point 1: This is a test
Point 2:
Point 3:
) Enter the requested
Details information.
Permit type | - Choose - v
Purpose 2
Attendance
Participants may be under 18 Choose one of the
options for insurance:
Insurance
Important : Chaque demande de location doit &tre accompagnée d'une assurance 'I PU rchase insu rance

Les utilisateurs qui détiennent une assurance responsabilité civile doivent présenter une copie de leur certificat d'un montant d'au moins 5 000 000 § (5 millions de dollars). La police
d'assurance doit couvrir l'utilisateur autorisé ainsi que tous les autres participants de 'activité. Le CEPEQ doit étre inscrit a titre d'assuré additionnel sur le certificat.

Veuillez envoyer votre copie de certificat par courriel 4 : permisdelocation@cepeo.on.ca 2 Enter INSurance
Sivous n'avez pas d'assurance, il est possible d'en aveir une par le biais du CEPEO. Cette assurance couvre seulement les dommages matériels envers les installations scolaires. i i + i
Veuillez noter que ce n'est pas une assurance resp bilité contre les bl et accidents pour l'utilisateur et ses participants. Pour acheter cefte assurance, sélectionnez l'option « | nformatlon eXp | ry
Acheter une assurance OSBIEs. date

***_e bureau de location du CEPEO ajoutera le certificat d'assurance & votre dossier (voir fichiers) et son colit sera ajouté a votre facture.

Insurance source Purchase insurance v < 3 Use my |nsurance

4. Will provide later
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Equipment
None added

4+ Add

Add Equipment

@ Ballons (Soccer, Basketball, volleyball, etc)
@ Bloc de feuilles avec chevalet
@ Chaises

Filets (Badminton, Volleyball)

o

Lutrin

Matelas

®© © ©

Micros

Paniers suspendu (Basketball)

o«

Poteaux (Volleyball, Badminton)

Projecteur avec écran amovible

© © ©

Projecteur avec écran fixe

©

Rallonge électrique
Raquettes de badminton

Systéme d'éclairage

© © ©

Systéme de sons
@ Tableau & craie

@ Tableau intelligent
@ Tables

@ Teélévision (DVD)

Add Equipment

Filets (Badminton, Volleyball)
Qty |1

Comments

«— To add equipment to

your permit.

Conseil des
écoles publiques
de I’Est de I’Ontario

&3 Cancel

Some items are not
available in some
schools.

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

= Save € Cancel

\

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

permit.

COMMUNITY USE OF SCHOOLS (CUS) | 17
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Equipment
|4 ® 1xChaises
|+ ® 1xMicros
+ Add
Questions

Check the age group(s) of all the expected participants
Children 0-6
1 Children 7-12
Teens 13-18
‘Young adults 19-24
| Adults 25-64

1| Seniors 65+

No target age (i.e. there is a wide range in the ages of the participants) These q u e5t|o ns are

Choose the categories which best describe the primary type of activity man d a tO I’y.
| Educational (e.g. homework help, reading clubs) A

Parenting support (e.g. new parent classes)
(] Sports and recreation (e.g. basketball, yoga)
Health and wellness (e.g. nutrition program, blood donation)
Child care programs
Arts and cultural (e.g. community theatre, concerts)

(] Supports for recent immigrants
Social (e.g. meet and greet) -

CHAQUE DEMANDE DE PERMIS DE LOCATION GENERE UN FRAIS DADMINISTRATION DE 16,958 Click here to procee d

to the next step.

€3 Cancel # Continue to next step ‘

Step 2/5: Manage the bookings for your event

4 Add booking(s] =« Quick sel . . .
i & e This section is used

What do the colours mean? to add the deSIred
Pending Approved Expired Conflict Conflict with pending days Cl |Ck on “Ad d
booking(s)”.
Active bookings
- No active bookings -
€ Cancel 4= Back ~ Continue to next step

Rules and Regulations - Privacy Policy - Refund Policy

Two ways to create a permit: search or build

Add bookings
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.

How would you like to add your bookings?
BUILD e« This option is perfect to know if a specific

Search Bud\
room is available in a school. For example, the

L Addbockisos RO Carcd cafeteria at the head office on May 5.
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SEARCH

Add bookings

- Search
Wizard to find open times and spaces

=) When
Recurrence  Single v
Date range May 24, 2019 A
. |
Search between 5 00 v PM v
and 8 00 v PM ~
Duration 3 v hour(s] 00 ¥ minute(s]
Please remember to include 'set-up’ and—take-down times
that you require for your progam/event.
1 Where
Choose the space types you would like to search for
4 Add
1 Cafétéria
4~ Search

Assistant de réservaXjon plublique en bas

& Oxneel

% Add bookings

\

Conseil des
écoles publiques
de I’Est de I’Ontario

Enter the requested
information.

4 Build

Manually choose your times and spaces

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.
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Add bookings
Only the available
schools will be
displayed.

1 Where ¥ Exclude

- Choose -

Please choose a facility

% Add bookings €3 Cancel 4= Start again

Add bookings

Once the school

-1 Where | Exclude conflicts - ] Show map is selected, the
available hours will
Ecole secondaire publique De La Salle v be displayed. Choose
the times that suit
(& When you and click on “Add
h bookings”.

Choose your preferred time.

300 pm-8300pm ¥

Fri May 24,2019 5:00 pm-8:00 pm

4 Add bookings € Cancel 4= Start again

Step 2/5: Manage the bookings for your event

+ Add booking(s] |« Quick select Reservations will be

displayed with a color.

(See the color legend
at the top)

What do the colours mean?

Pending Approved Expired Conflict Conflict with pendi

Active bookings

May 2019

PR - -
O 24 5:00pm to 8:00pm 3 hours ®

.y Ecole secondsire publigue De La Salle - Cafétéria #105

\ If a reservation is in

& Cancel « Back | |  Continue to next step red, roll your mouse

Rules and Requlations - Privacy Policy - Refund Policy over the clock to see
the conflict.

Once completed,
proceed to the next
step.
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BUILD
Add bookings

Conseil des
écoles publiques
de I’Est de I’Ontario

2 search
Wizard to find open times and spaces

(= When
Recurrence Daily v

Date range May 25, 2019

Start (MMM DD, ¥YYYY) End (MM

Beginat5 | 00 v PM v

RARA
HH vl

End8 T 00 v PM ¥

0 YTV
glnl Wil

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

51 Where

Ecole secondaire pu

[ | Salle de classe #153
[] Salle de classe #154

|| Salle de classe #155

Check All

Assistant de réservation plublique en bas

Y May 25,2019

/* Build

Manually choose your times and spaces

A |

Ty
Y

Enter the requested

[ Show Map

information.

__—~  Choose the school

A list of available
rooms will be

Check None

displayed. Check the
desired rooms.

Once finished, click on
“Add bookings”.

I

% Add bookings & Cancel

COMMUNITY USE OF SCHOOLS (CUS) | 21
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Step 2/5: Manage the bookings for your event

+ Add booking(s] « Quick select

What do the colours mean?

Pending Approved Expired Conflict Conflict with pending
Active bookings
May 2019

?I‘{ 8:00pm to 9:00pm 1 hour
sy Ecole secondaire publique [Alternative - Salle de classe #152
ig 8:00pm to 9:00pm 1 hour

= Ecole secondaire publique LAlternative - Salle de classe #152
SAT 5:00pm to 8:00pm 3 hours

Ecole secondaire publique [Alternative - Salle de classe #152

Quick select bookings

By day of the week
Mo Tu@We O Th FrOSa Su

By conflict
[l Year range [] Hours [] Excluded dates [] No spaces
[ Approved bookings ] Pending bookings

4

« Apply | % Deselect all €3 Cancel

Conseil des
écoles publiques
de I’Est de I’Ontario

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.

Step 2/5: Manage the bookings for your event . . « . "
F 3 S Tong With the days selected, click on “Actions” to

4 Add booking(s] =« Quick select = 2 Actions 4———

What do the colours mean?
Pending Approved Expired Conflict Conflict with pending

complete the desired changes.
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BOOking actions You have selected 1 booking(s].
— —_ Click on the desired
yemmE oo modification and on
[ Remove selected bookings “Apply”.

[ Cancel selected bookings

() Set start and end times - Both will be changed for all selected bookings

Start oo v PM v

End 00 v | PM ~

« Apply €3 Cancel

a 51'“3_ 8:00pm to 9:00pm 1 hour n
sy Ecole secondaire publique LAlternative - Salle de classe #152 -

ST 5:00pm to 8:00pm 3 hours
T ©

Ecole secondaire publique L'Alternative - Salle de classe #152
- @ -
Click on “Continue to
»
& Cancel 4= Back # Continue to next step neXt Step .

‘./

Rules and Regulations - Privacy Policy - Refund Policy

Step 3/5: Estimated costs

s 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 year to year.

View the estimated

Permit costs . -

- booking amount in
Frais administratifs $15.00 -50.00 $15.00

red.
Rackimizosts Important: Charges
Rental fee $200.00 -$100.00 $100.00 may be added SUCh
as insurance or

Total transaction fees, etc.
Sub-total $215.00 -$100.00 $115.00
HST $27.95 -813.00 $14.95
Total $242.95 -$113.00 $129.95

4 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 Coerdinator at 613-742-8960 if you have any questions.

All amounts are in Canadian Dollars. (CAD]

Click on “Continue to
& Cancel 4= Back ~ Continue to next step ‘_— next step”

Rules and Regulations - Privacy Policy - Refund Policy
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scol bli

e Add a contact person
for a specific activity

using the “Add”
button. (Optional)

ECOLES DE CHOIX 7 CONSEIL DE CHOIX

Step 4/5: Additional information

Event supervisors

+ Add

Comments

Adding comments or
specific instructions
for your rental.

Special instructions

Example: 3 tables
and 15 chairs simply
placed in the gym,
we will arrange them

& Cancel 4= Back ~ Continue to next step Iater

Rules and Regulations - Privacy Policy - Refund Policy

Step 5/5: Review and submit .
Details - Review the

, . application before
Permit type Groupe B - Gens de la communauté (& orng -
but non lucratif) Subl |tt|ng |t.

Purpose Basket

Attendance 15

Participants may be under 18

Insurance -

) Once completed, click
Equipment - on “Submit”.
Bookings -

Estimated costs -

Event supervisors -

& Cancel 4= Back & Submit

Rules and Regulations - Privacy Policy - Refund Policy

Thank you!
This message will
appear, simply click
on “Completed”.

Your request has been saved. Once it has been reviewed, we will notify you if it is approved or if it requires any
adjustments.

Tous changements a un permis entraine des frais d'admini - , 958

« Completed
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3. REVISION OF A PERMIT

Details ‘ Bookings Costs

Details t T T

Permit type Groupe B - Gens de la communauté (a
but non lucratif)

Purpose Basket
Attendance 15

Participants may be under 18

Comments

Special instructions 3 tables and 15 chairs simply placed in the gym, we will place For permit holder

them later.
Insurance

Permit #2019-05-10-0001

Details Bookings Costs | Discussion Files
A}

No messages to display.

% Post
Permit #2019-05-10-0001
Status:
Details Bookings Costs Discussion ‘ Files
Upload a file
Choisir un fichier | Aucun fic...r choisi
[ Is insurance
& Submit
Files
Name

rance doc.docx

Uploaded at

May 10, 201¢
41 11:18 am

-_—

Conseil des
écoles publiques
de I’Est de I’Ontario

Review using the tabs

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.
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4. THE STATUS OF A PERMIT

Community Use B Logout 7 Hel

Conseil des B <’
écoles publiques
de I'Est de I'Ontario

ECOLES DE CHOIX % CONSEIL DE CHOIX

= Create new permit request

T Filter

My permits

Status Permit # Purpose Discussion

Pending

I 201505100001

Active

2019-03-15-0001  Réunion de membre

Inactive
IEEER 20003190001 sport Mar 29th - Si2ge social Discus

May 11th - Ecole secondaire publique LAlternative Discus

May 10th - Siége socia Discus

Conseil des
écoles publiques
de I’Est de I’Ontario

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

Permit #2019-03-15-0001
Status: 110

= Print permit P

| Details | Bookings ~ Costs  Discussion  Files
Details
Permit type Groupe A - Organismes a but non
lucratif
Address: 2445 St-Laurent Blvd
Conseil des . F - Ottawa, K1GBC3
m woes punicues - CONSEIl des écoles publiques de I'Est de s
de I'Est de I'Ontario . Fax:
I'Ontario

ECOLES DE CHOMX # CONSEIL DE CHOIX

PERMIT FOR USE OF BOARD PROPERTY

Subgect to all terms, conditions. rules and regulations as stated in the Board\'s Policy and Procedures. <br=In the event of an emergency, please call the number
and follow the instructions for a building related emergency.

Status: Approved

Permit number:  2019-05-08-0001 Attendance: 50
Purpose: Basket

Permit type: Groupe B - Gens de la communauté (& but non lucratif)
Organization: Hey Home phone:

Permit holder: Hey Hello Work phone:

Email: ~nllEgp@amail.com Mobile phone: 456555555555

Facilities used: Ecole élémentaire publique Cité Jeunesse (30, avenue Fullerton, Trenton, KBV 1E4)
Equipment: 1 x Matelas
1 x Rallonge électrique

1 x Tableau intelligent

Insurance company: OSBIE

Policy number: ased
Policy expire: Aug 08, 2019
Bookings
Status: Approved
Total hours: 104
Status _ Date Start End _ Facility and spaces

Approved |Sat, May 11,2019 | 6:00pm |10:00pm |Ecole élémentaire publique Cité Jeunesse in Salle de classe

Approved |Sun, May 12, 2019 | 6:00pm |10:00pm |Ecole élémentaire publique Cité Jeunesse in Salle de classe

Approved |Sat, May 18, 2019 | 6:00pm |10:00pm |Ecole élémentaire publique Cité Jeunesse in Salle de classe

Approved |Sun, May 19, 2019 | 6:00pm |10:00pm |Ecole élémentaire publique Cité Jeunesse in Salle de classe

Approved |Sat, May 25, 2019 | 6:00pm |10:00pm |Ecole élémentaire publique Cité Jeunesse in Salle de classe

Conseil des
écoles publiques
de I’Est de I’Ontario

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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Cost Details

Conseil des
écoles publiques
de I’Est de I’Ontario

The final amount of
the bookings

Permit costs Reguar Subssidy After Subsidy oty
Assurance: $81.00 -50.00 $81.00 1
Booking costs: Reguiar Subsdy After Subsidy oy
Rental fee: $16,640.00 -$7,800.00 $8,840.00 26
Total: Reguiar Subsidy
Subtotal: $16,721.00 -$7,800.00 S
HST: $2,163.20 -$1,014.00 $1,149.20
Total: $18,884.20 -$8,814.00 $10,070.20
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6. LOCATION OF OSBIE INSURANCE (2 LOCATIONS)

Permit #2019-03-15-0001 .
P Approved | Location of OSBIE

— - insurance on the
= Print permit

permit
Details Bookings Costs Discussion Files
Details
Permit type Groupe A - Organismes & but non
lucratif
Purpose Réunion de membre
Attendance 15
¢ Participants may be under 18
Comments
Special instructions SVP laissez les tables et chaises comme telle For permit holder
cafétéria.
Insurance
Insurance source Use permit insurance
Insurance company 0SBIE
Policy # 123
Expiry date Dec 31st, 2019
Equipment
c " Address: 2445 St-Laurent Blvd .
onseil des . I -
m i nmans  Conseil des écoles publiques de I'Est de s, Aparie ~Location of OSBIE
e vOntario Fax insurance in the cost
ECOLES DE CHODE # COMSEIL DE CHOIX tab
Cost Details
Permit costs Ater Subsidy oy
Assurance: . $0.00
Frais administratifs: $15.00 -$0.00 $15.00 1
Booking costs: Reguiar Subsidy Ater Subsiy ary
Rental fee: $8,050.00 -$8,050.00 $0.00 39
Total: Reguiar Subsidy After Subsidy
Subtotal: $8,065.00 -$8,050.00 $15.00
HST: $1,048.45 -$1,046.50 $1.95

Total: $9,113.45 -$9,096.50 $16.95



