SGH178 BOOKING CALENDAR INSTRUCTIONS

1. You can access the calendar at https://sgh178.bookedscheduler.com/Web/schedule.php

2. Faculty and Staff of ETSU can log in with their ETSU credentials
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Welcome 10 the tion and Research g websits.

Please use your ETSU credentials. Faculty Staff accounts only.
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© 1 Forgot My Password @ Crange Language

3. After logging in you will see your Dashboard (you can return to this view by hitting Dashboard in the
top menu)
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Dashboard My Account ~  Schedule ~ Help ~  SignOut

* Welcome to the Interprofessional Education and Research Center.

« All bookings require 72 hours advanced notice. All bookings are PENDING until approved by IPERC management. You will receive email notification upon approval
« Ifyou need SPs for your simulations please contact Perry Butler at BUTLERP@etsu.edu

« If debrief or recording is requested p edu for Kbport and training.
+ If you need tables and chairs for your reservation please request from the following link http:/ietsutmaz.etsu.edu:81/ho...

Work Request: Submit a Request->Facillty: VA CAMPUS->Building: VA BLDG 60->Area: MISC -> “continue with info” ->Request: PUT IN DESCRIPTION DETAILS: WHAT, WHEN, WHERE
+ For reservation assistance please email ipercscheduling@etsu.edu with your request or call 439-7807
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Upcoming Reservations 0

You have no upcoming reservations

Available
© Debrief Room 203 Available Until Tue, 6/18 9:00 AM [ o Reee ]
© Debrief Room 212 Available Until Tue, 6/18 4:00 PM [ Reee ]
© Sim Siite Aparment 216 Avalable il Sat, 622 7.00 AM T R
© Debrief Room 232 Avalable Unt Tue, 616 400 P [ hews ]
© sim Clinic 260 Available Until Sat, 6/22 8:00 AM
® Sim Clinic 262 Available Until Sat, 6122 8:00 AM
© sim Clinic 264 Avallable Until Sat, 6/22 8:00 AM [ Reee ]
© sim Clinic 265 Available Until Sat, 6/22 8:00 AM [ o Reee ]
® sim Clinic 270 Available Until Sat, 6/22 8:00 AM [ Reee ]
© simCinic 272 Avallable Unti Sat, 622 8:00 AM

4. If you have any upcoming reservations, they will be listed in the Upcoming Reservations box.

5. All available rooms are listed in the Resource Availability box. You may reserve a room, or block of
rooms, by clicking on the green Reserve button to the right of the appropriate room.


https://sgh178.bookedscheduler.com/Web/schedule.php
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6. If you hover over the black circle with the letter “i”, you will get a pop up that lists the room, available
equipment, and the number of participants that can be seated in that room.

Upcoming Reservations 0

You have no upcoming reservation:

Resource Availability

Available
© _Debrief Room 203 Available Until Tue, 6/18 9:00 AM
Debrief Room 203 -
.; Description Debrief Room for the live viewing of simulations | There is no minimum reservation duration
9 or recorded debrief of various Simlab scenarios. May be There is no maximum reservation duration 1
used by students as study rooms when not otherwise Reservations must be approved
booked. Reservations must be made at least 3 days prior to start ime  JPM
Notes (no notes) Reservations must not end more than 365 days from the
Contact ipercscheduling@etsu.edu current time )
Location 203 Reservations can be made across days
Resource Type Debrief Room This resource has a capacity of 10 people AN
@ sim Clinic 265 Available Until Sat, 6/22 8:00 AM
& Sim Clinic 270 Available Until Sat, 6/22 8:00 AM
& Sim Clinic 272 Available Until Sat, 6/22 8:00 AM

If you need multiple rooms for your event, hit the reserve button on the Dashboard view for one of the
room you need (260 in the above example) then in the reservation page click “Change +” next to the
Resources heading.
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Sim Clinic 260 i

Title of reservation

Description of reservation

8. Once the “Change +” has been clicked. You will see a popup window with all rooms and their

associated radio buttons. Simply click on the individual rooms you also wish to reserve, or the head
radio button in the case that you wish to reserve all rooms in the group. (all “C” classrooms for
example) After you have selected your rooms, hit done. All rooms should now be added under one
reservation. *any room in red with a strike through it is not available during the chosen time and day *

9. When you have reviewed your form and are satisfied hit the create button to schedule the selected

rooms. After a few seconds a window will let you know the status of the reservation. All reservations
are pending until approved by Heather Love. You will receive email notification when initially
reserving and when approved.

VIEWING THE SCHEDULE CALENDAR




10. To view all upcoming reservations and room availability click the Schedule pulldown menu at the top of
the page.

Dashboard My Account ~

11. In the pulldown menu under Schedule, select “Bookings” and you will be taken to a sortable calendar
of all upcoming events. You can scroll to the top of the page to select date ranges to view.
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12. You may also book reservations from this “Bookings” view by using your curser to select a block of time
and room on the appropriate date. This brings up the Reservation window as exampled above.

VIEWING YOUR SCHEDULED CALENDAR

13. Other Options in the Schedule pulldown are “My Calendar” which shows a calendar view of all of your
reservations, “Resource Calendar” Which is a calendar view of all reservations, and search tools to help
“Find a Time” a room is available and “Search Reservations” to find specific reservations through
various filters.
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