INSTRUCTIONS FOR BOOKING ITEMS
ADVANCED BOOKING
Use Advanced Booking if you wish to order a single item, or to order a few items you don’t mind entering one by one, or to order a few single items for different days.  

1.
Search for an item and click on the title of the item for more detail.  On the detail 
page you can see if the item is already booked and when it will be available 
(Status).  

2.
Click on Place a Booking, and the Advanced Bookings screen will come up.  
3.
There are two options for entering a date:  Option 1 - Open the calendar by clicking 
on the little calendar icon and choose the date you need the item for.  If the 
calendar disappears (which it seems to do on occasion) it is still there “under” your 
open screen - just shrink your open screen.  Option 2 - Type in a date (month, day, 
year - for example: 02/24/2009).

4.
Click Submit.
5.  
You will be told if the item can or can’t be booked.  If it can be booked you click 
Confirm.  If it can’t be booked for the requested date you can return to calendar, 
change your date setting, and follow the appropriate steps again.

Note:  To confirm your booking is finished as planned, click on My Profile and click on Advanced Bookings to see what items you booked, etc.

BOOKBAG BOOKING
Use the Bookbag when you want to order several items for the same date.  If you need to order several items for different dates use two bookbags (do one bookbag, book it, and do the next bookbag).

The following instructions show two basic routes.   As you become more familiar with the system you will find various ways to manoeuvre around.
If you don’t need to look at the item’s details:

Search for the item, click in the box to the left of the title, and click on Add to Bookbag.  You can add more items to your bookbag by clicking on Update Bookbag.  Then follow the instructions from # 4 below.
If you wish to look at the item’s details: 

1.  
Search for the item and click on the title of the item for details.  Note: you will see if 
it is already booked, and when it will be available (Status).  
2.  
To order this item, click on Add to Bookbag.  

3.  
Search for your next item, and add it from the details page by clicking on Add to 
Bookbag.

4.  
When you are finished putting all your items into a bookbag, click Display Bookbag 
to make sure you have all the items you need.  Revise the bookbag if necessary.

5. 
Click Place a Booking on Current Bookbag.  

6.  
There are two options for entering a date:  Option 1 - Open the calendar by clicking 
on the little calendar icon and choose the date you need the item for.  If the 
calendar disappears (which it seems to do on occasion) it is still there “under” your 
open screen - just shrink your open screen.  Option 2 - Type in a date (month, day, 
year - for example: 02/24/2009).
7.
Click on Check Availability.  You will be shown which items can be booked and 
which ones can’t.  You can go back and change the date for all your items (to go 
back hit the back arrow button), or you can place your order by clicking Confirm 
and book the book able items.  An item that can’t be booked shows as “skipped.”  
Just click on Book Failed Items to go back and choose a new date for the failed 
item.  If you choose not to re-book a failed item, it will remain in your bookbag until 
you log out and choose to delete your session.
Note:  To confirm your booking is finished as planned, click on My Profile and click on Advanced Bookings to see what items you booked, etc.

