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General

EduBooker V2.0 is a web-based scheduling package specially designed for emergency services training facility clinical rotations.  

Support

For all support issues regarding EduBooker, please contact your EduBooker administrator or coordinator.

Using EduBooker

EduBooker is designed primarily for emergency service education facilities, although any organization or business could make use of the product.

Browser

EduBooker is designed to run with Microsoft’s Internet Explorer, release 6.0 or higher.

IMPORTANT:  Cookies must be enabled for EduBooker to work properly.

Accessing EduBooker for the First Time

[image: image1.png]Your EduBooker coordinator will give you the EduBooker web address.  If you use the email link, simply click on the link and you will be taken to your EduBooker home page.  

If you choose to enter EduBooker through the EduBooker website (www.Edubooker.com), click on the “Current Customer Sign-in” bar link.  Your facility will appear in the list of EduBooker customers.  Clicking on your facility will bring you to your EduBooker homepage.

Once you are looking at your EduBooker homepage, bookmark the page for your convenience.  (See the instructions for your web browser to set up a favorite site.)  

Logging Onto EduBooker

1. [image: image2.wmf] 

Enter your student name and password, specified by your coordinator.  Upper and lower case letters may be used.  If upper case letters have been used to set up your ID, you MUST use them when you sign on.

2. Press the Login button.

3. You will be taken to the students’ page where you can change your password, complete your profile information if necessary, and begin signing up for shifts.

The News Page
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The first page you will see after logging onto EduBooker is the news page.   On the left side of the screen you will see the 

left navigator.  

You will use the left navigator to move around in EduBooker.  

The news item area displays the titles of messages the EduBooker coordinator has left for you.  To see more information, click on the title of the news item and another window will open.  It contains the body of the text entered by your coordinator.

Changing your password

The first time you log onto EduBooker, you must change your password to something known only to you.  Click the “Password” button on the left navigator to go to the “Change Password” screen.

Change your password to something only you will know.  It should be at least 6 characters long and comprised of letters and at least one number.  Check with your organization and follow their password guidelines.

To change your password:

1. From EduBooker news page, press the “Password” button on the left-hand navigator.  
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Enter your current password and press tab.

3. Enter your new password and press tab.

4. Enter your new password again to confirm the new password.

5. Press the Change Password button.

6. Your password has now been changed.

Please note that your coordinator cannot determine what your password is.  Coordinators can only change a password for you if you forget your password.

Updating your Profile information 
1. From your initial EduBooker News page, press “Profile” on the left-hand navigator.   The “Change Profile” screen appears.  You should see your name and any other information that the coordinator set up for you. 
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Student Information:

a) FirstName – Students first name

b) MiddleInitial – Students middle name

c) LastName- Users last name

d) DisplayName (Required) – The name that will appear in the drop-down listbox at the top of the screen.  This is also the name that will appear in schedules.

Notifications:
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Leave the notifications field blankl.

Contact Information:

a) Address1, Address2, City, State, Zipcode – Your home and/or mailing address
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Telephone, Alt Telephone, CellPhone, Pager, Fax – Phone numbers at which you may be reached.  Click on the tab to enter or change these numbers.

c) Email Address – The Electronic Mail address at which you want to receive your email messages regarding EduBooker.

Certifications:

Under the Contact information you will see your certifications listed.  Only a coordinator can change certifications.  If the certifications displayed here are incorrect, please contact your coordinator.

Signing Up For a Shift

It has never been easier to sign up for a duty shift.  Simply log onto EduBooker and follow these instructions:

1. Click the “Book On” button on the Left Navigator.  The “Book On Shift” screen appears.
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2. Select a department from department drop-down listbox.  If you have more than one location, the location of the vehicle will appear also.  For example, instead of seeing “Cath Lab” in the list, you would see “St. Joseph Cath Lab.”

3. The “For date” field defaults to today’s date.  Change it to point to the date you want by using the calendar box.  Double click on the calendar date to select.  

4. Click “Book On” on the right side of the screen to sign up for the shift.   Be careful to click the right “Book on.”  
Shift Colors 

For most facilities, students are requested to sign up for shifts only after the instructor has signed up for the shift.  If this is the case for your facility, look for shifts in green.  Sign up for any shift in green.

When a shift has the maximum number of students signed up for that department, the “Book On” option will disappear, preventing the accidental overload of a department.

Book Off a Shift or Check Your Shifts 

On the “Book Off Shift” screen, you can check to see what shifts you are signed up for over the next week and book off a shift if you must.  If you see “No Schedules Available,” that means that you are not signed up for any shifts over the seven days beginning with the previous Sunday.
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To book off of a duty shift or check your duty shift list, log onto EduBooker and follow these instructions:

1. Click on “Book Off” on the Left Navigator.  The “Book Off Shift” screen appears, listing all shifts that you are scheduled to work in seven days after the Sunday previous date in the calendar.  Note, it does not include days in the next month. 

2. Use the calendar box to change dates.

3. Find the shift you wish to book-off.

4. Click the  “Book Off” link on the right to book off the shift.  

Signing Up For a Permanent Shift

1. Click on the “Profile” button on the left navigator.  You will see your “Change Profile” page. 

2. [image: image10.jpg]Change Password

Current Passward:

New Passward:

Confirm Passward:

Clear Passwords |[ Change Password |




Click on the “Add” button under “Regularly Scheduled Duty”

3. Select from the “Day” drop-down listbox the day for which you are signing up.

4. Select the vehicle.

5. Select whether you are signing up to be a driver or an attendant.

6. Select the “Shift” from the next drop-down listbox.

7. If you are signing up for a partial shift, enter the hours in the time boxes.
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To sign up for regularly scheduled duty on a temporary basis, use the “From” and Through” calendar functions.

9. Click on the “Book” button to make your change.

Your name will show up in the future schedule for that shift when you “Book” the permanent shift.

Booking Off a Permanent Shift

1. Click on the “Profile” button on the left navigator.  You will see your “Change Profile” page.
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Using the scroll bars if necessary, find the shift you would like to eliminate.

3. Click on the unwanted shift.  It will turn yellow.

4. Click the “Delete” button to remove the shift.

Your name will be deleted from the future schedule for that shift when you click “Delete.”

Email a Coordinator

You can always contact a coordinator by email.  Simply follow these instructions:
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Click on “Coordinator” on the Left Navigator.  The “Contact Coordinator” screen appears.

2. “Coordinator Name” is a drop-down listbox containing the names of individuals set up as coordinators for your service. Click on the coordinator you wish to contact.

3. In the “Subject” field enter a short description of your email.

4. In the large text box, enter your message for the coordinator.

5. Press the “Send Message” button.

Note:  If your coordinator’s name does not show up on the list, contact your coordinator and remind them to put their email address in the contact information in their Profile. 
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Printing a Weekly Schedule 

If desired, you can print a paper copy of the schedule for your reference.  

1. Click "Schedule" from the left navigator 

2. The report appears in the main frame, beginning with Sunday of the current week.  If you want to see a different week, use the calendar button to select the week you would like to see.

3. Click "File" from the main toolbar and then Print.

4. Specify that you want to print in landscape mode, and click "Print...".


Logging Off of EduBooker

Simply close the browser window when you have completed your shift changes.  No log off is required.
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