Account Setting up
Once you are granted access to the Carleton RDC, we will send you an email invitation through
Skedda (notifications@skedda.com) to confirm your account and setup your login.

Click ‘Confirm account and setup login’ and follow through instructions to continue.

Choose and confirm your password to complete set up.

Making a reservation
Type in the URL https://carletonrdc.skedda.com/booking in your browser to take you to the
booking page as shown below
Select the date that you would like to book from the top right ribbon (as highlighted below)

Select a workstation and the time that you would like to book. The example below shows that the
researcher wants to book workstation 3 from 10am to 2pm.

Researchers can see basics (date, time and spaces) of other bookings, but not booking holder and
title. The example below shows that workstation 3 has been booked from 9am to 11am, the
researcher would like to book 12pm to 4pm.

After clicking the ‘book’ button on the top panel, a window will pop up with details of your
reservation. Click the ‘Confirm booking’ button below if you are satisfied with your selection or
click the ‘Cancel booking’ button if you wish to cancel or make changes to your selection.

A confirmation with your booking details will be sent to your email once you complete booking
(see example below)

Changing or Cancelling a booking
Either login with your credentials directly at https:// carletonrdc.skedda.com;
OR go to the email confirmation of your booking which you wish to change/cancel, and click on
‘My bookings’ link (as shown in the image below) to take you to the booking

Click on your booking and options to modify your booking will pop up.

Follow through to make changes or cancel your booking

A confirmation mail of your change/cancellation will be automatically sent to your email once
you complete booking (see examples below for changing of booking hours)

Alternatively, during office hours, you can place a request to book or change/cancel your
reservations. You will receive an email confirmation as soon as your request is processed.
For further support, email rdc@cunet.carlaton.ca or call (613) 520-2600 ext 5070, Tuesday to
Thursday, 10am to 4pm.

