
A GUIDE FOR MAKING, REPLICATING 
AND CANCELLING BOOKINGS ONLINE



CREATING A 
BOOKING



LOG IN

Go to: www.oncall.force.com/CP_Login.html and enter the 
username and password you have been given. 

PLEASE NOTE: If you need to create your own username and password, please use the ‘NEW SYSTEM 
REGISTRATION’ guide. 

Login: Your Login Details
Password: Your password

Your Username

http://www.oncall.force.com/CP_Login.html


THE HOME SCREEN

Once you have successfully logged in, you will see the new 
Home Screen as shown below.

Click on the ‘My Bookings’ Tab to be taken to the bookings window.



THE ‘MY BOOKING’ WINDOW

Before we look at how to create a booking, let’s take a tour of the 
‘My Booking’ window.

Search by Active 
or Historical 
Bookings through 
this picklist. 

You can access 
your bookings by 
clicking on the 
Booking Number

You create a new 
booking by 
clicking the New 
Booking Button



STEP 1: Client Details

Click on the ‘New Booking’ Button in the My Bookings window

You will be then taken to the first step of the bookings process –
Client Details

Boxes with a red 
dash are 
compulsory fields

Ensure all your details are correct, and click ‘Next’.

Your Name

Your Company 



STEP 2: Language and Time

The information 
you added in the 
previous screen

Delivery Method 
options are:
•Face to Face
•Telephone
•Video 
Conference

Use the search box 
to find the language 
you need

Choose your date, 
start and end time

Additional Face to 
Face options:
Confirmation of 
delivery address 
and option to 
provide another 
location

Additional 
Telephone options:
Confirmation of 
Mobile Fees

Additional Video 
Conferencing 
options:
Choice of ONCALL 
Office location for 
service delivery. 

Your Name

In this window you will need to input all of your booking details as 
outlined below:

Your Company



STEP 3: CALD

After you have supplied the language and date enter the CALD 
details. 

If you have more 
than one CALD, 
click this link and 
add additional 
names or 
‘Confidential’

Your Company

Your Name
Your Department

Your Sub Department



STEP 4: Special Requirements

In this window you can include any special requirements your 
booking may have. Please provide us with as much information 
as possible. 

If there are fields which do not apply to you, you do not have to 
complete them. 

Your Name

Your Company Your Department

Your Sub Department

Your Email



STEP 5: Confirmation

In the confirmation window you have the chance to review your 
booking. Please check it thoroughly and ensure all the details are 
correct. 

You can edit any 
of your booking 
details from this 
window if 
necessary. 

Your Name

Your Address

Your Company

Your Name



BOOKING RESULT

When you click ‘Save’ you will then be taken to the Booking 
Number window. 



SEARCHING 
BOOKINGS



SEARCHING BOOKINGS

You can search for a booking at any time, by clicking the ‘Search 
Bookings’ tab. 

You can use any of the above fields to search for a booking, 
offering you more flexibility and convenience. 



REPLICATING 
BOOKINGS



REPLICATING BOOKINGS

Replicating a booking is a great tool if you will be meeting with 
the same client for subsequent appointments. 

From the ‘My Bookings’ 
window, click on the 
booking number to take 
you to this screen. 

Find the ‘REPLICATE 
BOOKING’ button, which is 
in two locations on this 
window.



REPLICATING BOOKINGS

Firstly you will be required to change the date and time of the 
booking. 

Then you can indicate if 
the booking is for the same 
language (checkbox) and 
if the CALD is to be copied 
to the new booking. 

The next section shows all 
the original booking 
details, or the booking 
details you are replicating. 
Check to ensure this is the 
booking you want to 
replicate. 

Click ‘SAVE’.

Lisa



REPLICATING BOOKINGS

The next window shows your new booking details, including the 
new booking number, and allows you to completely alter any 
details from the original booking if necessary. 

This is the new booking 
number. 

Here you can see the date 
and time details you 
changed in the previous 
window. 

Click ‘SAVE’.



REPLICATING BOOKINGS

When your booking is complete, you will see the booking 
confirmation window again. 

From here you can choose to replicate the booking again, or go 
to ‘MY BOOKINGS’ to make a new booking, or cancel an existing 
booking. 

Lisa



CANCELLING 
BOOKINGS



CANCELLING BOOKINGS

To cancel a booking, start at the ‘MY BOOKINGS’ window. 

Click on the booking number you wish to cancel. 



CANCELLING BOOKINGS

You will then go to the Booking Detail window. 

Click on either of the CANCEL BOOKING buttons.



CANCELLING BOOKINGS

After hitting the CANCEL button, you will be required to put your 
name in the field to confirm cancellation. 

Then click ‘SAVE’.



CANCELLING BOOKINGS

You will then go to the Booking Detail window. 

Click on either of the CANCEL BOOKING buttons.



CANCELLING BOOKINGS

When you have completed the cancellation, you will then be 
taken back to the Booking Detail window.

In this window, 
you will be able 
to view the 
cancellation 
details.

Lisa

Lisa



Thank you for completing the 
Creating Bookings training. 

You can use the My Feedback tab to let 
us know what you thought of the training, 

or the new system. 
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