Equipment Center ® cademic technology
THE NEW SCHOOL Reservation Guide ©° vz

55 West 13th Street, Room 921
BEFORE MAKING A RESERVATION Phone: 212.229.5300 x 4556

eqc@newschool.edu

1. Check your access to equipment: www.newschool.edu/information-technology/equipment-center
2. Review Equipment Center Web Checkout Manual: reservation.newschool.edu/webcheckout/manual.html
3. Disable your browser’s pop-up blocker

RESERVATIONS ARE MADE IN MYNEWSCHOOL

1. Sign in to my.newschool.edu* with your NetID.
Click on the Student or Faculty tab. In the
Academic Technology box, select: Book Equipment
for Pick-up at the Equipment Center

Please Log In

UseriD Your NetID

2. Read the guidelines and policies carefully before
clicking "I Agree”. These policies help ensure
equipment available for you and others. Failure Please select a location
to follow policies can result in fees. e e

4 » » AT Equipment Center

Password

3. Enter your NetID and password in the login box
provided (figure 1).

figure 1
4. Click on the AT Equipment Center link (figure 1).
Set Times | Add Resources | View Other Reservations | Logout | User's Guide
Reservation Start: - z How to Make a Resenvation:
E’:Z':;‘:;;::Vé“i:?‘ ok cs\endzr:nni ﬁt;;;/h&\;ﬂtﬂﬁ;mr:?evzm sid::\:‘ér?’;;}‘he dates and times for your reservation. Tip: To enter the date, click the calendar icon or just enter the dates into the text in any format. The following formats all work:
Eﬁ:* myform:ar c\::x ;;Znaarz:rjl‘ Step. 3 Click the "Confirm"” button in the left column on any screen to finish and save your reservation. Note: The confirm button will not be active if you have not yet chosen any resources for your reservation, or
Not if the red resenation problems box is shown. Most problems can be fixed by changing your resenvation times or selecting altemate resources.
— m - e No Resources Selected. ;
6 e figure 2
5. You will be taken to the home page for the AT Equipment Center.
(figure 2).
6. Click on “Set Times” to return to the home screen and set your Start E_ie:ﬁ_*\udiﬂ
H . : A\l s H ” P
Time/Date and End Time/Date in the “Reservation Information” box. Miscellaneous Accessories
Accessories Backpack
Accessories Carrying Bag
Small Accessories Pouch
Photo and Video
i " , Cameras
7. Click on the Add Resources" button at the top of the screen. You'll DSLR Cameras
. . . . Canon 60D Kit
see a screen with a list of resource types in a window labeled i i A &
"Resource Type List" in the middle of the screen (figure 3). Tip: Phato and Video Accessories 8
Use the Search field at the bottom of the box to refine your search. Search for Resources:
8. Select the item of the type you wish to reserve from the “"Resource Type” | Advanced Resource Search figure 3
box that will appear on the right side of the screen, then click the
“Reserve one of this type” button (figure 5). This will add the item to the
“Reservation Info” box on the left (figure 6).
Digital SLR Camera Canon EOS 7D with EF-S 18-135mm lens. camera strap. Two 8 GB CF cards w/case. battery charger. 4-6 pin USB cable. 3-way
RCA cable, 2 batteries, backpack carrying case Reservation Starts-
i
A LEL 12:15 AM, January 20, 2013
When resening items by type, the checkout center will determine which specific item(s) from this category you are given. Click the button above multiple
times to add multiple items X
Timeline for Canon 7D Kit: Resewatlon EndS:
Calontar Scale: Day or Week 4:00 AM, January 21, 2013
Canon 70 kit 001 Reservation Contents:
= 1- Canon 7D Kit (RRT) - remave
= 1 - Camera Shoe Shockmount (RRT) - remove
= 1- Remote Control for Panasonic DVX-100B (RRT) - remave
Ganon 7D Kit_020 = 1- Small Photo and Video Tripod (RRT) - remave
; = 1- Sony PCM-M10 Kit (RRT) - remave figure 6
[Cicaza] [eggignl [ Reservd Fo You | ] figure 5




EQUipment Center ® cademic technology
THE NEW SCHOOL Reservation Guide €? w2

Timeline for Canon 7D Kit 9. If your preferred time is unavailable for a resource type, refer to
Calendar Scale: Day or Week . . " . . . .
the resource timeline (figure 7) to see if a certain kit or equipment

canon 70 it 01 will be available with a slight modification of your reservation time
7D Kit_
7;015

cm D
[Open ] (ESEN [EESEREH| [RESenedronvoul [Checked Ou] (NN figure 7|

Reservation Problems:

= AT Equipment Center is closed at scheduled pickup time.

= AT Equipment Center is closed at scheduled return time.

Errors must be fixed before reservation can be confirmed.

Confirm Delete New

figure 8

10. A red box labeled “Reservation Problems" (figure 8) may appear
underneath the reservation editing box to show any problems or conflicts
that may occur as you choose dates and times for your reservation. Please
adjust your scheduland/or requested resources to resolve conflicts (see 9), |Reservation Start:
or contact the Equipment Center for assistance. EUERGER | | 330 [-] Awlc]

Enter date in any format or click calendar icon
Reservation End:

11. Once all problems have been resolved, click the “Confirm” button to save |morzss | = 4:0 | Amle]
your reservation (figure 9). You will receive an automatic reminder notice [Fmere® nenformaterdickcalnoaricon.
. . Notes:
24 hrs. before your reservation start time. =

12. To edit or delete an existing reservation*, log into the reservation system T (e '
and select the AT Equipment Center. The dates of your reservation will Reservation CK-43577 confirmed. __19ur€ 9
appear below the login box - click on it to open and edit the reservation
(figure 10). Note: Reservations may only be modified online, and
changes must be made at least 24 hrs. in advance of the reservation start time.

Please select a reservation to edit

» Create a new reservation
» Resenvation CK-43577:
3:30 AM, January 24, 2013

4:00 AM, January 25, 2013 figure 10

Walk-in Checkout:

If you are unable to reserve equipment, you may be able to checkout equipment on a walk-in basis for up to 48 hours,
pending availability. Walk-in checkouts are made a first-come, first-served basis - please allow up to 30 minutes for
staff to prepare your order.

Students: you may have only one reservation or checkout at a time. If you have an outstanding checkout or upcoming
reservation, you must complete or cancel the checkout before scheduling another.

Pick-up Equipment Return Your Equipment

On the date of your reservation, pick up your Return all equipment before the scheduled reservation
equipment in person at the Equipment Center (55W end time. There is a 3 hour grace period for returns.
13th Street, 9th floor, Room 921) within 3 hours of Late return fees will apply to reservations that are more
the scheduled reservation start time. You will need to than 3 hours overdue. Allow 30 minutes for staff to test
show your New School newcard photo ID. equipment. After testing, staff person will give you a

receipt. which you both initial.

Visit my.newschool.edu for more information
Please read the reservation guidelines and policies carefully before making a reservation.
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