Making An Onsite Reservation With WebCheckout

Step 1:

Go to https://portal.academyart.edu/campusm/home#select-profile and select "Student/Faculty/Staff."

If prompted, login using your AAU username and password.

Please select a profile

@ Academy of Art University Hub

Student / Faculty / Staff

Guest

Then select "Onsite Reservations" from either the left-side of the screen or under "My Classes"
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https://portal.academyart.edu/campusm/home#select-profile

Step 2

Please read the "Message of the Day" notification that comes up as it may contain building and lab hours and facility
access guidelines. You may close by hitting the “X” or “Close” button after you're done reading.

Step 3

Message of the Day

1849 Washington (The Warehouse) Fall 2020 Building Hours
PE Lab and Studio Access Tuesday-Saturday: 10:00am - 8:00pm

Shop Access Tuesday-Saturday: 12:00pm - 7:00pm

BY RESERVATION ONLY

Reservations for Shop, Lab and Open Studio Access Must be Made 48 Hours in Advance
Reservations for Dedicated Studio Access Must be Made 24 Hours in Advance:

GENERAL GUIDELINES FOR FACILITY AGCESS

Registered students with a supported course fee or who have paid a shop. lab or studio
fee are authorized to reserve individual shop, l2b or studic workspace onsite. Students
wha have opled out of these fees will not be permitted access o Academic facilities.
The fellewing terms and conditions will apply to all students who are permitted to wark
onsite in Academic buildings to utilize facilities such as shops, labs and open studios.
Students will be required to digtally indicate acceptance of these terms and conditions
1o make a facility reservation

TERMS AND CONDITIONS

1. For the safety of others, please avoid entering the building if yau are experiencing
symptems of COVID-19

2. Face coverings will be required at all times in the building.

3. Reservations are required for access to shop, lab and studio warkspaces and must
be made 48 hours in advance. No drop-in access will be allowed, students who do not
have a reservation will be denied entry to the building.

4. Students must check in with the hast and/or a technician upon entry. Please have
your AU ID and reservation confirmaticn on-hand to verify access.

5. Maintain a minimum &-foot distance from every person in the building whenever
possible.

6. Vield to traffic in constricted spaces. Do not congregate in common areas

7. Be mindful of the physical distancing markers placed throughout the building.

8. Adhere ta the posted elevator passenger limits and stairway protocols

9. Do not shake hands or engage in unnecessary physical contact. Utilize hand
washing and sanitizaticn statians as much as possible.

10. Please sneeze or cough into a clath, tissue, or use the inside of your elbow

11. No food or drink is permitted by any equipment or within your workspace. No
indoor eating spaces are available for use at this time.

12, Please stay within your designated workspace. Do nol appraach another student's
designated workspace,

13. When directed, students are to wipe down their workspace at the end of their
reservation

14. Failure to abide by these terms and conditions may result in loss of Academic
Facility access.

If you have any questions or need assistance with your reservation, please contact us

at webcheckouthelp@academyart edu

On the Home Page select what type of reservation you want to make. (i.e. Onsite PC Labs)

&) ACADEMYof ART UNIVERSITY

Select Type

Onsite PC Labs

My Previously Added Items

You have no previously added items

My Bookmarks

No bookmarks
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Step 4:

Select from the options what workstation location or type of workstation you'd like to reserve. Depending on the
building, you may have more than one option to select from. Click "Read full description" if you'd like more information
about the special features and equipment.

I= &) ACADEMYfART UNIVERSITY'

Home / Onsite PG Labs

[Onsite PC Labs]

Select Type

PC Lab - Room 380

General Information

‘The PC labs a1 1849 Washington feature the latest software packages on regularly updated Dell computer 4 to Wacom Cintiq

aJacilily and equipment access may be limited.
Read full description

Step 5:

You'll be presented with two options on the next page: "Reserve one of this Type" and "Specific Items."
e Select "Reserve one of this Type" to have our technicians assign you to any available workstation.
(Fastest Check-Out Option)

o If you'd like to reserve a specific workstation: (1) Select "Specific ltems" and find the resource you want to
reserve. (2) Add it to your cart by clicking the "Add" button. (3) Select the Cart icon up top in the right corner of
the screen.

Home / Onsite PC Labs / PC Lab - Reom 380

PC Lab-Room 380 - 1incart ()

General Information

Dell warkstations with Wacom Cintiq displays in Roorn 380 at 1 549 gtan. include dedicated PC: pace and access 10 print lab resources. Workspaces may
be reserved for 8 houre &t a time, 10 students maimum

FRead full description (1)

(2)
Resource 9 intigWorkstation_o1 1
Cintiq Workatation_02
Add 2 search lerm . Gintiq Workstation_03
Cintig Workatation_o4
Reset

Cintiq Workstation_05

Clnti Workstation_DB

Cintiq Workatation_07

Cintiq Workstation DB

Cintig Werkstation_D8

Cintiq Workstation_ 10




Step 6:

If you have not already clicked on the “Cart” icon, scroll up to the top right of the screen under your name to do so.

Then click "Create Reservation" in the window that pops up.

Resources

o ~ Cintiqg Workstation_01

‘ Create Reservation ' Save for Later Close

Step 7:

Fill in the details of when and for how long you'd like to reserve a
workstation.

At the bottom of the window, you might see some error messages.
(boxed in red) Make sure to follow the guidelines when entering your
check-out information. (i.e. Reserve a computer at least 48 hours in
advance, Read and Agree to the Terms and Conditions)

Once you meet all the requirements, the error messages will go away
and you will be able to make your reservation.

Note: If you need to review the lab hours while making your
reservation, click the "Checkout Center Hours" link.

Review Your Reservation

Start Time
08/18/2020 ¥ 10:00AM

End Time
08/18/2020 ¥ 08:00PM

Resources

a1 w Cintiq Workstation_01

Estimated Charges
$0.00

By clicking below, | agree to the Academic Facility Access Terms and
Conditions

ﬁe review our updated policies for Academic Facility Access

Note to Checkout Center

Attachments

* Attachment + Description

Add Repeats

Checkout Center Hours

% Uploaded On

@ Reservation has erors

~ Min. reservation lead time
- 'PC Lab - Room 380" must be reserved
at least 2 days in advance.

~ Max. checkout/reserve
- Resource type 'PC Lab - Room 380",
Maximum Checkout/Reservation
length is 8 hours.

~ Patron Portal allocations require By
clicking below, | agree to the Academic
Facility Access Terms and Conditions
- Patron Portal requires By clicking
below, | agree to the Academic Facility
Access Terms and Conditions

Save for Later




Step 8:

To finish making a reservation, review your request and hit "Submit Reservation" (circled in red)

Review Your Reservation x

Start Time
08/25/2020 ¥ 10:00AM v
End Time
08/25/2020 ¥ 12:00PM v
Resources

[ I ~ Cintiq Workstation_01

Estimated Charges
$0.00

By clicking below, | agree to the Academic Facility Access Terms and
Conditions

Please review our updated policies for Academic Facility Access

Note to Checkout Center

Attachments

“ Attachment % Description % Uploaded On

Add Repeats

Checkout Center Hours

Monday Closed

Tuesday 10:00 AM - 8:00 PM
Wednesday  10:00 AM - 8:00 PM
Thursday 10:00 AM - 8:00 PM
Friday 10:00 AM - 8:00 PM
Saturday 10:00 AM - 8:00 PM
Sunday Closed

©ve for Later Close

Your reservation request will now need to be reviewed by a
lab technician for approval.

If approved, a follow-up email will confirm your reservation.
Please make sure to bring your email confirmation with you to
your reservation to show to the Campus Host and/or
Technician for building access.

You can view, edit, or cancel your reservation by
following the steps continued on the next page.

ongratulations

Your changes have been confirmed, approval is pending

View, edit or cancel reservations on the 'My Account’' page.

If you have issues making a reservation, please email labtechsupport@academyart.edu
OR join the labtech help Zoom (https://art.zoom.us/my/labtechsupport) for further assistance


kbumala2
Highlight

https://art.zoom.us/my/labtechsupport

To View, Edit, or Delete Your Reservation

To View A Reservation:

Return to the Home Page of WebCheckout and select "My Account" from the menu on the left to view your reservation.
(circled in red) The status and details of your reservation will be listed.

Message of the Day

) ACADEMY of ART UN

Q

My Account

My Reservations
My Pravinniel

Start Time End Time Allocation Items
— =
Tue, Aug 25, 2020 10:00 AM Tue, Aug 25, 2020 12:00 PM CK-52393 PC Lab - Room 380
Approval is pending

My Current Checkouts
No current checkouts
iew Reservation CK-52393]
To Ed It A Reservatlon : Approval Status Approval is pending Items Reserved
" ” ) Start Time Tue, Aug 25, 2020 10:00 AM PC Lab - Room 380
On the “My Account” page click the * Cintiq Warkstation_01

End Time Tue, Aug 25, 2020 12:00 PM

reservation you wish to change.

By clicking below, | agree true
to the Academic Facility

Select "Edit Reservation" (circled in red) and Accesa Tenms and

Conditions
make your ChangES. Allocation Notes

Test Reservation - Demo Purposes

© Cancel Reservation

Then select "Update Reservation" when Checkout Center Hours
finished to save your updated reservation request.

ancel Edits Save for Later Close




To Delete A Reservation:

On the “My Account” page click the reservation you wish to cancel.

Select "Cancel Reservation" and then "Cancel Reservation" again to confirm your decision.

iew Reservation CK-52394

Approval Status Approval is pending Items Reserved

Start Time Tue, Aug 25, 2020 10:00 AM PC Lab - Room 380
* Cintig Workstation_01
End Time Tue, Aug 25, 2020 12:00 PM

By clicking below, | agree true
to the Academic Facility
Access Terms and

Conditions

Allocation Notes

Demo Purposes - Disregard

Edit Reservation Cancel Reservation

Are you sure you want to cancel reservation CK-52393 ?

¢ Cancel Reservation P [[¥

If you have issues making a reservation, please email labtechsupport@academyart.edu
OR join the labtech help zoom (https://art.zoom.us/my/labtechsupport) for further assistance
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