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PART ONE

OPENING WEBCHECKOUT & LOGGING IN

STEP 1: (fig 1.1)

Type the following in your preferred web browser hitps://reservation.newschool.edu/webcheckout/patron/
or Click Here to be redirected to the Login Page

@ ¥ (& https:/freservation.newschool.eduf— Patron Portal ) ¢ (4] il s i

‘ Enter the URL in
Bookmarks and History .
404 Not Found htpssreservation newszhool... here in you web browser
503 Service Temporarily Unavailable https://reservation.newschool....

User ID | netiD T

Password  sesessseses

(fig 1.1)

STEP 2: (5512

Enter your newschool netlD and password. Click on the Login button or press Enter.

m ¥ & hitps://reservation.newschool.edufpatron ¢ (4] i o

Login Required

Enter your New School
NetlD & Password

(fig 1.2)

STEP 3: g1.3)
Select the option of “Making Centre E4 Laser Lab” from the pop-up window.

(i8] L4 @ reservation.newschool.edu <& o th =]

Choose Checkout Center

quipmen ante Arnold Hall 9th

VMiaking Center Equipment RKesource enter
Making Center L2 3D Print Lab
Making Center L3 CNC / Machine Shop
edu Services Arnhold Hall 8th Floor

Select E4 Laser Lab

(fig 1.3)



PART TWO
CHECKING AVAILABLITY & MAKING A RESERVATION

STEP 4: (fig 1.4)

Click on the Hamburger icon or the +(plus) icon and the select the option of New Reservation.

€| > Ml im S & reservation.newschool.edu < O Wit o {I
(patron) @ Making Center E4 Laser Lab — Logout
WebCheCkOUt Patl'on Portal o Tuesday, January 24, 2017 11:54 AM EST e
Welcome to the E4 Laser Lab. To make a reservation, Cllck on the Hamburger icon ) @)@
L]
New Reservation
v Current Checkouts ‘ Calendar URL |
Allocation Actual Start Scheduled End Checked Out Returned

Displaying 10 most current Checkouts

~ Future Reservations Select the option of New Reservation ) | New Reservation ()
after you have clicked either on option 1 or option 2
Allocation Scheduled Start Scheduled End Reserved
CK:212150 Wed, Jan 25, 2017 1:00 PM Wed, Jan 25, 2017 2:00 PM Grey Unlversal Lasers
» E4 Laser Cutter 3
OPTION 1

Click on the + (plus) icon

Displaying 10 most current Reservations

» Completed Checkouts

Scheduling and management for people, places, and things. Copyright © 2016 Webcheckout

(fig 1.4)

STEP 5: ig1.5)

Click on the E4 Laser Cutters & then select your desired type of laser cutter to view the availability schedule of it's units.

The Blue Boxes are reserved by other students;
& the Light Grey Boxes are the ones available for reservation.

£ 15 Ml im | S & reservation.newschool.edu < O It i3 {I
(patron) @ Making Center E4 Laser Lab — Logout
WebCheCkOUt Patl’on Portal Tuesday, Januaryrzq, 2017r11:55 AM ESUT e
x

New Reservation

: : r =
"

Start |01/25/2017 v\m:oo,m ¥  Duration | anhour ¥ Pickup Option | Will Call o
Wed, Jan 25, 2017 11:00 AM

~ Browse Resources Grey Universal Lasers
a Color Key Usage Fee None
E4 Laser Cutters T Reserved Slots
E4 Laser Orientation l\
ilog q Open B Reserved Fnrvcu Jan24 Jan 25,
Epilo LfareFormatLaser [-Clused Checked Out B|2017 12:00 00 AM 00 PM 2017 12:00 6:00 AM
Gray Univarsal Lasers, Wresevea @ Unavaiave A~1|H\||\|||||||||\|||\|f~~|\|\|||||||

Red Universal| Lasers
© E4 Laser Cutter 2

© E4 Laser Cutter 3

© E4 Laser Cutter 4
© E4 Laser Cutter 5

Wednesday

Tuesday

Select the Required Type
of the Laser Cutters All Units of the Selected Type Available Reservation Slots forLaser Cutter

S e

Copyright © 2016 Webcheckout

Scheduling and management for people, places, and things.

(fig 1.5)



STEP 6: (5g1.6)

Select the Required Time Slot and Date of reservation in the Duration drop down menu.
Click on the + (plus) icon to reserve the required Laser Cutter Unit for the selected date & time.

£ i8] ¥ # reservation.newschool.edu ] o hl a [

WebCheCkOUt Patron Portal (pairon) © Making Center E¢ Laser Lab — Logout

Tuesday, January 24, 2017 11:55 AM EST

New Reservation x

Start ‘01/25/2017 V“DZ:OOPM A Duration | anhour s Pickup Option Wil Call
4 [ Wed, Jan 25, 2017 3:00 PM
January 2017

S Mo Tue Was TP Sa —

-«

P =

Grey Universal Lasers

2
5
8
0

Click on the + (plus) icon to Usage Fee None
Reserve the required Laser Cutter Unit

Open W Reserved For You Jan 24, Jan 25,

Closed Checked Qut E 2017 12:00 6:00 AM 12:00 PM 6:00 PM 2017 12:00 6:00 AM
Reserved M Unavalabie A e e b e
Red Universal Lasers
E4 Laser Cutter 2 l l

E4 Laser Cutter 3

Select Required Time Slot S

& Date for Reservation

© E4 Laser Cutter 5 .
Tuesday Wednesday
&
Scheduling and management for people, places, and things. Copyright © 2016 Webcheckout
(fig 1.6)

STEP 7: (fig 1.7 & 1.8)
Select the Cart icon fo make sure of the Laser Cutting Unit for the reservation
and click Confirm to reserve to reserve the machine for the slot. A popup will appear confirming your reservation.

< m ¥ i reservation.newschool.edu ¢ q il 5] II
(patron) @ Making Center E4 Laser Lab — Logout
WebCheCkOUt Patron Portal Tuesday, January 24, 2017 11:56 AM Es‘l‘9
New Reservation =
Click on the Cart icon to view Details <« ﬁb
Start 01/25/2017 V}OZ:OOPM v  Duration anhour s Pickup Option | Will Call s '
Wed, Jan 25, 2017 3:00 PM
Selected Resources ©
~ Browse Resources Grey Universal Lasers - 1 on reservation _@ 7 31 B4 Laser Cutter 3 )
= Selected Laser Cutter Unit Sspoerer None
~ E4 Laser Cutters
E4 Laser Orientation
Epilog Large Format Laser Open W Reserved For You Jan 24, Jan 25,
% 8 closed Checked Out 8| 2017 12:00 6:00 AM 12:00 PM 6:00 PM 2017 12:00 6:00 AM
Grey Universal Lasers receves  @onwvarae Sy | ) ULV LT e i
Red Universal Lasers
© E4 Laser Cutter 2
© E4 Laser Cutter 3
© E4 Laser Cutter 4
© E4 Laser Cutter 5
Tuesday Wednesday
Click Confirm to Reserve for the required Time Slot & Date < g el
Scheduling and management for people, places, and things. Copyright © 2016 Webcheckout
(fig 1.7)
< {in] ¥ i reservation. newschool.edu Y] o i
webcheckout Patron Portal i oy L ey

Your reservation has been confirmed

(fig 1.8)



