Information Technology and Services
Tip of the Week — Feb 27, 2006

Reserving IT&S Laptops

If you would like to use one of the IT&S Laptop computers or an IT&S Laptop and
Projector you must reserve the equipment using Groupwise. Please follow these steps:

e From the Tools menu in GroupWise, select Busy Search
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e Click on Address Book... The Address Book opens.
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e |If you want to reserve a laptop type in ISLAPTOP-1 and scroll to make all of the
ISLAPTORP entries visible. Select and drag them over to the right-hand side.

e |If you want to reserve the Projector and Laptop type in Projector&Laptop.
Select it and Projector&Laptop-2 and drag them to the right-hand side.

e Click on OK.

%4 Address Selector
Laak in: I% Movel Groupiwfise Address Book, j I Io LC | BC |
Look for: I Matcthame j Selected:

To: g ISLAPTORA
[ Mame [ E-tail & « i@ ISLAPTOR-2
£ lrene Kaminos IKOIMIN (3 |SLAPTOP-4
(@ ISLAPTOP-S
£ ISLAPTOP-B
\ {3 ISLAPTOP-?
ISLAPTOR-R ISLAPT
ISLAPTOR-B ISLAPT
ISLAPTOR-7 ISLAPT
ia ISLEAVE |SLE AW
@ IT&S Conference Room IT&S Cc
i |T&S Traininag Calendar IT&S Tr, X
1] | Y
'93 Hew Eontast Wetais % Save Group ~ ¥ Hemove
| ] I Cancel
P

e Enter the Start search date and click on OK.
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e The Choose Appointment Time window will appear. After the grid fills in you
determine which laptop(s) are available. Make note of the laptop you want to use,
in this case ISLAPTOP-1. Click on Cancel.
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e Click on New Appt to create the appointment. When the Appointment window
appears, make the appointment as you would any other appointment and include

in the Subject the reason for using the laptop. Click on Send.
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e If you make an appointment for laptop that has already be reserved, you will
receive the following message: The laptop you have requested is already
reserved. Please use a busy search to see what laptops are available for

checkout.

e If you have any special requirements send an e-mail to the HelpDesk after you

make the appointment.

When you come to pick up the laptop or projector and laptop one of the IT&S staff will
fill out a form with you to make sure all of the equipment is in the case. If you would
like assistance with setting up the equipment, please ask the staff.

You will also be asked to go through the check-in procedure upon returning the

equipment.
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