HOW TO MAKE A BOOKING

1. Log in to SiSo with your LC credentials (link: Iclark.siso.co) and click on “Find Stock”.
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2. You will be directed to a page where you can select the
items/equipment that you would like to check out. Search for Tila Viaw
. . . L ¥ |
your item using the filters or the search bar. H— ..=II
a. Under the “Categories” section, expand the categories 7ot 20/ 38
to narrow down types of equipment you would like to ~ View 20 50 100 200 ALL
check out (cameras, projectors, etc.) Sort AZ Z-A
b. Under the “Availability” section, enter in the date you ro—
wish to collect your item from the Service Desk and b
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the date you wish to return it. Standard loan periods
are 3 days. Return 12/18/2015 ™ . v
c. You can also change how you view items using the
options under the search bar. The default is set to
“Tile View,” but can be changed to a list, or grid. Categories
+ All
+ Art Dept. Equipment

3. ltems that are available to book during your specified period will have a green check
mark on the upper right-hand corner of the picture. Once you find an available item you
would like to check out, add your item to your basket by clicking on the “+” button.

5. Once you are done choosing your item(s) to book, click on “Basket” under the
“Bookings” tab.
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6. On the right hand side, enter your collection and return dates/times for your item(s).
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a. If someone else is picking up your item, put their name in “Picked Up By”.
b. Click “Update” to update the item or “Update All Items” to update all the items in
your basket.
7. When you are done, click on “Book”. Read the Terms & Conditions and then click on the
checkbox. Press Finish.
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ANOTHER WAY TO BOOK EQUIPMENT
1. Under the “Bookings” tab, click on “Booking Calendar”.

2. On the left-hand side of the page, click on “Add Asset(s) to View”.

4 Add Asset(s) to View

3. Search for and select the checkboxes for the item(s) you would like to book. You can go
through the categories on the land-hand side of the page, or filter the items by entering
in keywords in the “Asset Name” and “Asset Description” boxes. When you are done,
press Finish.
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2 Show Rooms Categories @@o Asset Type Barcodes Asset Name Asset Description
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@ Art Dept. Equipment

i B , . Stock ART-5D D04 32 GB SD Card Artdept. SD card.

@ Faculty/Staff Loaner items

i . | ‘ - Stock ART-5D 001 32 GB 8D Card Artdept. SD Card.

# General Equipment

! Grad Sthool Loaner ltems | , - Stock ART-SD 003 32 GB 8D Card Artdept. SD card.

# Hofiman Gallery Storage Bl | B st ART-SD 002 32 GB SD Card Artdept SD card.

@ RHMS Dept. Equipment | @ - Stock ART-CAM-DIG DD9 Canon PowerShot 5100  Canon PowerShot S100, ART-CAM
| @ . Stock ART-CAM-DIG 001 Canon Rebel T3



4. Use your cursor to drag and select the dates you would like to have your item.
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Click to Add Assets

5. Once you have done this, you will be given more options. If someone else is picking up
your item, put their name in “Picked Up By”. When you are ready to book, read the
Terms & Conditions and then click on the checkbox. Press Book.
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