	Procedures for Loaning Portable Computing Equipment

Click here to fill form online and print out for signatures.
Date effective: November 24, 2003

Portable Equipment Available:

Quantity/Item

Make

Features

3 Laptops

Dell Latitude 

LAN, 56K modem, Windows XP, Web Outlook, MS Office 

1 Projector 

Mitsubishi LX1 

800 lumens, 1024x768, Mac/PC compatible 

Loan Period:

Equipment may be checked out for up to 5 (five) calendar days.

If an item has no pending reservation, the checkout period may be extended for an additional 5 days. Otherwise, it must be returned on schedule.

Equipment Location:

Equipment is located in the CHSS Helpdesk Office (Leonard 116).
How to Borrow Equipment

1. Check CHSS Portable Computing Equipment calendar for availability (http://www.chss.iup.edu/tech.asp).

2. Click the link on the calendar to complete the form to reserve equipment.  Staff will notify you of the status of your request.

3. Click the link on the calendar to download the CHSS EQUIPMENT LOAN FORM.  Bring the signed CHSS Equipment Loan Form with you when you pick up the equipment (the form must be signed by your department chair or another person whose signature is authorized for your department’s FOAPAL).  The equipment will not be given to you without this signed form.

4. CHSS Helpdesk will check-out equipment for the length of time indicated on the calendar.

Training/Instruction:

1. Direct all questions on how to use the laptops or projection unit to the CHSS Helpdesk at ext. 7-2343.

2. You must receive training on the use of the projection unit the first time you check it out.  Please allow 15 minutes for the check-out process to receive instruction on the unit.

Equipment Return:

1. Return equipment to CHSS Helpdesk. 

2. The CHSS Helpdesk will check that all components of the borrowed equipment have been returned undamaged and in working order.  Borrowers/department Chairs will be notified of problems within 24 hours.  The department’s FOAPAL will be charged for repairs/replacements.


