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Purpose:  The purpose of this document is to outline the instructions on how faculty/staff members can reserve a laptop cart(s).
I. Reserving a laptop cart through my.champlain.edu
a. Open up Internet Explorer or other preferred browser

b. Type in the address bar “http://my.champlain.edu” and press the Enter key

c. On the page that loads, enter your username and password where appropriately labeled and press the blue “Sign In” button. (Note: The username and password will be the same username and password used to log into computer on campus) 
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Having trouble signing in?





d. If you have difficulties signing into your account, please contact the Help Desk at (802)-860-2710.

e. Once you have successfully logged in, there should be a number of tabs right above the content of the page. Click on the tab that says “Webmail” (Marked as “a”)
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f. Once you have clicked on this tab, it should bring you to your email account. On the left side of the screen there should be a panel. On the lower half of this panel there are several buttons; one of these buttons is titled “Public Folders”, click on this button. (Marked as “b”)

g. The window with your email account should still be open and a new window should appear. In this new window, on the left panel there should be an item called “Public Folders” at the top. There should also be additional items listed underneath Public Folders. If there is not, click on the “+” icon to the left of the Public Folders icon and it should expand to reveal additional items. 
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h. One of the items underneath Public Folders is called “Shared Resources”. Click on the “+” icon to the left of the Shared Resources icon and it should reveal more items below it. 

i. Below Shared Resources should have several items including: “GBC Laptop Cart #1”, “GBC Laptop Cart #1”, “Joyce Laptop Cart #1”, and “Joyce Laptop Cart #2”. Each of these items is the calendar for the respective laptop carts. Click on the calendar for the laptop cart you wish to reserve.

j. On the center of the page should appear a calendar view. This view can be altered on the icons right above the calendar view (Marked by a red rectangle). On the right side there should be a monthly view (Marked in a red square). There should be other appointments already in place on the calendar. These are appointments created by other faculty/staff members that have already reserved time. 
k. On this calendar, you can make an appointment and reserve a laptop cart. To do this, click on the “New” icon above the calendar view (Marked in a red circle). 

l. On the new window that appears you may type in a desired subject and location and select the time and date you want to reserve it for. 

m. If you think you are going to use the laptop cart on a weekly basis, you can click on the “Recurrence…” icon (Marked in a red rectangle) and select a set time and dates of when you would like to reserve it for. This will mark on the calendar a recurring appointment for the dates you selected.
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n. When you are finished, click on the “Save and Close” icon (Marked in a red circle). Verify that your created appointment doesn’t collide with another faculty/staff member’s appointment.
II. Reserving a laptop cart through Microsoft Outlook
a. If you have an office computer on campus you can use Outlook to reserve a laptop. This is very similar to using my.champlain.edu and ultimately you are accomplishing the same thing. To do this, first open up outlook.

b. Once Outlook is open, on the left panel there is a small folder icon on the bottom that if you hover your mouse over it is called “Folder List” (Marked in a red circle) Click on this button.
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c. Now, on the left panel, there should be a list of items that include your normal email items (such as inbox, deleted items, etc.). On the bottom of this list is an item called “Public Folders”. To the left of this, there should be a “+” icon, click on this and more items under Public Folders should appear. Under this should be an item called “All Public Folders” and again with a “+” icon next to it. Click on this + icon and more items should appear under it. 

d. Then follow steps h through n in section I to reserve a laptop.
III. IMPORTANT: Once you have read all the documents on reserving a laptop and passed the test afterwards, you will be granted permission to access the public folders. Until then, however, you will more than likely not be able to view them. The same applies for access to the laptop closets.
