Media Cart Scheduling Instructions

In addition to the instructions for scheduling media carts which | have attached here, there are
a few things that you should keep in mind with respect to scheduling media cart use:

1-

2-

Please remember that even though we have limited resources, we will do all we can to
accommodate your requests.

Please remember that even though we will do all we can to accommodate your
requests, we have limited resources and there may times when we simply won’t be able
to accommodate everyone’s requests. When this happens, please see #1 above. Thank
you for your patience with us we try to help you educate young hearts and minds.
Please do not schedule media carts for times that you MIGHT need them (see #2
above). We will take your requests seriously, so please schedule the media carts with
equal seriousness.

Please do not start the school-year by reserving a media cart for every one of your class
periods throughout the year (see #2 above). Getting your request in first will not
“ensure” that your request will get first priority. In fact, there is no way to ensure your
priority in getting a media cart (see #1 and #2 above).

Please remember that all media use in your classrooms must be approved by your
Principal or Assistant Principal, so please get that approval BEFORE you schedule the
media cart.

Because of system restrictions, only Melanie Bills, Stephanie Reber, Tracey Wilson and
Todd Risenmay are able to change or delete scheduled items on the Multimedia
Calendar. If you have a change of schedule that requires a change in your media cart
reservation, please notify one of the above-named people to change your reservation.
Please remember that we will bring the media cart to your room and will set it up for
you at the time you indicate on your reservation, and we will remove the media cart
from your room at the time you indicate on your reservation. Please have the media
you will be using ready and available at the time that the media cart is delivered to your
room.

Most of all, please remember #1 above.
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Instructions for Scheduling Media Carts

i~ Inbox - Microsoft Cutlook

File Edit View Go Tools Actior
PmdMew - | dgm 23 WK | CaReply @
Mail « || =
Favorite Folders = [|[a
[ 3] Inbox (2553) =,

L Unread Mail
[=3 sent Ttems

Mail Folders
21 Al Mail Ttems -

= 25t Mailbox - Rich Weyland

5] Deleted ltems (59)
L7 Drafts [31]

[ Inbox (2568)

[ Infected Items

[ @ Junk E-mail

@ Cutbox

R5S5 Feeds

Saved

Sent Items

yc Issues

arch Folders

»

= 0o

Contacts
[o#] Tasks

17735 Items

Expand Public Folders (Click on the[+] next to Public Folders)

[~ Inbox - Microsoft Outlook

File Edit View Go Tools

Actio

A New - | @B 23 XK | i Reply

Folder List

b

All Folders
2] Al Qutiook Items

= 5t Mailbox - Rich Weyland
gﬁ Calendar
85] Contacts
(4] Deleted Items (53]
[7 Drafts [31]
[ Inbox (2557}
[ Infected Items
éﬁjoumal
[ @ Junk E-mail
|| Motes
@ Cutbox
@l RSS Feeds
3 saved
@ Sent [tems
1 Syneclssues
[ SyncIssuesl (43)
.E Tasks
L& search Folders
£ Public Folders

Folder Sizes
Drata File Management...

e
b3

-

[ &~ e 4




Instructions for Scheduling Media Carts

Expand All Public Folders lh;'_, Multimedia Calendar in Public Folders -

I File Edit  VMiew So Tools Actions
P New - | dEm X g4 | Today | [C&
Folder List 3 D

L] August 2011 » (e
s TW T F 5 e

31 2 3 4 5 6 "
Click F
10 11 12 13 |:
17 18 19 20

24
31 1 2 3

BRGmezZ
BB

r
14
21
28

All Folders =
21 All Dutlook Items -

= B5t Mailbox - Rich Weyland
gm Calendar
85 Contacts
(2] Deleted Items (59)
7| Drafts [51]
[ Inbox (2567)
[ Infected Items
(gi Journal
L@ Junk E-mail
|_*_-| Motes
@ Cutbox
[ RSS Feeds
[ saved
E Sent Items
3 synclssues —
[ sync Issuesl [43)
& Tasks
E};‘i Search Folders
Public Folders
Ea Favorites
Ll Al Public Folders
Computer Lab Calendar
Multimedia Calendar

Jul 31- Aug 6

Aug7-13

14

Aug 14- 20

Folder Sizes —21

Crata File Management...

Click on Multimedia Calendar lu;'_, Multimedia Calendar in Public Folders -

s FEile Edit WViews So Tools Actions
HHinew - | g X G | Today | Ll

Folder List < D

L August 2011 [ 3

S M T wW T F 5§
31 1 2 3 4 5 &
& 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26| 27 Jul
28 29 30 31 1 2 3
Al Folders E
L2 an outlook Items -

Jul 31- Aug 6

= Bt Mailbox - Rich Weyland
gﬁ Calendar
&= Contacts
sl Deleted Items (59)
L7 Drafts [31] 7
[ =) Inbox (2557)
[ Infected Items
@Ejournal
[L@ Junk E-mail
o | Motes
@ Cutbox
[ RSS Feeds
[ Saved
E Sent Items
3 synclIssues
b [ Sync Issuesl (43)

Aug ¥ - 13

14

Aug 14- 20

Computer Lab Calendar
MMultimedia Calendar

Folder Sizes —21

Data File Management...




Instructions for Scheduling Media Carts

Click on the Drop-Down arrow next to “New”
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In Subject: enter "Media Cart for Your Name", where Your Name is your name
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Please provide the following information when you schedule a Media Cart: -

Type of Cart (TV, Projector, etc.):

Type of Media you will be showing (DVD, VCR Tape, Powerpoint, Internet, etc.):

Room Number where you would like the cart delivered/setup?:

What time would you like the cart to be delivered/setup?: =

What time would you like the cart to be removed from your room?:

Are you flexible with these times?

-
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In Location: enter the Room Number where you want the Media Cart delivered and set up
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Please provide the following information when you schedule a Media Cart: -
Type of Cart (TV, Projector, etc.):
Type of Media you will be showing (DVD, VCR Tape, Powerpoint, Internet, etc.):
Room Mumber where you would like the cart delivered/setup?:
What time would you like the cart to be delivered/setup?: =
What time would you like the cart to be removed from your room?:
Are you flexible with these times?
-
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Ensure that the “Start time:” and “End time:” show the exact date and times that you

would like the Media Cart delivered, setup and removed from your room.
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Room Mumber where you would like the cart delivered/setup?:
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In Shared Folder: 53] Multimedia Calendar in Public Folders

Complete the information requested on the form. Enter any
additional information that is helpful.
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When you have completed the form, please click “Save & Close”
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