Tech Desk End-User flow
Updated: Dec. 2023

On Monday 18 December 2023, WebCheckout underwent a new upgrade that changed
some features of the user interface. The main functionality and tools have remained the
same, however basic functionality will require more deliberate attention to perform an
action. This document shows how to navigate the interface as an end-user/client after
the newest update- it looks a bit different from before.

Making a reservation
Steps:
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Login to https://checkout.mica.edu/patron
Select Reserve on left side pane
Select Tech Desk from Checkout Center dropdown menu
Select 0K
Choose pickup time -> start time; confirm by selecting checkmark
Choose return time -> End time; confirm by selecting checkmark
a. Note: ensure your reservation time is correctly set (48 hrs per item)

. To browse inventory, select Contents (book icon)

Select desired equipment
Review and adjust any outstanding errors upon selection
a. “No signature on file” errors must be resolved via phone, IRL or
email.

10. Submit reservation (green disc icon)

Flow (with images):

1. Select Checkout Center upon login by clicking Reserve

Select Center

Choose your Checkout Center

v JHU-MICA Film - Remote Tech Support
JHU-MICA Film Centre Facility Checkout
Tech Desk

Select Tech Desk


https://checkout.mica.edu/patron

2. View the Tech Desk greeting page

Semester Hours:

Monday thru Friday: 8:30 am - 430 pm
Your reservation will be active for ONE HOUR after the pickup time. After that, your
equipment will be able to be checked out by anyone. Please be on time for your
reservation.

If you are experiencing an error saying “No Signature On File" this means you will need to
visit the Tech Desk (or call) to acknowledge our policies before checking out equipment

Contact the Tech Desk: 410/225-2301 // avservices@mica.edu

3. Setdesired start time (when to pick up) and End time (return 48 hrs. later)

Start Time = 12/19/2023  v09:50AM v
End Time 12/21/2023  v09:49AM v

Confirm your times by clicking the checkmark icons

4. Begin adding Contents (equipment) to your cart by selecting the book icon

Contents

Looks like your cart is empty.

Press to add items.



5. Select a catalog
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Return to Reservation

6. Choose your equipment by browsing inventory catalogs

Q  Catalog
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See availability of item

Add to cart for reservation

@ See asset information and additional details

7. Return to your cart to confirm your reservation



8. Be aware of any errors before reserving your equipment

Reservation has errors v

UK-11

+ Max. checkout/reserve (2)

* Resource type ‘Advanced Animation Cameras”: Maximum Checkout/Reservation length is 1 day.

¢ Resource type 'Animation Tripod": Maximum Checkout/Reservation length is 1 day.

v Closed at return time (1)

e Tech Desk is closed at scheduled return time.

w Returns forbidden on day of week (1)

* Returns are forbidden on Saturday at this checkout center.

Setting

N

Adjust your checkout
times or equipment
based on availability.

CK-161884: Resource 57040 Canon 5D Mark IV is unavailable from Mon, Dec 18, 2023 9:00

AM to Wed, Dec 20, 2023 9:06 AM

Use the 2 button to search for a replacement

Scheduled return time is in the past. X

If you see this message, double-check your return date and time!



9. A correctly set reservation should look like this:

StartTime 12/25/2023  v09.05AM v
EndTime [12/26/2023  +09:02AM |
Checkout Center  Tech Desk
Estimated Charges  None

Delivery Location

Allocation Notes

RESERVATION ONLY: Animation Equipment —> Advanced Animation Cameras ¥

57040 Canon 5D Mark IV

RESERVATION ONLY: Animation Equipment = Animation Tripod ¥ aty:1

52226 Sunpak 7001 DX

CK-161921

To confirm
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10. Once reservation has been confirmed, you may view/manage your current

reservation:

W Reservation

£ Actions
Message of the Day
Reservation Information
Center Calendar
Edit CK-161921

Cancel CK-161921

W Cart

New Reservation

Copy CK-161921

Start Time

End Time

Checkout Center

Estimated Charges

Delivery Location

Allocation Notes

Reserved

Resource Description
57040 Canon 5D Mark IV

52226 Sunpak 7001 DX

Home

@ View

Upcoming Reservations
Current Checkouts
Checked Out Resources

History

CK-161921

Settings
Dec 25,2023 9:02 AM
Dec 26,2023 9:02 AM
Tech Desk
None
None

None

Resource Type & Scheduled Return &
Advanced Animation Cameras Dec 26, 2023 9:02 AM
Animation Tripod Dec 26, 2023 9:02 AM

Selecting Home shows wider
reservation details, history, and
outstanding fines.



