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Resources are the different items that you may check in and out to your students. These items can range from textbooks, to calculators, laptops, and more. No matter the item, TracCloud can track these items in your systems database, allow staff to check out/in resources to students, track the history of each item, and report all of this data.
· Types
Resources can be given different categories; such as books, calculators, etc.
· Icons
When tracking resources, icons will appear to quickly identify the status of each resource. These statuses include inactive, active, reserved, and checked out.
· Creating a Resource
When creating a resource; be sure to fill out the barcode, title, profile, collateral/collateral logic, who reserved the resource, if it’s always available, different dates, resource type, length of checkout, max renewals, description, and keywords. Further definitions can be found on the back side of this hand out.
· Emails
Whenever a resource is checked out or overdue, TracCloud will automatically send an email to whoever checked out the resource. For overdue emails, we can have the system send out an email every x number of days the resource is not brought back. 
· Group Permissions
We can use groups to specify if a staff can log resources in/out, view the resources that a student has logged out, and allow to manage resources. 
· Terms and Conditions
TracCloud allows you to link a “Terms and Conditions” document to a resource type. This allows you to convey the policies around this resource type and record student acknowledgement.
· Logging Resources
To log in/out a resource, navigate to Other > Log Resource. In this menu, we will search for an item in the first text box, specify if we are checking out/returning/renewing/un-reserving the item, collect collateral (if needed), then check out.
· Resource Report
TracCloud offers a resource report that will show who has checked out/in an item, checkout date/time, and total hours. This report can either be run on overall Utilization, or specifically on Past Due resources.
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Find more information on Resources here: https://wiki.go-redrock.com/index.php/TracCloudGuideBasicsResources
Or scan the QR code below:
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CREATING A RESOURCE

BarCode is the unique identifier for this item, think

of it like an ID. - =

Title is the name of this resource. e Ji—
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Profile is the linked Profile for this resource

Checked Out To shows which student currently tonTom a

has this item checked out (if applicable). ase [yS— P

Collateral represents an item to be collected Coleutors 20019134231 ez
‘when this resource is checked out.

Collateral Logic enables collateral functionality if
checked.

Reserved For shows who currently has this
resource reserved.

Always Available indicates that this resource
doesn't need to be individually checked out or
reserved (Example, towels for fitness center).

Reserved Date, Last Date Out, and Due Date
display the exact times of reservations,

checkouts, and when the resource is due to be
returned. Advanced raphingcalcator o ngieerngand math

oois

Resource Type allows you to categorize this
resource into a type for reporting purposes.

college,book, calcuiator

Length of Checkout determines how
long an item can be checked out.

Max Renewals Allowed determines how Description is an internal description of this ~ Keywords are the related words for this resource
many times a checkout can be renewed.  particular resource. to be searched by.
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