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Resources items that can be checked out to staff or students. The system will record important details such as who checked out the item, when it was returned and if any collateral was collected at the time of checkout. Here are some key tips to remember when setting up a resource for your system!

Types
Resource can be group resources together for the purpose of reporting or to block certain students from accessing certain resources. These types can be quickly created by going to Other > Resources > Resource Types.
Icons
When tracking resources, icons will appear to quickly identify the status of each resource. These statuses include inactive, active, reserved, and checked out.
[image: ]

Creating a Resource
When creating a resource; it is important to fill out the barcode, title, resource type, length of checkout, , description, and keywords. The remaining fields can be left blank, but serve a purpose. 
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Creating a Resource Type

Resources can be grouped together for reporting purposes. If needed, lists can block certain students from accessing certain resources.
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Checking Out Resources

Items can be checked out searching by Barcode, Title, or Keywords. The second text box allows the user to select the student or staff member that item is being checked out for. 
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Resource Checkout Email(s) 
Resource Confirm, Resource Overdue, Resource Pickup Reminder (for reserved items), Resource Return, and Resource Return Confirmation are apart of the system. Utilize TWIG coding to include extra details for the item that were checked out, return date and more.

Resource Reports
Automate reports in the system to automatically send data to show exports resource usage, showing the students who have checked out a particular resource, the checkout date and time, as well as total hours. This can either be run on overall Utilization, or specifically on Past Due resources.
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BarCode is the unique identifier for this item, think
of it like an ID.

Title is the name of this resource.

Profile is the linked Profile for this resource.

‘Checked Out To shows which student currently
has this item checked out (if applicable)

Collateral represents an item to be collected
‘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.

Resource Type allows you to categorize this
resource into a type for reporting purposes:
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Length of Checkout determines how
long an item can be checked out.

Max Renewals Allowed determines how
many times a checkout can be renewed.

Description is an internal description of this
particular resource.

Keywords are the related words for this resource
to be searched by.

Pickup Instructions can provide extra detailed
instructions to students and staff getting a
confirmation email

Return Instructions can be entered and displayed in
resource refurn email.

Creating a Resource
(continued)

e — T

e ———

collge ook,

PAFNE





