
Booking AV & Media Equipment using 
Resource Scheduler – Basic Guide 

Find the item you want: 

Use the Find field 
or 

Navigate the list by location 

Click on a heading to see everything in that category. 

The icon gives you detailed 
information about an item. 

Click anywhere on the calendar 
to launch the Quick Reserve pop‐up. 

Enter the Start Time (when you’ll pick up), 
End Time (when you’ll return), 
and the Location where you’ll be using the equipment. 

Click Submit to make your booking. 

Options: 

Use the Quick Reserve End Date 
to make a continuous booking 
up to the end of the current week. 

For a longer continuous booking, 
click More and select a later date.


