SUBMITTING THE ONLINE

EQUIPMENTLOAN WAIVER

In order to check out certain media equipment, including camcorders, cameras and laptops, you will need to fill out
the Equipment Loan Waiver form. You will only need to fill it out once every semester.

1. To find the Equipment Loan Waiver Form you must first open up a browser to the CNU webpage, (www.cnu.edu)
and click on the Library Tab.

About CNU  Academics  Library Admissions Student Life ~ News & Events  Athletics  Giving Ferguson Center |

2. Click on Use the Media Center found under Services.

Borrow materials, Use the Media Center, Get books from other
libraries (Interlibrary Loan), Records Management, and more

3. Next, locate the section called Luring Links and choose Checkout Policies.

LURING LINKS

» Finding CNU Media » Recycling/Green Efforts

» Mew Media in the Collection » Videos, Documents &

» Suggest Media Purchase Instruction

» Online Media Resources & » Enroll in Media Matter
Reference Help » Circulating Equipment

» Media Center Computing » Media's Mission, Values....

» Media Services » Media Center Hours

» Faculty Media Pickup Form » Main Trible Library Webpage
» Checkout Policies

4. Inthe middle of this page there is an active link under Borrowing Procedures,

5. Complete the form. Next, click the Submit Form button in the upper-right corner.



6. Enter your Email Address and Full name and click Send.

Send Form

To: mediacenter@cnu, edu

_ Subject: Submitting Completed Form

Attachment:  equipmentloanwaiver_distributed, pdf

From:

Email Address:

Full Name:

[ remember me

To save your email address and name in Acrobat's Identity preferences, check
Remember me, Do not check this box if you are using a public computer.

EX

7. Inthe next window, select Internet Email and click OK

Select Email Client

Please indicate the option which best describes how vou send mail.
() pesktop Email Application

Choose this option if you currently use an email application such as
Microsaoft Qutlook Express, Microsoft Qutlook, Eudara, or Mail.

®)

Chanse this option if you currently use an Internet email service such as
ahoo or Microsoft Hotmail, You will then need to save your Form and
return it manually to mediacenter@cnu. edu using your Internet email
service,

[ oot show again

[ Ok l ’ Cancel

8. Click File and Save, then save the file to locatable destination.

9. Navigate your web browser to http://my.cnu.edu

10. Login to CNU Connect.
11. Click Mail.

12. In the Google Mail window, click Compose Mail.

13. In the To field: type mediacenter@cnu.edu . Type ELW in the Subject field.



http://my.cnu.edu/�
mailto:mediacenter@cnu.edu�

14. Add the equipment loan waiver file by clicking Attach a File.
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15. Locate the file and click Open.
16. Click the Send button.

17. The Multimedia Service Desk will now process the Equipment Loan Waiver form.



