
Technology Reservations 
  

Campus-wide Options for Technology Use 
 
Teachers have several options available when requesting computers for students: 
 

 Lab 224 with 30 computers  

 2 Lenovo laptop carts: 20 Lenovo ThinkPads each (carts 1 and 3) 

 2 HP ProBook carts 24 laptops each (carts 7 and 9) 

 1 HP ProBook cart with 16 laptops (cart 8) 

 2 Write to Learn priority carts with 25 HP ProBook laptops each (carts 2 and 11) 

 Media Center with limited availability 

  
Steps to make reservations: 
 
1. Check the Media, Lab, Laptop Cart Reservations Outlook calendar for availability (see 

below how) 
 

2. Email Anna Kuehn or call x 2031 with your request 
 

3. If it’s a cart, it will be checked out to you through Destiny and delivered to your room. If it’s 
a lab, you will receive a confirmation through email. 

 
4. Return the cart to the Media Center on the day it’s due 

 

Important Notes: 
 
 Lab 224 cannot be booked for more than 2 weeks ahead 
 
 Laptop carts will be checked out to you for a 2-week period with a possibility of extension if 

there are no requests from other teachers.  
 

 Please do not return a cart before the due date as it will be checked out to you for the 
remainder of the period, and you will still be accountable for it. 
 

 PLEASE be sure to use the Laptop Sign-up Sheet to record the # of the laptop a student 
uses and any notes about the laptop. These will be included in a plastic sleeve on the cart. 
The other sheet shows the list of laptops with their barcodes is for inventory purposes only 

 
 If there is an issue with a laptop, please document it on the signout sheet, and let Elizabeth 

or Anna know. 
  
 
 
 

mailto:kuehna@manateeschools.net


HOW TO SEE MEDIA, LAB, LAPTOP CART RESERVATIONS CALENDAR IN OUTLOOK 

 
You have access to view the reservations calendar through Microsoft Outlook's 
Calendar feature, to better assist you in planning your reservation. However, you cannot 
add events or reservations to the calendar yourself. Contact Anna with questions.  
  

 
 

 
  
 
 



 

  
  
If you do not have access to this calendar, please call Anya at x2031 and I will send out a permissions invite. 
To view the Media Reservations calendar just click on the colored "ACCEPT" button in the email you have been 
sent (from me). You do NOT need to click on the blue URL link (that will not add the calendar). 
To then view the calendar, click the "waffle" at the top left and choose "calendar" you should have both your own 
personal calendar, and the Media Calendar (you select which you want to view).  

  
 


