
Tutorial	for	the
Center	for	New	Media

online
Equipment	and	Room
Reservation	System



How	To	Get	Started
• Please	send	Peter	Galgano	an	email	requesting	to	be	added	into	

the	system	- pgalgano@mxcc.edu
• Please	include	personal	e-mail,	cell	phone,	and	class



• You	will	receive	an	e-mail	asking	you	to	create	a	password.	
Click	on	“Please	click	here	to	setup	your	QReserve password”



• Once	you	click	on	that	link,	please	create	your	password	and	
hit	SUBMIT.



• When	you	hit	SUBMIT,	you	will	get	this	message	saying	your	
password	has	been	initiated	and	to	check	your	email.



• When	you	go	back	to	your	email,	click	on	link	to	Complete	
Password	Setup



• When	you	click	that	link,	this	screen	will	appear.	Click	on	Log	
In	To	QReserve



• Write	in	your	email	address	and	password	and	hit	Sign	In



• Just	fill	in	the	First	Name	and	Last	Name	boxes	and	hit	SAVE
• From	here	you	will	go	to	Dashboard



• In	Dashboard,	Click	on	Center	for	New	Media



• If	you	want	to	reserve	Equipment,	scroll	down	to	the	
equipment	you	want	to	reserve.



• If	you	want	to	reserve	a	camera,	click	on	the	one	that	you	
want	and	the	Calendar will	open,	for	example:																								01	
Camera	Kit	Pan	AG-HMC80	HD	



• Please	read	what	is	included	in	the	Camera	Kit	and	click	on	
the	date	you	want	it	and	Reserve

• You	may	also	want	to	reserve	a	Tripod and	a	Light	Kit



• Scroll	down	to	the	Tripod,	click	on	it	and	reserve
• Scroll	down	to	the	Light	Kit	you	want,	click	on	it	and	reserve



• If	you	want	to	reserve	a	room,	click	on	Locations



• For	example,	if	you	want	to	reserve	time	for	the	Radio	Station	
Room	631,	click	on	it	and	a	calendar	will	open.



• Click	on	a	date	and	time	that	the	room	is	available



• In	this	example,	I	clicked	on	November	11,	2016
• On	the	RH	Side	a	New	Reservation	box	opens



• Click	on	the	Start time	and	pick	the	time	you	want	to	reserve	
the	room	for



• Then	click	on	the	End time.	For	this	room	you	can	have	up	to	2	
hours…	Edit	Suites	can	be	reserved	for	3	hour	blocks



• After	your	Start	and	End	times	are	complete,	fill	in	the	
Purpose you	want	the	room	for	and	hit	Reserve at	bottom



• You	will	notice	that	your	name	will	appear	on	that	date	and	
the	time	will	show.	It	will	be	a	dull	color,	until	approved



• You	will	get	an	email	like	this	showing	you	the	Approvers



• The	Approvers	will	get	an	email	to	approve	your	request
• Only	one	Approver	needs	to	Approve	your	request



• Once	approved	your	name,	with	the	time	showing,	on	the	
reservation	calendar	will	turn	a	bright	color



• And	you	will	receive	a	Reservation	Confirmation	email



• The	Approval	will	also	be	on	your	Dashboard	and	you	can	use	the	
room…	or know	that	the	equipment	reservation	is	complete	and	
ready	for	you	to	pick	up	at	your	reserved	date	and	time



• The	next	time	you	want	to	make	a	Reservation,	just	log	in



• This	concludes	the	QReserve Tutorial
• If	you	have	any	questions	or	concerns.	Please	
contact	Media	Associate,	Peter	Galgano

pgalgano@mxcc.edu
or	call	860	343-5797	


