Class Reservation Form Instructions

1. Enter your e-mail address and click on Go
FootPrints Login
You must enter your User ID 5o that we know wha wou are,

User ID borkenhagen@csp.edu
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2. Close the message indicating you must enter your e-mail address

3. Click on Submit Request\
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Project Info
Welcome to Footprints! A list of the most popular solutions for Class Reservation can be found below, If you don't find the answer to your question there, use
the buttons here to search the knowledge base or to submit 3 new requestto Class Reservation. If pou experience any problems using Footprints, pleaze send

email to bbehling@c=p.edu,

4. Enter the personal information necessary for us to know who your are and how to contact you —
Be sure to include your name and e-mail address

2 Your Personal Information
Last Name First Name Email Address
User ID barkenhagen@csp.edu Description Telephone Number

L Number

5. Enter information about the class for which you need a librarian

Number of Students® Make a Selectiol[i]

Date Needed*

Topics/Skills Needed Strategies for fin
Setting up a sean
CLICHet
Databases

BmE

a. Topics/Skills — you may choose multiple subjects
b. Date Needed — indicate your 1%, 2" and 3" choices

c. Number of Students in class

6. Enter a description of the class needs — particular assignment, class level, specific databases, etc.




7. Attach files — E.g. assignment document, syllabus, etc.

B Attachments

] #ttach Files

Last Attachment |[Nl:| files currently attached]

8. Click on the Save button
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