HELPFUL HINTS FOR USING PATRON INITIATED RESERVATION SYSTEM (PIR)

· Please refer to Policy and Rules for Portable Equipment and Facilities Document. You are responsible for conducting your business with these polices and procedures.

· You must validate your park card and set password before using PIR system. Please see counter assistant in Park 113. Once you have setup your account you may log in at link below.

· http://park-webcheckout.ithaca.edu/webcheckout/pir/login
· YOU MUST MAKE RESERVATIONS 24 HOURS IN ADVANCE
· Please only make reservations for equipment for as long as you need it, NOT for as long as you can “keep it.” You may reserve portable equipment a maximum of 72 hours based on availability.  If you need equipment longer waivers will be granted only in special circumstances and require faculty signature.

· MOST Equipment types have a minimum of 4 hours of turn around time once it is returned before it can be checked out again. (Example: If your friend is returning GY 15 at 4:00 PM on Tuesday, it will be 8:00 pm on Tuesday before another user is allowed to check it out again.)

· Please keep a minimum of 12 hours between reservations of same equipment type. 
· You may make reservations for portable equipment up to 16 days in advance. All portable equipment must be returned 1 hour before closing.  (Example: If building closes at 11:00 PM you equipment reservation must conclude by 10:00 PM)

· All fixed facilities (studios, FCP editing, classrooms, etc) must be returned or concluded 5 minutes before building closed.  (Example: Building closes at 11:00 pm on Thursday, you must conclude your  Final Cut Pro reservation by 10:55 pm of that day or your camera reservation by 10:00 pm)

· You may reserve only ONE of each equipment type unless otherwise specified. (You may have only ONE camera of any type.)

· All pickups for portable equipment are in Park 113 (PPECS)
· All pickups for fixed facilities are in Park 159 (MCR)
· We do NOT accept email or phone in reservations. You may come in person to ppecs to make a reservation or pickup, or you may do so on line.  You may phone in a cancellation or you may cancel it on line.
· If you allow reservations to expire because of no show, your account will be made inactive and all future reservations will be canceled. You will not be allowed to make any reservations for four full business days.  You must show up in person to reactivate you account.  If you cannot use your reservation you MUST cancel it.
· At this time you may not make XTR Prod or HDV camera reservations on line.  Both require a form signed by your professor.
· All NON-RESERVABLE items (xlr cables, extension cords, sandbags, grip equipment, etc) must be requested at the time of pickup.  Do not attempt to reserve them.  We will cancel any reservation found with non-reservables added.
BUILDING HOURS

Monday – Thursday




9:00 AM – 11:00 PM

Friday






9:00 AM –   5:00 PM

Saturday 






9:00 AM –   6:00 PM

Sunday






1:30 PM – 11:00 PM


