
Welcome to Campus Media’s new home page.



A Brief Tutorial:
Search Buildings & Reserve Equipment in 5 Steps



Step 1. 

Locate a general purpose classroom by typing in the name of a building in the Search bar. 



Click Search buildings.

Let's use 25W4 building as an example. Type 25W4 into the Search bar. 

[Step 1. Example]



For example, 
let’s choose 
C-02. 

Click here:

Step 2.
Scroll down and choose the classroom in which you’d like to reserve equipment.

The Classroom Grid.



B. When ready click the 
Order Form link, “Reserve 
Equipment in Room”

List of equipment installed 
in classroom

Internet Connection

Operation instructions

Step 3. 
A. Review the classroom page to confirm your requirements.



Step 4. Order Form 

A. Complete the Reserve Equipment Classroom order form. 

Section 1: Contact Information



Section 2: Certain items such as laptops, projectors, etc. 
require a 12-digit Account Number.



Section 3: Enter the Date and Time of your class schedule. 



Section 4: Equipment and services section allows you to choose
your technical requirements.



Section 5: Other services/personnel, the final section of 
the order form allows you to schedule a demonstration 
and include special instructions for our technical staff.



Step 5. When the order form is complete, click
the submit button on bottom of page. 



Confirmation: You will receive an email confirmation 
notice after your request has been processed.



Please complete a brief survey about our new website, your 
feedback is appreciated.

Faculty classroom equipment training 
schedule for Fall 2009.



If you have questions regarding the reservation process,
contact Campus Media at 212.998.2655

NYUCampusMedia
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