COW Reservation Directions

[bookmark: _GoBack]Log in to SchoolCenter Website http://yakima.wa.schoolwebpages.com/education/admin/
User ID is the login you use to login to your computer every day. 
For the password, just type in the word password. 
e.g. – User ID: cphillips
       Password: password
[image: ]

Once you have logged in, you will be taken to the COW/Room Reservation Page that looks like this. Click “Reserve” for the specific cart you want to reserve. 
[image: ]








Once you have clicked “Reserve” it will take you to the page below. 
[image: ]

Enter your information in all the categories and then select the date you want to reserve the cart as well as the start and finish times. Below are two examples of how to reserve.  Example 1 is just for a one time reservation. Example 2 is for a multi-day reservation. 
 Example 1 – One time reservation
[image: ]



If you have multiple days and times you need to schedule, for example if you wanted to schedule for 8-8:45 every Wednesday, then you would click the dropdown box for “Repeat” and then select “custom” and they you just click on the days you want it to repeat. If you have any comments, enter them in and then Once finished, select “Reserve”. 
Example 2 – Multi-day Reservation
[image: ]

You will then be given a confirmation screen. Verify the info is correct and then select “confirm”. 
Your reservation is now finished and you will be sent a confirmation email. 
[image: ]

Now that you have entered a reservation, that time slot on the day you selected will come up in red on the calendar and that time period becomes unavailable for anyone to be able to reserve that specific cart. 
[image: ]



If you need to cancel or just review your reservations, you just click “Your reservations” on the main reservation screen. 
[image: ]








Once on this page, you can view your reservations and if you need to cancel a reservation, just select the check box for that reservation and then click “cancel selected Reservations”. 

[image: ]

IF you have canceled a reservation, you will be taken to a cancellation confirmation page like below. Complete the page and the reservation will be cancelled and you will be sent a cancellation email. 
[image: ]


If you have any further questions contact Corey Phillips:
Email: Phillips.corey@yakimaschools.org
Phone: 2646
5
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For an example of how to reserve something, click on the word document below that shows the basics of how to
reserve a conference room.

attachment:

B Exemple reservation for SPED Conference Room.docx
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For an example of how to reserve something, click on the word document below that shows the basics of how to
reserve a conference room.
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For an example of how to reserve something, click on the word document below that shows the basics of how to
reserve a conference room.
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For an example of how to reserve something, click on the word document below that shows the basics of how to
reserve a conference room.
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