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Student Affairs Working Procedure on Check-out of Technology Resources 

Intent: To provide a uniform process for requesting technology resources to support the operational needs 
within the Division of Student Affairs (DSA) 

Background: NIA

Accountability: Vice President for Student Affairs office, Administrative Assistant to the VPSA office, DSA 
staff when they are in possession of resource materials 

Applicability: DSA staff and student assistants (under the direction of professional staff) 

Defmition(s): NIA

Attachment(s): 

• Qualtrics Request Form: DSA Technology Resource Check Out,

• Technology Resource Check-Out Log: located in the S Drive at S:\1 DIVISIONWIDE 
INFORMA TION\8 PROCEDURES\Current Procedures\Final Signed PDFs\Attachments 

Procedure: In order to request technology resources, professional staff should complete the DSA Technology 

Resource Check Out form online. The completed form should contain a brief description of resource(s) 
requested, a brief description of intended use, and date(s) needed. Technology check-out is intended for short 
term use. Requests for technology device(s) lasting more than two weeks must be approved by the Special 
Assistant to the Vice President for Student Affairs & Strategic Operations Administrator. 

The Administrative Assistant to the VPSA office ( or student assistant) will contact the requester within two 
business days upon receiving a request and make arrangements for resource pick-up/delivery. A member of the 
VPSA office will complete the Technology Resource Check-out Log so that it is ready for signature by the 
professional staff member and assure that resources and necessary accessories (e.g., chargers, etc.) are in 
working order and ready for pick-up. 

If a tutorial is needed for Presence, mini iPad, or cameras, the VPSA office will provide assistance. For 
planning purposes, please keep in mind that tutorials will likely not occur the same day they are requested and 
could take up to three business days to schedule. 
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DSA Technology Check Out request: 

https://csuci.qualtrics.com/jfe/form/SV bvkPjF4uZxUygDP 

https://csuci.qualtrics.com/jfe/form/SV_bvkPjF4uZxUygDP

