FREQUENTLY ASKED QUESTIONS

MAY I DELETE ITEMS AFTER I HAVE BOOKED THEM?

Yes.  Instructions regarding deleting items are in this binder - Using the DRC Database - My Profile Page - Advanced Bookings.
WHAT HAPPENS IF SOMEONE HASN’T RETURNED MATERIAL?

The computer thinks that items will be or have been returned by the return date, so it will allow a booking by the next person.  If the material is not back at the DRC the clerk will have to contact the person who should have returned the material and contact the person who is expecting the material.  As soon as the material is entered in as ‘returned,’ the computer is happy and automatically assigns it to the person who tried to book it (although it might be too late at this point!)

WHEN I AM FINISHED WITH MY ITEMS DO I HAVE TO RETURN THEM BY THE DUE DATE?

YES! (read previous section).  If you wish to keep items longer please renew them prior to the due date (see next section).
MAY I RENEW ITEMS?

You may renew material as long as the material is not past the due date (if the item is in red when you look at the Renewals page it is past due).  If you try to renew a renewable item and the renewal fails it means the item is reserved by someone else already. Instructions regarding renewing are in this binder - Using the DRC Database - My Profile Page - Renewals.  
MAY I PASS AN ITEM ON TO ANOTHER STAFF MEMBER TO USE?

Yes, BUT ONLY if you contact the DRC and let the clerk know so the item can be deleted from your name and entered under the new person’s name.  
If the item has already been reserved by someone else the item will have to be given to this person if he/she happens to be a person at your work site, or returned to the DRC for shipping out to the person.
MAY I SUGGEST HOW TO IMPROVE THE SYSTEM and or THESE INSTRUCTIONS?
Yes, by all means! Contact the DRC clerk.

