
iPad Checkout Reminders 
 One iPad checkout per student (& only for students, not faculty/staff).  

 No renewal. A student may return later in the day to borrow an iPad 

again, after at least one hour of non-use. 

 A student may not check out an iPad for another student. 

 iPad are currently loaned for a 4-hour period.  

o Later in the term, some iPads may be available for 1 week 

checkout with a charger & cable cord. 

 The iPads can be used inside or outside the library.  

 There will be no checkout of iPads past 30 minutes prior to closing.  

 Valencia picture ID and government issued ID required for checkout. 

 

Process for check-out: 

STEP #1: PROCESS Student Equipment Checkout Agreement Form 

a) With student ID in 

hand & government ID, 

save as the agreement 

form:  

 

 

 

b) Name the file 

with the student’s 

last name. The 

format for saving 

is Last name, 

first; today’s date 

[mm-dd-yyyy]; 

and (number of 

checkout for the 

day). i.e. Oliver, 

Rose 08-26-

2013(1)  

* Save it on the Z 

drive and in a 

folder called iPad 

Signature Form. 

 

 

 

 

 

 



c) After saving the form, fill it out completely and appropriately. 

 

d) The student will read the contract and afterwards electronically sign 
and date the contract.  

 

e) Save the completed document again. The Checkout Form is 

complete. Close the document. 

STEP #2 ALEPH 

a) Retrieve iPad. Inspect iPad for scratches/damage & encourage 

student to inspect iPad. 

b) Under the ALEPH item icon, scan the iPad’s barcode. Open the iPad 

to view the Serial # and confirm that it matches ALEPH.  

(To see the Serial # in the iPad - tap on 

Settings/General/About).  

 



c) Then proceed to check out the iPad to the student’s record. Print a 

loan receipt for the student and inform student of the time that the 

iPad is to be returned. 

Process for check-in: 
After Loan period, iPads will be ‘refreshed,’ cleaned of information and changes and 

returned to their original state.  

 

1. Before checking-in the iPad ,  inspect the Serial Number on the iPad to 

ensure the proper device is being returned. 

(Settings/General/About as shown above) 

Note: if the iPad is returned with a drained battery, 

plug it in at the Check-out Desk to see the Serial 

Number.  

Alternately, you can peel off the case to inspect the serial number on 

the device itself. 

 



 

2. Inspect the condition of the iPad. If 

damage is seen, please inform the 

Supervisor immediately. If the Supervisor 

is not available, do not check-in the iPad. 

Print out the student’s agreement, notate 

it with the damage information, and sign 

the form. Also print out the student’s loan 

receipt from ALEPH, give to the 

supervisor, and inform the student that 

the Supervisor will contact them.  

3. When everything passes inspection, 

check-in the iPad. 

4. Prepare for Refreshing: 

a) ‘Wakeup’ the Macbook. The touchpad 

is 

 pointing device and selector; push to 

click.  

b) If Configurator is not running, click 

on the icon at the bottom of the screen to open it. 

 

c) Plug the iPad into the iPad Cabinet, attaching it 

to the matching number in the cabinet. Upon 

attachment, listen for a sound which confirms 

the attachment. 

    



5. Refreshing process: 

 
a) Make sure that the word Supervise is highlighted at the top of the 

Screen. 

b) On the Macbook screen, select the iPad to be refreshed and click 

Refresh. When the Refreshing process is completed, the Macbook 

will give a sound. 

c) The process can be watched on the screen. 

Other Essential Info:  

 
Cell number for Scott Bokash, Learning Support Technology Manager:  407-222-5438 

Morning staff will open the iPad cabinet with the first checkout. It will be left closed, but unlocked for the rest of the day. 

Closing staff will count the iPads each night and lock the cabinet. 


