
SIGN OUT (BORROW) 
1. To sign out equipment, the UCM needs to SUBMIT AN EQUIPMENT SIGN-OUT REQUEST. The approver will receive 

an email with a link stating that there is a pending request that they need to approve or deny. 

2. The approver will need to either approve or deny the request 



3. The requestor (person who is signing out equipment) will receive an email with a link stating that their request to 
sign something out has been approved. 

4. The requestor needs to check the equipment received box and click SUBMIT FORM. 



5. The equipment is now signed-out. 



SIGN IN (RETURN) 
1. To sign in equipment, the UCM will submit an EQUIPMENT SIGN-OUT REQUEST. The requestor will receive an email 

with a link stating that the equipment that had been signed-out has been returned. 

2. The requestor needs to click the link in this email to confirm return of the equipment. 



3. The equipment has been returned. 


