
Booking 
Equipment at the 
Allard Equipment 
Centre



Logging in to 
MacEwan's My Student 
Portal
•Open a web browser 
•Navigate to MacEwan's My Student Portal.
•Enter your MacEwan student credentials to log in.

https://myportal.macewan.ca/


Navigating to the 
Booking System

• Once logged in, if required, 
    switch to the "Student View“

• Click on the "Support" 
    tab in the portal.

• Select “Tech Support" 
   from the dropdown menu.



•Scroll down to find the 
ALLARD EQUIPMENT CENTRE 
(ROOM 11-435)

•Click on ALLARD EQUIPMENT CENTRE
  to open the new AEC webpage



Accessing the 
"Booked" System

• Allard Equipment Centre webpage

• To create equipment
  click on Reserve Equipment Online



• You will be directed to Log into “BOOKED” using your MacEwan student credentials

• Scroll to the bottom of the new page and click Let’s Go

• *If you receive an error message* that you do not have access, 
 wait 30-60 seconds for Booked to update your username in the system 

•   Then click on the Top Left dashes for 
    Dashboard and Reservation
 Click on Reservation to begin your equipment booking

• At the top is a drop down menu of applicable equipment
*If you do not have access to the 
drop-down Menu at the top of Booked*

     email allardequipmentcentre@macewan.ca
     so that the AEC can ensure you 
     have the correct equipment access.

If you have not used Booked before…



Booking 
Equipment

•Once logged in, you will see equipment 
categories available to you at the top of 
the page.

•Select the desired category/group of 
equipment you wish to book. This action 
will display the weekly schedule.

•Navigate to the specific day and find 
the item you want to book.

•Click on the desired time slot to 
proceed to the booking page. 



Adjusting Booking 
Details

•You can title your booking, add other “Co-Owners,” 
and include a description or notes for the Allard 
Equipment Centre team (e.g., requesting non-
bookable items like tripods, etc.). 

•On the booking page, adjust the booking date and 
time as needed.

•Be mindful of the specific booking time limits set 
for each item by the program.

•Optionally, you can add/edit items to your booking 
to group multiple items into one booking.



Completing the 
Booking
•After filling in all necessary details, click the "Create" button to 
finalize your booking.

•You will receive a confirmation email for your booking.

•You can always edit or cancel your booking if needed.

•Automated reminders may be sent when your equipment is due or 
if you have outstanding bookings. 



Additional 
Information

•Late Fees: 
Late items are charged at $1 
per hour per item until returned.

•Booking Extensions: 
Students can request booking 
extensions by emailing 
allardequipmentcentre@macewan.ca
AEC Staff will reply with a CC 
to applicable programs contacts
for due date extension approval.

•Location: 
The Allard Equipment Centre 
is located on Fourth Floor 11-435. 

mailto:allardequipmentcentre@macewan.ca
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