
The Center for Academic Technology, located on the third floor of Irwin Library, manages check-out of 
display easels.  Patrons can reserve easels via EMS and retrieve them from CAT during normal 
business hours--Monday through Friday, 9:00am to 5:00pm. The reservation process is outlined 
below. 
 
After logging into my.butler.edu, navigate to the middle of the landing page and click “schedule a 
room.” 
 

 
 
Next, click “create a reservation.” 
 

 



 
 
Navigate to “Book event services only” and click “book now.” 
 

 
 
 
Enter date/time of your reservation and enter “TBD” in location field. When finished, click “next step” 
on the right side of your screen. 
 

 



 
 
Scroll down to “Easels and Flipcharts” and select “Display Easel - pickup @ IL303 (CAT).” 
 

 
You will now be prompted to enter the number of easels you need, along with any special 
instructions. 
 

 



 
 
Once you’ve entered the specifics of your request, click “Ok” and then “Next Step” once more. 
 

 
Enter your reservation details and select “create reservation.” 
 

 
 
 


