
How to make an appointment

The best way to make an appointment to use a laser cutter, vinyl cutter, or 3D
printer is through the SADR Bookings site.

https://u.osu.edu/studiosforartanddesign/about/

You can click “HERE”
to go to the
BOOKINGS SITE.

You can also see the
hours of the SADR,
including the
Woodshop,
Metalshop, and
Digital Fabrication
Lab.

In addition, if you
would like to contact
Joshua Gagliard
(Digital Fabrication
Shop Manager) or
Paul Tenwalde
(Woodshop
Manager), you can
click on the link to
email them. Send
them questions! Ask
away

https://outlook.office365.com/owa/calendar/SADRSpaces@buckeyemail.osu.edu/bookings/
https://u.osu.edu/studiosforartanddesign/about/
https://outlook.office365.com/owa/calendar/SADRSpaces@buckeyemail.osu.edu/bookings/
https://design.osu.edu/people/gagliardi.43
https://design.osu.edu/people/gagliardi.43
https://design.osu.edu/people/gagliardi.43
https://design.osu.edu/people/tenwalde.9
https://design.osu.edu/people/tenwalde.9
https://design.osu.edu/people/tenwalde.9


The bookings site will look like this:

(pictured below).

Each selection is intended for a specific
purpose. For instance, “Laser Cutter
Hopkins 175 Individual (Quick Cuts)” is
meant for smaller jobs that you think will
take less than 30 minutes.

For laser cutter related projects that could
take up to an hour, you should select the
“Laser Cutter Hopkins 175 Individual
(Extended Time) 1 Hour”.

Choose the option that best fits the project you would like to work on. Ex. vinyl cutting for vinyl
cutting, 3D printing for 3D printing.

For laser cutting, vinyl cutting, and 3D printing, you will need to input specific information about
the project you’re working on and about the class you’re taking. This information helps us better
predict when busy periods occur and also creates room for accountability.



These questions are mandatory.

Once you book an appointment:
● You will receive a confirmation email with the details of your booking.
● In this email, you will also have an opportunity to cancel your appointment if you are not

able to make it.
● In an effort to be considerate to others using this lab, please cancel your

appointments as soon as you’re aware you will not be using them.
● This opens up the time window you booked to allow others to sign up.

○ We want to make sure we’re doing everything we can to help you through this
experience.

● If you miss more than three appointments, a letter will be sent to the teacher of the class
your project is connected to, so that we may assist if necessary.

○ Communication goes a long way.



Tips

You will receive a reminder the day before
your appointment letting you know you
have an appointment the following day.

You will receive another reminder an hour
before your appointment letting you know
your timeslot is coming up.

It is HIGHLY RECOMMENDED that you
input your appointment into your digital
calendar with an alert set as a reminder.
It is best to do this directly after making
the appointment to ensure follow through.

Etiquette

When your appointment extends longer
than anticipated, which happens quite
frequently, we suggest coordinating with the
person scheduled after you. A simple,
respectful communication such as, "Apologies,
but my job is not done. Do you have time to
wait another few minutes?" can go a long way.
Often, people are understanding and willing to
be flexible, emphasizing the significance of
effective communication.

However, please note that we cannot
guarantee that you'll have the extra time you need. The next person on the schedule may also
have a busy schedule. In such a scenario, we recommend logging out of the laser cutter
computer to make space for their project. You can coordinate with the manager or tech on staff
to explore open availability or visit the SADR Bookings website to check for alternative date/time
options. To ensure ample space for your project, it's advisable to book time at least two
weeks in advance. Always bear in mind that projects often take longer than expected, with
unexpected issues that require troubleshooting or re-evaluation.

As a helpful strategy, consider scheduling an additional appointment later in the week that you
can cancel if not needed. This approach provides a safety net and flexibility in managing your
project's time requirements. With these considerations and proactive planning, you can make
the most of our resources and enjoy a smoother creative process at our facility.


