CCX Create Checkout System Instructional Manual

These instructions below will guide you through account setup, equipment reservations,
room reservations, and reservation management.

Membership and Account Access

Before using the checkout system, you must have an active CCX Create Membership.

Users Without a Membership

If you do not have a membership:

1. Visit the CCX Media website and complete the membership sign-up or renewal
process.

2. After registering, you will receive an email with the subject line:
“Complete your sign up for CCX Checkout.”

3. Open the email and select the embedded link.

4. You will be directed to the checkout login page:
https://checkout.ccxmedia.org/user/login

5. Your email address will be pre-filled. Create a secure password.
o Choose a password you can remember or store it securely.
o CCX staff do not have access to your password.
o If forgotten, you must reset it through the login page.

6. Click Sign Up to complete your account setup.

7. You will be redirected to the Checkout Homepage.

Users With an Active Membership

If you already have an active membership: Welcome!

1. Navigate to the login page:

https://checkout.ccxmedia.org/user/login Password
2. Enter your email and password (highlighted in red) T
3. Click Sign In to access the Checkout Homepage Dorit have an sccount?

Contact CCX for details.
763-533-8196

If you have a CCX membership but have not
signed into the new system, please use the button
below to sign in

Forgot Password?



https://checkout.ccxmedia.org/user/login
https://checkout.ccxmedia.org/user/login

Checkout Homepage Overview

Upon logging in, you will see the main dashboard.

@ CCX Checkout = Business Hours View by availability 763-533-8196 Dashboard

Portable Studio Tripods, Supports & Rigs

Navigation Bar (Top of Screen)

e« CCX Checkout Button (top left in a green): Returns you to the homepage at
any time.

« Hours & Contact Information (highlighted in purple):
o Phone: 763-533-8196
o Email: create@ccxmedia.org

« Search Options (Top Center):

o Search by Name (highlighted in red) — Locate specific equipment or
rooms by keyword.

o View by Availability (highlighted in black) — Search equipment by date
and time.

e« Cartlcon : Displays items currently added to your
reservation.

o Profile Menu Dropdown (highlighted in pink):

o Item Reservations o Profile Details
o Room Reservations o Log Out
o Projects

Equipment & Room Reservations

Equipment Categories

Equipment is displayed prominently on the homepage. Category tabs allow you to filter
items:

o All (default view)
e Accessories — batteries, portable monitor, and power adaptor/battery charger



Audio — microphones, audio mixer, headphones, microphone stands, and
transmitters

Cameras — Panasonic cameras

Lighting — lights, light kits, reflectors, light stand

Portable Studio — iPad, recorders, batteries, headsets

Tripods, Supports & Rigs — a variety of tripods

Packages — bundled equipment such as Atomos Ninja 2 HDMI Portable
Recorder, Hard Case for Ninja recorder, Ninja Battery and SSD with Atamos
Caddy for Ninja 2 Recorder

Room Reservation — Breakroom, Edit Room, Podcast, Studio A and B.

Reservation Policies

Before reserving equipment, review the following policies:

Equipment may be reserved for up to one week.

Pickup and return must occur during CCX Create open hours:
o Tuesdays & Wednesdays: 1:00 PM - 9:00 PM
o Saturdays: 9:00 AM - 5:00 PM

Unavailable dates appear in gray.

Available items are marked in green.

Unavailable items are marked in red.

Making an Equipment Reservation

The following example demonstrates how to reserve an item such as a Lume Cube

Light;
1.

Begin on the All tab.

@ CCX Checkout  Business Hours Viewing all items View by availability 763-533-8196 " Cart

Lightin Portable Studio Tripods, Supports & Rigs Packages Room Reservations
ighting

Batteries - AG- Batteries - AG- Monitor 11.6" LED Power adaptor/battery 3 Channel Audio Mixer
AC90AP) HMC150 charger Shure
Panasonic Panasonic



2. Locate the item with either option:

o Selecting the appropriate category (e.g., Lighting).
Bccxcheckout‘ Business Hours [ viewing il itoms | 763-533-8196 Dashboard

Accessories Audio Cameras Computers Lenses Lighting Portable Studio Tripods, Supports & Rigs Packages Room Reservations

Flexfill Collapsible Hard case for ikan 240 ikan IB508 Bi-Color ikan LED photo/video LED Light
Reflector - 38" Circular on camera LED light LED Light light (OYB240) Sima
Visual Departures ikan

o Typing a keyword (e.g., “light”) into the search bar.

& CCX Checkout | Business Hours = 763533-8195 Dashboard

Accessories Cameras Computers Lenses Lighting Portable Studio Tripods, Supports & Rigs Packages Room Reservations

Hard case for ikan 240 ikan IB508 Bi-Color ikan LED photo/video LED Light LED Light
on camera LED light LED Light light (OYB240) Sima Flolight
ikan

3. Click on the item from the list.

M CCX Checkout  Business Hours WView by availability 763-533-8196 Dashboard

Cameras Computers Partable Studio Tripods, Supports & Rigs Packages Raorm Resenvations

e “

=
Flexfill Collapsible Hard case for ikan 240 ikan 1B508 Bi-Color LED ikan LED photo/video LED Light LED Light
Reflector - 38" Circular on camera LED light Light light (OYB240) Sima Flolight
Visual Departures ikan
-~ ( )
\\\ L "V\-
K. i

- nl x ’

Light Stand Lowel Pro kicker light Lume Cube Light Omni Light Omni Light Stand Rifa Pro55 Light

Lowe Lowel Lume Cube Lowel Lowel Lowel



4. Choose a P
pickup date
from the
calendar.

Lume Cube Light

Lume Cube

Reservation Dates

& From

BT

Description

On Camera LED Light

Lume Cube Light

Lume Cube

5. Click Confirm.

Reservation
o i st e

&
Ad

Pickup on Saturday, April 11th 2026 at 4:30 pm

6. Repeat the
process to select a
return date and
time.

Lume Cube Light

Lume Cube

Reservation Dates
ha car, first select a time and date for the reservat

@ From Apr 11th, 2026 at 4:30 pm

BT Apr 18th, 2026 at 10:00 am

7. Click View

Availability.

Description

On Camera LED Light

, » 8.If available, select Add to Cart.
Lume Cube Light

Lume Cube

Selected Dates

Apr11,2026 _ Apr 18,2026
430 pm 10:00 am

Choose a Quantity

1 Add to cart

Description
On Camera LED Light




1
¥ CCX Checkout  Business Hours Items available from Apr 11, 4:30 pm to Apr 18, 10:00 am SRR 763-533-8196.

After adding an item:

e The cart
counter in the
upper-right
corner will
update.

o_ L

Flexfill Collapsible Hard case for ikan 240 ikan 1B508 Bi-Color LED ikan LED photo/video LED Light LED Light
Reflector - 38" Circular on camera LED light Light light (OYB240) Sima Flolight
Visual Departures A et 1 Avelatie kan 4 datie

¢ The selected reservation window will display at the top of the screen.

 CCX Checkout | Business Hours Items available from Apr 11, 4:30 pm to Apr 18, 10:00 am 763-533-8196 Dashboard

Accessories Cameras Computers Lenses Lighting Portable Studio Tripods, Supports & Rigs Packages Room Reservations

g =

Flexfill Collapsible Hard case for ikan 240 ikan IB508 Bi-Color LED ikan LED photo/video LED Light LED Light
Reflector - 38" Circular on camera LED light Light light (OYB240) Sima Flolight
Visual Departures 1 Available 1 Available ikan 3 Available 1 Available 14 Available 1 Available

Reviewing and Submitting a Reservation

Reviewing Your Cart
1. Click the Cart Icon.
2. Review items listed on the left side.
3. Confirm pickup and return dates on the right side.
4

Remove items if necessary.



Completing Checkout

1. Click Continue to Checkout.

¥ CCX Checkout  Business Hours

1

Your Shopping Cart

Item Brand

' Lume Cube Light Lume Cube

2. Review reservation details
(Highlighted in blue)

3. Add optional comments for
staff if needed.
(Highlighted in pink)

4. Provide your signature.
(Highlighted in green)

5. Check the box labeled “I
agree to the Terms and
Conditions.” (Highlighted
in red)

6. Click Submit Reservation.

A confirmation message will
appear on-screen.

A confirmation email will also be
sent to your inbox.

Reservation Dates
B From Apr 11th, 2026 at 4:30 pm

Quantity
E1To  Apr 18th, 2026 at 10:00 am

Continue to Checkout

Checkout

Reservation Dates

Pickup Return
Sat, April 11th 2026 e Sat, April 18th 2026
4:30 pm 10:00 am

Comments

Signature*

. Clear
I v | agree to the Terms and Conditions. ]

Submit Reservation




Room Reservations

Rooms available for reservation include:
e Breakroom ¢« Podcast Room o StudioB
e Edit Rooms e Studio A

Reserving a Room

Select the Room Reservation tab.

& CCX Checkout | Business Hours

Accessories Cameras Computers Lighting Portable Studio Tripods, Supports & Rigs

Breakroom Edit Room 1 Edit Room 2 Edit Room 3 Edit Room 4 Podcast/Room 5 Studio A and B

Feb 2026 <« > Touy
2 e 26w 27w 28m e Click on the desired room.

e Review the calendar:

: w0 Blue = Available
Edit Room 1 . ‘;‘wm = o Red = Unavailable
e ..  Selecta time block (up to four
Final Cut Pro X and Card Reader P Tl T E T T hours)-
Selected Times ‘:’: S::: | e
Room Checkout
Reservation Info
e Selected time appears in dark blue and at the Room
bottom of the screen (Highlighted in red) et foom -t Room 1

Time

9:00 am - 1:00 pm, Saturday, February 28th 2026

Comments

By using CCX Checkout you agree to the Terms and Conditions

Submit Reservation




Feb 2026 « -~ oy
225 25ws 26w 27w 28 su

¢ Click Continue (Highlighted
in red)

Edit Room 1
Edit Room 1

100PM-200PM [ 1:00 P - 200 PM
Description
Final Cut Pro X and Card Reader P A T

300PM-400PM [ 3:00PM - 400 P

Selected Times
February 28th oo -so0pm | o

500PM-600PM  [5:00 PM - 6:00 PM

600Pm-7.00PM | &00 M - 7:00PM

7:00PM - 8:30PM | 7:00 PM - 8:30 P1

¢ Add optional comments.

e Click Submit Reservation
(Highlighted in red)

A confirmation message will appear on the homepage, and a confirmation email will be
sent.

Managing Your Reservations

Access reservation management through the Profile Dropdown Menu

Item Reservations

& CCX Checkout | Business Hours

This section displays:

Item Reservations

‘ O Item Reservati

A

o Pending |
o = ‘ Mar 17, 2026, 4:30 pm - Mar 24, 2026, 5:00 pm

reservations Submilled: March 4, 2026 7:46 PM
0 Projects

Profile Details

& Security

Item Brand Quantity
[ ]
Current ‘ Lume Cube Light Lume Cube 1
reservations
Mar 17, 2026, 4:30 pm — Mar 24, 2026, 5:00 pm m Pickup in 13 days
Submitted: March 4, 2026 8:46 PM
o Returned (ot | ot e
reservations Qunty urcode Namber
o 3 Channel Audio Mixer Shure 1

Feb 18, 2026, 12:00 pm - Feb 25, 2026, 3:45 pm ”
Submitted: February 11, 2026 7:26 PM 21 days ago

Item Brand Quantity Barcode Number

("] Lume Cube Light Lume Cube 1



From this page, you may:
e Review pickup and return dates o Modify reservations
e Add additional equipment e Cancel reservations

Modifying a Reservation

1. Click Modify Reservation (highlighted in green)

Item Reservations

Mar 17, 2026, 4:30 pm — Mar 24, 2026, 5:00 pm " :
Submitted: March 4, 2026 7:4F6)PM . Pickup in 13 days
Modify Reservation ‘ Cancel Reservation
Item Brand Quantity Barcode Number
‘ Lume Cube Light Lume Cube 1
2. Search for
" Add or Remove Items from this Reservation
additional
eq u | p ment Inventory List Your Reservation
. @  LumeCubelight 1
Image item Brand Availability Lurme Cube
L Y Atomos Ninja 2 HDMI Portable Atomos Available
V Shu N
3. Click Add 4
(highlighted in
Panasonic isbl 3
blue)
Pan: -
4. Select Update
Sennheiser -
Reservation
(highlighted in o

red)

Cancelling a Reservation

o Click Cancel Reservation (highlighted in purple).

Mar 17, 2026, 4:30 pm - Mar 24, 2026, 5:00 pm Pickup in 13 days

Submitted: March 4, 2026 7:46 PM

Cancel Reservation

{ Modify Reservation

Item Brand Quantity Barcode Number

‘ Lume Cube Light Lume Cube 1



o Afinal ‘Cancel Are you sure you want to cancel this reservation?
Reservation’ (highlighted

in b|ue) will appear. This action cannot be undone.
« Cancellations cannot be Go Back
undone.

« Availability may change after cancellation.

Room Reservations

This page displays past and upcoming room bookings. Room
reservations cannot be modified, but they may be cancelled if necessary.

(¥ CCX Checkout  Business Hours 763-533-8196

Room Reservations

([ Item Reservations

April 18, 2026 from 3:00 PM - 5:00 PM v |
- Submitted on Wed Mar 04 2026 23:42:47 GMT+0000 (Coordinated Universal Time) Shee el nament

Py t: .
(D Projects Name Location

(@) Profile Details

1 Edit Room 1 Edit Room 1
Security
=

Projects

The Projects (highlighted in pink) page lists all active and inactive projects associated
with your account, including:

e Project name
. Status (°P Item Reservations

« Start and end dates Room Reservations

e Collaborating members
(@ Projects

(@) Profile Details

@ Security



(°0 Item Reservations

Profile Details Room Reservations

This section (highlighted in red) allows you to review i) Clieizsic

and update account information:
Profile Detail
« Membership Information (status, type, join date,

expiration
P ) Membership

e Personal Information (name, email, phone)
Personal Info

¢ Address Information
Address

« Additional optional details
Additional Info

@ Security

Conclusion

You should now be prepared to navigate the CCX Create Checkout System and
manage both equipment and room reservations efficiently.

For assistance, contact CCX Create at:
« Phone: 763-533-8196
« Email: create@ccxmedia.org

We look forward to supporting your next creative project.



