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Activate system account

After your user profile is created, you will receive a system notification email sent from noreply@mg.cheqroom.com. 
Click 'Accept Invitation' and follow the prompts in the pop-up window to activate your account.

Your DKU email address

Your name

mailto:noreply@mg.cheqroom.com


Log in to the system

The login URL for Cheqroom
is: https://login.cheqroom.co
m/mV9hffCZAKFjyEphCmEa9
K/login/strategy/SSO. 

Alternatively, you can find 
this login link through the 
DKU Application Portal. 

After clicking the link, you 
will be redirected to the Duke 
Single Sign-On page. 

Please use your NetID to log 
in to the Cheqroom system.

https://login.cheqroom.com/mV9hffCZAKFjyEphCmEa9K/login/strategy/SSO
https://login.cheqroom.com/mV9hffCZAKFjyEphCmEa9K/login/strategy/SSO
https://login.cheqroom.com/mV9hffCZAKFjyEphCmEa9K/login/strategy/SSO


User Interface of Cheqroom

The left sidebar of 
Cheqroom serves as the 
navigation pane, 
providing access to all 
system functions available 
for your role. 

You can click the 
dropdown arrow in the 
top-left corner to switch 
between workspaces.



New reservations

Please select 
'Reservations' in the left-
hand navigation pane, 
then click 'New 
Reservation' in the top-
right corner to initiate 
your equipment 
reservation process.



Submit reservation request

1

2

3

After entering the usage 
time①, selecting the user①, 
and choosing the required 
equipment (items/kits) ②, 
click 'Reserve'③ to 
complete your reservation.



Reservation notification

Upon submission of your reservation 
request, you will receive a system 
notification. 

And as your scheduled ‘From’ time 
approaches, a reminder email will be 
sent prompting you to collect the 
reserved equipment (items/kits).



Initiate check-out

Locate the reservation 
pending check-out, then 
select 'Go to check-out' 
from the Action 
dropdown.



Generate PDF agreement

On the 'Check-out' 
page, navigate to 
Action > Generate PDF 
to generate the 
agreement.



Sign off and attach agreement

Sign off the agreement 
and attach it to the 
Check-out record.



Check out equipment

Click ‘Check out’ 
to complete the 
check-out.



Perform spotcheck

On the ‘Spotchecks' 
page, navigate to 
Action > Go to 
spotcheck.



Capture and upload photo(s)

Capture and upload 
equipment photo(s) to 
confirm receipt of the 
borrowed equipment.



Overdue Equipment Alert

Please return borrowed equipment 
by scheduled due date! 

Failure to comply will trigger 
automated reminder emails. Prompt 
response required to avoid penalties 
per signed agreement.



Mobile Client



Install Mobile APP of Cheqroom

iOS Android

You can download the .apk file through 
DKU Software Center?

You can download the App via Apple 
Store.



Log in to the system

Open the mobile app, enter your DKU 
email address and click "Log in with 
SSO“, you will be redirected to the Duke 
Single Sign-On page. Please use your 
NetID to log in to the Cheqroom system.



Submit reservation request

Click ‘New reservation’on the 
Dashboard of Cheqroom App. 

After entering the usage time, 
selecting the user, and choosing the 
required equipment (items/kits), 
click 'Reserve’.



Check out equipment

Locate the reservation 
pending check-out, then 
select ‘Proceed to 
check-out’, and then 
click ‘Check out’.



Sign off agreement

On the 'Check-out' 
page, navigate to 
Action > Generate 
PDF to generate the 
agreement.



Perform spotcheck

Locate the open check-
out, then click ‘Start 
Spotcheck’, and then 
click ‘Finish 
Spotcheck’.



Attach photo(s) taken

Click Add attachment, 
and then ‘Take 
picture’ to confirm 
receipt of the borrowed 
equipment.
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