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Reservation Creation

How to create a reservation
1. LOGIN to CoreResearch@Duke.

2. Click on the Reservation Calendar tramstop, located on the “Resource Reservation” tramline.

Requests
N e @ —d —d —d )
Reservation
Reservations Manage Reservation Reservation Reserve Tool Reservation
Pending Reservations History Calendar Group Wait Lists
Approval

3. Select the Core with which you want to make your reservation with from the drop-down. In
addition, select your group and calendar view.

4. Select the date you need the reservation by using the calendar navigation options and either
clicking and dragging or double clicking on the desired timeslot on the date and time grid. Note:
Some instruments require certification in order to make a reservation. If you are not certified

on the selected instrument, you will receive an error message and will not be allowed to

proceed with the reservation. Contact the Core Manager to learn more about the certification
process for the selected instrument.

SRLandingPage / Resource Calendar

Reservations

Leica SPS inverted confocal - LSRC

Leica SP5 upright confocal - Nan Duke

Leica SP8 upright confocal - Nan Duke

Zeiss 510 inverted confocal - FFSC

Zeiss 510 upright confocal - FFSC

Zeiss 710 inverted confocal - Nan Duke

Zeiss 780 inverted confocal - Nan Duke
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5. Click ‘Check Availability’ to make sure that the selected slot is available.
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0600

0700

0800 | 09.00
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Resource Reservation Event

Reservation H check Availability Close | | i Submit For Approval |

Reservation Billing Info Usage| Check Availability [sessment

Life Cycle

Instrument Leica SP5 upright confocal - Nan Duke

Reservation ID (Auto) Status Initial

Core Light Microscopy Core Facility (LMCF)

Private? Project ID * | &

Project Name

Reserved By Unique ID
Reserved For Unique ID * ‘

Reserved For Email

Reserved By Name

Reserved For Name

Reserved For Phone Reservation Start Date * 07/11/20187\ %

Reservation Start Time |7AM ¥ | 00 v Reservation End Date * | |07/11/2018 | g

ReservationEnd Time  [8AM v[00 v

Activity v

Location Assistance required ? Yes No

Repeat required ? Repeat Type v

Repeat End Date Repeat Every Sunday ' Monday ' Tuesday ' Wednesday ' Thursday ' Friday ' Saturday
Parent Request ID [ &

Experiment Information

6. Fillin all the mandatory fields highlighted in yellow. Note: “Activity” may or may not be required
depending on the instrument selected.

7. If training or assistance is needed for the reservation, choose the Activity “with Assistance”, and
for “Assistance required?” select ‘Yes'.
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Resource Reservation Event

Reservation

H Save | @ Check Availability | m Close ‘ | i Submit For Approval

Reservation Billing Info Usage Log Safety Assessment
Life Cycle

Instrument Ocean Optics

Reservation ID (Auto)

Core Optical Molecular Imaging and Analysis
Private? o

Project Name
Reserved By Name Angelica Morgan (alm90)
Reserved For Name Angelica Morgan (alm90)

Reserved For Phone +1919613 0534

Reservation Start Time [ 3AM v I 00 v ‘
o ienbod T el 20 x

: . .
Location " -

Instrument with Assistance

Repeat required ? Instrument Only

I |

T

Parent Request ID ‘

Status

Project ID *

Reserved By Unique ID

Initial

0646124

Reserved For Unique ID * )0646124

Reserved For Email

Reservation Start Date * )07/11/201 8

l07/11/2018

Reservation End Date *

I Assistance required ? ¢ ‘Ye-s ® No I
Repeat Type v
Repeat Every Sunday | Monday

| &

Experiment Information

|
| &

Tuesday - Wednesday

| &

Thursday ' Friday

8. Click ‘Save’. The screen will refresh with new buttons available at the top. Click ‘Submit For

Approval’.

Resource Reservation Event

Saturday

Reservation

H Save ‘ B Modify Reservation | m Close ‘ |0 Cancel Reservation)|

i Submit For Approval I

Reservation Billing Info Usage Log Safety Assessment

Life Cycle [ 1. Initial/Cancelled/Rejected | 2. Pending Approval | 3. Approved | 4. Completed |
| Next, Submit for Approval I [ I ]

Instrument QOcean Optics

Reservation ID RES-0000146267 Status Initial

Core Optical Molecular Imaging and Analysis

Private? o Project ID * [pr-54225 | &

Project Name Test Project for Jared Atherton (jra16) as Pl and FM - Fund | Reserved By Unique ID

Reserved By Name Reserved For Unique ID * ‘

Reserved For Name Reserved For Email

Reserved For Phone Reservation Start Date * | 07/11/2018

Reservation Start Time  06:00 PM Reservation End Date *  07/11/2018

Reservation End Time  06:30 PM

Location Assistance required ? Yes @ No

Repeat required ? Repeat Type v

Repeat End Date Repeat Every Sunday - Monday - Tuesday  Wednesday = Thursday ' Friday | Saturday

Parent Request ID

Experiment Information

| &

Services Performed Berarhmante
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9. If the resource group item is set for automatic approval, your reservation will automatically be
approved, otherwise you will be notified via email when your reservation has been approved by
core staff.

Reservation Modification

How to modify a reservation (prior to reservation start time)
1. Double click on the reservation from the Reservation Calendar.

A ~
(8 CoreResearch@Duke cores ~ Estimate Management +  Projects v Request For Service v Resource Reservation v Manage Services v System Guide ~

SRLandingPage / Resource Calendar

Show/Hide: ¥ Select Coref Optical Molecular Imaging and Analysis v | Group{ All Instruments (0-0038) v | Calendar View:| Today +5 ¥
o July 2018 August 2018 September2018 O
Legends
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa B e
12| 8| 4| s 6| 7 1 2 3| 4 1 Pending Approval
8| 910 1112 1314 [ 5| 6| 7| 8 sl 11 [2 3[4 s 6 7 s | N Aeproves
15| 16 17 18| 19 20 21) 12| 13 14] 15 16| 17) 18 | 9 10| 11| 12| 13 14| 15| | [N complered
22| 23] 24| 25] 26] 27) 28] |19 20| 21 22| 23 24| 25 | 16| 17 18] 19 20 21| 22| | E Reservation Repeats
20 30 3 26| 27 28] 29 30 31 2 24 25| 26 27 28 2 | [ BockoucPerioa

AM  AM Hours
PM PM Hours

30

Reservations 11 Jul 2018

12:0012:30 01:00 01:30 02:00 02:30 0300 03:30/04:00 04:30 05:00 0530 06:00 06:30 07-00 07-30 08:00 08:30 09:00/09:30 10-00 10:30 11:00 11:30 1200 12:30 01:00 01300200 02:30 03:00 03:30 04.00 04:30 05.00 05:30 06.00 06:30 07-00 07:30 08:00

Axioskop 2 (Charged by the hour)

Data Analysis

Hypoxia Chamber

1VIS Kinetic (Charged by the hour)

Reservation ID: RES-0000146267
Resource: Oc:

VIS Lumina ITT (Charged by the hour) Reserved for]
Assistance r g
Start time: 07/11/2018 06:00 PM End time: 07/11/2018 06:30 PM

VIS Lumina XR (Charged by the hour) Double click on reservation to view details.

Double Click

Ocean Optics

2. Select the Modify Reservation button and update the Start Date/Time and End Date/Time as
desired. Select Save.

Page: 6
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Resource Reservation Event

aintenance v‘ ‘ M stop | » start | B extend ‘ @ Reduce ‘ ‘ @ cancel Reservation Update Actual Usage ‘ ‘ Close ‘

Resemu’al: Modify Reservation

Reservation BillingInfo  Usagelog  Safety Assessment

] 22 Modify ion - Google Chrome

N 1 ial/Cancelled/Rejected
Life Cycle @ vid-lvdev01:3
Tool Group Reservation? Modify Reservatio| Save
Instrument Ocean Optics I—I

Check Availability | ] Close & Refresh

Reservation ID RES-0000146267 ~ Reservation

Core Optical Molecular Imaging and Analysis

v—— o Reservation ID RES-0000146267 Status Approved

Project Name Test Project for Jared Asherton (ra16) a5 Pl and F| || REServation Start Date * [07/11/2018 ) Reservation Start Time | 6PM v [00 ¥
Reserved By Name Angelics Morgan (sImS0) ReservationEnd Date* 07/11/2018 | fH ReservationEnd Time [6PM v[30 v
Reserved For Name Angelica Morgan (alm90) REPEAT RESERVATION PATTERN

Reserved ForPhone  +19196130534 Modify Repeat Pattern ? Repeat required ?

Reservation Start Time  06:00 PM Repeat Type v Repeat End Date ]
Reservation End Time 06:30 PM Repeat Every Sunday - Monday  Tuesday  Wednesday = Thursday ' Friday = Saturday

Activity * Inscrument Only

Location

Repeat required ? No

Repeat End Date
Reserved on 07/11/2018 09:18:14 AM

Experiment Information

~ Services Performed

Page:
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Reservation Cancellation

How to cancel a reservation (prior to reservation start time)
1. Double click on the reservation from the Reservation Calendar.

A p
\ CoreResearch@Duke cores ~ Estimate Management Projects v Request For Service »  Resource Reservation v  Manage Services v System Guide ~

SRLandingPage / Resource Calendar

Show/Hide: ¥ Select Core{ Optical Molecular Imaging and Analysis. v | Group{ All (D-0038) ¥ | Calendar View:| Today +5 ¥
[J July 2018 August 2018 September2018 O
Legends———————————
SuMo Tu We T FroSe S Mo TuWe Th RS SuMoTuWe TS | ey
Initial

IR RN 1| 2| 3 4 1 Pending Approval
8| o910 11 1213 14 | 5| 6/ 7 8 910 1 2 3 4 s/ 6 7 8 B oeove
15| 16 17 18| 19 20 21) 12| 13|14 15 16| 17] 18 | o 10| 11| 12| 13 14| 15| | [N complered
22| 23] 24] 25| 26 27 28] |19 20] 21 22 23] 24| 25 |16 17 18] 19 20| 2 22| | E Reservation Repeats
2 30/ 31 26 27) 28] 20 30 31 5 24 25 2 27 2 2 | I 8ecouperios

= AM  AM Hours

PM  PMHours

Today

Reservations

11 Jul 2018

12:0012:30 01:00 01:30 02:00 02:30 0300 03:30 04:00 04:30/05:00 0530 06:00 06:30 07-00 07-30 08:00 03:30 09.00/09:30 10-00 10:30 11:00 11:30 1200 12:30 01:00 01-300200/02:30 0300 03:30 04.00 04:30 05.00 05:30 06.00 06:30 07-00 07:30 08:00

Axioskop 2 (Charged by the hour)
Data Analysis
Hypoxia Chamber

1VIS Kinetic (Charged by the hour)

Reservation ID: RES-0000146267

Resource: Ocean Optics
VIS Lumina III (Charged by the hour) Reserved for: Angelica Morgan(0646124)

Assistance required: No

Start time: 07/11/2018 06:00 PM End time: 07/11/2018 06:30 PM
VIS Lumina XR (Charged by the hour) Double click on reservation to view details.

Ocean Optics

Double Click

2. Select the Cancel Reservation button, enter a Reason and select OK.

LABVANTAGE

Enter Reason |k todaﬂ

Page: 8
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Reservation Fulfillment

How to start and stop a reservation
1. Double click on the reservation on the Reservation Calendar

A —~
(8 CoreResearch@Duke cores ~ Estimate Management +  Projects v Request For Service v  Resource Reservation v Manage Services v System Guide

SRLandingPage / Resource Calendar

Show/Hide: ¥ Select Core{ Optical Molecular Imaging and Analysis. v | Group{ All Instruments (D-0038) ¥ | Calendar View:| Today +5 ¥

o July 2018 August 2018 September2018 O
Legends———————————

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

I el
1 2 3| 4 s| 6 7 1 2 3 a 1 Pending Approval
sl st 112131 [ s o 7 8 siwu [z 3] 4 5 ¢ 7 s |REEeroes
15| 16 17 18| 19 20 21) 12| 13|14 15 16| 17] 18 | o 10| 11| 12| 13 14| 15| | [N complered

22 2324 25| 26| 27 28| |19 20|21 22 23] 24| 25| | 16| 17 18 19 20 21 22 Reservation Repeats

I 5ieckout Period
AM  AM Hours
PM  PMHours

20 30 3 26 2728 29 30 31 23 24| 25 26 27 28 29

Reservations 11 Jul 2018

12.0012:3001:00 01:30 02.00 02:30/03.00 03:30 04:00 04:30/05.00 05:30 06:00 06:30/07.00 07-30 03:00 08:30/09.00 09:30 10.00 10:30 11:00/11:30 12.00 12:30 01.00 01:30 02.00 02:30 03.00 03:30 04:00 0430 05.00 0530 0600 06:30 0700 0730 08.00
Axioskop 2 (Charged by the hour)

Data Analysis

Hypoxia Chamber

VIS Kinetic (Charged by the hour)

Reservation ID: RES-0000146267
VIS Lumina 1T (Charged by the hour)

0 PM End time: 07/11/2018 06:30 PM
VIS Lumina XR (Charged by the hour) Double click on reservation to view details.

Ocean Optics

Double Click

2. Press the Start button. Note: Some instruments allow for selection of the Start button prior to
the scheduled Start time and others do not, so you may receive an error message if you select
the Start button prior to the scheduled start time.

Page: 9
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Reservation

ﬁ Modify Reservation

Maintenance v| | . Sto

D

xtend | . Reduce | | 0 Cancel Reservation pdate Actual Usage | | Close |
Reservation Billing Info Usage Log Safety Assessmer] @ |
. /Cancelled/Rejected 2. Pending Approval 3. Approved 4. Completed |
Life Cycle

Tool Group Reservation?
Instrument
Reservation ID

Core

Private?

Project Name
Reserved By Name
Reserved For Name
Reserved For Phone
Reservation Start Time
Reservation End Time
Activity *

Location

Repeat required ?
Repeat End Date

Reserved on

Experiment Information

~ Services Performed

Ocean Optics

RES-0000146267

Optical Molecular Imaging and Analysis

No

Status

Project ID *

Test Project for Jared Atherton (jra16) as Pl and FM - | Reserved By Unique ID

06:00 PM
06:30 PM

Instrument Only

No

07/11/2018 09:18:14 AM

Reserved For Unique ID *

Reserved For Email

Reservation Start Date *

Reservation End Date *

Assistance required ?
Repeat Type
Repeat Every

Parent Request ID

Approved

PR-54225

07/11/2018
07/11/2018

No

) Sunday [ Monday [ Tuesday () Wednesday [J Thursday [ Friday [ Saturday

Page: 10



(@ coreResearch@Duke

3.

If during your session you decide that you do not need the instrument for as long as you
reserved it, select the Reduce button to decrease the current end date and/or time. This will
make the instrument available to others to reserve during the time in which you no longer plan

to useit.

Resource Reservation Event

Reservation

L{H Modify Reservation | Maintenance v‘ ‘ . Stop | ’ Start | . Exten

| . Reduce ‘ ‘b Cancel Reservation | _Q} Update Actual Usage | | Close ‘

Reservation

Life Cycle

Tool Group Reservation?
Instrument
Reservation ID

Core

Private?

Project Name
Reserved By Name
Reserved For Name
Reserved For Phone
Reservation Start Time
Reservation End Time
Activity *

Location

Billing Info

Usage Log

I— |

Safety Assessment

| 2% Reduce Session - Google Chrome

1. Initial/Cancelled/Rejected 2. Pending Appi
@ vld-lvdev01:8080/CR/rc?command=page&sdcid=Reservation

Ocean Optics
RES-0000146267
Optical Molecular Imaging and Analysis

No

06:00 PM
06:30 PM

Instrumen Only

Reduce Session & Close & Refresh

A Reservation

Status
Project ID * Reservation gec 0000146267 Status Approved
Pl snd FM - F Reserved By U ; )
Reservation (o0 Reservation (00 o
Reserved For|  StartDate * Start Time
Reservation Reservation
Reserved For 711112018 6PM v[30 v
End Date* | J=) End Time
Reservation S
Reservation E
.
Assistance required 2 No

If during your session you decide that you need the instrument for longer than you reserved it,
select the Extend button to decrease the current end date and/or time. If the updated,
end/date time does not overlap with another scheduled reservation, the reservation calendar
will be blocked off to prevent others from scheduling a reservation during the extended time.

Resource Reservation Event

Reservation —;’i Modify Reservation | Maintenance v‘ | - Stop | D Star]

| |
. Extend | F Reduce | |® Cancel Reservation | rﬁ’} Update Actual Usage ‘ | Close |

Reservation

Life Cycle

Tool Group Reservation?
Instrument
Reservation ID

Core

Private?

Project Name
Reserved By Name
Reserved For Name
Reserved For Phone
Reservation Start Time
Reservation End Time
Activity *

Location

Repeat required ?

Renear Fnd Dare

Billing Info

Usage Log

Safety Assessment

I 2% Extend Session - Google Chrome

1. Initial/Cancelled/Rejected 2. Pending App!
@ vld-lvdev01:8080/CR/rc?command=page&sdcid=Reservation

Ocean Optics
RES-0000146267

Optical Molecular Imaging and Analysis

06:00 PM
06:30 PM

Instrument Only

No

Status ~ Reservation

Reservation

Project ID * D RES-0000146267

M- Reserved By U ;
Reservation 07/11/2018
Start Date *

Reserved For

Reserved For|  Reservati
End Date *
Reservation S

Reservation E

Assistance re

Repeat Type

Renear Fuery

" l07/1172018

Extend Session # Close & Refresh

Status Approved

Reservation
LS5O 0600 PM

Reservation
v
End Time SEM 30

v
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5. When you are finished using the instrument, select the Stop button.

Resource Reservation Event

Reservation | [ Modify Reservation | Maintenance | Stop ’ Start | ’ Extend | ‘ Reduce ‘ |O Cancel Reservation | HR Update Actual Usage | | Close |

Reservation Billing Info Usage Log Safet m@

. 1. Initial/Cancelled/Rejected 2. Pending Approval 3. Approved 4. Completed
Life Cycle

Tool Group Reservation?

6. The screen will refresh with an Operation Successful message and the available button
operations will change. If different than the reservation’s start and end time, you may update
the Actual Usage value at this time by selecting the Update Actual Usage button. Note: The
Update Actual Usage function is only allowed up until the Core Manger marks the Service Tasks
for the reservation to ‘Ready to Invoice’.

Resource Reservation Event

Reservation

jj Modify Reservation | Maintenance v’ ’! Stop ’ D Start | ’ Extend | Q Reduce | e Cancel Reservation [F] Update Actual Usage

Reservation Billing Info Usage Log Safety Assessment Update Actual Usage

Life Cycle 1. Initial/Cancelled/Rejected 2. Pending Approval 3. Approved 4. Completed
Tool Group Reservation? 2% Update Actual Usage - Google Chrome = (m] X
Instrument Ocean Optics | @ vld-lvdev01:8080/CR/rc2command=page&sdcid=Reservation

Reservation 0 Res-ooootecze Update Actual Usage | [ save | # Close and Refresh | ) Reload Frame ‘ | & Close Session |

Core Optical Molecul:

Private? No A Usage Log

Project Name Test Project for

Reserved By Name Angelica Morga Reservation ID RES-0000146263

Reserved For Name Angelica Morga Reservation Start Date 06/12/2018 Reservation Start Time 03:00 AM

Reserved For Phone +19196130534  Reservation End Date 06/12/2018 Reservation End Time  04:00 AM

Reservation Start Time  06:00 PM Usage Approval Status | Usage Approved

Reservation End Time  06:30 PM Actual Start Date lo6/12/2018 g Actual Start Time 3AM V¥ |00 v

Activity * Instrument Onl Actual End Date ‘W % Actual End Time 4AM Y00 v

Location Actual Usage Hour(s) 1

Repeat required ? No

Repeat End Date epean e s evauy — oo oy — feeou ) Treure oty — e sy — oy — —aturday
Reserved on 07/11/2018 09:18:14 AM Parent Request ID
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