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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. 

 

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. 

 

5. Click ‘Check Availability’ to make sure that the selected slot is available.  
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6. Fill in 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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8. Click ‘Save’. The screen will refresh with new buttons available at the top.  Click ‘Submit For 
Approval’. 
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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. 

 

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

 

2. Select the Cancel Reservation button, enter a Reason and select OK. 
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Reservation	Fulfillment	
How	to	start	and	stop	a	reservation	

1. Double click on the reservation on the Reservation Calendar 

 

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. 
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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 use it. 
 

 
 

4. 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. 
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5. When you are finished using the instrument, select the Stop button. 

 

 
 

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’. 

 

 


