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This guide contains two parts: A. Creating Reservations and B. Downloading program template and 

default program details. 

A. Creating Reservations 
1. Go to Instruments > Calendar. 

 
 

2. On the “Please select a service” bar, search for “Revos Tissue Processor (Training A)” and click. 
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3. You should see empty time slots on Tuesdays only. Click on the empty time slot on the preferred 

week. 

 
 

4. Fill in the reservation form as follow: 

 

For the top of the page 

• Set START TIME and END TIME to 17:00 and 18:00 respectively 

• Select ACCOUNT NUMBER 
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For the bottom of the page 

• Fill up all items according to the instructions on the page 

 
 

If Custom Program has been chosen as the preferred program, you can download our program 

template (click here to see how), modify accordingly and upload it during your reservation 

creation, as follow: 

 

 

(1) Click Choose File 
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(2) Select file (.doc files only) and click Open 

 
 

(3) When upload is successful, the file name will be shown next to the “Choose File” button 

 
 

5. After filling in the reservation form, click CREATE RESERVATION. 
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6. Upon successful reservation, you should receive an email notification (reservation approved) 

from the booking system. 

 
 

7. If you go back to Calendar and move the mouse over your reservation, you should see your 

reservation details. 
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B. Downloading program template and default program details 
1. Click Documents.  

• Download template by clicking “TPprogramruntemplate.doc” 

• Download default program details by clicking “TPprograms.pdf” 

 
 

Program Run Template: 
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Default Program Details: 

 


