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Part 1. Registration for HKUST Users

1. Goto http://biocrf.ust.hk/booking.

2. Click HKUST Users.
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3. Login using HKUST webmail account.
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http://biocrf.ust.hk/booking

4. Type PI’s FULL name (Last name, First name) - click Submit Your Join Request

User Group Selection

In order to create equipment reservations and use equipments you will need to register your User Group.

@u s ) Please type V?ur Pl's

name then Click the
button below to submit
the join request

Submit Your Join Request

Provide “Office/ Lab phone”, “Position” and “Lab Address” information only
-> click Save Changes.

I Edit User Details

Please enter the required detalls in order X
to proceed
& INsTRUMENTS

B events anp ALerTs

= CONSUMABLES USER NAME chemylcl
B8 pocuments me
Cheuk Ling LEUNG
o chermyiclgust
woBILE
HOME PHONE
o
o 2
e Choose Flle | No file chosen
aNAGER
oep
@ R
< BoakitLab - Core Fa Maono Software By Progabiz 2019 V12272412939 system time: 04/11/2019 16:0243 Last update: 30/10/2019 09:06.00




6. After clicking Save Changes, a message box will pop up. Please click OK to move to the
next step.

Q USER DETAILS UPDATED SUCCESSFULLY

To further update your detalls please click your name on the top right of the screen. Click OK to continue to

your dashboard.

7. For “SERVICE GROUP”, please keep the setting “All service groups” and click Continue.

Select a Service Group
Please select a Service Group to work with related services in the system.

If nat sure just leave this blank and hit the Continue button

SIS @

You can change this selection at any time using the serivce group top filter located on the top
right hand side of the screen.

O O ) nussiisn: B nemmiiy To see all sevice groups at the same time
simply use the X to remove any selected

I service group and so to see the 'All service
groups' text shown.




8. You will then be redirected to the Dashboard of the booking system.

®© BICRF 0P O ucom |@®
Dashboard = ~ Q Enter an asset name or asset attribute \ﬁ

. Advanced Search
BH INSTRUMENTS

u EVENTS AND ALERTS

i= CONSUMABLES Fokxk x
ol vessaces Service in BioCRF for 20-26 April 2020
(88 pocuments Monday 08:00 - 18:00:

€% ADMIN PANEL

- Closed for stock keeping.
Monday 18:00 - next Monday 08:00:

- Resumption of access to the BioCRF, based on the card key
system. Instruments are to be reserved through Bookitlab.

To ensure the health and safety of everyone, all users are required

9. A confirmation (Registration Approval) email will be sent to you within 2 business days.

BidCRF

Bioscience ntral Research Facility

Dear Cheuk Ling LEUNG,

Here's an update regarding your user account in Bookitlab:
User Name: cherrylcl

Display Name: Cheuk Ling LEUNG

Email: cherryvlcl@ust hk

Office: 23585865

Mobile:

User Group/s: BioCR
Approval Status

*** To log into the system with an approved account, please refer to the next page ***



Part 2. Logging into the booking system

1. After registering for an approved account, go to http://biocrf.ust.hk/booking.

2. Click HKUST Users.
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3. Login using HKUST webmail account.
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http://biocrf.ust.hk/booking

4. You will be taken to the Home page every time you log in.

Dashboard = = Q Secreh
#H INSTRUMENTS
x
a EVENTS AND ALERTS *To odyssey uSers:
= consumaBLES Odyssey is back in service, please follow the new operation guidelines posted on the
(B8 pocuments computer. (21 Jun 2019)
Other Updates:

- A copy of "FACS Aria Troubleshooting Handbook" is now available. It's on the bench
closest to Aria lll. (6 Mar 2019)

- We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence
measurement.

- Feel free to download the "BookitLab" app on your mobile phone (institute initials: hkust).
(31 Jan 2019

- The New Booking System User Guide now includes "Reading Usage Sheet" (applicable to

th.lfhorimd personnel). (17 Jan 2019)

< ® Bool b - Core Facilites Management Software By V121722819050 system time: 17/10/2019 09:45:23 Last update: 16/10/2019 10:44:46
Progdbiz 2019

*** For instrument training reservation and cancellation, please refer to the next page ***




Part 3. Instrument Training Reservation and Cancellation

3a. Instrument Training Reservation
1. On Home page, scroll down to find the section “Browse by Business unit/lab” where lists
of different services can be seen.

Recently Booked Instruments

INSTRUMENTS
B EVENTS AND ALERTS

= CONSUMABLES

Booking Tralning Sessions

Blophysics

Bookitlab support

Cell Biology

Histology
Honda Division

Imaging

2. Find the target instrument under the proper service category by expanding the lists,
check which training session the instrument belongs to — you will see Training A, B, or C
right next to the name of instrument.

For example, to book a training session for the “FACS Aria A” Cell Sorter:
Click Cell Biology - FACS Aria High Speed Cell Sorters and note that “FACS Aria A”
belongs to “Training A” (Training Session A).

K oo

§ INSTRUMENTS
VTS AND ALERTS Booking Tralning Sessions

= CONSUMABLES

Blophysics
B8 pocumenTs
Bookitlab support
Cell Blology
Depository Service Electroporation System
FACS Arla High Speed Cell Sorters i FACS Offline Analysls Software

it



3. Onthe same page, click Booking Training Sessions - Training, then click on the
calendar icon next to “Training Session A”.

K oo/

INSTRUMENTS

Booking Tralning Sesslons

B8 events AN ALERTS
CONSUMABLES
) Training
138 pocumenTs
“'J
Blophysics

4. Look for FACS Aria A training time slots within 30 calendar days. Training sessions for
every single instrument are highlighted in

x Training Session A

¥ HOME v —
e Training Session A 2 AB peck [ ot ek R vairn
INSTRUMENTS
Monday, October 28 T Wednesday, October 30, Thursds Saturday, November 2, Sunday, November 3,
5 Friday, November 1, 2019 < =
Calendar 201 2019 2019 2019
Timeline
Reservations History
Usage History N
User Training ok
Training
. Session A
&8 EVENTS AND ALERTS FACS
. Av/ia ‘ Instrument name
= iu/1n, i i
== CONSUMABLES Rr:6127 in pink box
™ DOCUMENTS
In the box, you can see which instrument the training session is for, as well as the

training venue. If not, move the mouse cursor over the time slot. Information such as
the training time and the trainer name will pop up. You can also find the instrument
name and training venue next to “Remarks”.

*Please make sure you have booked the proper instrument training time slot and noted

x Training Session A
A HOME
Ty Session & STy prem
INSTRUMENTS
Tuesday, October 29, bber30, | Thursd © 0930200 sember2, | Sunday, No
o Friday, N¢ :
Calendar . Online Servico -
Timeline
Reservations History
& Angelle Callejo SHUI
Usage History e
3 Office 6911
User Training Nw-
Rl Email demosprogibizcom
Session A
84 EVENTS AND ALERTS FACS
Arla
— CONSUMABLES u/in,

Rm6127

3 DOCUMENTS



5. Make training reservation by clicking on the blank space right next to the target training
session as below.

Il

% Training Session A *
/ﬁ‘ HOME :
« | & | » Training Session A 2 A Peak | Off Peak Tutoring
B INSTRUMENTS
Monday, October 28, Tuesday, October 29, | Wednesday, October 30, Thursday, October 31, | L.\ Saturday. November2, Sunday, November 3,
riday, Now ,
c 2019 2019 2019 2019 i 2019 2019
alendar
Timeline
Reservations History
Usage History

User Training

~
I\ Click on the blank

Training
Session A space for the training
FACS reservation

c— Arla
i= CONSUMABLES iu/m,

Rm6127

a EVENTS AND ALERTS

1B pocumenTs

6. Select the correct “Account Number” for your lab/ group (training sessions won'’t be
charged) - click Create Reservation.
New Reservation

A HoMe wserten 8y berf_new_version sooken By berf_new_version MOSEE orrice 6911 emaiL biocrf@ust.hk EAST.UPDATE ADSRS TUTORNAME
@ INSTRUMENTS
ONLINE SERVICE Training Session A v e e

Calendar

ACCOUNT NUMBER (D) 123 %
Timeline
Reservations History START TIME 01172019 0930 REPETITIVE RESERVATION

| NEED TUTORING FOR
Usage History END TIME 01/11/2019 12:00 THIS RESERVATION (D)
User Training ORDER sTATUS () Approved v
B3 evenTs AND ALERTS REMARKS (D)
= CONSUMABLES
138 pocumenTs

e R e
‘ CREATE RESERVATION B CALCULATE CREDIT D EXIT

e ————————

10



7. Upon successful reservation, a “reservation created successfully” message will appear at
the top and bottom of the page.

Reservation Details

“ HOME INSERTED BY berf_new_version BOOKED BY berf_new_version MOBILE OFFICE 6911 EMAIL biocrf@ust.hk LAST UPDATE ADMIN. TUTOR NAME
« User was notified with an email.
Calendar.
Timeline i
BAD CONSUMABLES
‘Reservations History STARTTIME O ovizon ﬁ| 0930 (0]
Usage History — I ° SERVICE TYPE auaNTITY uNITS DATE REMARKS.
ovi2019 | moo
Ty No matching records found
UsER GROuP (D BioCRF
B3 events anp aLerts ACCOUNT MUMBER @D o « ol Previoss  Next Sow® v e
E FOURNABLES I NEED TUTORING FOR THIS
- RESERVATION () — et e
ORDER STATUS © Approved v
REMARKS (D
&
’[ The reservation created successfully ]
x
notified with an email.
‘I User was. an = I
8 CALCULATE CREDIT —H X CANCEL RESERVATION ” @ SHOW ON CALENDAR ” "D EXIT WITHOUT SAVING ‘
¢ ©BooktLab-Cor VN10/2019 105015 16/10/2019 10:44:46 Terms Of Us

8. A confirmation (Reservation Approved) email will also be sent to you.

BookltLab! Reservation - Training Session A -
Approved

Reservation details:

User Name: berf_new_version (berf_new_version)
Equipment: Training Session A

Booked on: Thursday. October 17, 2019

Start Time: Friday, November 01, 2019 9:30 AM
End Time: Friday, November 01, 2019 12:00 PM
Status: Approved

Last Update Admin:

Remarks:

General Reservation Customer Note

View full reservation details here

11



9. The reserved training session can be viewed on your Home page, under “My Upcoming

Schet;lule”.

e
B3 events anp ALerTs
CONSUMABLES

DOCUMENTS

L]

Dashboard =

x
*To Odyssey users:
Odyssey is back in service, please follow the new operation guidelines posted on the computer. (21 Jun 2019)
Other Updates:
- A copy of "FACS Aria Troubleshooting Handbook® is now available. It's on the bench closest to Aria lIl. (6 Mar 2019)
- We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement.
- Feel free to download the "BookitLab” app on your mobile phone (institute initials: hkust). (31 Jan 2019
- The New Booking System User Guide now includes "Reading Usage Sheet” (applicable to authorized personnel). (17 Jan 2019)
Recently Booked Instruments
If you are familior with the instruments that you would like to book, please re-select it from the recently booked instruments, or browse for the requested instruments by s business unit and group.
N INSTRUMENT * start END RESERVATION STATUS TUTORING ACCESSORIES REMARKS.
I 8  tonngsesiona oVIV20m 093000 ovv20m 20000 PR—— I No
neomg | a0 v show |3 v | entres | Provious [ wex
© Bookitt.ab - Core Facilites Monagement Software By Progdbuz 2019 V121722819050 system time: 17/10/2019 11:00:44 Last update: 16/10/2019 10:44:46 Terms

3b. Instrument Training Cancellation

1. To cancel training reservations, go to Home page, find the reserved training session
under “My Upcoming Schedule” - click on the calendar icon next to the ID number.

& vesners
B8 evenrs anp avers

= CONSUMABLES

- We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement.

- Feel free to download the "BookitLab” app on your mobile phone (institute initials: hkust). (31 Jan 2019
- The New Booking System User Guide now includes “Reading Usage Sheet" (applicable to authorized personnel). (17 Jan 2019)

88 pocuments

Recently Booked Instruments
1f you are familiar with the instruments that you would fike to book, please re-selact it rom the recently booked instruments, of browse for the requested nstruments by s business unit and group

Training Session A

My Upcoming Schedule (7'

INSTRUMENT “ start END RESERVATION STATUS

ACCESSORIES REMARKS
F™ =
Timeline [
Zoomin Zoomow Moveleh  Moveright | © |
Training Session A 4 5 |
v " 2 2 » 7 = " 3 5 7 3 : B 5
October 2019

Browse By Business Unit / Lab

12



2. Locate your reserved time slot (with your name on it), click it.

A Home

Reservations History
Usage History

User Tralning

B8 evens anp ALerTs
= comsumasLEs

B pocumenTs

X Training Session A

« [of & [ »

Monday. October 28, 2019

1800

Tuesday. October 29. 2019

3. Click Cancel Reservation.

Reservation Details

A Home

Calendar

Timeline

Reservations History
Usage History

User Training

BB evenrs anp ALerTs
i CONSUMABLES

188 pocuments

INSERTED BY berf_new_version

ONLINESERVICE ) A ®

START TIME 2

END TIME

USER GROUP.

ACCOUNT NUMBER (D

1 NEED TUTORING FOR THIS
RESERVATION (D

ORDER STATUS (D

REMARKS (D

UPDATE RESERVATION

BOOKED BY berf_new_version

Training Session A
ovi0K
oV

BioCRF

7]

& CALCULATE CREDIT

Training Session A QL AR

Wednesday. October 30, 2019

MOBILE

09:30

1200

X CANCEL RESERVATION

Thursday. October 31 2019

OFFICE 6911

CONSUMABLES

SERVICE TYPE

Previous | Next

0930 - 200
Angeie Cs
SHUI
Session A

Friday. Novermber 1. 2019

s
Traaning

EMAIL biocrf@usthk

QuANTITY

Peak | Off Peak

Saturday. Novenber 2. 2019 Sunday. November 3, 2019

© oo - 100
Oniine Sarvice
B Training Session &

Status  Approved

& berf_new_version
Masite

Office 311

Email  biocrfifust hic
Advisor
Remarks

Last Updated At 17/10/2019 10:5012
Last Updated By borf_new_version

LAST UPDATE ADMIN TUTOR NAME

UNITS. DATE REMARKS

No matching records found

Show | 10 Y entries

8 SHOW ON CALENDAR

D EXIT WITHOUT SAVING

13




4. Upon successful cancellation, a “Reservation Cancelled” message will appear at the top
and bottom of the page.

Reservation Details

A Home INSERTED BY berf_new_version BOOKED 8Y berf_new_version MOBILE. OFFICE 6911 EMAIL biocrf@ust.hk LAST UPDATE ADMIN TUTOR NAME
BAO® i fon A
Timeline i CONSUMABLES
STARTTIME & | ovaon m' 0930 ®
Y - [ SERVICETYPE QuanTITY unITS OATE REMARKS
Usage History eoTME | oywzon r“]| 17200 (o) |
Na matching records found
User Tralning USER GROUP (D BioCRF
B9 events anp ALerTS el 0} |m LB Previous  Next Show 10 Y| entries
= |mm‘mng . r«uu New
(B oocuments ORDER STATUS ‘ Canceled ¥
-0 |
&
|  reservotion Concelied.
x

[ & CALCULATE CREDIT ][ 1 SHOW ON CALENDAR H D EXIT WITHOUT SAVING ]

5. A confirmation (Order status cancelled) email will also be sent to you.

Your order status has changed to Canceled
Reservation details:

User Name: berf_new_version (berf_new_version)
Equipment: Training Session A

Booked on: Thursday. October 17. 2019

Start Time: Friday, November 01, 2019 9:30 AM

End Time: Friday, November 01, 2019 12:00 PM
Statu:

Last Update Admin:

Remarks:

General Reservation Customer Note

View full reservation details here

*** To check your access to an instrument, please refer to the next page ***

14



Part 4. Checking Instrument Access

After training (or evaluation), BioCRF staff will activate your access to an instrument within 2
business days, without notifying you. However, you can check which instrument you have

access to, as below:

1. After logging in, click Instruments - User Training.

Dashboard @

@ Home
x
Calendar *To Odyssey users:
Timeline Odyssey is back in service, please follow the new operation guidelines posted on the computer. (21 Jun 2019)
Reservations History
Usage History Other Updates:
- A copy of "FACS Aria Troubleshooting Handbook" is now available. It's on the bench closest to Aria lIl. (6 Mar 2019)
B s ne e - We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
i Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement
B pocumens - Feel free to download the "BookitLab” app on your mobile phone (institute initials: hkust). (31 Jan 2019
- The New Booking System User Guide now includes "Reading Usage Sheet" (applicable to authorized personnel). (17 Jan 2019)
Recently Booked Instruments
i you are famiiar with the instruments that you would like to book, please re-select i from the recently booked instruments, or browse for the requested instruments by its business unit and group
Browse By Business Unit / Lab
Booking Tralning Sessions
Blophysics
< JitLob - Core Fociites Managemant. Softwaro By Frogebiz 2019 o time: 17710/2019 112445 Last updote 16/10/2019 10.42.46
. . . . . “
2. You will see all instruments your account has access to, as well as information like “Date
A T . ” « : ” : f Y
of training”, “Trainer Name” and “Level Achieved”. With access, you are identified as a
“ f ”
Trained User”.
User Training Y
kit USER ‘8 SERVICE GROUP INSTRUMENT ‘COURSE TRAINER NAME LEVEL ACHIEVED RESERVATION REQUIRES ADMIN APPROVAL ON NEXT RESERVATION TRAINING EXPIRES REMARKS
M’ = I 2 ew_vorsk Offfine Analysis Software  Test 01 Angelie Callejo SHUI  Trained User False I
Calendar
N previns [l vt showng 10100 1entes otch v | ertries
Reservations History
Usage History
User Training

B8 evenrs anp aLests
= coNsumasLes

18 oocumenTs

*** For instrument booking and cancellation, please refer to the next page ***

15



Part 5. Instrument Booking and Cancellation

5a. Instrument Booking
1. After logging in, scroll down the page to find the section “Browse by Business Unit/lab”
where lists of different services can be seen.

Recently Booked Instruments

INSTRUMENTS

B EVENTS AND ALERTS
= CONSUMABLES
Browse By Business Unit / Lab
DOCUMENTS
Booking Tralning Sessions
Biophysics
Bookitiab support

cell Biology

General Researcl h
Genomics
Histology

Honda Division

2. Find the target instrument under the proper service category by expanding the lists, for
example, to book the FACS Aria A Cell Sorter:

Click Cell Biology - FACS Aria High Speed Cell Sorters, then click on the calendar icon
next to “FACS Aria A (Training A)”.

[ Mo | e
] INSTRUMENTS Cell Biology
EVENTS AND ALERTS
SO ARLES Depository Service & Electroporation System
S8 DOCUMENTS
FACS Aria High Speed Cell Sorters FACS Offline Analysis Software
< kit T tes Mai nt Software By v:121722819050 system time: 17/10/2019 09:45:23 Last update: 16/10/2019
22019

3. Book time slot by clicking on the target time slot on the calendar.

*Different instruments have different booking policies as instructed during trainings,
please make sure you follow them.

16



* FACS Adia Ill(Training A)

A HoME

e FACS Aria lll (Training A)
Monday, October %, 2019 Tuesday, October 15,2019 Wednesday, October 16, 2019 Thursday, October 17, 2019 Friday, October 18, 2019
Calendar
Timeline

Reservations History
Usage History

User Tralning

EVENTS AND ALERTS

= CONSUMABLES
DOCUMENTS
For example, you want

to book a timeslot on
18 Oct which starts at
9am, you can click on
the 9am slot.

4. Select the correct “Account Number” for your lab/ group, “Start Time” and “End Time”.
Fill in “Remarks” if necessary, then click Create Reservation.

New Reservation

A Home INSERTED BY berf_new_version DOKED BY berf_new_version MOBILE SFFICE 691 EMAIL biocrf@ust.hk

Calendar
Timeline

Reservations History

User Tralning

B EVENTS AND ALERTS

= CONSUMABLES

B pocumenTs

*Some instruments come with “Accompanied Service”, for example, the atomic force
microscope, STED microscope and Leica SP8 confocal microscope. Depending on the
application chosen from the list, users will be charged differently. To make a reservation
successfully, you must select one item from the list. An example is shown below:

17



A Home

& msTRumMENTS
Calendar

Timeline

Reservations History
Usage History

User Training

' EVENTS AND ALERTS

= consumasLes

DOCUMENTS.

A Home
Calendar

Timeline
Reservations History
Usage History

User Tralning

BB evenrs anp averTs
= CONSUMABLES

1B pocumenTs

4

=)

New Reservation

INSERTED BY berf_new_version BOOKED BY berf_new_version MOBILE oFFice 691 EMAL biocri@usthk LAST UPDATE ADMIN TUTOR NAME
® STED [Training €) USER GROUP (T NA
ACCOUNT NUMBER (D o
START TIME & 18/0/2019 0900 e
REPETITIVE RESERVATION
END TIME 18/10/2019 0930 | NEED TUTORING FOR THIS
RESERVATION (D
ACCOMPANIED SERVICE
ORDER STATUS { Approved
| Q
STED Microscope - STEDYMP
STED Micrascope - STED/MP + confocal
5 U ful booki “ ti ted fully” m ill t
. pon successtul booKINg, a "reservation created successtully essage will appear a
Reservation Details
INSERTED BY berf_new_version BOOKED BY berf_new_version MOBILE oFFicE 6911 EMAIL biocrf@usthk LAST UPDATE ADMIN TUTOR NAME
The reservation created successfully
User was notified with an emol
ONLINE SERVICE B A @ FACS Avia Il (Training A)
CONSUMABLES
STARTTIME & 1/10/2019 0900
SERVICE TYPE QUANTITY UNITS DATE REMARKS
END TIME 18/10/2019 10:00
No malching records found
USER GROUP (1 BioCRF
ACCOUNT NUMBER (D w3 x v PO | NSt show 10V entries
INEED TUTORING FOR THIS
RESERVATION ()
ORDER STATUS Approved v
REMARKS (© 7oum, ol lasers
y
‘The reservation created successfully
x
User was notified with an emall.
x
UPDATE RESERVATION @ CALCULATE CREDIT X CANCEL RESERVATION f SHOW ON CALENDAR D EXIT WITHOUT SAVING
Terms OF Us

<

©Bookitl b

ore Faciites Management Software By Progabiz 2019

V121722819050 system time: 17/10/2019 1206:45 Last update: 16/10/2019 10:44:46
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6. A confirmation (Reservation Approved) email, with details of the booking, will also be
sent to you.

BookitLab! Reservation - FACS Atria lll (Training A) -

berf_new_version (berf_new_version)
FACS Aria ITI (Training A)
Thursday, October 17, 2019

Friday, October 18, 2019 9:00 AM
Friday, October 18, 2019 10:00 AM

Approved

Remarks: 70um, all lasers

General Reservation Customer Note

View full reservation details here

7. The reserved time slots can be viewed on your Home page, under “My Upcoming

- The New Booking System User Guide now includes "Reading Usage Sheet" (applicable to authorized personnel). (17 Jan 2019)

Sched ule”.
- We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement.
ﬁ . - Feel free to download the "BookitLab” app on your mobile phone (institute initials: hkust). (31 Jan 2019

B events anp aLerTs

‘_ 'CONSUMABLES
Recently Booked Instruments
~1f you are famillor 1t from the recently booked instruments, or browse for the requested instruments by its business unit and group.
FACS iring A) - A Test o1

s INSTRUMENT * start END RESERVATION STATUS TUTORING. ACCESSORIES REMARKS
— — - AR - —
I 6242 ] FACS Aria Il (Trairing Al 18/10/2019 09.00:00 18/10/2019 10:00:00 Approved No 70um, all lasers ‘

(]
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5b. Instrument Booking: Extension of Reservation time
i) Ongoing Reservation

1. Users are now allowed to extend their reservation duration if their ongoing experiment
cannot be finished on time (only applicable when the instrument is not booked by

another user).

After logging into the system and reaching the Home page, you will see a statement
below the Dashboard - “Your reservation (ID) for (Instrument name) has started. To

extend the End Time of this ongoing reservation, please click here”.

Dashboard =
KIS

B8 stRumEnTs

B8 events anp ALerTs *To Odyssey users: X
i= consuMABLES Odyssey is back in service, please follow the new operation guidelines posted on the computer. (21 Jun 2019)
{88 pocuments

Other Updates:

- A copy of "FACS Aria Troubleshooting Handbook" is now available. It's on the bench closest to Aria Ill. (6 Mar 2019)

- We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)

Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement.

- Feel free to download the "BookitLab” app on your mobile phone (institute initials: hkust). (31 Jan 2019

- The New Booking System User Guide now includes "Reading Usage Sheet" (applicable to authorized personnel). (17 Jan 2019)

Recently Booked Instruments

milior with m the. b oy its b
My Upcoming Schedule [/’
< o vion Software By Progéz 2019 V21722819050 ystem time: U/I0/2019 150847 Last upo e e bae e s
. 1s “w 1 ” . . . .

2. After clicking “click here”, you will be directed to the Reservation Details page. Only the
end time can be changed. In the example below, you can change it from 15:30 to 16:00.
Then click Update Reservation.

Reservation Details
@ nome INSERTED BY berf_new_version BOOKED BY berf_new_version MOBILE OFFICE 6911 EMAIL biocrf@ust.hk LAST UPDATE ADMIN TUTOR NAME
o ONLINE SERVICE ) A FACS Ara I (Trcining A) 1) CoNEURABLES

START TIME womon w30

Teaive: SERVICE TYPE QUANTITY DATE REMARKS
Bk END TIME
Usage History Next reservotion i on 16/10/2019 at 09:00 e i om1598 o matching records found
s v USERGROWP(®  BioCRF :

to 16:00

ACCOUNT NUMBER

3
B8 events anp auerTs
INEED TU OR THIS

= CONSUMABLES
covec v
188 pocuments pro
REMARKS
 ———
‘ UPDATE RESERVATION )
o S——
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3. Upon successful update, a “Success Reservation updated” message will appear at the

top and bottom of the page.

Reservation Details

A vome INSERTED BY berf_new_version BOOKED BY berf_new_version MOBILE OFFICE 6911 EMAIL biocrf@ust.hk LAST UPDATE ADMIN TUTOR NAME
T
« User was notified with an emall.

Calendar [
Timeline. ONLINE: (Training A

s BAD e © | coNsuMmaBLES
Resarvations History STARTTIME & ) ﬁ' 30 (0]
Usage History SERVICE TYPE QuANTITY unITs, REMARKS.
o END TIME TA0/2009 m| 16:00 o

Next reservation s on 1VI0/2019 ot 0900 ‘ o moching reconds found

USER GROUP (D) BioCRF ——
B8 events AND ALERTS - N e
= CoNSUMABLES ACCOUNT NUMBER (D 123 ‘

INEEDTUTORING FORTHIS

1B pocuments TON® &

ORDER STATUS (©) Approved v

REMARKS (D) 70um, oll lasers.
Z
x
’l User was notified with an emal. |
x
‘ L e S | e |
< - Con v system time: 17/10/2019 1509-42 Last update: 16/10/2019 104446 Terms Of Us

4. A confirmation email (“Your order status has changed”) will be sent to you, showing you

the updated End Time.

BookltLab! Reservation - FACS Aria lll (Training A) -

Approved
Reservation details:

User Name:
Equipment:

Booked on:

Start Time:

End Time:

Status:

Last Update Admin:

berf_new_version (berf_new_version)
FACS Aria ITI (Training A)
Thursday. October 17, 2019
Thursday. October 17, 2019 2:30 PM
Thursday. October 17, 2019 4:00 PM
Approved

Remarks: 70um., all lasers

General Reservation Customer Note

View full reservation details here
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ii) Upcoming reservation
1. Youcan also extend the End time of upcoming reservations.

After logging in, go to Home page, find the reservation under “My Upcoming Schedule”
- click on the calendar icon next to the ID number.

- We have retired the tollowing services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
5 o Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement.

& srroments - Feel free to download the "BookitLab” app on your mobile phone (institute initials: hkust). (31 Jan 2019

B e - The New Booking System User Guide now includes “Reading Usage Sheet” (applicable to authorized personnel). (17 Jan 2019)
= CONSUMABLES

1B pocumenTs Recently Booked Instruments

if you are familiar with the instruments that you would like to book, please re-selec

My Upcoming Schedule (7'
* INSTRUMENT - START END RESERVATION STATUS TUTORING ACCESSORIES REMARKS
Timeline [/’
Zoomin Zoomout Moveleft Moveright ©
FACS Arla Il (Tralning A)
w 19 2 Pz} 25 7 29 E ] 1 3 7 n 3
October 2019 November 2019
Browse By Business Unit / Lab
2. You can change the End time and then click Update Reservation
Reservation Details
A vome INSERTED BY berf_new_version BOOKED BY berf_new_version MOBILE OFFICE 6911 EMAIL biocrf@ust.hk LAST UPDATE ADMIN TUTOR NAME
ONLINE SERVICE B A @ FACS Aria i (Training A) )
S CONSUMABLES
N SERVICE TYPE QUANTITY UNITS. DATE REMARKS
Reservations History END TIME 1810/2019
No matching records found
Usage History USER GROUP BioCRF
Vool ACCOUNT NUMBER 3 x wioL ut Show 0 Y entries
= CONSUMABLES
ORDER STATUS Approved v
1B bocuments
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3. Upon successful update, a “Success Reservation updated” message will appear at the

top a_nd bottom of the page.

Reservation Details

A Home INSERTED BY berf_new_version BOOKED BY berf_new_version MOBILE OFFICE 691 EMAIL bioerf@ust.hk LAST UPDATE ADMIN TUTOR NAME
e
« User was notifled with an email.
Calendar
Timeline. 8 FACS.
DA © | coNsuMaBLES
Reservations History STARTTIMEQ P F"‘f[ o o)
Usage History - ° [ SERVICETYPE QuANTITY. uNITS DATE REMARKS.
END TIME 18/10/2019 ("’1‘ 100
D Ting 1 No matching records found
USER GROUP @ BioCRF
B8 evens ano auers ACCOUNT NUMBER (D) v x Previows | Next Show 10 ¥ entries
ESICONMIABLES | NEED TUTORING FOR THIS
= e a
ORDER STATUS D ‘Approved v
REMARKS O 70um, oll lasers.
&
‘l Success - Reservation updated. |
x
‘ | User was notified with an emall. |
x
o \ ‘ X CANCEL RESERVATION ] [ @ SHOW ON CALENDAR ] [ D EXIT WITHOUT SAVING
< ‘© BookitLab - Core Fociites Manogoment Software By Progabiz 2019 12/10/2019 124509 16/10/2019 10:44:46 Terms Of Us

4. A confirmation email (“Your order status has changed”) will be sent to you, showing you

the updated End Time.

BookitLab! Reservation - FACS Aria lll (Training A) -

Approved

Reservation details:

User Name: berf_new_version (berf_new_version)
Equipment: FACS Aria ITI (Training A)

Booked on: Thursday. October 17, 2019

Start Time: Thursday. October 17, 2019 2:30 PM

End Time: Thursday. October 17, 2019 4:00 PM
Status: Approved
Last Update Admin:

Remarks: 70um, all lasers

General Reservation Customer Note

View full reservation details here
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5c. Instrument Booking Cancellation

1. To cancel a reservation, go to Home page, find the reserved time slot under “My
Upcoming Schedule”, click on the calendar icon next to the ID number.

*Note that all time slots will be locked 48 hours before their start time. Users are not
allowed to amend or delete their booking during the 48-hour period. Please contact
BioCRF staff if booking modification is required during this period.

- We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
Erumm Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement.

- Feel free to download the "BookitLab" app on your mobile phone (institute initials: hkust). (31 Jan 2019
& insTRUMENTS
o - The New Booking System User Guide now includes "Reading Usage Sheet” (applicable to authorized personnel). (17 Jan 2019)
= consumasLes
@ vocimmns Recently Booked Instruments
. INSTRUMENT stanT eno RESERVATION STATUS TUTORING ACCESSORIES REMARKS
Timeline

Zoomin Zoomout MoveleR Moveright O

FACS Arla Il (Training A) |

Browse By Business Unit / Lab
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2. Locate your reserved time slot (with your name on it), click it.

X FACS Aria il (Training A) *
A Home
T 1
[« [of & | » FACS Aria lll (Training A) QAR | Poak  Off Peak Tutoring |
SAR o
Monday, October 14, 2019 Tuesday, October 15, 2019 Wednesday, October 16, 2019 ‘Thursday, Octaber 17,2019 Friday, October 18, 2019 Saturday, Octobor 1, 2019 Sunday, October 20, 209

a . ! Ui hicoiionth i MR L It

Timeline

Reservations History

Usage History

User Training

B8 events anp ALerTs W FACS Ao W (Tiining A)
Stotus  Approved

CONSUMABLES ¢

& berf_new_version

B pocuments
Mobile
Office eM
Email biocrlust bk
Advisor
Remarks 70um, of lasers
Last Updated At 17/10/2019 147703
Last Updated By bcrf_new_version

1800
‘
< © BookitL.ab - Core Facfites Manogement Software By Progabiz 2019 V21722819050 system time: 17/10/2019 16:27-53 Last update: 16/10/2019 10:44:46. Terms:

3. Click Cancel Reservation.

Reservation Details

A vome INSERTED 8 berf_new_version BOOKED BY berf_new_version MOBILE oFFICE 6911 EMAIL biocrf@usthk LAST UPDATE ADMIN TUTOR NAME
ONLINE SERVICE B A @ FACS Avia il {Training A) Q@
Calendar . CONSUMABLES
STARTTIME O 81072019 | o200
; SERVICE TYPE auanTiT UNITS. DATE REMARKS
Reservations History ENDTIME 18/10/2019 1000
: No matching records found
Usage History usER Group D BioCRF
Lewr.Voiog ACCOUNT NUMBER 2 x v Previous  Next Show [ 10 V| entries
B9 events AnD ALerTS INEED TUTORING FOR THIS
RESERVATION (D .
= consumasLEs
ORDER STATUS D Approved v
88 pocumenTs
REMARKS © 70um, all baser
VZ
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4. Upon successful cancellation, a “Reservation Cancelled” message will appear at the
bottom of the page for a few seconds.

Reservation Details

A vome INSERTED BY berf_new_version BOOKEDBY berf_new_version MOBILE OFFICE 6911 EMAIL biocrf@usthk LAST UPDATE ADMIN TUTOR NAME
: BAO FAC: @ ‘

vaa = CONSUMABLES

START TIME 21 ‘ 181072019 m| 0900 O‘
Usage History moTME | om0 [‘_"5] 1000 o)}

N - ‘No matching records found

s ) UsER GROUP BioCRF
B9 events ano aLerts. fecou N im L Previous | Next Show 10 ¥ entries
—3 I NEED TUTORING FOR THIS
— T
(B oocuments ORDER STATUS () ‘ Canceled v‘

REMARKS (D ‘ 70um, all kaser ‘

4
’l Reservation Cancelled.
x

5. A confirmation (Order status cancelled) email will also be sent to you.

Your order status has changed to Canceled
Reservation details:

User Name: berf_new_version (berf_new_version)
Equipment: FACS Aria III (Training A)

Booked on: Thursday. October 17, 2019

Start Time: Friday, October 18, 2019 9:00 AM

End Time: Friday. October 18, 2019 10:00 AM
Status:

Last Update Admin:

Remarks: 70um, all laser

General Reservation Customer Note

View full reservation details here
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5d. Checking Reservations History
To check all reservation/cancellation records, click Instruments - Reservations History.

A Home

Calendar

Timeline

Usage History

User Training

B3 evenrs ano ALerTs
= consumastes

88 pocumenTs

Reservations History

ASSET CATEGORY
GROUP

ASSET CATEGORY

ACCOUNT
INSTITUTE
sTATUS Seloct A stotus
#» * service FROM UNTIL
18102010 18/10/200
roiring A) 09:00 1000
1710/2019 /1072019
ng A) u30 1600
WA0/209  18/10/200
aining A) 0900 1000

Showing 1to 3 of 3 entries

ciites Management Software By Progat

STATUS

Conceled

Approved

Canceled

2019

DURATION

(HH:MM:SS)

0100:00

013000

0100:00

SERVICE

USER GROUP

UsER

RESERVATION
STARTS ON

RESERVATION ENDS.

CREATE
DATE

/1072010
630

w0
w8

0/2009
206

BioCRF

berf_new_vers

ACCOUNT
NUMBER

CANCELLED BEFORE
(HH:MM:SS)

172818

173023

ORDERED BY

V21722819050 system time: 17/10/2019 16:39:00 L ast update: 16/10/2019 10:44:46

FROM

UNTIL

TUTORING

USER

GROUP.

BIOCRF

BIOCRF

BioCRF

70um, all
laser

70um, all
lasers

70um, all
kasers

search

NUMBER OF
USAGES

LAST MODIFIED
AT

N0/2019 1631
/1020191509

1012019 1629

Show v

entries
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5e. Receiving Daily Booking Notifications

By following the instructions below, users will receive emails at 4:00am, only on days when
they have reservations. The email will include the reservation details of all instruments a user
has booked that day.

1. To receive booking notifications for ALL instruments, click Instruments - Calendar,
select any instrument on the search bar = click the bell icon.

ACS Avia i Training
S nome On Using Flow Cytometers  *
FACS Aria Ill (Training A) If you are not the last
EEEEN = user of the day, and
- h ot o 115, 201 y.Oct . hursdoy, October 7, 2019 l roay Cphs Tt iser IS
: coming 5 hours later,
Ihwatae please shut down the
Reservations History instrument properly.
Usage History
User Training
B events AnD ALERTS
= consumasLes
DOCUMENTS
< L : 201

2. Tick “Upcoming Reservations Daily Digest” under “Notification Settings for All
Instruments” and click Save.

Equipment Notification Settings

User Name: b

Im &mf' ttion Settings For All Instruments

Reservations Dally Digest
Calendar

Reservations History

Online Service: | FACS Asia lil (Training A
Usage History

User Tralning Reservation Cancellations

* Do Not Notify me
EVENTS AND ALERTS iy

= CONSUMABLES Notify me on each reservation cancellation

DOCUMENTS
Usage End Notification

#Do Not Notify me

Notify me on each usage end
Notify me when a usage ends and there Is no reservation scheduled for at least hours

Reservation Termination Notification

#Do Not Notify me.

Notify me on each reservation early termination

Notify me when a reservation was there s no atleast hours

—
< K = Facilites Management Software By Progdbiz 2019 ¥121.7228.19050 system time: 17/10/2019 16:43-42 Last update: 16/10/2019 10.44.46

3. You will receive an email with all your reservations for the day at 4:00am.
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CRF
ttems + Get more apps

FACS Aria TTT (Training A) 09:00 - 10:00
Reservation Status : Approved

16250

FACS Aria III (Training A) 14:00 - 15:00
Reservation Status : Approved

If you do not wish to recieve notifications like this in the future. Please
Daily Digest)

*** To use reserved instruments that are connected to a computer system, please refer to the
next page ***
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Part 6. Starting and Ending Usage of Instrument on
Bookit 2.113/ 2.114

The application software of the new booking system (Bookit 2.113/ 2.114) has been installed on
computers that are connected to an instrument. Users can only start using a reserved

instrument by logging into Bookit 2.113/ 2.114. After use, users must log out to avoid extra
charges.

1. After logging into a computer connected to an instrument, you will see the Bookit
2.113/ 2.114 software window on the desktop, with the name of the instrument (for
example, UPLC/Q-TOF Mass-spectrometer (Training B)).

Bookit 2.113

BADKITLAE

CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)

User Name: |

Password:

Login

HKUST Users

2. Click HKUST Users.

Bookit 2.113

BODKITLAE

CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)
User Name:

Password:

Login

< HKUST Users >

(¥) Details:
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3. Another window (SSO) appears. Log in using HKUST webmail account.

B FENEAR
T THE HONG KONG
llm UNIVERSITY OF SCIENCE
AND TECHNOLOGY

|bcrfbookind

Forgot Password

Get Help

4. Bookit 2.113/ 2.114 refreshes and you will see your reservation details. Click Activate
Service.

* Bookit 2.113

BAMKIT

CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)
berfnew_version LogOff

User Name: berfnew_version

@

| Reservation: 10/25/2019 9:45:00 AM - 10/25/2019 10:15:00 AM (Approved)l
Research Group: BioCRF

@ Details:

*Note that without a reservation, you won’t be able to click “Activate Service”, as
shown below. Please make a reservation if you want to use any instrument.
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BOKIT

CORE FACILITIES MANAGEMENT SOLUTION

Influx B (Training A)

berfbooking

User Name: Berf Booking

( ;‘l '
Reservation: N/A
I You do not have a reservation. I
Please make one
g
Research Group: BioCRF

‘ My Files ’

1 Activate Service ’

y The "Activate Service"
(V) Details: button is disabled when
you log in without a
reservation.

You can now control the desktop and Bookit 2.113/ 2.114 starts timing your usage.

~ Bookit 2.113

BODKIT

CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)

berfnew_version LogOff

User Name: berfnew_version

Reservation: 10/25/2019 9:45:00 AM - 10/25/2019 10:15:00 AM (Approved)
Refresh

Research Group: BioCRF

Usage Duration: 00:00:26
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15 minutes before the reservation End time, the message “Reservation Expiring Soon”
message will pop up on Bookit 2.113/ 2.114. Users can extend the End time if the
instrument is not being booked by another user. You can extend it by clicking “clicking
here” on the Bookit 2.113 or access the Booking system through your PC or phone. For
details, please refer to 5b. Instrument Booking: Extension of Reservation time.

*Note that if you cannot finish on time, please extend your time slot to continue. Users
who run an instrument overtime will receive a warning. Upon receiving two warnings,
users’ access to the instrument will be suspended for at least a month.

Bookit 2.113

BOKIT!

‘CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)

®7Réserv$‘(ion Expiring Sdon!

Your reservation is about to end. Please finish your work godJag.g

You can also extend the end time of the reservation By clicking here,

if later time slots haven't been occupied.

If the reservation has been updated already, ignore this message and click Refresh.
If you made a new reservation instead/ have a consecutive reservation,

please log in again when the new reservation has started.

LogOtt

berfnew_version

User Name: berfnew_version

®

Reservation: 10/25/2019 9:45:00 AM - 10/25/2019 10:15:00 AM (Approved)
Refresh

Research Group:

Usage Duration:

Activate Service

Log Off

Lock

33



7. If you have extended the End time, you can click “Refresh” on the Bookit 2.113/ 2.114
and the time of your reservation will be updated.

Bookit 2.113

BOKIT

CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)

@ Reservation Expiring Soon!

Your reservation is about to end. Please finish your work and log out.

You can also extend the end time of the reservation by lic)

if later time slots haven't been occupied.

If the reservation has been updated already, ignore this message and click Refresh.
If you made a new reservation instead/ have a consecutive reservation,

please log in again when the new reservation has started.

LogOff

berfnew_version

User Name: berfnew_version

®

Reservation: 019 9:45:00 AM - 10/25/2019 10:15:00 AM {Approved)

Research Group: BioCRF
Usage Duration: 00:13:24

Bookit 2.113

BOKIT

CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)
berfnew_version LogOff

User Name: berfnew_version

Reservation: 10/25/2019 9:45:00 AM {10/25/2019 10:30:00 AM (Approved|

Refresh

Research Group: BioCRF End time is updated
00:14:20 after Refresh the
reservation schedule

Usage Duration:




8. After you have finished using the instrument, click Log Off. The message “Reservation
has expired!” will appear on Bookit 2.113/ 2.114 as well. If you have extended your
reservation, please click “Refresh” to update the reservation time. If you have a new
reservation, please log off and log in again. Otherwise, you will be subjected to double

charges.

*Note that if you do not click “Log Off”, the usage duration will continue to count the

time. Extra time will be charged even if you have finished using the instrument.

Bookit 2.113

BMKITLAE

CORE FACILITIES MANAGEMENT SOLUTION

UPLC/Q-TOF Mass-spectrometer (Training B)

| (A Reservation has expired!

Your reservation has expired. Please finish your work and log out.
If you have extended the end time of your reservation, ignore this message and click Refresh,
If you have a new reservation, please log in again.

berfnew_version

User Name:

®

Reservation:

Research Group:

Usage Duration:

berfnew_version

BioCRF
00:59:23

LogOff

10/25/2019 9:45:00 AM - 10/25/2019 10:30:00 AM (Approved)

Refresh

Activate Service

9. If you want to check your usage history, log into the new booking system, click
Instruments - Usage History.

AHOME

Calendar
Timeline

Reservations History

User Training

SIEVENTS AND ALERTS
CCONSUMABLES

FDOCUMENTS

Usage History

#

USER NAME

No

TUTORING OPERATOR UPDATED USER

BY GROUP

SERVICE
GROUP

ONLINE SERVICE

ACCOUNT!
NUMBER

Usage Reservation Reserved but Not Used
LOGIN  LOGOFF ~USAGE  REMARKS STATUS START  END RESERVATION ~ LAST LasT LATE  EARLY  DELTA
ME TME DURATION TME TME DURATION ~ UPDATE  UPDATE  TIME  LEAVE
ADMIN  DATE (M)  TIME(M)
08/08/2019 08/ o
devm 10
13000 170 &
0208 18107201 00
003
00 16300 55421
o 0208 BA0200 A .
’ 164500 500 ! 163534
00000 00 000
“““““ how ¥

R

DETAILS

*** For reagents/consumables checkout, please refer to the next page ***
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Part 7. Reagents/Consumables Checkout

On the day you want to check out reagents and consumables, please approach BioCRF staff.
During checkout, you will be asked to log into the system and submit your checkout record as
below:

1. Afterrlogging into the new booking system, click Consumables.
Dashboard =

& msruments

B9 events anp ALerTS *“To Odyssey users:
= consumasLes Odyssey is back in service, please follow the new operation guidelines posted on the computer. (21 Jun 2019)

188 pocumenTs
Other Updates:
- A copy of "FACS Aria Troubleshooting Handbook" is now available. It's on the bench closest to Aria lIl. (6 Mar 2019)

- We have retired the following services: Typhoon TRIO System, Luminometer. (12 Feb 2019)
Users can turn to our FlexStation Multi-mode Microplate Reader for luminescence measurement.

- Feel free to download the "BookitLab" app on your mobile phone (institute initials: hkust). (31 Jan 2019
- The New Booking System User Guide now includes "Reading Usage Sheet” (applicable to authorized personnel). (17 Jan 2019)

Your reservation 16249 for UPLC/Q-TOF Mass-spectrometer (Tralning B) has started. To extend the End Time of this ongoing reservation, please click here.

Recently Booked Instruments

1f you are familiar with the instruments that you would like to book, please re-select it from the recently booked instruments, or browse for the requested instruments by ts business unit and group.

Currently Active Usages < More Detalls

2. Select the correct “Service Type” (reagent/consumable checked out), “Account Number”
(for your lab/ group) and “Service Date” (checkout date and time). Fill in “Quantity”
(numvber of the item that was checked out). Click Insert.

Consumables

A vome
B insTRUMENTS Note:
B3 evenrs anp ALerTS DO NOT use credit . Only personal llowed

B9 pocuments

el G Fomals x| B 1| 1) RS

REMARKS

< BookitLab - Core Focilites Management Software By Progabiz 2010 VA21722819050 system time: 18/10/2010 6:27:43 Last update: 16/10/2019 10:44:46

*** For billing management, please refer to the next page ***
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Part 8. Billing Management (for Authorized Users Only)

8a. Checking billing summary
1. For total amount charged for the month, after logging into the new booking system
using authorized users’ account, go to Lab Management > Billing Summary, set filter

as preferred.
Billing Summary

Filter

Fiter | | Reset

User Group:  BioCRF

StartBalance: 01110/2019  -2.925.00

Generol Total: 0.00 | ¥

End Balance: 01/1112018  2,925.00

Export To CSV

 ©BooktLab - Cors Faciies Management Software By Progbiz 2019 V121723920364 system time: 27/10/2019 22:35.20 Last update: 21/10/2019 11:27.24

2. For details of transactions, go to Lab Management > Usage Sheet.
To understand the usage sheet, please refer to 8b. Reading Usage Sheet.
If necessary, the usage sheet can be exported by clicking Export to CSV button.

Usage Sheet

@ HoME

Filter

Accompanied Service Used Quantity Usage Rate Units Account RNURate RNU (hours) Costs

Export To CSV a
Blllable: User Groups without General Credit
Non-billable: User Groups with Goneral Cradit
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8b. Reading Usage Sheet

Terms
Date

Asset

Accompanied Service

Used Quantity

Costs

RNU (hours)

Definition
Reservation Start Date and Time
or
Date and time logged into access control software (Bookit 2.113)
(only applicable to instruments connected to a desktop computer)

A service (e.g. protein identification)
or

A consumable (e.g. confocal dishes)
or

An instrument (e.g. FACS Aria Ill)

Only applicable to instruments with multiple charging schemes
e.g. Atomic Force Microscope and STED Microscope

Take STED Microscope as an example, it has the following accompanied
services:

1. Confocal

2. STED/MP

3. STED/MP + Confocal

The number of consumables/items checked out
or
The total usage hours*

*Total usage hours is only applicable to instruments connected to a desktop
computer. Let’s say you booked an instrument from 14:00-17:00 and you
logged into the access control software (Bookit 2.113) from 14:00-16:00,
your “Used Quantity” would then be 2 hours. If you logged in from 14:00-
17:30, your “Used Quantity” would then be 3.5 hours.

In general,
Costs = (Used Quantity + RNU (hours)) x Unit Charge*

*For Unit Charge, please refer to “BioCRF Charging Scheme” on
http://biocrf.ust.hk/BioCRF/Download Forms.html (consumable price list
not included)

RNU stands for Reservation Not Used. Just like Used Quantity, RNU (hours) is
only applicable to instruments connected to a desktop computer.

RNU hours = Total reserved hours — reserved hours used

Let’s say you booked an instrument from 14:00-17:00 (total 3 hours) and you
logged into the access control software (Bookit 2.113) from 14:00-16:00
(total 2 hours), your RNU hours would be 3 hours - 2 hours = 1 hour. To
summarize, RNU hours is the reserved hours left unused.
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8c. Create/delete accounts
1. Go to Accounts, click Add New button.

Accounts v U =

@ HoME
NuMBe A henve USER GROUP DISPLAY NAME 15 DEFAULT SUB ACCOUNT ‘
& insTRUMENTS
Yes BIOCRF N o
B8 evenrs anp Aerts
e Yes BioCRF No o
= CONSUMABLES =
Yes BIOCRF Yes ]

€ LA MaNAGEMENT

Cinatnzon viou - Next  Showing 1to 4 f 4 entries Search show 0 v entries

Billing Report

(B8 pocuments

< tiol rcilites Man Software By 209 V122724129391 system time: 3/10/2019 09:02:08 Last update: 30/10/2019 09:06:00

2. Key in account number, check Active. Then click Insert button.
Optional: If the new account is the major account and you want this account shown as

first option during booking, check Default.
Add New

@ Home
USER GROUP BloCRF x v
SUB ACCOUNT

5 mstRuments

= CONSUMABLES

© LAB MANAGEMENT

Accounts
Cancel
Billing Report

88 pocumenTs

nt Software By biz 2019 V122724129391 system time: 31/10/2019 091338 Last update: 30/10/2019 09:06:00

3. When you go back to the Accounts page, you will see the new account.

39



Accounts
A vome
NUMBER - ACTIVE USER GROUP DISPLAY NAME 1S DEFAULT SUB ACCOUNT
B8 INSTRUMENTS
0 Yes BioCRF No m
EVENTS AND ALERTS
Yes BiOCRF No [i]
CONSUMABLES
LAB MANAGEMENT yes. BaCRE e o
Accounts test Yes BIoCRF No
Billing Report
Previous . Next  Showing 1to 5 of 5 entries search: show | 10 v entries
188 pocuments
< © Bookitl.ob - Core Fociites Management Software By Progdbiz 2019 V122724129391 system time: 3V/10/2019 09:16:48 Last update: 30/10/2019 09:06:00 Terrns Of Use
4. To delete an account, click on the account you want to delete.
Accounts Y ° ®) (D
A Home
NUMBER A aenve USER GROUP DISPLAY NAME 1S DEFAULT SUB ACCOUNT
& mwsreuments
Y000 Yes BIOCRF No [}
BB events anD ALerTs
000K Yes BiOCRF No m
== CONSUMABLES
€ a8 MANAGEMENT 23 Yes BIOCRF Yes [i1]
R oo - - o 0
RIS (= - o o @
lestingac Yes BioCRF No
18 pocuments
Previous Next  Showing1to 6 of 6 entries ‘Saardt Show | 10 v entries
——

<

@ BookitLab - Core Focilte

Management Software By Fro

V122724129391 system time: 31/10/20 110726 L ast updote: 30/10/2019 09:06:00
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5. Select “No” for Active and click Update.

MODIFICATIONS HISTORY

RESERVATION HISTORY

USAGE HISTORY

Edit Account

A Home

& wstauments wncow | oo . o 1
—

B8 evenrs anp ALerts AR =

= CONSUMABLES SUB ACCOUNT

~= :

O I —

e

Billing Report Go Back

188 vocuments

< tLab - Core Focilites Management Software By Progabiz 2019 V122724129391 system lime: 31/10/2019 10:49:10 Last update: 30/10/2019 09:06:00

6. The account will no longer be shown in the account list.

Accounts
A Home
NomsER A aenve
fifi INSTRUMENTS
Yes
B8 events anp aLerTs
Yes
= CONSUMABLES
© Las MANAGEMENT Yes
Accounts tostingos Yes
Billing Report
provioss [l net  stowegtio s s entres
88 pocuments

s Managernant Software By Progat

(  ovodaob-coera

USER GROUP DISPLAY NAME 18 DErART
BioCRF No
BIOCR No
BIOCRF Yes
BioCRF No
BIOCRF No

2019 V122724129391 system time: 31/10/2019 10:5414 Last update: 30/10/2019 09:0600

3110/2019 09:15:45

search:

UB ACCOUNT

Show 10

8 8| 8

=]

entries
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Part 9. Common Q&A

9a. Registration
1. | want to become a BioCRF user, what should | do?
Please register for an account on our new booking system. After our approval, you can
start to book for training sessions. Upon completing trainings and/or passing evaluations,
you will get access to our instruments.

The new booking system user guide is available on our website:
http://biocrf.ust.hk/BioCRF/Download Forms.html

9b. Training and Evaluation
1. What should | do if | want to make an appointment for evaluation?
Please email the trainer for that instrument. He/she will schedule a time with you and
reserve a timeslot for you. Evaluation sessions are free of charge.

9c. Instrument Reservations and Usage
1. What is the maximum reservation hour for a particular instrument?
When you make a reservation for a particular instrument, you can point your cursor
over the triangle symbol next to “Online Service” (see figure below) and check its
minimum and maximum reservation hours.
New Reservation

INSERTED BY berf_new_version
Instrument Restric

v L £ o version MOBILE

HOME

Y
BB INSTRUMENTS Instrur

M
ONLINE SERVICE =
Calendar Mo

Timeline

1 0.50
n (b} 4.00 stat A (Training A)

Reservations History
Usage History END TIME 18/10/2019 10:30

User Tralning

EVENTS AND ALERTS

Please follow booking policies when you make your reservations. Your trainer should
have informed you about the booking policy for a particular instrument during the
training and/or evaluation.

2. | cannot delete my reservations, what should | do?

All bookings cannot be deleted 48 hours before their start time. To delete such bookings,
please email BioCRF staff.
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3. When my usage hours exceed my reservation hours, what would happen?
All users should start and end their experiments on time. If a user’s usage hours exceed
their reservation hours without extending his/her reservation, he/she will get a warning
email from BioCRF staff. Upon receiving two warnings for that instrument, users’ access
will be suspended for at least a month.

9d. Access Control Software Bookit 2.113/2.114
1. When desktop block is ON, will the instrument software be affected?
No. If the desktop block is ON because no user has logged in OR because a user did not
make a reservation, anyone will not be able to click open anything on the desktop.
However, all applications that have been opened will keep running in the background.

The access control software (Bookitlab) will not make any changes to any program, it
just blocks the desktop to prevent users with no rights from controlling the computer.

2. | have logged onto the access control software (Bookit 2.113/ 2.114) but my usage
hours have exceeded my reservation hours, what would happen?
As long as you are logged in, Bookit 2.113/ 2.114 will continue counting your usage. It
will not stop any programs that are running. If you realize that you cannot finish your
experiment on time, please extend your end time before it finishes if possible.

3. How can I shut down the computer when the desktop block is ON?
Hit Ctrl+Alt+Delete and select “Shut Down” from the power button menu. Before you do
that, make sure you have properly closed the instrument software and mirrored/copied
your data.

Lock
Switch user
Sign out

Change a password

Task Manager

Cancel

*Depending on the Windows version, this interface will look different.
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9e. Charging (Instrument Reservations and Usage)
1. How does BioCRF charge users?
BioCRF charges according to your reservation hours and usage hours.

Situation 1: Usage hours > Reservation hours

Let’s say you booked an instrument from 2:00pm to 4:00pm and you could not
successfully extend your reservation, so you ended up using it from 2:30pm to 4:30pm,
you will be charged for a total of 2.5 hours (2:00pm to 4:30pm).

Situation 2: Usage hours < Reservation hours

Even if the hour of usage is less than the reserved amount, you will still be charged for
your entire reservation. For example, if you have made a 2-hour reservation but ended
up using only 1 hour, you will still be charged for 2 hours.

Situation 3: No-show
If you did not show up for your reservation, you will be charged for your entire
reservation and receive a warning.

Situation 4: Did not shut down instrument properly

If you have left an instrument ON by accident when it should be shut down properly,
you will receive a warning and be charged for the total hours the instrument has been
left ON.

Situation 5: Making a new reservation instead of extending End time of the ongoing
reservation

If you cannot finish an ongoing experiment, you can extend the end time on the booking
system if the following timeslot is unoccupied. In this case, you only need to click
“Refresh” on Bookit 2.113/ 2.114. But if you have made a new/ consecutive/ separate
reservation, you must log off first and then log in again. Otherwise, Bookit 2.113/2.114
will continue to record the usage of the ongoing reservation (the session you have
logged into) and you will be subjected to extra reservation fee (from the session you did
not log into).
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