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Opplaering:

Hvordan registrere et instrument




Hvordan registrere et instrument?

* Main adm ma opprette en core f@gr core adm kan legge inne et
instrument.

* Det er kun core adm som kan legge til og endre informasjon pa et
instrument.

e Et instrument defineres som alt som har en kalender (det kan vaere
hva som helst som trenger en kalender: et rom, utstyr etc)
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Hvordan registrere et instrument?
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CREATE AN INSTRUMENT BY CLONING AN EXISTING ONE

S— . . -

Image

New Instrument Name:

CREATE AN INSTRUMENT FROM TEMPLATE

()
Instrument Availabslity: I mely bockable v

0
Templote Name

CREATE AN INSTRUMENT FROM SCRATCH

Instrument Avallabdity: ; | y DOOKOD e -

* Velg mellom de tre alternativene (create aN ..) . Hvis det er det fgrste instrumentet du
lager, velg «create instrument from scratch».

* Man kan velge mellom ulike «Instrument Availability»

NB! Dette vil ikke automatisk pavirke innstillingene pa instrumentet



First Create a New Instrument Using The Following Form. When Done, Hit The "Create New Instrument, and Continue to

Step 1: Create a New Freely:Bookable Instrument

Resource Asset

Instrument Settings

NaME @ INSTRUMENT PRICE
cATEGORY @

AcTive @ C DO NOT ALLOW

RESERVATIONS @

core @

Advanced Settings

o

* Fyll inn Name og velg core, klikk deretter «Submit»

* Navn skal skrives pa formen produsent - modell - funksjon —
"benevning"/nummerering

* Navnet ma vaere unikt pa tvers av hele UiO



I nStru ment Settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable 80 D — (') 80 f‘)

Resource Asset Files Working Restrictions Covid-
Hours 19

Instrument Settings

NamME @ Olympus SpinSP SoRa/IBV
acTive @ ()
AVAILABILITY @ Freely bookable
core @ IBV - NorMIC Oslo Imaging Facility

Advanced Settings

Cancellation Training Assisted Prerequisite Notifications Access Accompa

<

Sessions trainings Control

INSTRUMENT PRICE N . inst t t X v
CATEGORY o ew microscopes_instrument category

DO NOT ALLOW Priskategori: denne ma opprettes pa forhand.
RESERVATIONS @ Se egen veiledning for dette.
MANDATORY Select Al

INSTRUMENTS @

SETONAL Select All
INSTRUMENTS @

Update ‘ Update and Go Back H Cancel

[

Make this into a template




Instrument Settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable

name @
active @

AvaILABILITY @)

core @

Advanced Settings

sions @

ALLOW DRAFT RESERVATIONS o

rorm NAME @

FIRST RESERVATION FORM o

INTERNALID @)

coLor @

DRAFT RESERVATIONS COLOR o

OVERLAPPING RESERVATIONS BYPASS

ALLOW ONGOING RESERVATION
Mobirication @

ANALYSENUMMER o

PROJECT NUMBER o

Olympus SpinSP SoRa/IBV

«©

Freely bookable

IBV - NorMIC Oslo Imaging Facility

N/A

Please Select a Form

Add New

Select All

. #655f38

#cceeee
Not Allowed

Not Allowed

<«

“«

<«

<«

Prosjektnummer til instrument for inntektsfgring (hvis relevant)

INSTRUMENT PRICE CATEGORY )

DO NOT ALLOW RESERVATIONS o

MANDATORY INSTRUMENTS €

OPTIONAL INSTRUMENTS €

RESERVATION RESTRICTIONS €

DEFAULT RESERVATION DURATION (H)

INVENTORY @

HIDE PROJECTS @)
REQUIRE RESERVATION REMARKS )

ALLOW RETROACTIVE RESERVATIONS

RETROACTIVE RESERVATION (DAYS)

FORCE RESTRICTIONS ON LAST DAY
RESERVATIONS @

ALLOW SINGLE ACCESSORY ONLY €
HIDE INSTRUMENT sTATUS IcoN @

CHARGE FOR PARTIAL
CANCELLATIONS (SHORTENING) @)

Eo

New microscopes_instrument category

Select All

Select All

100

hide projects = skrudd pa => instrumentet er gratis a bruke

0) (&) (©) Co

Priskategori: dennexma opprettes pa forhand.

Se egen veiledning for dette.

D



Asset Details

ASSET CATEGORY )

mopeL @

campus @ Select A

room @

INSTRUMENT conTacT €

SHORT DESCRIPTION OF INSTRUMENT

INSTRUMENT BARCODE @) 25

wesLink @

Tacs @

suppLiER @ Select All

Please selet

Select an Option

% lindahau_admin

Olympus Spin SR SoRa

Update and Go Back

Cancel

’ ‘ Make this into a template

Instrument settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable 29 D =

Resourcq iles  Working  Restrictions ~ Covid-  Cancellation  Training ~ Assisted  Prerequisite  Notifications
Hours 19 Sessions trainings

ASSET RECORD DATE 15/06/202111:47:47  ASSET LAST UPDATE DATE 15/06/202112:09:28  ASSETID 25

eranD @

mopeL NuMeer @
suibing @

Please select a building.. v

INSTRUMENT EXPERT/s @)

& @ Fomats~ B 7 =

&#

.
il
.
il

T —
3 —

DESCRIPTION OF INSTRUMENT €

No

A
v

openTo pusLic @
Review

UNDER ORIGINAL WARRANTY )

WARRANTY END DATE )

SERVICE CONTRACT )

WORK CENTER @

Access
Control

Accompaniec



InStrument Settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable Q)

Resource Asset Working Restrictions Covid- Cancellation Training Assisted Prerequisite Notifications Access Accompanied
Hours 19 Sessions trainings Control

Her kan man legge inn de dokumentene man gnsker, feks:

* Rutiner
e HMS
* Garantier

e Alt av dokumenter

Kan velge om brukerne skal se denne/hvilke deler av denne infoen.



Instrument Settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable (D

es ff Working ) Restrictions  Covid Cancellation raining Assisted Srerequisite Notifications
Hours 19 Sessions trainings

RELATES TO OPERATION HOURS FOR THIS RESOURCE. IF THIS RESOURCE CAN ONLY BE

VATIONS TO TIME BOOK OR TRAINING PURPOSES, THEN PLEA
siots @ RESERVATIONS

Reservation Working Hours ¢

WEEK DAY FROM TIME TO TIME TIME SLOT TYPE
Monday 08:00 18:00 Peak
Monday 18:00 08:00 Off Peak
Tuesday 08:00 18:00 Peak
Tuesday 18:00 08:00 Off Peak

Wednesday 08:00 18:00 Peak

Wednesday 18:00 08:00 Off Peak

Thursday 08:00 18:00 Peak

m ‘ ‘ l Cancel l [ Make this into a template

Spesialtilfelle 1:
* Restrict reservation to time slots = alle reserveringer benytter hele time slots
* kan f. eks. benyttes til 3 ha "timepris" for peak og fast pris for off peak time slot types
* "timepris"/pris per pabegynt timeslot: time slot = f. eks. 1 time for mange tidsperioder med peak (fee type =
reservation (h) med timepris x)
* fast pris: time slot = f. eks. 8 timer for én tidsperiode med off peak => bestemt pris for hele perioden
(fee type = reservation (h) med timepris y = fastpris/8)



I nst ru ment Settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable

RESTRICT THIS TAB RELATES TO OPERATION HOURS FOR THIS RESOURCE. IF THIS RESOURCE CAN ONLY BE
RESERVATIONS TO TIME BOOKED FOR TRAINING PURPOSES, THEN PLEASE MAKE SURE TO SET IT TO NOT ALLOW USER
s,ots @ RESERVATIONS

Reservation Working Hours ¢

WEEK DAY FROM TIME TO TIME TIME SLOT TYPE
Monday 08:00 18:00 Peak
Monday 18:00 08:00 Off Peak
Tuesday 08:00 18:00 Peak
Tuesday 18:00 08:00 Off Peak

Wednesday 08:00 18:00 Peak

Wednesday 18:00 08:00 Off Peak

Thursday 08.00 18:00 Peak

“ ‘ ‘ [ Cancel l [ Make this into a template

Spesialtilfelle 2:

* lage en "blokk" der det ikke gar an a reserve tid
* ikke lag time slots der "blokken" skal vaere => at tidsintervallet med "blokk" skraveres gratt i kalenderen
* det er ikke mulig & reservere tidsintervallet som er "blokkert"
* det er ikke mulig & reservere et tidsintervall som inneholder "blokken"



Restrictions

Det er tre nivaer for booking regler:

* For utvalgte brukere
* For et bestemt instrument

* For en bestemt core/fasilitet

Instrument Settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable

prioritet




Regler for booking (2)

Regler for "brukere»:

Instruments List

o  defineres under instruments -

Accompanled Services

permission levels - trykk pa for a lage nye

Instrument Price Categorles
Clone Instrument Sett:/ re g I e r
Cores Reservation Perp#Ssions

Kan velge mellom:

* enten antall timer per dag/uke/maned og T
antall apne bookinger

Permission Type Reservation Period Limitations

Max Open Orders
Max Orders/Day(h) —
Max Order/Week (h) =
Max Order/Month (h) —
Max Orders/Quarter

User Can Ask to Exceed This Permission by
Speclfic Approval from Instrument Admin



Regler for booking (3)

e eller start/slutt for booking-
vindu og maks tid i forkant av —

forsgket det er lov @ booke \ o .

Booking Window End

Max Time Ahead O Fixed Date (Inclusive) ©

O Allowed Days Ahead ©

10

User Can Ask to Exceed This Permission by
Speclific Approval from Instrument Admin

Add Permission Back



Regler for booking (4)

Reglene/permission levels for brukere legges inn under:
* instruments settings — restrictions — user permission

18 N/A N/A All Groups T Peak N/A

¢ I n Next Showing 1to 1of 1entries



Regler for booking (5)

Regler for et instrument
e defineres under instrument settings — restrictions — reservation restrictions

kan velge mellom
* |lengde pa booking — min/max
* tid mellom bookinger for brukere/org. unit/universitet

 antall timer/dager eller klokkeslett samme dag det ma bookes f@r instrumentet skal
brukes



.
Instrument Settlngs Olympus SpinSP SoRa/IBV - | ble - Freely bookabl
Resource  Asset Files  Working Restriction Qbncellation Training Assisted
Hours Sessions
Resource Asset Files Working Hours Restrictions Covid-19 Cancellation Training Sessions Assisted Prerequisite trainings Notifications Access Control
Covid-19 Restrictions
Physical Distancing restrictions
PROXIMITY UNDER 2M WiTH @ Select All
OTHER USER GROUPS ARE NOT ALLOWED TO Select Al
OVERLAP WITH
PARTIAL ATTENDANCE: START DURATION(M) o 0 :
PARTIAL ATTENDANCE: END DURATION (M) @ 0 o
m‘ Update and Go Back ” Cancel ][ Make this into a template

L) (O) (=

Prerequisite Notifications

trainings

Accompanied

Access
Control

Accompanied



Regler for C anc ellation I nstrument Setti ngS Coulometric titration/ CHE - Loanable - Approval required

Defineres under instrument settings - cancellation
* forhindre kansellering samme dag etter bestemt klokkeslett

o angi klokkeslett her: ~—
Cancellation Policy
 andre regler kan defineres her:

# HOURS BEFORE START % OF RESERVATION COST ALLOW USERS TO

No data available in table

Add New Record T T v
angi antall timer fgr start angi prosent av ulike regler/betingelser
(av forsgket) kostnad som skal * no changes allowed
regelen gjelder for belastes * allow to modify

* allow to cancel

* ved valg av flere regler er det den som er "sist passert pa tidslinjen" (fram mot start av forsgket) som gjelder



Tr a i n i n g S e S S i O n InStrument Settings Coulometric titration/ CHE - Loanable - Approval required (!)

1. velginstrument og fanen "training sessions”

2. klikk pa gverst til hgyre for a legge til en ny treningsgkt

Tuesday, June 29, 2021 Wednesday, June 30, 2021 Thursday, July 1, 2021

3. treningsgktene blir synlige i kalenderen
a. brukere kan booke seg inn selv
b. admin kan legge til brukere

4. admin
a. angir minimum og maskimum antall deltager
b. godkjenner brukere etter at de har booket trening
c. angirom det er tidsfrist for 3 oppna minimum antall deltageré

\ RES AINING SIGN UPS AS APPROVED ) PENDING DRAFT



Assistanse

| nstrument Setti NS Coulomeic raton CHE - Loanale - Appoel reured

1. velginstrument og fanen "assisted”

2. velg om assistansen skal veere

d.

valgfri = sla pa gverste knapp (eventuell assistanse
ma godkjennes)

obligatorisk = sla pa de to gverste knappene

l. assistanse er obligatorisk for fgrste reservasjon

Il.  admin kan velge om assistanse er obligatorisk etter fgrste
reservasjon = admin godkjenner (den fgrste og ogsa)
framtidige reservasjoner (se neste lysark) —

lll.  hvis bruker likevel ber om assistanse etter f@rste
reservasjon ma den godkjennes

tilgjengelig KUN for bestemte tidsintervaller (vises i

kalenderen) = sla pa de tre gvertse knappene /
.

enten "assisted reservations weekly repetive hours"

Il. eller "assisted reservations specific hours"

m



Assistanse

3. ved admin godkjenning av assistert reservasjon kan det velges om:
a. det kun er den aktuelle reservasjonen som godkjennes
b. framtidige reservasjoner ogsa skal godkjennes => automatisk opprettelse av en "user training"
c. det skal registreres en ny "user training" => ikke automatisk godkjenning av framtidige reservasjoner

USER TRAINING

Would You Like to Create a New Training Record for This User?
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I nStrument Settings Olympus SpinSP SoRa/IBV - Loanable - Freely bookable CC:)o E-_I]

Resource Asset Files Working Restrictions Covid- Cancellation Training Assisted Prerequisite Notifications Access Accompanied

Hours 19 Sessions trainings Control



Resource Asset Files Working Hours Restrictions Covid-19 Cancellation Training Sessions

Prerequisite trainings

SET AS A PREREQUISITE TO OTHER v No

RESOURCES RESERVATIONS® @) To all instruments in my core

RESERVING THIS INSTRUMENT To all instruments within the Asset Group within the core
REQUIRES A VALID TRAINING ON

To all instruments within Asset Sub Group within the core

ADDITIONAL PREREQUISITES @ Specific Instruments in the core

Specific Instruments from various cores

E=N

Update and Go Back ] ‘ Cancel H Make this into a template

Assisted

Prerequisite trainings

Notifications

Access Control

Accompanied



Instrument Settings Olympus SpinSP SoRa/IBV - | bl

bl

Resource Asset Files Working Restrictions Covid- Cancellation

Notifications =

Resource Asset Files Working Hours Restrictions Covid-19 Cancellation Training Sessions Assisted Prerequisite trainings Notifications

Add New Instrument Notification ¢

INSTRUMENT NOTIFICATION TYPE @)

on Type
WHICH ROLES To NoTIFY @ Please Select Roles to notify

ADDITIONAL EMAILS @)

Add Notification

A
INSTRUMENT NOTIFICATION TYPE WHICH ROLES TO NOTIFY ADDITIONAL SETTINGS ADDITIONAL EMAILS
Approval Required Reservations Core Emails
Previous Next Showing 1to 1of 1 entries Search:

m[ Update and Go Back ‘ ‘ Cancel ’ ‘ Make this into a template

- Freely b

Training
Sessions

Assisted

Access Control

Edit

Show

=

Prerequisite
trainings

Notifications

Accompanied

Delete

a
v

entries

Access
Control

Accompanied



Resource Asset Files Working Hours Restrictions Covid-19 Cancellation Training Sessions Assisted Prerequisite trainings Notifications Access Control Accompanied

Access Control/ Usage Settings

USE ACCESS CONTROL ON THIS INSTRUMENT € () LoanaeLe @ Self Service

“«

MANDATORY OFFLINE SERVICES ENTRY
FOR USAGE END

"Please Select anConcumat

“«

operaTION TYPE @ Usage Form

[ Update and Go Back Cancel Make this into a template




Instrument Settings oiympus spinsP soRa/IBV - Loanable - Freely bookabl So) (OO

Resource Asset Files Working Restrictions Covid- Cancellation Training Assisted Prerequisite Notifications
Hours 19 Sessions trainings
Resource Asset Files Working Hours Restrictions Covid-19 Cancellation Training Sessions Assisted Prerequisite trainings Notifications Access Control Accompanied

Assign existing Accompanied Services to this instrument.

Accompanied Services are an additional selection required upon making a Reservation/Usage.

You can use this to force your users to select an additional service out of a list of services that can be committed on this instrument, or for any other selection that you want them to make upon using this instrument. Accompanied Services are shared by default across
all the instruments that they are defined at.

In this sense, if you have a limited resources of Unaccompanied Services, you can make sure that the system automatically prevents users from overbooking them for the same time slot.

Examples:

- Reserving time of a specific staff person that can be reserved across multiple instruments

- Reserving a specific rotor for a centrifuge when this rotor can be used on other centrifuges.

Default Accompanied service \ Select an Option

u)

taff rride p Prevention
Name +nhmﬂllb EHW Fr:nlng: Fusm Form IActlwllnvoneo Mode |Pcth Process Name

Instrument Price |Mln Reservation IMuxImum Reservation verall Minimum
ICategory |D |C (h) eservation Gap (H)

No Data Found

G SH [ [ [ | Gl | [cerm

| I I V]

m‘ Update and Go Back ] [ Cancel ][ Make this into a template ]

Access
Control



