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Intro to MicFac-BookitLab (sso version)

Contents
1. Login (JHU SSO) & Landing page navigation (Desktop); Logout
Alternative: Mobile app BookitLab is available at Apple App Store and Android Play Store.

2. Customizing/Confirming User Profile, Alerts/Notifications
3. Quick Actions: Reservations
4. Alternative Reservation methods: Reservation Scheduler (details), Timeline

1. Login (JHU SSO) & Landing page navigation

bokitlab ,, %
1.1. Go to https://core.bookitlab.com/microscopy-jhmi/ Il o
1.2. Click JHU SSO Login button (see right) and use JHED@jh.edu to o | fﬁj 2
login. Links for installing the mobile app are at the bottom of this
screen.

1.3. For returning users, BookitLab will continue from your /ast screen.
For new users, the initial screen is the Main Dashboard (see below

right). The Main Menu is along the left T ER T T ST ™3
=" Menujfabelsy DLt .
of the screen, and you can use the Henytate) &ogou
= . . f ) Dashboard
— - A
icon in the upper-left to toggle its e e .

text labels to save screen space. When
you click your name in the upper-right, a
menu to Customize User Settings and
Log out appear. The rest of the Main
Dashboard shows Quick Actions
(customizable) and a timeline schedule
of instruments.

1.4. Main Menu Within the Main Menu is
All Instruments/Assets, and it has a sub-menu Fav Instruments that is a useful shortcut to
making reservations on your favorite instruments (see §2.3).

1.5. Quick Actions widgets can be customized. Potentially useful widgets are:

1.5.1. Upcoming Reservations (see §3.1): Quick access to making new reservations, as well
as viewing upcoming schedule of reservations.

1.5.2. Usages: Quick access to start a last-minute reservation (i.e. ‘live usage’); needed for
instruments under Access Control (e.g. Zeiss LSM confocals).

1.5.3. Work Orders: Quick access to report a problem with the instrument or work area.

1.6. Log out: Click on your name in the upper-right of the screen and Log out is at the bottom of
the menu.
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2. Customizing/Confirming: User Profile, Alerts/Notifications

2.1. Confirming Your User Profile (email!) &.----1
2.1.1. Confirm your email and Display name. B - P @ CongeCatrdar
. . . ¥ Profile Edity¥ouyUserDetailsyy [ & Outlook Calendar
Click on (a) your name in the upper-right of - B o cncreme
the screen to reveal a drop-down menu. B o] CORE COMM ‘
From the menu, select (b) User Details to e A Notitations
show your User Profile in BookitLab. v e tpus o . ChieCKAYOL o
) . ) L, * ”E o  LogOut
2.1.2. Review your User Profile, particularly
your Display Name and your email (¢)
(all communications from BookitLab to
this email address).
2.1.3. To change these values, click on 3 : i
(d) icon to wake a new window. o '
Edit (e) fields as needed (Full Name is ”'
your Display Name). Make sure to click e
(f) Save Changes. " () o st
s w 6 ---------------

2.2. Establishing Reservation Alert

Stabl . b kitlab = =S
Notifications (Instrument-specific)

2.2.1. From the Main Menu (left side of screen), clickon | * ™ All Instruments/ Ass
(a) All Instruments/Assets, which reveal a submenu. - @ = i
Click on (b) All Instruments/Assets to show the
instruments available in the MicFac. To filter the G e
choices, type appropriate text into (¢) Search box. Publictons =
This example uses ‘confocal’ to search. i =

2.2.2. Click on the Instrument (Asset) that you want . s x Jeies LSM 780 FCS .
to attach alert notifications. In the screen shot, — —
the display is showing ‘Cards’, but ‘Table’ view —— (< € § At Dot
will work also. This example used ‘Zeiss LSM pres—  [r—
780 FCS’ as the example. A panel will open e A =
along the right side of the screen, listing the ey oy
details of the instrument. o] = Timene

2.2.3. In the panel describing the instrument details, click on the 0 i
(d) triples-dots near the upper-right corner of the panel. A menu will ——— o
appear. Click on the entry (e) Notifications/Waiting List. @:_ 4 Netatons/atre it N

& Outlook/ Google




2.2.4. In the floating panel, Resource
Notification Settings, there are
three fields to consider.

e Resource specifies the
Instrument that will have an alert
notification. Default is the

instrument you chose in prior steps,
but you could change the Instrument

if you wish.

e Upcoming Reservation
notification is a great way to get

reminders of upcoming reservations.

We recommend checking the box
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ASSETS

TS MAP

ORY

Resource Notification Settings
f ce

User Name:

Notification Settings For All Resources
(] Upcoming Reservations Dally Digest

Specifyy nstiument
nitninlnkabnbaiainlntatale
Resource: | Zeiss LSM 780 FCS A2 I
L e e b b |
Upgo;ning Reéeﬁoﬁo& n_oti_ficgti%n! ——
I @ Notity me before reservation start | 24 Hour: -
“Res
o, o, o o, o o, s S s ) 4

Upcoming training session notification
p g g Remi
[ Notify me before Training Session start Hours

Reservation Cancellations

O Do Not Notify Me.
—— -

.\Z'Qéaitz LisH

Usage End Notification (@@9.Q|@.QD§

[} @ Notify on cancellations occuring In the next | 46 % | Hours

@Po Not Notify Me

CoNonif

jation)

)

© Notify me when a reservation wa

l Save Ii

———

and setting the value to 24h in advance. Remember that reservations for popular microscopes
(e.g. confocals) cannot be canceled less than 20h prior to the reservation.

¢ Reservation Cancellations is a waiting list. If you want to be on the waiting list, check the box
and specify the window of time. We recommend setting 48h-96h as the time window, spanning

2d-4d ahead.

2.2.5. Click the Save button to same changes to your Notification Settings.
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3. Quick Actions: Reservations
3.1. Quick Action - Book A Reservation

Quick Actions

3.1.1. To create a quick action for a reservation, click on the D oo areem et o ot
Reservation button in the Upcoming reservations Widget (see right). Ploceareseruationor vewschedule
3.1.2. In the Create Reservation window (see below-right), you will first [ i weervecer

choose the instrument to book a ammmml
reservation. Each of the possible Create Reservation x

instruments is either a tile card (Cards
view) or a row in a table (Table view) in
the bottom half of the screen. Type text
in the Search box to filter (this example
uses ‘confocal’ in the Search box); only
instruments that match search text
should display. Change the display
(Table vs Cards) in the upper right of the
screen. For convenience, recent choices appear IR
under the search/filter area. Resenvation  »
Click on the instrument you want to reserve. €

---------

g

— Recentlyy Used|
________________ i Instiument

3i Spinning Disk Confocal

& kg

o Status Up

« Buiding Physiclozy

* Building Physiology  Building Wood Basic Sci (WBSE)

[
[
Zeiss LSM 700 Confocal Zeiss LSM 780 FCS Zeiss LSM 800 GaAsP. Zeiss LSM 880 Airyscan FA.. A
.t 30 s et ctm \

p———— - e —— T —— A

Side)Ranell |}

o8 A > @ Calendar by Week v

3.1.3. After choosing the instrument, the Calendar
Scheduler window opens with the reservation side
panel ready to accept details of the reservation. You
have a choice of graphical interface to ‘draw’ in the
calendar, dragging and reshaping the reservation

Wed, 5.Jul Th, 6 Jul Fri, 7 Jul Sat, 8 Jul

time. Alternatively, you can specify the start and end RepetieRservaton
. . . Graphieall Interface)
times separately by selecting the text in the (dfags reshape)
reservation side panel. -

Unlike our prior WebCalendar, you must specify N—
your lab’s Budget Number, particularly if your lab has 7
mu |t| pl e b u d g etS . [t _noviceBug=MickacaiStart=2023-07-06T15:2000&End=2023-07-06T16:20:008defaultMuli= gl pon oo

There’s more than one way to get to the Calendar Scheduler window, and additional controls
of this window are described in §4.1.

3.1.4. Click Save in lower-left of reservation side panel. A ‘Reservation created successfully’
message should appear and a confirmatory email sent to your User Profile email.

3.1.5. You can cancel your reservation attempt by either clicking the ‘x’ in the upper-right, or the
‘x Close’ in the lower-right.
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4. Alternative Reservation methods: Reservations/Schedule, Timeline

There are multiple ways to get to the graphical Calendar Scheduler. Quick Action (see §3.1) is
one way. Two other common ways are (1) via the Reservation heading on the Main Menu, and (2) via
the Timelines in the Dashboard. The Calendar Scheduler is a powerful user interface to view
reservations and detailed instructions are included below in §4.1.

4.1. Schedule (detailed Calendar Scheduler instructions)

4.1.1. In the Main Menu (left side of screen), click on (a) Reservations, which

reveal a submenu. Click on (b) Schedule to show the Calendar
Schedule window.

4.1.2. Instruments:

If Reservations for too many instruments are showing,

click on (c) Filters.

= Your first time using this tool will require you to specify the type of filter

apply. From the pop-up menu, choose ‘Service’, which is individual

instruments.

= |f you want to filter by individual instruments, select them from
the pull-down menu next to Service (see right).

» |f you want to use a preset Fav List groupings, select the
appropriate list from Instrument List (see right).

4.1.3. Graphical Calendar Display: The control regions are identified

below. [

Q MF Novice User

ISETS

lChoosyns,tLu_ms:ian)Ind_l,w.dy,allw

baDkitlab =
Calend
Y Filters 0°

Service:

#4 DASHBOARD

2= CORES

W ALLINSTRUMENTS/ ASSETS
@ RESERvATIONS @

Schedule °

Reservations History

sun, 2|
800 AM

Usage History 900 AM

b TRAINING 10:00 AM
PN INTERACTIVE ASSETSMAP  11:00 A

B3 WORKORDERS 1200PM

Calendar

Y Filters @ <

Calendar

Filters @ - < S
lastjwky

Mon, 3 Jul

jdate)

Sun, 2 Jul Wed, 5 Jul Thu, 6 Jul

am

ber ar
——— --....-...— -
Instrument List [} PLease seLecT AviEW ~gx
§ Ada copes (Microscope Facility) |
+ AddFilter l I
Basic, sht Micsoseapes iicrpgcope Facility)

100PM

200PM

300PM

400PM

500PM

4.1.4. Making Reservations: You can click on the

‘+ Add Reservation’ button in the upper right, or you
can draw directly in the graphical Calendar your
desired time slot, moving or resizing as needed. The
reservation side panel opens to show details of the
reservation as you draw.

» The Instrument Selector allows you to choose the
instrument reservations. Warning: You should have
only one instrument in the selector.

» The Time/text interface allows you to specify the
start and end times directly, fine-tuning any graphical
selections.

» You must specify your lab’s Budget Number,
particularly if your lab has multiple budgets.

& a > &

Wed, 5 Jul Th, 6 Jul Fi, 7 Jul

GraphicallInterface)
(@ragy, reshape))

MF Novice User

Resel

Calendar by Week v/

sat, 8 Jul

=

/2023 5:00PM 1

Do Not Repeat

interface)

=is Reservaﬂonj
Side) Ranell

Mustidefine)
~~lkdb)Budget!)
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» To estimate the cost of the reservation, click on the triple-dots in the

reservation side panel. Both sets of triple-dots (near top and near

bottom of panel) bring up similar menu functions, including Calculate,

which will display the estimated cost of the reservation.

= Click Save in lower-left of reservation side panel. A ‘Reservation

created successfully’ message box should appear and a confirmatory

email sent to your User Profile email.

To cancel your reservation attempt by either clicking the ‘X’ in the
upper-right, or the ‘x Close’ in the lower-right.

4.1.5. Editing Reservations: Just click on a reservation in the graphical

Calendar Scheduler and its details will show in the reservation side panel. You can only alter

your own reservations.

4.1.6. Display Period: In the Graphical Display Control area (see §4.1.3
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CreateReserva.. i1 & X

B Save For Later
—
B Calcul "

| iy
& Create and Clone

X Close

i@ Calendar by Week

above,

button at right), there is a pull-down menu that can change the period of time displayed. Your

choices are Day, Week, and Month. In §4.1.3, the button is labeled

‘Calendar by Week’

(showing week-long view), but the label changes depending on the current period displayed.

4.2. Timeline

4.2.1. In the Main Menu (left side of screen), click on (a) Dashboard, which

reveal a submenu. Click on (b) Main Dashboard to show the Quick
Actions and Timeline below it. For the full-screen Timeline, click
(c) & zoom icon right next to Timeline above the top-most timeline.

The Timeline window should expand to fill the full panel (Quick Actions

no longer visible).

4.2.2. Instruments (Timeline rows): Like Calendar Scheduler, to
reduce the number of instruments listed, click on (c) Filters.

» Your first time using this tool will require you to specify the type
of filter apply. From the pop-up menu, choose ‘Service’, which is
individual instruments.

= [f you want to filter by individual instruments, select them from
the pull-down menu next to Service (see right).

= |f you want to use a preset Fav List groupings, select the
appropriate list from Instrument List (see right).

4.2.3. Time resolution (Timeline width): In the upper-right, there is a
pull-down menu that can change the period of time displayed.

Your choices are Day, Week, Month, Quarter, and Year. The label of the

menu button changes depending on the current period displayed. In

at right, the button is labeled ‘Timeline by Week’ (showing week-long view). a2

b@kitlab

Main Dashboard

Custom Dashboards
£ CORES
M ALLINSTRUMENTS/ ASSETS

B RESERVATIONS

Timeling, (2 =

4b TRAINING

W INTERACTIVE ASSETS MAP < Jl02-08 v My

m Timeline

'Y Filters @ < Jul
Chogse)instruments)individuallyy
s | z !

ervice _Is B X
o O e ey
Instrument List [} | peasesetectaview

+ Add Filter
P B Advanced Microscopes (Micror

|
X Basicd ight Microseapes iMisnosgope Facilit

SD Confocals (Mi

=
e Faci
2 3
DR cica e 1. —
CTraD UpL Wee el R

iS Timeline by Week v

example

4.2.4. Making/ Reservations: The controls are identical to Calendar scheduler (§4.1.4), but
oriented horizontally. You can draw directly in the graphical Timeline your desired time slot,
moving or resizing as needed. The reservation side panel opens to show details of the

reservation as you draw.

4.2.5. Editing Reservations: Just click on a reservation in the graphical Timeline and its details will
show in the reservation side panel. You can only alter your own reservations.




