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Overview

This guide will walk you through each of the different functions in the OnCore Facility (OCF)
Scheduler. Due to minor updates and enhancements made to the program, some of the
functionality in the OnCore Facility Scheduler may be slightly different as described in this

Current Scenario

But also has to deal with a
personal schedules.
Shared (core)

IEIES
schedule

Busy scientists using
multiple core resources.

Ji1E]

. Schdule
Nikon

Confocal @

SchduIe Do you know where it is ?

JiE]

)

Scheduling on resources is done by scratching dates on a pad of paper located near the
resource.

Every one has their own personal schedules using post-it notes, pocket calendars,
handheld devices and computers.

You or your secretary may schedule many different meetings.

Data obtained by you or your representative from the resource session may be stored
on multiple removable drives or network drives.

The OCF Scheduler will try to help you organize your schedules and data in one convenient
location by making them accessible using the web.
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The users can coordinate their schedules and data in one place.

Organize all your
schedules in one place.
Nikon
Confocal g

Share a meeting
date.

schedule

Personal
Schedule

Link data to
experiments.

Computlng Make notes. I
Track and refer back to your data where

ever they are (HD, floppy, ZIP, network
drive, etc).

The OCF Scheduler user will use the system to schedule both professional and personal events.

The scheduler user will be able to schedule professional and personal events as well as
tracking data gathered while using the resources in a single environment. However, all
personal schedules are kept private and are not track by any resource administrator.

e Allows scheduler to cross talk with other core services.

o Allows scheduler to incorporate your personal schedule.

o Get detailed tracking and reporting of usage in different accounts.

o Get email, pager or phone reminders.

¢ Interfaces with PDAs.

e Link data gathered from other core services.

e Add notes to each session.

e Easily search notes and retrieve data.

¢ Grant other users access your calendar or data.

e Schedule a meeting by asking your participants to confirm.
Requirements

¢ You must register for a user account and follow your departmental policies.

5
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e The scheduler requires cookies and java to be enabled in your browser. Please refer to
your browser’s “Help” section for guidance in setting your browser preferences.

Navigating the Scheduler

You will be required to log into the system to view the scheduler. However, visitors may view
resources in the Resource Schedule. Before we continue with this guide, get a feel for the
navigating tools and windows in the OCF Scheduler.

Some Terminologies Used in the Guide

Resource = Nikon Confocal, FACS, a computer, etc.

Session = the time slot you have signed up for.

Event = what is happening during the sign up time (cy3 in situ...).
Description = (optional) detailed information about the event.
Schedule = calendar.

Below is an example of the typical page in the Scheduler.

Resource Schedule Personal Schedule My Data Public Calendars Search

Scheduler User
Edit User Information

Set Password

Accounts

Login Name: USER Address; 1041 E. Lowell 5t

Room #: BSW240
ile Status:  User Profile Complete

2 City: Tucson
First Scheduler YOUr Login
State: AZ .
Last Ham User Status IS
E-mail address\_ agelon@u.arizona.edu e Ber21-0088 located at the
Alternate email: T bOttom Of the
*Affiliation: | In-state University

page above the
Navigation
Links.

Phone: (520) 8X-5791

*Department: | &

Pl

*Preferred
) |Account:

Make Public: []

(Let other users view your persons! cale)

121212

sdditions! sccounts can be thpfugh profile accounts

Resource:| [ Month:|anz007 %] Week: sanz7-Febz [v| Year:|z003[v]

Navigation

You are legged in as: User, Scheduler Links
Login/l ogout § Preferences | Profile

Personal Schedule | Resource Schedules | Another User's Calendar | Search

At the top of the page are the Navigation Tabs
to easily navigate the Resource Schedule,
Personal Schedule, My Data, Public Calendars
and the Search Tool.

The Navigation Bar allows you to
navigate user settings.
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Setting up a New User Profile

Resource User Guide

Visit your departmental resource page to access the OCF Scheduler.

Resource Schedule Personal Schedule

OCF Scheduler

Note: This application requires cookies to be enabled.

OCF Scheduler

My Data

Scheduler Login

Mew User Sign up

User Name:

Password:

J

D Kzep me logged in on this machine.
Forgot vour logon information?

Public Calendars

Search

e Click on the “New User Sign up” link to access the new user registration page and

create a user profile.

Hew User Registration
Address:
Login Name: 1o spaces please
Room #
First Hame:
City:
Lazt Name:
State:
E-mail address:
Zipcode:
Alternate email: . '
Affiliation: | NOT SELECTED [l

Phone:

Make Public:
Pazsword;

Password (again):

This information is not required if
the resource that you want access
is a free resource.

e Fill out the form.

|:| fLet other users view your personal calendar)

Department: MOT SELECTED

Pl

Account &

*Required for billable resources

<1

*required information for billable resources:

| NOT SELECTED |

additicnsl sccounts can be added Ialer

e For billable resources, include your P.l. and account number if you will be using any

billable resources.
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New User Registration

Address: 1041 E. Lowell 5t

Login Hame: agellon N0 E0ECEE plsass

Room #: 240
First Hame: Al

City: Tuczon
Last Hame: Agelion

State: AT

E-mail address: agellon@u.arizona.edu
Zipcode: 85721
Alternate email:

Affiliation: : In-state University V§
Phone; (520} 82117897 i ey

III-E|:]-aa|r‘tment:g;—‘«F‘.L—EIic:tn.=.-chn|:|I|:|g*5r |
Make Public: {Let other users view your personal calendar) | *required information for billable resources:
Password: sesmew P | NOT SELECTED [we

Account &

Pazsword {again); esssss
sdditional sccounts can be sdded 1aler

*Reguired for billable resources
e Click on “Submit” to create a new profile.

You can always edit your user profile after you have created it.
This action will take you to the Resource Scheduler page listing all current services in the

group.
Alternate

New User — Email Already in the Database

If you are creating a new user account but although you have previously created one, a
message in a new page will indicate this.

The email specified is already in use

The email you specified is already registered in the system

Request User Account Information: (Schedwler User)
Email Address adellon@u.arizong.edy

You may inquire about the account information that was previously created or simply create
another account with the same email address.
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Send me my account information | Create another account with this email | |

Clicking on the “Send me my account information” button will send you an email
messages containing your login name and password.

Dear Scheduler User,
OCF Scheduler login information:

Login Name: USER
Password: what?iexist?

This information was sent to agellon@u.arizona.edu because a request for login/password was
made from 128.196.193.109 on May 21, 2003, 12:56 pm

Thank you,
OCF Scheduler Administrator

Clicking on the “Create another account with this email” button will continue with the
new account set-up with the same email address. This option is especially useful for

administrators or those who want to keep different profiles for different accounts.
Make sure to re-enter a password

Microsoft Internet Exp EI

& You did mat enter a walue inbo the Password feld, This is a required field, Please anter it now,

14 |

Account Information

The account information is only required if you requested a billable resource when
you signed up for an account. For example, some departments may have many
resources where resources are available free of use such as departmental or group
computer workstations.

If you do no include the billing information, your profile status is complete but in the
“User Information” section, will have an asterisk (*) next to your status. However, when
you request to use a billable resource, you will be required to provide an account
number and account holder (Principal Investigator). Your status will become
“‘Complete”.
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Alternate

New User — New Account Number in the Database

This window appears if you have requested a billable resource and your account number is not
in our database.

User Registration

Pleaze provide the requested information to complete the: registration

Account Information

Account number yvou specified iz not in the database.
Plea=se provide the following information for:account number 121212;

it
Account Mame Account Number

| 121212

De=cription

Expiration Date

| [l el [

e Enter the account name: You can add several accounts in your user profile by
specifying unique names to each of your accounts.

e Enter a description: Give a short description of your account.

e Enter an expiration date: Enter the date when your account will be terminated.

Review Your Profile

Once you have created your profile, you will be taken to the Resource Schedule page listing all
resources currently in service. Scroll down at the bottom of the page. There, you will see your
logon status.

You are logged in as: User, Scheduler
Login/Logout | Preferences | Profie

Personal Schedule | Resource Schedules | Another User's Calendar | Search

Before you proceed to scheduling a resource, double-check your user information.

e To view or update your profile, scroll down to click on the “Profile” link.

10
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The Profile Manager

The profile manager page will allow you to edit your information; change your password and
add/delete additional account associations to your user name.

| Resource Schedule | Personal Schedule 11 My Data | Public Calendars | Search

Set Password

—ET—

Login Hame: USER

Profile Status:  User Profile Complete

First Hame:
Last Name:

E-mail address:

Alternate email:

Affiliati Eln-state University [vE

Phone:

*Department: | ARL

*PL:

Make Public: []

*Preferred
{Let other users view your personal calendar) | A t:

additional accounts can be through profile sccounts

Resource: | [%| Month:|Jan2003 [+] Week:|lan27-Feb2 [v] Year: | 2003 [

You are logged in as: User, Scheduler
Login/Logout | Preferences | Profile

Personal Schedule | Resource Schedules | Another User's Calendar | Search

e Make the necessary changes.
e Click on the “Submit” button to update the changes.

Setting Your Password

You may change your password at anytime by accessing the Profile Manger.

Hew Password: I

Verify Password: I

Set Passwaori

e Enter a new password.
e Re-enter the new password.
e Click on “Set Password” to update the changes.

11
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Accounts

The account information is listed in the accounts list page. You may enter multiple accounts
using a single profile. And, you may remove obsolete accounts here. The information will
show the account names that you have given them, account numbers, expiration dates and

your descriptions of the accounts. You may choose which default account is used by the
Scheduler.

Resource Schedule Personal Schedule My Data Fublic Calendars Search
Scheduler User Scheduler User Preferred Account List
Set Password
Account Name fNumberl| Account DescriptionfDefauitf |
NSF1 101010 | 11/44/z003 ACCOUNMIOUSETOr | e
image analyses.
General Account 121212 | 12/25i2003 for analysis # |remove
Add Account Number: Add To List
Resource: | v| Month: | Jan2003 [v| Week: Jan27-Feb2 |v| Year: |2003 |+

You are logged in as: User, Scheduler
Login/Logout | Preferences | Profile

e Choose the appropriate account as your default account (click on the radio button under
the “Default” heading.
e Toremove obsolete accounts, click on the “Remove” link.

NOTICE: When you click on the “Remove” link, you will NOT get a verification
pop-up notice. You account profile will be remove immediately.

Add a New Account

Add Account Humber: I Add To List |

e Enter the account number in the text box.
e Click on the “Add to List” button to submit the account number.

If the account number is not already in the database, a new page will open.

12
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Add New Account

This account is not in the database.
Please provide the requested information about this account.

Account Name Account Humber
222111

Description

Expiration Date

| ol | v

Enter the name of the account.

Give a description of the account.

Enter the expiration date by using the pull down menu.

Click on the “Save” button to create the new account

OR, Click on the “Exit” button to abort the creation of a new account.

Setting Your Preferences

You may customize the way you view your calendar here.

] Resource Schedule | Personal Schedule 1 My Data ] Public Calendars ] Search
Preferences
Language:
Preferred view:
Include Invites: O Yee @ No
Time format: ) 12 hour &) 24 hour

Display unapproved: ) ves () No
Display week number: (3) ves () nNg

Week starts on: £ Sunday ® Monday
Work hours: From -:3-:-0_6“ - to -%_T“lil- -
Colors

oosumercier: [ (5o

Calendar background: [

Calendar highlight: [ |[select.

Calendar text: { |

[ Save Preferences ] [ Help::: ]

Resource: [ Month: Jsan2003 [v| Week;|Jan27-Febz [v| Year:|2003[v

You are logged in as: User, Scheduler
LoginfLogout | Preferences | Profie
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Choose and set your preferred language and calendar views.

Calendar views may be set by day, week, month or year.

Click on “Yes” on the “Include Invites” if plan to use the collaborations feature of the
Scheduler.

Choose the time format.

Click on “Yes” on the “Display unapproved” if plan to use the collaborations feature of
the Scheduler. This will notify you of any invitations that need approval in the
Scheduler.

Choose whether to display the week number on the calendar.

Choose the day your week will start on.

Choose your workday window.

Choose your display color preferences of your calendar.

Click on the “Save Preferences” button to apply the preferences.

This action will open your personal schedule with your preferences displayed.

Sharing a Calendar

You may allow other members to view your calendar. Sharing your calendar is necessary for
the collaborations feature of the Scheduler.

Preferences

Language:

Preferred view:

Include Invites: "E} Yes {:} Mo
Time format: ) 12 hour %) 24 hour
Dizplay unapproved: @ es C- Mo
Display week number: @- es C} Mo

Week starts on: & sunday O Monday

Work hours: Frnmé 2:00am Vtu 5:00pm v

Colors

Document text: -
Bocument background:
Calendar background:
Calendar highlight:

Calendar text: -

wlle|ld||E]]E
wllw|la||e|lE
el

Save Preferences ] [ Help:. ]
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e Make sure to check “Include Invites” radio button
e Click on the “Save Preferences” button to apply the changes.
e This action will take you back to your “Personal Schedule”.

See “Inviting Members”.

Forgot My Password

If you have forgotten your “User Name” and/or “Password”, you may retrieve them here.

Scheduler Login

Hew User Sian up

U=ser Mame: USER

Paz=word:

@

|:| Feep me logged in on this machine,
Forgot vour logon information®

e Click on the “Forgot your logon information?” link at the “Scheduler Login” page.

This action will take you to the “Password Request Form”. If you have entered a different
email address at registration and do not remember it, please contact the appropriate resource
administrator. Alternatively, you may also create a new user profile with the correct
information.

15
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| Resource Schedule | Personal Schedule i Public Calendars | Search

128196 199 68

o, | [l | [2p02 [ae!
{ T M‘ﬂﬁﬂM. 7 - I

Loginil.ogout | Preferences | Profile

Personal Schedule | Resource Schedules | Ancther User's Calendar | Search | Export

OLCF Scheduler
Releaze Version 1.0
Developed by ARL Biotechnology Computing Faciltiss
Copyright @ 2002 Arizona Rezesarch Labratories
Allrights rezerved. Reguest permizsion to duplicate or redistribute in any form,

Enter your email address used at the time of registration.
¢ Click on the “Send my Password” button to request the Scheduler to email the login
information to you.

The Resource Schedule

Magnetic Resonance Facilities

Magnetic Resonance Imaging Systems:
o Biospec
4.7 Tesla small animal magnetic rezonance imaging system™

o DRX400
magnetic resonance spectroscopy and microimaging

o DRX500
magnetic resonance speciroscopy

o Signa Comp
clinical 1.5 Tesla whole-body magnetic resonance imaging system

PC Workstations:
o MRIRES
pe for data archiving

SGI Workstations:
o MRSGI
=gidata station for nmr data proces=sing

Resource: | Nikon Confocal Microscope M Month:

16
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e To see the schedules of resources, click on the links or choose the resource at the
“‘Resource” pull down menu at the bottom of the page.

The Resource Calendar

You must be an account holder to view this section. The OCF Scheduler requires cookies and
Java to be enabled in your browser. Please refer to your browser’s “Help” section for guidance
in setting your browser preferences.

Resource Schedule Personal Schedule My Data FPublic Calendars Search
December 2002 February 2003
Sun [Won [Tus [Wed [ Thu [Fr[Sat Sion [Won Tus [Wed The|FriSat
: T Jam_lary 2003_ _ -
T EEE Reservations for Ligeti Tl e
bR . e 5 10 Pl
e S 8 R . B 0 B § - S il £ R - 1 I e W v
g B b B 8 Sl B . b S 5
Sun Mon Tue Wed Thu Fri Sat
01 Add Hew® | 02 Add N=w® | 03 Add New® | 04 Add Hew®
05 Add Hew¥® | 06 Add Hew® | 07 Add Hew® | D8 Add Hea® | 00 Add Hew® | 10 Add Hew® [ 11 Add Hew®
e ChnECE Kk fnEan e B L iy A
12 Add New® | 13 Add New® [ 14 Add New® | 15 Add new® | 16 Add New® 147 Add New® | 18 Add How®
19 Add Hew® | 30 Add New® | 21 Add Hew® | 92 Add bew® [ 23 Agd rew® | 24 Add New® | 25 Add Hew®
sk OF
26 Add New® | 27 Add hew® | 28 Add New® | 00 Add New® | 50 Add tew® | 31 Add New®
{Wesr 03 ® 11am>Schedulsr User

Notify me when times become available

Resource: | Ligeti v| Month:|Jan2003 [v| Week: Jan26-Feb1 |v| Year:| 2003 |v|

e Use the pull-down menu for the “MONTH” views months past or future.

e Use the pull-down menu for a “SPECIFIC DATE” will open detail by day.

e You may choose to view by month, week or year by using the links at the bottom of the
calendar.

e Click on the “Add New” link to add an event.

e |f the day schedule is full, click on the “Notify” button to add you to a waiting list if a time
slot becomes available.

Viewing the Calendar

The calendar will be viewed according to how you set your preferences. To view by week,
month or year, click on the links or use the pull up menu to choose a specific date. To view the
calendar by day, click on a specific day (the number) to display the window by day. The current
date will be highlighted.

17
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Resource Schedule Personal Schedule My Data Public Calendars Search
December 2002 February 2003
‘}aﬂuary 2003 S (Wbon Tiie Wed: | Thiu [Fn E:st
Reservations for Ligeti e :
55
.4 3 == 4
<un Mon Tue Scheduler User cat
01 5 | Times 11:00am - 2:00pm SRR
/ an event
05 Add New® | 06 Add New® | OF Add Hew® | D8 Aufd | dESCFiptiDI'I Df an event Add New®
ek O
12 Add New® {13 Add New® Add New® | 16 Add tew® | 17 Add ew® | 18 Add New®
ez
19 Add tew® | 20 Audd tew® Add New® | 23 Add Mew® | 94 Add rewd
e The current
date will be
26 Add New® | 27 Add hew® Add New® | 30 Ldd New# | 39 hlghllghted
Ween 03)
|
[

Notify me when times become available

Resource: | Ligeti +| Month:|Jan2003 |%| Week: Jan26-Feb1 |v| Year:|2003|v|

Scheduled events will be displayed on the calendar. To visualize a brief description of an
event, simply move the mouse over it (see the image above). The event name and the
description associated with the event will be displayed and clicking on the event will show
details of that event.

e Mouse over a scheduled event to view the schedule synopsis.

Scheduling Time

The amount of time you may reserve prior to an event will be depending on how your resource
administrator configured the scheduler. Please refer to your resource web page for
information.

e Logon to the scheduler and proceed to the resource of interest.
e To schedule a time slot, click on the “Add New” link on the calendar.

Note: If you are accessing a billable resource for the first time, you will be required to
complete the billing information (see “Creating an Account List”). The scheduler will not
permit you to enter a time in the past.

If the resource that you are trying to access is not a billable resource (the managing
department will not charge you), the Scheduler will take you to the “Event Manager”.
Proceed to “Adding an Event”, otherwise you must first get authorization to use the
resource.

18
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Requesting Access

If a resource requires new user authorization, you will be given the option to request access.

The Killer PC 2 resource requires administrative approval

If yvou would like to use the Killer PC 2 schedule, you must first he granted access by the calendar administrator.
You will receive an email when your request has been processed.

Send Access Request

You will see the message above if a resource requires special approval before the initial
scheduling of time is permitted. This option is usually required if a resource requires special

training or certification. Send in a request and the resource administrator will contact you via
email with the authorization.

e Click on the “Send Access Request” button to submit a request.

If you try to log on without prior approval, a status report will be given to you.

The Killer PC 2 resource requires administrative approval

If you would like to use the Killer PC 2 schedule, you must first he granted access by the calendar administrator.
You will receive an email when your request has heen processed.

Your access request has been zubmitted to the Killer PC 2 administrator | but has not ywet been proceszed.

Once you receive an email notification from the Scheduler, you may then proceed to
scheduling an event.

19
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Adding an Event

Reserve Time for computer

Resource User Guide

Al Agellon The availability
of the resource

Availability

is displayed
Event Hame: ITirnE on the computer here.
Description: for analysis :I

[

Date: |22 =] |may =] 2003 | Select.. |
Time: |5 ;IIIIIII & am © pm
Duration: |1 hour TI

Session Requests (gmalied fo Acmin)

N O

Send confirmation email: |7

Send reminder: |1 ;”hn:nurs ;I in advance
Send to: W' agellongu.arizona.edu
Export this entry (Palm, Outlook, iCal) ¥ m

undays Al Doy
Mondays Al Dy
Tuesdays Al Dy
Wednesdays &l Day
Thursdays &l Day
Friday= Al Dy
Saturdays Al Day

Messages here will be
sent to the resource
administrator

Alternate email
addresses will show if
here.

Enter an event name.

Give a brief description of the event.

Enter a value in the “Send reminder” textbox.

alternate email address to use.

e |f you want to export the entry, click on the Export this entry (Palm, Outlook, iCal) g checkbox.

e Click on the “Save” button to save the event.

20

Enter the time, date, and duration of the scheduled event.
Enter any session requests in the “Session Requests” textbox.
If email confirmation is desired, check on the “Send confirmation email”’ checkbox.

If being reminded, check the correct email address to use- you may have configured an
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When you save the event, the scheduler will add your event to the calendar and if you
exported the entry, you will be prompted to save the file.

Events are written on the
reservations calendar
dawy 22 Add Ny when entries are
S-6G:00pm=Agellon submitted.
dew 20 Add Hew 30

i File Download

Some filez can harm your computer. [ the file information be
looks zugzpicious, or pou do not fully trust the zource,
zave thiz file.

Event entries can

be exported and
into PIMs or PDAs

File name: Sched<239 vz
File type:

From: amadeus. biosci. arizona. edu

Wwhould pou like to open the file or zave it to pour compker’?

Open | Save Cancel tare Info

v always ask before opening this type of file

e Click on the “Save” button to export the event to your PDA, Outlook or vCal. You will be
asked by your operating system where to store the file.

Scheduling Conflict

If an event entry is accepted, your request will be added to the calendar. However, if another
user has reserved time on a particular resource that you wish to use, you will be given an
option to be notified if the requested time becomes available.

21
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Reserve Time for Ligeti

Scheduler User

Scheduling Conflict (2:00pm-4:00pm)

* Al Agellon haz already resersed time for Ligeti during the requested time
Ky work { 1:00pm-4:00pm)

e If you wish to receive an email if the specific time becomes available, then click the
“‘Notify me when times become available” button.

Send notifications to.
agellonf@u.arizena.edu

e Select the desired email address(es) and click on the “Add Me” button. You will receive
an email notification each time another user's appointment is cancelled or if they finish
early (the user must log off the system).

Special Logon
Sometimes, users forget to log off systems or perhaps are scheduled but may be away

from work for a variety of reasons. In these special cases, contact your resource
administrator to override reservations.

The Event Manager

You must be an account holder to view this section. The OCF Scheduler requires cookies and
Java to be enabled in your browser. Please refer to your browser’s “Help” section for guidance
in setting your browser preferences.

22
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Event Overview

This view will display the information about your event entry.

Ligeti Reservation for Scheduler User

| EventOverview | Analysis
| View Calendar ||
Edit Entry Description: anzlyvsis’ of published dets
: el | Date: Thursday; Jlanuary 30, 2003

|_Notification Options || Time: 1:00pm
Duration: 180 minutes
e Priority: ledium
et Access: Public
Extend Session || Created by:  USER (youl

[ Resource Info | Updated: Tuesday, lanuary 28, 2003 10:4%am

Participants: Scheduler User

you have until January 28, 2003, 1:00 pm to modify or cancel this reservation

¢ Click on the “Event Overview” button on the navigation bar. The event manager will
post how much time you have to cancel a scheduled event.

View Calendar

This view will display the calendar according to your preference settings.

| Resource Schedule 11 Personal Schedule [ My Data [ Public Calendars Search

January 26 - February 1, 2003

Reservations for Ligeti
News Entry# New Entrvd Hews Entry & New Entry# New Entry# New Entryd New Entry#

Miewt Momth Sun Mon Tue Wed Thu Fri sat

Jan 26 Jan 27 Jan 28 Jan 29 Jan 30 Jan 31 Feb 01

&:00am

9:00am

10:00am

11:00am #* {1am>=Schediler Lser

12:00pm

1:00pm ® iom>Scheduler User  [# {om=Al Agellen

2:00pm

3:00pm

4:00pm

5:00pm

[Printer Friendly]
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e Click on the “View Calendar” button on the navigation bar to display the calendar.

Edit Entry

You may modify the event name, description, date, time and the duration of a scheduled event.
The event manager will also indicate up to when you may edit the event.

Edit Reservation for Ligeti
Event Overview Scheduler User

View Calendar
Edlit Entry Event Analysis Availability
Hame: ]

: Sundays Al Day
|__DeleteEntry __[{ERSEE lanalysis of published data A Mondays  AllDay
Notification Options ' Tuesdays  AllDay
Session Notes Wedine sdoys Al Hay
— | Thursdays = AllDay
|___Filelinks | | Fridays All Day
Extend Session *Date: : [ Jan 'rvE 2003 [vj[ Select.. Saturdays Al Day
Resource Info Tt 1

Duration: EShuurs lv

Re-Export this entry (Palm, Outlook, iCal) |:|

you have until January 28, 2003, 1:00 pm to modify or cancel this reservation

Click on the “Edit Entry” button on the navigation bar to modify your event entry.
Make the necessary edits to the entry then click on the “Save” button when completed.

Delete Entry

If you must delete an event within the minimum time to cancel, you must contact the resource
administrator to make the deletion for you.

x.,.;.:) Are you sure you want to delete this entry?

ook | Cance

e To delete an event, simply click on the “Delete Entry” button on the navigation bar.
e Confirm by clicking on “OK” button on the dialog box.
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Notification Options

The notification options will allow you to configure Scheduler to remind you of an upcoming
event or not. To modify your notification options, click on the “Notification Options” button on

the navigation bar.

Notification Options For Scheduler User
Analysis

Thuraday, January 30, 2003 at 1:00pm - <:00pm

Send reminder: Mo Reminder ELV_E huursEV_E in advance

Send to: [ ] agellon@u arizona edu

you have until January 28, 2003, 1:00 pm to modify or cancel this resenvation

e Add the number of hours before the email reminder will be sent out or do not remind
yourself by not checking the “Send to” checkbox.
¢ Click on the “Save” button to make the changes.

Session Notes

The session notes function in the Scheduler allows you to make text entries related to your
event.

Ligeti Session notes for Scheduler User

[ EventOverview || Analysis i

View Calendar Tuezday, February £, 2003 at 10:00am - 2:00pm
Edit Entry

Delete Entry Tuesday, January 28, 2003 1:28PM By USER

Nofification Opfions Thia note i3 as3aociated with this snslyais.

Tuesday, January 28, 2003 1:28PM By USER

This is another note to be added.

[sare |

you have until February 2, 2003, 10:00 am to modify or cancel this reservation
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¢ [f you want to attach notes to your entry, click on the “Session Notes” button on the
navigation bar and enter your notes on the dialog box.
e Click on the “Save” button to attach the notes to your entry.

File Links

The file links view will allow you to manage files associated with your work by linking files
stored in multiple locations (hard-drive, network drive, Zip disks, etc.) to your sessions. Links
will be updated on the display.

Link Local Files To Ligeti Session For Scheduler User

Analysis i

Tuesday, February 4 2003 at 10:00am - 2:00pm

Current Session Files

Upload Date | File Name Description P‘ELT;I”}_"E

Ho files linked to this session.

File Links

A link will be created between this =es=ion and a file on the computer you are using.
Linked files canno! be accessed from another computer.
(this pplion is recommended for larnger filtes that vou wish o sccess from this compoter)

Link local files to this Ligeti session;
Description |Scheduler Help Files

Local File |C\Documents and Settings\aageliony [ Browse... |

e To add links to files, give a description to the link.

e Then click on the “Browse” button to browse your system.

e Tolink to a file on the local or mounted drive, click on the “Create Link” button to link
the file to the event.
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Link Local Files To Ligeti Session For Scheduler User

Anohe
View Calendar
Z Tuesday, February 4, 2003 at 10:00am - 2:00pm
Edit Entry ! " o
Delete Entry Current Session Files
Nofiication Options &
i Upload Date File Name Description REIT'D_"'"
- Link
Session Notes
: . Tuezday,
| File Links | January 28 OnCore Facility Scheduler.ppt Scheduler Help Files |:|
Extend Session 2003 2:30PK
Uniink Selected

Allink will be created betwieen this =ession and a file on the computer you are using.
Linked filez cannot be accessed from another computer.
{this oplion is recommended for larger files that you wish to access from this computer)

Link local files to this Ligeti session:

Description

Local File
Create Link

e To remove file associations to your session, check on the “Remove Link” checkbox.
e Click on the “Unlinked Selected” button.

)

"“:,?') Are wou sure?

| oK | | Canesl

e Confirm the action by clicking on the “OK” button in the dialog box.

Extend Session

This option will allow you to modify your event entry and extend your session should you think
that you have underestimated your time slot reservation. There may be a maximum
allowance tied to a particular resource. You may only extend your session if there is a time
slot open after your scheduled event. You may modify the event if the event is not within the
minimum window for cancellation. Contact the administrator of the resource that you are using
to make changes if within minimum time window or extending beyond the maximum time
allowance.
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Extend Ligeti Session For Scheduler User

Analysis I
Tuezday, February 4, 2003 at 10:00am - 2:00pm

Your current session is scheduled for 240 minutes
Flease enter the number of minutes you would like to add to your reservation

Extend By: 15 minutes w
15 minutes [1
30 minutes Extend
45 minutes
1 hour

1 hour 15 minutes
1 hour 30 minutes
1 hour 45 minutes
2 hours

2 hours 15 minutes
2 hourz 30 minutes
2 hours 45 minutes
3 hours

3 hours 15 minutes
e 3 hours 30 minutes o) -v . |
Resource: | Liget 3 hours 45 minutes Week: | Feb2-Feb @ . Year.
4 hours

4 hourz 15 minutes

you have until F [ am to modify or cancel this reservation

4 hourz 30 minutes

¢ Click on the “Extend Session” button on the navigation bar to access the
configuration page.

Use the pull-down menu to add additional time to your session.
e Click on the “Extend” button to commit to the time.
This action will take you back to the “Event Overview”.

Resource Info

This view will display the availability of the resource that you are accessing. The availability of
the resource is also found in the “Adding an Event” page.

S ; This information is
Ligeti Information mon Sl I e
Eenespring - Microarray Analysis Workstation “Add|ng a‘n Event”

section.
Availability

Sundays Al Day
Mondays Al Day
Tuesdays Al Day
Wednesdays Al Day
Thursdays Al Day
Fricays Al Day
Saturdays Al Day

/

Modification Limit: 48 hours in advancs.
There iz no chargs for this resource

Close
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e Click on the Resource Info button on the navigation bar.

The Personal Schedule

Resource User Guide

You must be an account holder to view this section. The OCF Scheduler requires cookies and

Java to be enabled in your browser. Please refer to your browser’s “Help” section for guidance
in setting your browser preferences.

The personal schedule displays the list of all your upcoming events, collaboration events (i.e.
meetings), and option to view the whole calendar or export the recorded events to other
programs or devices. Unapproved events (scheduled by others) will also be displayed here.
Events tagged with the asterisk are events that require your approval. This option will only be
displayed if you configured Scheduler to display all unapproved events. The example below

shows a typical personal schedule window.

Resource Schedule Personal Schedule

Resource

My Data Fublic Calendars

Personal Schedule for Scheduler User

Upcoming events

Search

Created By
Ligeti Analysis 1l 214103 10:040 1415 You View
Ligeti an event 128103 11:00 14:00 You Wiew
Ligeti Analysis 130103 13:00 16:00 You View
* =Unapproved

p P 0

@ Unexported upcoming events O Il unexported events (past and future)

() Allupcoming events ) |All events (past and future)

View Personal Calendar

Clicking on this button will
take you to your personal
calendar.

You can access the Personal

|%| Month: lan2003 [v| Week: Jan27-Feb2 |v| Year: 2003|w|

Schedule by clicking on this
Navigation Tab.

You are logged in as: User, Scheduler
Login/Logout | Preferences | Profile

Personal Schedule | Resource Schedules | Another Users Calendar | Ssarch

Clicking on the “View” in the details column will take you to the “Event Overview” of the
resource that you have reserved. The export option function is described in the “Adding an

Event’ section.

A new page will open with the information detailing the event.
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Ligeti Reservation for Scheduler User

an event

Pescription: description pof an ewvent

Date:

Time:
Duration:
Priority:
Access:
Created by:
Updated:

Tuesday, January 28, 2003
11:00am

180 minutes

Medium

Public

USER {¥oui}

Monday, January 27, 2003 10:15am

Resource User Guide

Participants: Scheduler-User

The time allotted to cancel this reservation has passed.
The scheduled time slot can no longer be changed.

The Personal Calendar

Your personal calendar will be displayed according to your personal preferences. It will
combine both your reservation entries and your personal schedules. To access the personal
calendar, click on the “View Personal Calendar” button in the while in the personal schedule

page.

| Resource Schedule | Personal Schedule 1 My Data | Public Calendars ] Search
January 27 - February 2, 2003 Next>> |
Scheduler User =
New Entry# New Entry# Mew Entrvd# New Entrv# New Entry# New Entry# New Entry#
View Month Mon Tue Wed Thu Fri sat sun
Jan 27 Jan 28 Jan 29 Jan 30 Jan 31 Feb 01 Feb02
8:00
9:00
10:00
11:00
12:00
13:00
14:00
15:00
16:00
17:00
[Erinter Friendiyl
Resource: || Month:|Jan2002 [v| Week: Jan27-Feb2 [v| Year:|2003[v]
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Adding a Personal Event

In this section, you will be able to schedule an event and make them available for public
viewing or completely private. You are able to set repeating events and remind you of

upcoming events via email, pager or phone. Event entries can easily be to your favorite PIM
or PALM device.

e To add an entry, click on the “New Entry” link in the personal calendar. You will be
taken to the “Personal Event Manager®.

Add Personal Entry

I Scheduler User
View Calendar
TR ..o

Description:

Date: Jan ||| 2003 [w}| Sekect..

Time:
- ruration: : minutes
Set public or ' &l ; .
private access [ (let others view event details)
here.
Repeat Type: | () wone ) Daiy 3 weekly (3 Monthly (by day} O Monthly (by date) O Yearly
Repeat End Date: [ | Uze end date EBDIV Jan [vE ZDDBIV [ Select:.. ]
R t =
g)i:);'.'c&eei’ar;‘; D Sunday D Monday |:| Tuessday D Wednesday |:| Thuraday |:| Friday D Saturday
Configure i
. Frequency: |
repeating :

events here.

Send reminder: No Reminder ;VE hours Vj in advance

Send to: ] agellon@u arizona edu

Export this entry (Palm, Qutlook, iCal} 1

e Enter a name to the event in the textbox.
e Enter a brief description of the event.

e Set the date of the event by using the pull-down menu or click on the “Select” button
to choose a date.

= May 2003 E
2un Mon Tue VWed Thu Fri Sat
01 02 03
04 03 08 OF 05 0910
M 12 13 14 15 16 17
18 13 20 21 22 23 24
25 28 ¥ 2B 28 30 FH
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e Enter the time to the event in the textbox.

e Enter the amount of time for the event in minutes.

e Using the pull-down menu, select whether the event is to be made private or
available for public access.

e |If the event is to be repeating, configure how the event should be repeated.

e If you wish to be reminded of an upcoming event, use the pull-down menu to
configure when you want the reminder and where the reminder should be sent.

e If you wish to export the event entry, click on the “Export” checkbox (also see
“‘Adding an Event” for additional information).

e When completed, click on the “Save” button to record the entry.

Inviting Members to Your Event

You can use this option to schedule a meeting and inviting members to your event. The
invitees will be given an opportunity to accept or reject your request. An invitation will
automatically add entries in their own “Personal Schedule”. Rejections will remove the
rejected entry from the Scheduler. In your preferences, assure that you have checked
“Include Invites”. It is also suggested that you check “Display Unapproved” to flag
unapproved events in your “Personal Schedule”.

Preferences
Language: -Eﬁg-ll-sr;-:v-
Preferred view: -'f-; 5-5}"*;*-
Include Invites: (% vea O No
Time format: 3 12 hour %) 24 hour These two options should be turned on.

Dizplay unapproved: @ Yes O Mo
Display week number: (+) vez { ) No
VWeek starts on: (O sunday *) Monday

Work hours: From| 8:00 |w|gg| 17:00 [w]

By choosing the “Display Unapproved” option, you will see a notification at the lower left hand
side of your personal calendar.

You have 2 unapproved events

[Brititer Erienaly]

Clicking on the link will display all unapproved appointments that you can confirm or reject.
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Unapproved Evenis

+ Meeting

[Thursday, February 6, 2003 11:00am - 11:15am]

ApproveiConfinrm Reject

e Clicking on the “Approve/Confirm” button will record the event as approved.
¢ Clicking on the “Reject” button will record the event as rejected and removed from your
calendar.

To create and invite members for a meeting, follow the instructions in the previous section.
There is one difference in this view; there is a list of participants to choose from.

Time: I :I & am O pin
Duration: I minutes
Access: I Fublic "’I (et others wew event detalis)

|“EPE*“ Type: |  none © Daily © wieekly © Morthly (by day
Partial view of the Event Manager with “Include Invites” options “NO”.

Time: I_I— F am i.’" FIm
Duration: I minutes

Access: Public ¥ | (et athers view event detalis)
Participants: Agellon, Al ;I

Bennett, Leah i

Bertley, Dave

Bosweell, Carl

Boswell jCarl |

Repeat Type:  none © Daily © wieekly © Morthly by day)

Partial view of the “Event Manager” with “Include Invites” options “YES”.

e If you have checked “Include Invites” in your preferences, you will see a “Participants”
window listing all members in the “Event Manager” when you add a new entry into the
personal schedule.

e Invite a single user by highlighting their name or use the your keyboard control key to
choose multiple participants.

e Click on the “Save” button to record the entry.

The “Event Manager” will add the event to yours and your invitees’ calendar in the “Personal

Schedule”. Mousing over the meeting entry will show your descriptions and clicking on the
event will open the “Event Manager”.
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w¥ | 06 Add New® | OF Add Hew® | 08
sting |* 10:00>Meeting Schedule

Time: 10:00 - 10:15

[} +* Add M il | =

iinﬂ 13 = Meeting Schedule
Test meeting with multiple
participants

w¥ | 20 Add New® | 21 Add Mew® | 27

sting

If your invitees accept your invitation to join your event, your “Event Manager” will note
this.

Meeting Schedule

| Event Ovenview |

Description: Test meeting with multiple participents

View Calendar

Edit Entry Dates Thursday, February 6, 2003
Time: 1000
Detete Entry Duration: 15 minutes
Priority: Medium
Notification Options Access: Pubiic

Created by: AGELLON (You)
Updated: Tuesday, February 4, 2003 14:53

File Links Participants: Al Agellon
Gavin Nelzon

Session Notes

James Jeffers (7}

This section displays invited
participants that have not responded
to your request yet. Note that the (?)
symbol is displayed.

This section displays invited
participants that have
accepted your request.

If any of your invitees reject your invitation to an event for whatever reason, your “Event
Manager” will also note this.
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Meeting Schedule

Event Overview -
De=zcription: Test meeting with multipls participents

View Calendar

Edit Entry Date: Thursday, February 6, 2003
Time: 10:04
Duration: 15 minutez
info... Priority: ~ Medium
Access: Public

Notification Options
Created by: AGELLON (Youl

Updated: Tuesday, February 4, 2003 14:53

File Links Participants: Al Agefion
Gavin Nelkon

o vt L]

Info...

James Jeffers (Rejected)

This section displays invited
participants that have rejected
your request. Note that the (?)

symbol now displays (Rejected).

This section displays invited
participants that have accepted your
request.

Invited to Join an Event

When someone invites you to join an event, the OCF Scheduler will send you an email
providing you with the name, description and the time of the event. A link to the “Event
Manager” will be provided in the email to allow you to accept or reject an invitation.

Meeting with multiple participants

Description: Meeting with multiple participants
View Calendar
Date: Thursday, February &, 2002
— - Time: 16:00
culo sl Duration: 20 minutes
iority: M
prorty:  iedun —
File Links Access:  Fuble inviting you
Created by: JJEFFERS
b to an event.
Updated: Tuesday, February 4, 2003 15:25
Participants: James Jeffers
Al Agellon (7}
The person
ApprovelConfirm being invited
you to an
— avant

If you approve the appointment, the person setting the meeting will see this in their calendar.
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Created by: JJEFFERS
Updated: Tuesday, February 4, 2003 15:28

Participants: Al Agellon
James Jeffers

Approve/Confirm

If you reject the appointment, the person setting the meeting will see this in their calendar.

Created by: JJEFFERS
Updated: Tuezday, February 4, 2003 1525
Participants: James Jeffers

Al Ageflon (Rejected)

Reject

You can also view all invitations (whether accepted or rejected) listed in the “Upcoming

Events” section of your “Personal Schedule”. Unapproved upcoming events will only be

displayed here if you have checked “Display Unapproved” in you preferences.

A scheduled event record that resulted from an invitation will be deleted from your

calendar if you reject an invitation to join an event.

The view shown below will update when you accept or reject an invitation.

Upcoming events

Resource Name Date From To Created By Details
(persanal entry} Meeting Schedule 216103 1000 10:15 You

(personal entryl *Confidential Meeting 2/6/03 1100 11300 |James Jeffers

{personal entry} *Another meeting with mulliple participants 2802 14:00 1500  |James Jeffers

{personal entry) *Meeting with multiple participants 2/6/03 16:00 1620 |James Jeffers
*=Unapproved

View and confirm
individual events
here.

Exporting Scheduled Events

Events can be exported for use with other personal information management programs such
as Outlook or for use with PDA devices such as the Palm devices. To export the file, click on

the “Export” button.
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€» | Some files can ham your computer. f the file information below

lonks suspicious, or you do not fully trust the source. do not open or
save this file.

File name: Scheddives
File type:  wCalendar Fie

From: amadeus. biosci.arzonaedu

Would you like to open the file or save i to your computer?

[ Cpen ] [ Save ] [ Cancel ] [ More Infa

[¥] Mways ask before opening this type of file

e Save the file to disk.

Notice: No events found for export. If nothing happens after

clicking
export, look for
this notice.

Personal Schedule for Scheduler

Upcoming events

12803

My Data

You must be an account holder to view this section. The OCF Scheduler requires cookies and

Java to be enabled in your browser. Please refer to your browser’s “Help” section for guidance
in setting your browser preferences.

My Data will display the “File Upload Summary” listing all uploaded files associated with
individual events and the “Linked File Summary” listing all linked files to events. Your ability to
upload files into a network drive will depend whether your OCF Scheduler Administrator has

set up this option. Please contact your resource administrator for the availability of this option.
The linking of files option is always available to you.
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Resource Schedule FPersonal Schedule My Data FPublic Calendars Search
Data for Scheduler User

File Upload Summary

| Mo uploaded files found

Linked File Summary

Files For Ligeti Entries:

Name Time Humber of Files Details
Analysis Il Tuesday, February 4, 2003 at 10:00 - 14:15 1 Wiew
| [v| Month:|Jsan2002 [v] Week:[tan27-Feoz [v] vear: 2002 [v]

You are logged in as: User, Scheduler
Login/Logout | Preferences | Profile

Perzonal Schedule | Resource Schedules | Another User's Calendar | Search

e Click on the “View” link to see the details of the event in “Event Manager”.

Viewing Public Calendars

You must be an account holder to view Public Calendars. You may view other members’
calendars if they allow public viewing of their calendars. This setting is required if you plan to
use for collaborations such as setting up meetings. Private records can always be made
public.

After log in, a page will open displaying all available public calendars.

e Choose a link to a member’s public calendar to view it.

e To add an event to another user’s calendar, click on the “Add New” link. This action will
open your “Event Manager”. You can then schedule an event and invite other
members as described in the previous section.

Searching Your Calendar

To search your calendar for keywords, click on the menu tab at the top of the page to access
the search function. You must be logged in for this function to work. Here, you can search for
a keyword associated with your events. For example, search for “Analysis”.

Search Your Calendar

e Type in the keyword into the textbox.
e Click on the “Search” button to submit the query.
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If a keyword exists, you will be taken to the search results page. In the example below, 2 hits
on the query is displayed.
Search Results

2 matches found.

Date Hame

(Thursday. January 30, 2003} | Analysis

(Tuesday, February 4, 2003} | Analysis I

Keywords: analysis Search Again

e To search for another keyword, type the word into the textbox and click on the “Search
Again” button to submit a new query.
e Or, click on any of the result will open the record.

Ligeti Reservation for Scheduler User

Event Overview

Analysis |l
View Calendar
Notification Options Description: more analysis
Session Notes
_ Date: Tuesday, Februany 42003
File Links Time: 10:00am
Extend Session Duration: 255 minutes
Priority: Medium
:
Access: Public
Created by:  USER {Youl
Updated: Touesday, January 25, 2003 1:15pm

Participants: Scheduler User

The fime allotied to cancel this reservation has passed.
The scheduled time slot can no longer be changed.

Here you will have access to your session notes if you have entered them.
e Click on the “Session Notes” button on the navigation bar to open the notes.

This will refer back to any session notes that you have recorded. This section is useful in
adding permanent entries as thoughts come to mind.
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Ligeti Session notes for Scheduler User

Event Overview Analysis i
[ View Calendar | Tuesday, February 4, 2003 at 10:00am - 2:15pm
| Motification Options

Session Notes Tuesday, January 28, 2003 1:28PM By USER

This note is asgociated with this snalysia.

Tuesday, January 28, 2003 1:28PM By USER

This: is another note to be added.

Tuesday, January 28, 2003 1:31PM By USER

Thig iz snother note to be added.

Tuesday, January 28, 2003 3:05PM By USER

Jession Extended to 255 minutes

Thursday, February 6, 2003 2233PM By USER

jote added long sfter my sSession wes completed.

=

Add new You can continue to add notes as part of analysis
note entries T long after the session was completed.
here.

e |If you want to see if you have linked any files during this session or long after, click on
the “File Links” button on the navigation bar to refer back to any files linked that is
associated with your session.

Link Local Files To Ligeti Session For Scheduler User

| Event Overview Analysis Il

g

I z = = Tus=day, February 4, 2003 at 10:00am - 2:15pm
[ Notification Options ! i =
| Session Notes | Current Session Files

| el | Upload Date File Name Descrigtion T

| Extend Session |

: " Tuesday,

| Resource info | January 28, | OnCore Facility Scheduler.ppt Scheduler Help Files []
2003:2:30PH

| Uniink Selected |

Alink will be created between this session and a file on the computer you are uging.
Linked files cannot be accessed from another computer.
(this oplion is recommended for larger files that you wish to sccess from this computer)

Link local files to this Ligeti sessiom:

Description

Local File {[Browse.... |

The time allotted to cancel this reservation has passed.
The scheduled fime slot can no longer be changed.
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¢ You may create any additional links or unlink any files generated during an event. You
may also do this at anytime by accessing the “File Links” option.

Printing the Calendar View

| Resource Schedule 1 Personal Schedule | Ny Data | Public Calendars | Search
December 2002 February 2003
Sun [Mon [Tue [Wed [Thit [Fri[Sat January 2003 Stim [bhon [Tiie [ Wi v [P [Sat
e o B e AR i i i i
e E e e Reservations for Ligeti pla e (a7 s
SR AT R e B0 | 2 b 5 Ll B b B SR AR R G U R
ey S e - B . et §-BY 8 0 i Y R - . O e
28R o) S B o B 66 S s
Sun Mon Tue Wed Thu Fri Sat
01 Add Hew® | 02 Add Hew® | 03 Add tew® | 04 Add hew®
05 Add tew® | 06 Add tew® | 07 Add new® | 08 Add tew® | 00 Add Hew® | 10 Add tew® [ 11 A Hew®
{Wecic 08}
12 Add New® | 13 Add Newd | 14 Add Newd | 15 Add Newd | 16 Add New® | 17 Add Hewd 18 Add Naw
{ibieak 1)
10 Add hew® | 20 Add tiaw® | 214 Add new® | 99 Add New® | 23 Add Hew® | 24 Add tew® | 25 Add Hew®
{Westc 07
26 Add New® | 27 Add Newd | 28 Add New® | 20 Add New® | 30 Add New® | 39 Add Hew®
{ihiesk 03} ® 1 1am>Scheduler User ® {pmsScheduler User ® 1pmeAl Agalion
[Printer Friendiy]

Resource: | Liget [v| Month:[Jan2002 [v] Weel: [Jan26-Feb1 [w| Year: |2003[v]

e To print a printer friendly view of the calendar, click on the “Printer Friendly” link
located at the bottom left corner of the calendar. The Scheduler will open another
window with a printer friendly display.

January 2003
Reservations for Ligeti
Sun Mon Tue Wed Thu Fri Sat

0 02 03 04
05 06 Lirg 08 09 10 1
[Week 3]
12 13 14 15 16 17 18
(Wesk 01)
19 20 1 22 23 24 25
[Week 02]
26 27 28 29 30 h |
{Waek 03) 11am>Scheduler User 1pm=Scheduler User 1pm=Al Agellon

e This view can be printed out using your browser’s print function.
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Enjoy using the OnCore Facility Scheduler!

For additional help or for comments and
suggestions, send us an email.
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== Dbcf@arl.arizona.edu
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