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LabArchives Scheduler allows teams to reserve equipment like Balances, Chromatographs,
Microscopes, or even meeting rooms. The first person to create an account has full administrative
rights. The Application Administrator can create resources, invite others and manage reservations.

Setup Resources

1. To setup the resources, click “Application Management” and select

Add New Resource

Name.

Microscops

“Resources.” R
2. Click “Add Resource” on the right side. You can also import a list of resores Pamissons
resources.
By default, the resource will be available 7 days a week from 8am-6pm .
and other members of your team will be able to reserve the equipment moge
without requesting permission. IZ'
3. Click “Add” to save the resource. Repeat these steps for each resource. R
e On the list of resources, you can add additional information or
adjust settings for the resource.
Resources - Add Resource
Gel Docz |2 @ DURATION (& ACCESS [
@ Staus @ A\-auab\; Reservations can be made across days Reservations do not require approval
Schedule Default Move CAPACITY & Permission is automatically granted
Add Image Resource Type (no resource type set) (% Does not require check infout
Sort Order 0 7 PERMISSIONS RESOURCE GROUPS (&
Resource Color Location (no location set) (7 Users | Groups None
Contact (no contact information) (&
Description [ PUBLIC - .
Remove (no description) Show to public (RSS, iCalendar)
Notes (&
(no notes)
Resource Administrator None
Print QR Code &
e Share the Resources with Others
To invite others to LabArchives Scheduler, click “Application Add User
Management” and select “Users.” e
2. Click the triple dot menu on the top right and select “Add — s
User” or Invite User. You can also import a list of users. s [ .
3. Each user that you invite will receive an email letting them R .
know that can login to the account.
By default, a user will be able to reserve any resources that
have been setup by the Application Administrator. However, -
they will not be able to create new resources or invite others
to reserve equipment.

¢ On the list of users, you can view or edit information about each person.
e On the “Actions” column, you can remove someone from the resources, change the
permissions that they have, or view the reservations that they have created.

Users
Find User | All Users Status

All r

Name Username Email Phone Organization Position Created Last Login Actions v
Hannah Clark helark helark@labarchives.com LabArchives 5/28/19 2:47 PM 212120 213 PM @ v
Example Number 1 lauser labarchivesuser @gmail.com 5/28/193:00 PM 1113720 12:54 PM v

Example Number 2 lauser2 labarchivesuser2@gmail.com 5128119 3:00 PM
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0 Create Reservations

To create a new reservation, you must find a resource that is available for a specific
time.
e To view a calendar showing all resources, click "Schedule” and select “Bookings.”
e To search for a time, click "Schedule” and select “Find a time.” This tool allows you
to find a time that meets certain criteria.

2. To create a reservation, select the time and resource that you would like to use.

3. On the new reservations screen, add more information about your reservation and click
“Create”

New Reservation £ View
Participant List )

ailability | Cancel

Example Number 1 (labarchivesuser1@gmail.com) Change &

Add| name or email | &Users & Groups
Begin | 021122020 | 9:004M ¥ End 021202020 |[930AM v
0 days 0 hours 30 minutes
Repeat | Does Mot Repeal ¥ / Sl \
Resources Change & Invitees © Q" Exam ple: If you are
Add| name or email hOStIng d meet'ng, you may
Tieefreservarion want to include the agenda

in the description and invite
- _ your colleagues to join the
J Allow Participants To Join I‘eservation.

Attach File (20 MB max)
Reservation Upload File \ /
Choose File | No file chosen

Description of reservation

L Lhoose e |
Add

0 Manage Resources and Reservations

Blackout Times
e If a resource is going to be unavailable (for maintenance, cleaning, calibration, etc.) you
can setup a Blackout time.
e To create a blackout time, click “Application Management” and select “Blackout Times.”
Announcements
¢ An announcement will be available on the “Dashboards” page and it's a great way to
notify your team about important information.
e To create an announcement time, click “Application Management” and select

“Announcements.”
Reports
¢ As members of your team create reservations you can review these reservations or run
reports on usage.
e To create a report, click "Reports” and select “"Create New Report.”

Create New Report &
Select List ® Time Count Utilization

Aggregate None ® Resource Schedule User Group
By

Range Current Month Current Week Today ® Al Time Between

Filter By IAll Resources All Resource Types All Accessories All Schedules All Groups

Get Report Include Deleted Reservations




