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Introduction to ACLS Guidebook

Welcome to the latest addition of the Analytical Centre Laboratory System guide. This document is a
complete guide to the latest features of the ACLS software for booking and management of scientific
resources.

The ACLS system has long since surpassed its original mandate as an instrument booking software
utility. Now a complete management system for instrumental labs that includes accounting, billing,
sample tracking, health and safety and training documentation and much more.

Working in a heterogeneous environment it is remarkable how stable yet flexible the ACLS has been.
Having such a tool within the Mark Wainwright Analytical Centre has been a key factor in the success
and growth of MWAC. An excellent example of the flexibility built into the ACLS is the rostering
function. During COVID-19 lockdowns restrictions on the number of staff present in facilities and the
ability to need to track them became an issue. The new rostering system solved both problems simply
and elegantly.

The efforts in developing and implementing the ACLS have not stopped with rolling out a functional
booking system. Growth, development and yes bug fixes come out with astonishing speed allowing
the ACLS to adapt and grow with the evolving landscape of MWAC and the many other customers not
only across Australia but around the world.

As much as the dedication Dong Ming has to the ACLS it does require constant input from its users to
push the ACLS on to new frontiers and new functionality. Please send in your input to help make the
ACLS even better in the future.

Dr. Donald Thomas

Head NMR, Spectroscopy & Structural Biology Facilities
Mark Wainwright Analytical Centre, UNSW, Sydney
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Introduction O

1 Introduction

Mark Wainwright Analytical Centre proudly presents the AC Lab System (ACLS): a web-
based laboratory resource booking system (Booking capabilities include operation, user,
training, commercial and service bookings), sample tracking, training certification, incident
reporting, support ticketing, induction process, survey creator, data analytical tools, QR
codes, consumable tracking, publication registry, video and information management system.
ACLS is modular in design, making it flexible and customisable. Users have the ability to
access a wide range of resource and instrument information, enabling them to use the tools
to make informed laboratory decisions. ACLS access can be authenticated either through a
local authentication mechanism, or through an active directory (LDAP), or through AAF. As a
user of ACLS you will be able to achieve:

e Online registration and activation

e  Online registration pathway

e Project-based, account-based or resource-based billing scheme

e Option to collect either booking data or usage data through ACLS tracker for data
processing and management

e Multiple event booking tools and multiple account/project options

e Booking confirmation and reminder produced with each booking, through iCAL, the
booking calendar can be exported to local calendar programs, such as Outlook,
Thunderbird, and MAC mail

e Dynamic booking confirmation email with activation URL 24 hours prior to the booking
time

e Linked resource calendars

e Multiple group sample tracking and reporting

e Email message broadcasts to user groups, staff groups, certificate groups and all
supervisors

e Data reports and invoices (batch mode and individual-run mode)

e Incident report and tracking

e Training and support ticketing system

e Survey creator

e Publication analyser

e ACLS iPhone and Android app

e Resource catalogue

e Laboratory doc access and administration

e Video access and administration

e Customised induction process

e Consumable library, order and tracking

¢ QR code implementation so smart phones can be used to scan, access information,
login to make bookings and record consumable usages
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1.1

1.2

1.3

1.4

Version Series

The latest web version is SQL 2.36.x

Internet Browsers

ACLS is tested and certified with the following major Internet browsers:

Firefox Safari Chrome

Customer Support

Should you have any feedback or require any support or assistance in running and operating
the ACLS, please contact us at acls.analytical@unsw.edu.au or dm.zheng@unsw.edu.au.
Terminology

Over years, facility/tool is used to define the equipment, items. From 2018, resource is used

to replace facility and tool in the ACLS. Through the guide, both facility and resource are
equivalent in use.
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2 System Installation

ACLS offers multiple applications:
e Web portal and application (mobile browser friendly), comprised of HTML
codes, java scripts and PHP scripts for the web application, executive programs

e World first web-based ACLS tracker built with Python
e Smart Phone applications: iPhone and Android app

2.1 System Requirements

211 Server Hardware

The minimum hardware requirements are:

CPU: e Physical server: Intel i7 or above
e VM: 4 cores/CPU, 2 CPU
Memory: e Min. 8GB

2.1.2 Server Software

The software requirements are:

Operating System e Windows Server 2012 standard/enterprise (64
bit)

e Windows Server 2016 standard/enterprise (64
bit)

e Windows Server 2019 standard/enterprise (64
bit)

AC LAB SYSTEM 11
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2.2 System Installation

The order of installation for ACLS is:

e Web server

e PHP engine

e PostgreSQL engine
e System server

2.2.1 Web Engine

ACLS web portal certifies the Abyss Web Server X1 for web service, to deploy ACLS tracker
app, Abyss Web Server X2 is required.

To install and configure ACLS, please refer to ACLS Installation Guides (provided on
request).

2.2.2 Database Engine
ACLS runs on PostgreSQL 9.4 or the latest. To install and configure the SQL engine, please
refer to ACLS site at http://www.analytical.unsw.edu.au/for-users/ac-lab-system.

2.2.3 Email Server

ACLS Email Server performs the following tasks:

e Transmits broadcasting messages and notices.
e Sends out booking reminders and notifications.
e Executes bDRT and bDIS operation upon activation.

e Executes Training Certificate validation process.

e The Email Server refreshes the parameter Email_Data_Date in the system
configuration settings each day or within 5 minutes after execution. If this does not
occur, the ACLS System Administrator will be prompted with an error message each
time he/she logs onto the system through the web interface.

AC LAB SYSTEM 12
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2.3 ACLS Tracker

ACLS Tracker app is executed on resource computers. The tracker is written in Python and
packaged for Windows OS and Linux distributions (CENTOS, UBUNTU).

Reload tracker

Prevent the spread UNSW
of COVID-19

Electron Microscope Unit

Please seek medical help

Q0 criege) if you feel unwell

If you feel unwell, even with mild symptoms:

Password

Contact Healthdirect

Display last login user featured on tracker login page. By default, ACLS enables to show the
last login user name, school or organisation, and login day.

Last login: Xiaoran Zheng, Maternial Sciences, 07/07/2021 Wednesday (Today)

Electron Microscope Unit
SEM 230

User ID z9090710

The installation and operation of ACLS Tracker refers to Appendix H — ACLS Python
Tracker

AC LAB SYSTEM 13



2.4 Cyber security protection - XSS (Cross Site Scripting) vulnerability

The XSS protection scripts are implemented to protect against XSS attacks on all forms in
ACLS.
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3 Getting Started

Before you start running ACLS, it is important to understand each of the functions and
features, and the information you need prior to setting them up.

3.1 Navigating ACLS

You are able to navigate ACLS easily through two interactive menus: horizontal menu for
major function access depending on access group, and vertical menu for individual function
access on the left of the screen, click-expand and click-hide for sub-menus. The following
snapshot is for admin view.

£ Dashboard = Booking B Support 2 Publications £ Samples £ Survey £ Staff

e Dashboard tab

1 »
A A & & & bl
Wy Home Wy Atizrtion My Prosile My Pubscatons Wy Pinboard My Usage
L
9 & @ ¢ @ R
Resource St Rescurce Catabogus Anprove Bockings Cores Analytics Viseo CLips m

e Booking tab
L My Calendar
L4 Lab and holiday calendar
L Staff Roster Calendar
J Resource Trainers
L Resource Timeline Calendar

L& My Bookable Resources
1 AFM
- FIB
1 SEM
o TEM

1 TOOLS
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0 Access experimental results.

Labeasts: 1
G A3 mipute introduction te CryoEM

ervice powered by UniLab to provide safety digital str ral features [Iw'u

tell us how the mo!c(uh.
functions in the cell

- ".vr

My Labcasts  Play Labcasis
@ Uploaded on January 24, 2018

Bi A 3 minute infroduction to CryoEM.

o Staff tab
& User Profile
il Report Manager

E Invoice Manager

Utility Manager
& Consumable Manager
E System Wizards

@F System Seftings

& Lotat &= A

Users Repers Invoizes Consumaties

= L

Umsizies Wizards System Bateags
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3.2

3.21

3.2.2

3.2.3

3.3

Selecting the Business Model

Prior to commencing using ACLS, you must consider which business model you will use to
establish your laboratory for cost recovery. The business model determines how the rates will
be applied to users’ bookings or usages, in other words, how to establish the cost centre for
cost recovery of resource usages. Select one of the following business models:

You can only select one business model per ACLS instance. Please refer to the Configuring
ACLS chapter for further information.

Project-Based (Medical Labs)
The project-based model establishes the relationship between users and billing projects. The
relationship includes supervisors, researchers, accounts, account contribution rate, charging
rates and contents. The final billing process is tied to the user accounts. For further
information, refer to the Operating ACLS chapter.

Account-Based (commonly used)
The account-based model calculates the rates according to the user accounts which include
the account name, account type (internal or external) and the charging rate (if account-based
policy is adopted). For further information, refer to the Operating ACLS chapter.

Resource (Instrument)-Based (commonly used)

The resource-based model ties the actual billing to the resource charging rate rather than the
account rate or project rate.

For further information, refer to the Operating ACLS chapter.

Resource Multi-Dimension Charging Model
The implemented multi-dimension usage covers 3 dimensions:

e Resource
e Charge category

AC LAB SYSTEM 17
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User

Define the charge rate with resource vs charge category

Define the matrix of user vs (resource vs category)

Charge rate table example

Resource Charge Category
Student Academic Commercial Special
TEM CM200 $10/hour $15/hour $50/hour $1/hour
SEM 450 $8/hour $10/hour $50/hour $1/hour
SEM 230 $8/hour $10/hour $50/hour $1/hour
Zeiss Lightsheet $20/hour $30/hour $100/hour $5/hour
User Resource Charge Category
Student Academic Commercial | Special
David | TEM CM200 $10/hour
Cook SEM 450 $8/hour
SEM 230 $8/hour
Zeiss Lightsheet $20/hour
Owen | TEM CM200 $50/hour
Crowe | SEM 450 $1/hour
SEM 230 $50/hour
Zeiss Lightsheet $100/hour

3.3.1

3.3.2

Only system administrator can enable this method.

Indicative diagram for multi-charge rate method

How could we enable multi-charge rate method?

Go to System Setting -> Configure System -> Parameter ->
EnableChargeCategoryManager, tick the checkbox and accept.

3.3.3

How could we set up charge category?

Go to Staff tab -> Utility -> Charge Category Manager to set up.

AC LAB SYSTEM




Bj Charge Category Manager

9 Set up charge categories.

Category: Commercial

Category: External academic
Category: Internal

Category: Precinct

Category: SAHMRI co-coniributor

Add Category Active Calegories

Archived Categories

3.34 How could we set up charge rate with resource vs charge category?

Go to Staff tab -> Utility -> Resource Manager -> Booking Resources, edit the resource
profile.



Resource Groups Booking Resources

Linked Booking Resources All Resource QR Codes

On resource profile -> Charge Category, enter the charge rate accordingly.

General Profile Booking Profile Catalogue Profile -

Charge/Hour (3) (Commercial)

45

Charge/Hour (3) (External academic)

Charge/Hour (5) {Internal)} -

Charge/Hour (5) (Precinct) 23

Charge/Hour (3) (SAHMRI co-contributor)

1

3.35 How could we set up charge method to user profile?

Go to Staff tab -> User Profile -> User Profile Manager, find and edit user profile ->
charge category tab.



Profile  Access  UpdatePholo  Pinboard  Supervisor  School  Form  Publication  Account  Certificate  Induction Process  ComlactUser  Cha Invoice
Previcas | 1 2 Ne
Show qog v eewies Seah Copy CSV Excel POF P
Showing 1 15100 of 176 etries
[re— n imems 0 precne P T ——
AHMS . B FACSCants Il - Flow Cytormter [Anslyser) @ @ @ ® seiecied @ n
AHMS - B0 FACSFusion @ @ W spiered @ @ “
AHMS - B L SRFormessa K20 Analyser @ [~ y—— @ @ @ u
Altira PET/SPECT @ @ @ @ @ n
R ° ~ ° pe ® 5o |
Anaesthesia Machine Mabile Pree 2 82 @ @ @ @ @ n

Select charge category for the resource and save, this could be a time consuming job for the
very first time if you have a large number of resources and users.

Internal Precinet SAHMRI co-contributor

Qo ® sclected (9] E
® celecred @ @
@ ) © E
@ (5] ©
@ @ @
@ @ @) E

There are two functions on this page: list user selected resource/category, and edit/select
resource vs category



Charge Category List

Show 100 ¥ enties

Showing 1 to 100 of 126 entries

Resource

AHMS - BD FACSCanto |1 - Flow Cytometer (Analyser)

AHMS - BD FACSFusion

AHMS - BD LSRFortessa ¥20 Analyser

Albira PET/SPECT

Anaerobic Chamber

Anaesthesia Machine Mobile Proc.2 82

Edit Charge Category

Show 100 v Entries

Showing 1 to 4 of 4 entries

Resource Selected Charge Category
AHMS - BD FACSCanto |l - Flow Cytomezer (Analyser) Precinct

AHMS - BD FACSFusion Internal

AHMS - BD LSRFortessa X20 Analyser External academic

Zeiss PALM MicroBeam Laser Capture System SAHMRI co-contributor

3.3.6 About multi-dimension charge method for report

ACLS calculates the multi-dimension charges for all reports, including batch report.

3.3.7 About multi-dimension charge method for invoice

ACLS calculates the multi-dimension charges for individual invoice and batch report.



oy

MARK WAINWRIGHT AMALYTICAL CENTRE: BICANALYTICAL MASS SPECTROMETRY FACILITY

STATEMENT
March 2020
SUPERVISOR: Rebacca Robker
4
TEL:
EMAIL: rebacca.robker@adelzide. edu.au
DATE: April 11, 2020
DETAILS:
This Statement covers the work by your groups in March 2020,
Details of Bookings:
Usar Name Resource LIT TR R Account LI
Time Time Hours

Macarana AHMS - BD FACSCanto 11 - Flow Cytomater

) 2000003745098 Rebeccs
Pl Canaivass) 30/03/2020 10:00  30/03/2020 11:00 o

1.00

‘

Tekashi Umehars ?::lsﬁ:? FACSCanto 11 - Flow Cytometer 20/03/2020 13:00  20/03/2020 13:45 :g:ggrosmeugs_nebecm 075
Summary of Bookings:

Resource User Name Account d‘lka?g‘:l;:::ur I!:::resd Charges
?:n";fys:? FACSCanto II - Flow Cytometer Tekazhi Umehars :';:Egr“?‘“‘“s—“’ab“‘z $45.00 0.75 $33.75

Sub-Total 1.75 333.75

TOTAL 1.75 333,75

An official inveice is required for billing, Detzils are as follows:

Account Charges

2000003746098_Rebecca Robker 333.73

Invoice No: 00000009

3.3.8 Resource vs User Category-Based (ANFF MCN Customization)

Branching the same method, a special modification for ANFF MCN is implemented. Please
refer to Appendix A for details.

3.4 Authentication Access

There is a pre-defined accessing policy for each function as follows:



Getting Started

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor Full Access
General Staff Full Access

User Supervisors

Limited Access

Standard users

Limited Access

Authentication Groups

Booking

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor Full Access
General Staff Full Access

User Supervisors

Resource Booking Only

Standard users

Resource Booking Only

Authentication Groups

Resource Status

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor Full Access
General Staff Full Access
User Supervisors Full Access
Standard users Full Access

Authentication Groups

Report Manager

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access

Equipment Supervisor

Full Access except for batch data report and sample tracking report

General Staff

Full Access except for batch data report and sample tracking report

User Supervisors

Access to supervised booking and log data

Standard users

Access to user’s own booking and log data

Authentication Groups

Invoice Manager

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor No Access
General Staff No Access

AC LAB SYSTEM
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User Supervisors No Access

Standard users No Access

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor Full Access except have no power to approve

a new registration

General Staff Full Access except have no power to approve

a new registration

User Supervisors Access to own profile and search by supervisor

Standard users No access except of My Profile

System Administrators Full Access
Administration Staff Password required
Management Staff Password required
Equipment Supervisor Password required
General Staff Password required
User Supervisors No Access
Standard users No Access

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor Full Access, Information Only
General Staff Full Access, Information Only
User Supervisors No Access
Standard users No Access

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor Limited Access to Survey Results
General Staff Limited Access to Survey Results
User Supervisors No Access
Standard users No Access

AC LAB SYSTEM
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Authentication Groups

Resource Wizard

System Administrators Full Access
Administration Staff Full Access
Management Staff No Access
Equipment Supervisor No Access
General Staff No Access
User Supervisors No Access
Standard users No Access

Authentication Groups

System Settings

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access
Equipment Supervisor No Access
General Staff No Access
User Supervisors No Access
Standard users No Access

Authentication Groups

Consumables

System Administrators Full Access
Administration Staff Full Access
Management Staff Full Access

Equipment Supervisor

Limited Access

General Staff

Limited Access

User Supervisors

Shopping only

Standard users

Shopping only

AC LAB SYSTEM
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4 Registration

4.1 Select Login Name
ACLS provides three (4) options to set up a login name:

e The user's email address, e.g. xx@unsw.edu.au

e A short login name, e.g. abcd

e University-wide or organization-wide login ID upon enabling LDAP
e AAF via ACLS SSI (Refer to Appendix M)

The ACLS System Administrator has the power to configure the options of the login name
types through Configure System.

4.2 Register Users Manually

User registration information can be entered manually or completed through online
registration.

e For manual registration, only the system administrator and administrative staff can set up
the registration information through User Profile Manager.

& User Profile Manager

User Regatration  Process Onkne Registration  LOAP User Status  Full Search

A user can be granted access to ACLS by the following:

e Activate User Entry: check this box to grant the user full permission to access the
system. All staff members are empowered to use this.

Once all user registration details have been completed, click Accept to save the user
information.

B User Profile Manager

@ Flogister pew wsel

Register Lser:
{Farmat: GvanName FamdyName

Choose school/orgenization from the list

Chacse grous frem the list
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Following user registration or user reactivation, select the Send Confirmation Email option if
you require a registration confirmation email notice or reactivation email notice to be sent to
the user.

B User Profile Manager

& Thumbnail Photo 4 Add Account I Add School/Org & Add Supervisor

Set New Password Send Confirmation Notice To User

& Dong Zheng

Profile Pinboard Supervisor Form Publication Account Certificate

User Photo .I

Title [Me ~

User Name | Dong Zheng

Student/Staff No. | (if applicable)

Only administrative staff or system administrators can register new users. User photos are
optional and can be uploaded to ACLS. A user’s access to ACLS may be deactivated due to
the unavailability of a photo, depending on the configuration settings at Configure System.
For further information on uploading a photo, refer to the EAQ chapter.

However, even if user access to ACLS is activated by following the above steps, you still
need to complete the next step to permit a user access to ACLS:

421 Project-Based

Following the registration of a user, switch to Project Manager to add the user to one of the
active projects. Users are unable to make any bookings or access the ACLS Python tracker
installed on resource computers without being linked to a project.

4.2.2 Account/Resource-Based

The account /resource-based registration option is similar to the project-based user
registration. The difference is that you are required to establish a link to one or more
accounts on the registration page.

Following the completion of user registration, go to Account tab, Edit User Accounts to
make the account selection.
& Dong Zheng

Profile Access Update Photo Pinboard Supervisor Scheool Form Publication Account Certificate Trainer
+ Add Account

[# Edit Account

Default Account

4MTH SUBSCR TO 31 DEC 2012 - expired on 31/12/2012 a

Account(s) ) i
Internal Account - expiring on 30/11/2022 a

When you select Edit Accounts you will be prompted to make a selection of valid accounts.
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4.3

AC LAB SYSTEM

If you select the Suspended option, the user account will be disabled. If you select the
Delete option the user account may be removed, depending on whether the user ever uses
the account for bookings or logs.

4NTH SUBSCR TO 31 DEC 2012 129 4 menths subseniption kb 31/12/12 (8600) L] L 311212002

Register Users Online

ACLS controls the online registration by a process divided into the following stages:

e User data entry

= Torms & Contitis

08 o ety ey

Lugn Prmnrt
Cantem Logmn Prassre™

e o e Undargra. Studers

e Terms and Conditions Compliance

» Registration e » » SeheckOny

e School/Org selection/entry

b g o e

¢ Beha rgan e sgoma

e Supervisor selection/entry

29



You can either select or enter the supervisor's name.

Schooliory

S —— Teems & Conditions

Separimar [Cnzcan soparceer from mea bat -

| oo e s e

e User photo (optional)

> Registration > Terms & Conditions > School/Org > Supervisor > Photo > Account > Facility

> Submis

NEW USER REGISTRATION

Upload Photo (JPG)

User Photo Upload*

*: Indicating the compulsory data fields

Continue

Login Page =>

e Upon clicking on “Upload Photo (JPG)” button, a popup window appears to
upload the user photo.

NEW USER REGISTRATION

Upload Photo (JPG) (max size: 120px by 120px)

User Photo Upload*

¢ Once the photo is uploaded, the photo is shown for confirmation.



MNEYY USER REGISTRATION

Upload Photo (JPG) (max size: 120px by 120px)

User Phots Upload®

e Account (optional)

Depending on the selection, if it is internal, then 3-4 char fields are required to be entered. If
it is external, then no further details need to be provided at this stage.

[r—— [ —

e Resource of interest (optional)

Depending on the online resource registration setting in Resource Manager, users can
select the resource of interest.

Bavaarcon o et
AP [T] e Conmet ey it £ s e bt |
AP ] e i i e i st o
BOICEUCES (7] L et (it 3 5 e )
BOSCENCES | ] copmpun FY1298 (il . i e
BOSCENCES [ Zeme L30T [2ich t0 s oo st |
BOSCENCES || Jeas MOTRF (oiok o see e abot |
VG (7] ot ety Commputer (28 0 500 oy bt |
oWy 7] petpee ToE (otck iz aew mere st
0[] Puentan - (i 0 awe s abond |

AOWY | [ syt foich b se e abint

oWt ] Leme Do, Lok 22300 arm bt
LOWY | [ La B3 30 3T ikt 10 e e st |
10w | ] Lawe 598 ik gSTES (ol t0 aew ey it |
VO[] ot Werstenn 790 (iS5 ine svars gt |
LOWY ] T ot TP kil b e e st
A0 | ] Sune Lower acratasechon [t 50 30w coee st |
Loy ] Zwee ot Gtk Do st s i

WALLACE WURTH [ st (it s sy it ]

WALLACE WUSTH | (] e B V) (et 10 e s b |

WALLACE WURTH | (] et b 1 (i 2 S o]

WALLACE WUSTH (] bt Sompery ScamOnphcn (i 3 ste e sbout |



Registration O

e Confirmation and submission

[ g g ekan
e p— - O —

v g R

Once the user clicks on Submit, the registration application process is completed. The user
and relevant staff members will receive registration notices. Each registration comes with a
unique reference number for future reference.

Completion of Access Registration Submission

Your request for registration with Mark Wainwright Analytical Centre: Biomedical Imaging Facility, was successfully submitted to us on 05/08/2015 13:18. Please allow 2-3
working days for processing of this request. Confirmation of your registration will be sent to the email address that you supplied. Thank you.

Your registration ref: Ref-QulvKgAy3NiW-7S5kIX,

e Approve online registration

Admin staff process the online registration through User Profile Manager. Click Online
Registration. Click Approve to continue to the user registration page as stated in Register
Users Manually, or Delete to cancel the registration.

B3 User Profile Manager

§ Process online user regisirations

Online User Registration: || Choose user from the list w

Choose user from the list

Alexander Slade
Angelika Bongers
Cara Toscan
Hiranya Jayakody
Joanna Randall
Megan Lenardon

e Auto-approve online registration

Some labs prefer having an auto-approving mechanism to ease the pain of user waiting for
approval and reduce the admin work load. In response to the needs, ACLS provides an auto-
approving mechanism which applies to the local organization users only. For example, for
ACLS deployed at UNSW, UNSW user registration feeds through the auto-approving
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process; for non-UNSW users, the registration process remains unchanged so lab admin
needs to manually approve the non-UNSW user registration.

The auto-approving user registration only works when it meets the following
conditions.

e Enable auto-approving function through system settings by system administrator
e ACLS connected to organization ID system via LDAP

The auto-approving process is illustrated as below. The current registration form wizard will
stay unchanged except for the last step when users submit the form. Taking UNSW for an
example.

If credentiales

For UNSW
are correct,

user, sysetm
asks for UNSW N5 approves

! registration
Uelﬁzir:'ai and grant
access to ACLS

Tell system if

youare UNSW Registration Submit

user or if you
are not UNSW
user

form wizard registration

For system administrator, 2 global parameters are required to set up for auto-approving.

Parameter Description

EnableRegAutoApproval If enabled, auto-approving process is
ON.
OrgRegName| Orgamisation name for regstration

form, for example, UNSW

On the page 1 of registration form, a selection panel is added to ask users if he is local org
user or if he is not.

B To Register

> Registration > Terms & Conditions > School/Org

® [am a UNSW user 'O Iam not a UNSW user
Title M =
Given Name™ [
Family Name™ [

UNSW User ID* l
Confirm UNSW User ID™ |

At the end of registration, if the user is UNSW staff or student (for example), ACLS pops up
the sign in for credential confirmation before granting the access to the system.



> Registration

Title

Given Name
Family Name
UNSW User ID
Email

Type of Researcher
School/Organization
‘Work Phone
Mobile Phone
Work Fax

Work Address
Supervisor
Project(s)

Account Type

Facility of Interest

4.4 Register Supervisors

> Terms & Conditions

FINAL CONFIRMATION
| am a UNSW user

Mr.

hello

ity

2123456

itt@

Industry (AUS)

BABS - and

0293856580

MEE Chemical Science building

External Invoice

> SchoolfOrg

> Supervisor

Submil

To Complete Registration, Please Sign In

User ID: 2123456

A supervisor can be registered through Supervisor Manager.



B Supervisor Manager

@ 196 supervisors

[ Search Supervisor

School/Organization: [Choose school/organization from the list

School/Organization Work Phone Mobile Email

4.5 Loginto ACLS

Enter your login email and password and click on Login.

[User ID

[ Password

Sign In

To View Bookings

To Register

Forgot Password?

Upon login, you will see the Booking Tab page.

4.6 Reset Password

Users are able to reset password at login page. Upon providing the email address, ACLS
sends the reset password notice with reset URL.

Bj Forgot Password?

@ Please enter your email address below to request for password reset.

Email: [

SignlIn >>

Upon receiving the password reset email, you can enter the reset code and new password to
reset.

Email looks like:

Dear Dong Zheng,



B Forgot Password?

@ Please enter password reset code (sent to your mailbox within 5 minutes) and new password.

Reset Code: I| ]

New Password: [

SignIn ==



Configuring ACLS

5 Configuring ACLS

5.1 Configure System

When you commence using the system, you must verify the parameters defined in the
system configuration panel to ensure they are set out as required for your operations.
Normally, ACLS is compiled and deployed in the configuration of your choice.

When ACLS is installed, the system configuration is set to default values. Go to System
Settings and Select Configure System to make the following changes:

o CGl Directory: Directory for ACLS web access to retrieve the CGl files, including book.dll
o Data Directory: Physical directory location for all the system data files

e Server Name: The server IP or domain name (Www.XXX.XXX.XXX)

e  SMTP Server Name: The local SMTP server domain name

e Title To Show: The logon page title
o Title Beg & Title End: The web page title with format Title To Show.Title Beg.Title End

Parameter

AccessPortalURL

‘ Description

Single Sign-In Portal

Remarks

Refer to Appendix K

CGl Directory

Directory for ACLS web
access to retrieve the CGI

files, including book.dlII.

For example: if hyperlink is
http://localhost/cgi/book.dll,
CGIDirectory should be “cgi”.

Data Directory

Physical directory location for

all the system data files.

For example, if the actual directory pointing to
the physical system data directory is
“d:\emudata”, DataDirectory should be

“d:\emudata”.

Doc Directory Name

Doc directory name for storing

all the printable html files.

For example, if the actual directory pointing to
the physical system data directory is
“d:\emudata\doc”, Doc Directory Name should be

“doc”.

Doc Web Directory Name

Doc directory name defined in

web server configuration.

For example, if web server alias sets the virtual
path “/doc” to link to “d:\emudata\doc”, Doc Web

Directory Name should be “doc”.

Pictures Directory Name

Picture directory name for

storing all the users’ photos.

For example, if the actual directory pointing to
the physical user picture directory is
“d:\emudata\pictures”, Pictures Directory Name

should be “pictures”.

Pictures Web Directory Name

Picture directory name defined

in web server configuration.

For example, if web server alias sets the virtual
path “/pictures” to link to “d:\emudata\pictures”,
Pictures Web Directory Name should be

“pictures”.

Users Directory

No longer in use

Email Data Date

For information only.

Email server program updates the date to current
date on daily basis; if not, ACLS may have a

corrupted database.

AC LAB SYSTEM
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System Pass Date

No longer in use

Tracing Data Date

No longer in use

Active Users For Training

Booking

User selection list for training

bookings.

@: Show all users in selection list for training

bookings

@: Show active users only in selection list for

training bookings

Booking Calendar Staff Only

Enable/Disable booking

calendar to users.

@: Enable booking calendar to all (users and
staff)

@: Enable booking calendar to staff only. This

is the default.

Booking Display All

Show all resources or per

resource group.

@: Show resource selection list per resource

group

@: Show all resources in one selection list

Booking Only

Switch ACLS reporting
between usage data collected
through ACLS console and
booking data.

6: Usage data through logon console

@: Booking only

Calendar Multiple Days

Show multiple day event on

calendar.

6: Show multiple day events through the

separate top row of the calendar

@: Show multiple day events through the time

continuously. This is the default.

Clear Browser Cache

Add the html page header to

stop browser cache.

@: Does nothing on cache

@: Add special cache header to stop browser

cache. This is the default.

Console Next Booking Update

No longer in use

Console Notification

No longer in use

Data Storage Ctrl

No longer in use

Enable AAF Sign In

Enable/disable AAF sign in
through ACLS Single sign in
which connects to AAF

(Australia Access Federation)

6: Disable
@: Enable

Enable Account Exception Alert

Enable/disable organisation
GLC or account exception
alerts if organisation account
feature is enabled. This works
only when SSl is enabled for
organisation GLC or account

feature is enabled

6: Disable
@: Enable

AC LAB SYSTEM
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Enable Account Select For

Booking

Enable/disable account
selection for operation booking
calendar and timeline booking
calendar. Default is disabled. If
enabled, users must select
account even if they have one

account.

@: Disable
@: Enable

Enable Active Users for Job Reg

If enabled, user selection for
sample job reg shows active
users. If disabled, user
selection for sample job reg

shows all users.

@: Disable
@: Enable

Enable Admin Timeline

Calendar

Enable/disable timeline
calendar for admin to change
any bookings on resource

timeline calendar

6: Disable
@: Enable

Enable Android App

Show Android app information

link on login page if enabled.

: Disable
@: Enable

Enable Banner for Login

Enable/disable banner image
on login page. By default,
system uses the built-in

header.

6: Disable
@: Enable

Enable Built In Sign In Page

Enable/disable book.dl sign in

or index.php sign in

@: Disable
@: Enable

Enable Charge Category

Manager

Enable/disable resource
charge category method, refer
to resource charge category

chapter for details

6: Disable
@ Enable

Enable Charge Rate On

Calendar

Enable/disable resource
charge rate show on calendar

pages

@: Disable
@: Enable

Enable Consumable Module

Enable/disable consumable
module used for managing
consumable store and

ordering consumables

6: Disable
@ Enable

Validation

Enable Consumable Order Qty

Enable/disable consumable
order quantity validation
against stock quantity. If stock
quantity is less than the

ordered quantity, then order is

@: Disable
@: Enable

AC LAB SYSTEM
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NOT accepted. The default

setting is disabled.

Enable Consumable Stock
Email Alert

Enable/disable consumable
stock email alert to admin staff
once a day. The default setting

is enabled.

6: Disable
@: Enable

Enable Consumable Stock

Update upon Delivery

Enable/disable consumable
stock quantity update upon
delivery. If enabled, stock
quantity is updated when the
delivery is marked as
delivered. If disabled, stock
quantity is not updated against

the consumable order.

6: Disable
@: Enable

Enable Consumable Stock Zero

Enable/disable consumable
stock quantity running into the
negative value. If enabled,
when the stock quantity
reaches negative value, the
stock quantity stays zero. The

default setting is disabled.

6: Disable
@: Enable

Enable Corea Analytics

Enable/disable Corea

analytics feature

6: Disable
@: Enable

Enable Create User Folder

Enable/disable user folder

creation with tracker

6: Disable
@: Enable

Change

Enable Current Hour Booking

Enable/disable event change

permission in the current hour.

6: Disable the change permission

@: Enable the change permission. For
example, it is 12:20pm now, if it is enabled, users
and staff can change the events starting from

12pm instead of 12:20pm.

Enable Default Account

Enable/disable default account

for the tracker login

6: Disable
@: Enable

Enable Email Server Alert

Enable/disable pop up alert
message upon system

administrator login

6: Disable
@: Enable

Enable Resource Catalogue

Enable/disable resource

catalogue feature

@: Disable
@: Enable

Enable Resource Status

Enable/disable resource status
page. Only applies when
setting “Booking Only” to ON.

@: Disable resource status page

@: Enable resource status page

AC LAB SYSTEM
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Enable Resource Status Privacy

Enable/disable user photo on

status page.

@: Disable user photo display when users
access the resource status page. Only staff can

view photos.

@: Enable user photos display.

Enable Help Link

No longer in use

Enable Induction Process

Enable/disable induction
process. The default setting is

enabled.

6: Disable
@: Enable

Enable Invoice Manager

Enable/disable invoice
manager. The default setting

is enabled.

6: Disable
@: Enable

Enable iPhone App

Enable/disable iPhone app

indication icon on login page

6: Disable
@ Enable

Enable Labcast

Enable/disable labcast feature
in ACLS to cast live calendar
via labcast service powered by
UniLab

6: Disable
@: Enable

Enable Mail To User For User

Booking

Enable/disable mail to user
checkbox for user booking
calendar. If enabled, upon
saving the bookings, system
sends the email notifications to

the booked users

6: Disable

&/ Enable

Enable My Data

Enable/disable data cluster
connection to nextcloud
service or FTP service (UNSW

only)

6: Disable
@: Enable

Enable Nextcloud

No longer in use

Enable Online Reg Project

Enable/disable project field in

online reg form.

6: Disable
@: Enable

Enable Online User Password

Reset

Enable/disable reset password

6: Disable
@: Enable

Enable Order Consumable

Login

Enable/disable consumable

order logo on login page

@: Disable
@: Enable

Enable Org Master Account

Enable/disable the
organisation GLC or account

validation feature

6: Disable
@: Enable

Enable Org Master Account For

Reg

Enable/disable the
organisation GLC or account
validation feature for user reg.
The default setting is disabled.

@: Disable

& Enable
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Enable Outlook Calendar Export

Enable/disable outlook
calendar export for My
Calendar data, or selected
resource calendar data (staff
only) to ics URL. So users and
staff can add the ACLS

calendars to Outlook calendar

6: Disable
@: Enable

Enable Privacy Calendar

Enable/disable the booking
details on the public access

calendar

e: Disable
@: Enable

Enable Publication

Enable/disable the publication
data feature. The default

setting is enabled.

6: Disable
@: Enable

Enable Public Calendar

Enable/disable the public
access calendar without the

need of login

6: Disable
@: Enable

Enable Q&A Search

No ionger in use

Enable Reactivation Page

Enable/disable the reactivation

link on login page

6: Disable
@: Enable

Enable Reg Auto Approval

Enable/disable auto approval
for local organisation user reg
application provided that
LDAP is enabled to validate
the user ID and pass against

the organisation ID service

6: Disable
@: Enable

Enable Reg Pathway

Enable/disable the pathway for

online reg process

6: Disable
@: Enable

Enable Reg Project Compulsory

Enable/disable the project field
in the reg form as compulsory

entry or not

6: Disable
@: Enable

Enable Repeat Booking

Enable/disable repeat booking
feature for Facility Booking

Tool

6: Disable
@: Enable

Enable Resource Data

Enable/disable resource tile in
My Data

6: Disable
@: Enable

Enable Resource Field

Customisation

Enable/disable resource

database field customisation

6: Disable
@: Enable

Enable Sample Details In Report

Enable/disable sample details

in the sample report

6: Disable
@: Enable
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Enable Sample Job Alert

Enable/disable sample job
overdue alert. System does

checks once a day

@: Disable
@: Enable

Enable Scan Certificate Script
Notification

No longer in use

Enable Session Hour Check

Enable/disable min booking

unit check for each event.

6: Disable min booking unit check against

each event.

@: Enable min booking unit validation for each
event. If the booked hours are less than the min

booking unit, the event is not saved.

Enable Single Sign-In

Enable/disable Single Sign-In
mode. If enabled, users can

only access ACLS via SSI

6: Disable
@: Enable

Enable Space Booking

Enable/disable space booking
feature in response to COVID-
19

@: Disable
@: Enable

Enable Staff Calendar

Enable/disable staff calendar.
By default, it is disabled

6: Disable
@: Enable

Enable Staff Roster Notification

Enable/disable staff roster
booking change email
notificaiton. By default, it is
disabled

6: Disable
@: Enable

Enable Subscription Credits

Not implemented yet

Enable Survey

Enable/disable survey module.

6: Disable
: Enable

Enable Term Condition

Enable/disable term and
conditions display at footer

and on dashboard menu

6: Disable
@: Enable

Enable Timeline Calendar

Enable/disable timeline
calendar. The default setting is

enabled.

@: Disable
@: Enable

Enable Title For Login

Enable/disable Title bar on

login page

6: Disable
@: Enable

Enable Track Samples

Enable/disable Track Sample

module

6: Disable
@ Enable

Enable User Booking

Confirmation

Enable/disable booking
confirmation alerts to users a
few days before the booking
time. Users can confirm the

booking or cancel the booking

6: Disable
@ Enable
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Enable User Portrait Photo

Enable/disable user portrait
photo in user profile. This does
not refer to thumbnail user

photo.

6: Disable
@: Enable

Enable User Privacy Calendar

Enable/disable booking details
on calendar for privacy. Users
can only see his own booking

details, for the others, just

marked as busy

6: Disable
@: Enable

Enable WHS Document

UNSW only for WHS
document feature in
conjunction with single sign in

portal

6: Disable
@: Enable

Enable XNAT

UNSW only for M cloud data
service connection.
Enable/disable m-cloud

connection.

6: Disable
@: Enable

Equipment Supervisor

Consumable Access

Allow staff in equipment
supervisor access category to

access consumable library

6: Disable
@: Enable

EXCEL Password Protection

No ionger in use

Resource Charging

Enable/disable resource
charging policy in Resource

Manager.

@: Disable
@: Enable

Resource Status Display All

If enabled, resource status
shows all the resource status
regardless of the other
restrictions. It means that any
users can see the full list of

resource status.

6: Disable, this is the default

@: Enable

Https Enable

Enable/Disable https access
depending on the web server

settings.

6: Disable https access. This is the default. If

selected, web access is standard http

@: Enable https access

Include Consumable to Usage

Invoice

Enable/Disable to include the
consumable orders to the
invoices. The default setting is

enabled.

@: Disable
@: Enable

Invoice Accessible By

Supervisor

Enable/disable supervisor
access to the invoice

statements.

@: Disable
@: Enable

LDAP Pre-Configure

Auto-run tool to configure the

user access through LDAP.

6: OFF
@: ON

Logbook Manager To Staff

Enable/disable general staff
access to data logbook

manager function.

6: Disable
@: Enable
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Login Using Email

Enable/disable email as login

name.

6: Disable
@: Enable

Logon Server Check

No longer in use

Logon Timer Ctrl

Enable/disable timer for

tracker

6: Disable
@: Enable

Multiple Click Prevention

Enable/disable multiple form
submission through “Accept”
button.

6: Disable, this is the default.

@: Enable.

Online Reg Ctrl

Enable/disable online

registration.

@: Disable
@: Enable

Online Reg Visitor ID
Compulsory

Set Student/Staff ID as
compulsory entry field in

registration form.

6: Not compulsory

@: Compulsory

Project Manager

Enable/disable

“Project Manager”.

6: Project manager is OFF

@: Project manager is ON

Report By Any Period

Providing an option to
generate a report by a period

between any two months, or a

period between any two dates.

@: Set period between any two months

@: Set period between any two dates

Restrict Bookings To General
Staff

If enabled, general staff are
treated like a user, requiring a
training certificate before any

bookings can be made.

@: No restrictions to staff with respect to

making bookings

@: Staff can only make bookings if they are

qualified as a trainer or being trained

Show Logon Client Password

No longer in use

Show Tracker Hours in Report

Display the tracker hours with
the booking hours in the

reports for comparison.

6: OFF
@: ON

Show Video Clip Booking Tab

Home

Display video tile on the

booking tab home page

6: OFF
@: ON

Training Support Request

Switching on/off the function

on My Dashboard

6: OFF
@: ON

User Account For Reg

Enable/disable account entry
in the online registration

process.

6: Account entry not required

@: Account entry required
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User All Account Search

Enable/disable the account
search range in user profile

manager

6: Disable
@: Enable

User Photo Availability Check

Enable/disable user photo

availability check.

6: No cross check on user photo availability.
This is the default.

@: Checking against user photo availability.
The system runs a regular check for user photo
availability against the parameter
“DeactivatelfNoPicturePeriod”. If the photo is not
available as set out, the system deactivates the

user access automatically.

User Photo For Reg

Enable/disable user photo
upload in the online

registration process.

6: User photo not required

@: User photo must be provided

Valid Email Login

Enable/disable login name

validation check.

6: Validation not required

@: Login name has to be numbers and letters

Web Access Validation

Enable/disable user certificate
validation. If enabled, using
web access records to

validate.

6: Disable
@: Enable

LDAP Compulsory Check Text

Set the default text string for
LDAP compulsory control

If set to ‘unsw’, the system checks user email
contains ‘unsw’ to automatically switch on LDAP

access control

LDAP Text on Login Page

Show a special text on login
page to remind users using
the organization-wide ID to

access ACLS.

For example, “UNSW staff and students use

zID/zPass to login”

Login Name Tip

Set the tip text for the login

name field on login page

Default, welcome

Online Reg Visitor ID

Set as default external visitor
ID

e.g. 000

Server Name

Should be web server IP

address or domain name

€.J. WWW.XXX.XXX.XXX

SMTP Server Name

The local SMTP server
domain name of the

organization

e.g. smtp.unsw.edu.au

Title Beg

System web page title

Title End

System web page title

Title To Resource Catalogue

Add additional title in the front
of Resource Catalogue on
booking landing page. For
example, UNSW Resource

Catalogue
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Title To Show

System title on logon page

Commercial User Code

Used for commercial booking

Resource Status Image Height

Set the resource image height

Height of resource image shown in resource info

page is defined here

Resource Status Image Width

Set the resource image width

Width of resource image shown in resource info

page is defined here

Service User Code

Used for logbook manager to
catch the wrong login/logout,

and also for service booking

Version Control

This is for building ACLS used
by ACLS developer

Information only

FTP Host Name

No longer in use

FTP Login

For record purpose

FTP Password

For record purpose

Home Page Link

Set home page URL at footer

If this is blank, home link is not available at footer

Privacy Statement Link

Set privacy statement link at

footer

If this is blank, privacy statement link is not

available at footer

ACLS Version

For information

Contact Us Email

Used for “contact us” in the

footer section

Should be a general email address for the lab

Max Booking Form Number

Limit for resource uploaded

booking form

Max is 5

mCloud User Guide URL

UNSW only

Moxy Sign In Token

Refer to Moxy guide at

moxy.unilab.com.au

Moxy Sign In URL

Refer to Moxy guide at

moxy.unilab.com.au

Default sets to UNSW

Org Reg Name

Used for the button in Account
Manager if organisation GLC
or account validation feature is

enabled

Default sets to UNSW

Python Tracker Poster Menu

Refer to ACLS tracker guide

Information only

Staff Roster URL

Staff calendar working with

MoxyTouch

Refer to UniLab MoxyTouch user guide,

Information only

User Folder Format

Refer to ACLS tracker guide

Information only

Reg Account Field 1

Used as account field for
account entry in the online

registration process

If blank, then this field entry is disabled

Reg Account Field 2

Used as account field for
account entry in the online

registration process

If blank, then this field entry is disabled
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Reg Account Field 3 Used as account field for If blank, then this field entry is disabled
account entry in the online
registration process

Reg Account Field 4 Used as account field for If blank, then this field entry is disabled
account entry in the online
registration process

Adv Booking Reminder Day Days for sending booking Default: 2 days
reminder out prior to the
booked session time

Data LogBook Back Days Max back days for data Default: 360 days

logbook calendar

Deactivate If No Access Period Days for deactivating users if
they have not used any

resources

Default: 120 days

Deactivate If No Picture Period Criteria to convert the active
user to inactive if their photo is
not available for a specified

period

Default: 120 days

Min Unlogged Time Minimum time (in minutes) to
accept the operational or
usage time after login to

instrument computer

Default: 5 minutes

Reg Copy Delete Days After users save a temporary
copy of the reg form, the form
will be deleted in the days
defined here (UWA

modification only)

Default: 14 days

Default Reg Account Default account used for

approving user reg

Upon user reg approval, this account is
automatically assigned to the user profile,

information only

the server time format in

regional setting

Report Depth Range of years for generating Default: 1 year
reports
Server Calendar Date Format The format should tally with Default: mm/dd/yyyy (US format)

Australia: dd/mm/yyyy

User Access Expiry Alert Set the user access expiry

advance alert days.

For example, if it is set to 0, the alert is OFF. If
set to 30, it means system sends out an alert 30
days in advance of the expiry date. The access

expiry date is set for each user profile.

5.2 Configure Resources

Resource in ACLS refers to instrument, equipment, tool, device, or anything you wish to
book. Before starting to set up resources, you need to work out the resource grouping
strategy. In other words, you need to set up groups for similar kinds or capabilities of

resources.
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521 Resource Wizard:

This guides you through a ‘one-stop’ process to set up resources, taking 4 steps to complete.
Simply follow the process step by step to set up a new resource or change resource settings.

(¢' Resource Wizard

1. First Step 2. Second Step 3. Third Step 4. Finish

0
&
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a
o
n
o
@
]
=3
&
"

[Chaose resource from the list v

[=]

-

‘Continue

I E
-}
£
5
a
o
m
2

3

5.2.2 Set Up Resource Group Ownership:

You should use this only if you have multiple units at your organization. By setting this up,
each unit owner(s) or staff-in-charge can administrate their own resources, trainers and
certificates.

ACLS supports up to 3 levels of resource group structures. Go to Utilities -> Resource
Manager -> Resource Group.
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Save Change
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Save Caangs

AC LAB SYSTEM 49



B Edit/Add Resource Group
Resource Group Name [ 7
Resource Group Mame - Level 1 |—

Resource Group Name - Level 2 [

Training Certificate a
it ehecked, resource Is anabled and g is disabled; if resaurce
training certificats |5 enabled.

Click on button “Update Ownership” to add or update the ownership. Owners of the resource
can be chosen from or above the equipment supervisor category only. Now the owners can
manage their own resources, trainers and certificates.

On booking page, multi-tier tree charts are presented.

e
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5.2.3  Resource Manager

An experienced administrator can jump to Resource Manager to add/edit/archive a
resource.

e Office/Lab Space & Resources
e Resource Groups

e Booking Resources

e Non-booking Resources

e Archived Resources

e Linked Booking Resources

e Printable Resource QR Codes
e Resource List for Registration
e Resource Tracker and Status
e Resource Tracker Home Drive

Social Distancing n

Archived Resources Linked Booking Resources

Resource Tracker Seifing & Siatus Resource Tracker Home Drive
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Booking Resources Non-Booking Resources

User Registration Form
Printable Resource QR Codes Resource List for Registration

Resource Profiles:

General Profile Booking Profile Lab Space Catalogue Profile Booking Form Training Certificate Trainer Certified Users Python Tracker

Resource Name
Avizo 1(No charge)

Resource Group [TaoLs v

Resourcs Image ’
y /7 Unload Resource Image

Resource QR Code

Update QR Code

Operation Status (Tick fo be operational)

e General profile

The resource settings are described as follows:

Field Definition

Resource Name Full name of resource

Resource Group Resource group name

Resource Image Resource image, one per resource

Resource QR Code Resource QR code for smart phone to scan to access and make bookings
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Operation Status Active or inactive. For active resources, training certificates and trainers can

be set up.

e Booking profile

The resource settings are described as follows:

Field Definition

Min Hours Per Session Define the min time for each booking session. For example, if this is set to 2
hours, users have to book the session more than 2 hours or otherwise,

system declines

Min Booking Unit There are two options for calendar time scale unit, 15 minutes or 1 hour
Multiple Bookings At Same If enabled, users can make bookings to the same time. This is useful for the
Time special space booking.

Compulsory Booking If this setting is enabled, booking confirmation becomes compulsory for each
Confirmation booking made; if disabled, users are able to decide whether they want to have

a booking confirmation for each booking made.

Booking Alert Trainers receive the booking notice upon users make bookings it enabled
Training Certificate Indicates whether the resource booking requires a user training certificate.

For example, some resources do not require training to operate.

Pre-Approval Booking If set this ON, resource bookings made by users are regarded as unapproved

bookings subject to trainer/manager approval.

In-Progress Booking Change If set this ON, users and staft can change the in-progress bookings. For
example, the booking is 10am to 2pm, the current time is 12:15pm, then

users can reduce the booking time from 10am to 12:15pm.

In-Progress Booking Cancel If set this ON, users and staft can cancel the in-progress bookings. For
example, the booking is 10am to 2pm, the current time is 12:15pm, then
users can cancel the booking. This feature might be abused by users to

cancel the bookings after they start to operate the tool or resource.

Booking Enable Enable or disable resource availability for booking

e Lab space profile
Lab space is a new feature to cope with COVID-19 outbreak so to set the limit of
concurrent users or researchers in the lab space. You simply select or deselect the
resource to the pre-defined lab space.

o Catalogue profile

The resource catalogue settings are described as follows:
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Field Definition

Resource Type Following types are selectable. In the future, each type of resource has its

own booking event template.

Research Equipment
Loan Item

Service

Meeting Room
Vehicle

Others

Catalogue Access Catalogue access defines the access level by the following definitions.

Local
Organisation
Universe

Disable

Local access: users who sign in to ACLS can access
Organisation access: users who can sign in SSI can access
Universe access: users who can sign in AAF can access

Disable access: resource is not shown on catalogue

Item Number Resource asset item number in the university asset system
Description Resource description

Location Resource location, for example, room number, building name
Custodian Resource custodian

e Charge rates

This setting is subject to the global setting to enable resource charging method. Please
refer to Resource Charging chapter for the further details.

e Booking forms

This setting is subject to the global setting to enable booking forms. Please refer to
Resource Booking Form for the further details.

e Training certificates

Please refer to Resource Training Certificate chapter for the further details. You are able
to add new training certificates and to edit the current certificates.

=+ Add Certificate

Certificate: AFM CATALYST - AFTERHOURS

Certificate: AFM CATALYST - GENERAL
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e Trainers

Please refer to Resource Trainer chapter for the further details. You are able to set up
trainers here.

B User Profile Manager

Sat New Password Send Confirmation Notice To User

& Dong Zheng
Profile Access Update Photo Pinboard Supervisor School Form Publication Account Certificate - Induction Process

¥ Edit Trainer

W AFM
W AFM_Catalyst (Lovy)

Trainer

e Certified users

Certificated user list is available for reference checks.

AFM_Catalyst (Lowy)

General Profile  Booking Profile  Lab Space  Catalogue Profile  Charge Rates  Booking Form  Training Certificate  Trainer JavaTracker  Python Tracker

Ceriificate: AFM CATALYST - AFTERHOURS

User List Ying Zhu, ying zhu@unsw.edu. au (Ackive)

Certificate: AFM CATALYST - GENERAL

e Python tracker

The tab page sets up tracker controls. Please refer to Appendix H — ACLS Python
Tracker for details.

General Profile Booking Profile Lab Space Catalogue Profile Booking Form Training Certificate Trainer Certified Users -

Resource Aviza 1(No charge)

Host 1D 42934634

ID Type ®  HostiD

Block Hot-Keys ‘®  Blocked

Block Task Manager ® Blocked (O Unblocked

Enable Account/Project Selection

[¢]

(Enabled. users must select accountiproject on tracker login}

a

Enable Locking Screen (Enabled, lock screen feature is enabled so users can lock screen after tracker Iogin)

<]

Enable Show Last Login User (Enabled. fracker shows the last login user name)

<]

Enable Auto-Logout (Enabled, aute-logout feature is enabled. upon login, tracker logout automatically after pre-defined logout hours)

Auto-Logout Hours

B

Enable Full-Screen Mode (tracker login page is in full screen mode so users must login first to continue )
Aliow Connection

Hote [

Tracker Installation Status Installed

Tracker Connection Status Connected
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Field Description

Resource Resource installed with console

Host ID Host ID shows at each console upon installation. System generates a

random one the very first time.

ID Type Host ID as resource ID.

Block hot-keys Tracker blocks all Windows hot keys by default so users cannot bypass

tracker with the Windows hot-keys

Block task manager Block or unblock the Windows task manager so users cannot kill off tracker
instance

Enable account/project Enable/disable account/project selection. If resource is free of charges,

selection you can disable this option for tracker.

Enable locking screen Enable/disable locking screen feature. The locking screen is useful for

users to tentatively lock up the screen while away for a short break. Staff

members can unlock anytime.

Enable auto-logout Enable/disable auto-logout. This feature is useful to prevent users
forgetting logout tracker. When the pre-set time interval is reached, tracker

logout automatically.

Connection Allowed Enable/disable connection permission. If unchecked, server declines the

tracker connection request

Note Notes relating to the console settings.

Resource Booking Forms:

Booking form might be used to record metadata of booking sessions while users make
bookings. You are able to set up max up to 5 booking forms with the following entries. The
forms can be set as optional to be completed and uploaded on the booking calendars.

Regisier Booking Form

@ Form refers to word doc or PDF.
§ Online form can be Google Form or the other online form.

Enable Booking Form -1

Booking Form Title
Booking Form URL

Enable Upload Form Button on Booking Ligthbox Window

Opfional Form Upload

Enable Booking Form - 2

Booking Form Title
Booking Form URL

Enable Upload Form Button on Booking Ligthbox Window

Opfional Form Upload

AC LAB SYSTEM

[ RINSW Referral Form

" https://research.unsw.edu.au/research-imaging-nsw

D (tick to set form upload as optional)

[Study Consent Form (optional)

(e

|

(tick to set form upload as optional)
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For unapproved bookings,

or decline.

Bj Approve Bookings

staff can validate the uploaded forms before granting the booking

APPROVAL OF UNAPPROVED BOOKING EVENT

Resource Magnetom VIDA
Start Time 12/08/2019 09:00
End Time 12/08/201% 10:00

Booked Time

05/08/2019 12:48

Booked By

& E Tan

W Certificate: MAGNETOM VIDA BOOKING CERTIFICATE n

ApprovefDecline Notes

Click to contact user ...

Uploaded Forms

RINSW Referral Form_v1-
1565318906.docx

On the booking calendar page, staff can access the booking forms anytime.

Uploaded Booking Forms

Refresh
Start Date End Date ng Form
E Tan 2019-07-04 09:00:00 2015-07-04 10:00:00 RINSW Referral Form_v1-1562127120.docx
E Tan 2015-07-10 11:00:00 2015-07-10 12:00:00 RINSW screening form_v1-1562127879.pdf
E Tan 2019-08-21 09:00:00 201%-08-21 10:00:00 Pilot scheme January 2019_website-1564624672.pdf
AR, na . Pilot scheme January 2019_website-1564624672.pdf
E Tan 2019-08-21 09:00:00 2015-08-21 10:00:00 Fee_and_ jon_policy_website-1564624661.pdf
Pilot scheme January 2019_website-1564624672.pdf
E Tan 2019-08-21 09:00:00 2015-08-21 10:00:00 Fee_and_cancellation_policy_website-1564624661.pdf
RINSW Referral Form_w1-1564624707 .docx
E Tan 2019-08-26 09:00:00 2019-08-26 10:00:00 RINSW accompanying persons screening form_v1-1564624925,pdf
E Tan 2019-09-12 09:00:00 2019-05-12 10:00:00 RINSW screening form_v1-1565141160.pdf
R, . RINSW screening form_v1-1565141160.pdf
E Tan 2019-09-12 09:00:00 2019-09-12 10:00:00 RINSW ning form_v1-1565141168.pdf
E Tan 2019-08-12 09:00:00 2019-08-12 10:00:00 RINSW Referral Form_v1-1565318906.docx
E Tan 2019-08-12 09:00:00 2019-08-12 10:00:00 RINSW Referral Form_v1-1565318906.docx
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5.3 Customise Resource Fields

A new technique is used to add or remove the new fields for resources by yourself, basically,
you can add new fields to a resource to suit your needs.

e Step 1: Add new customised fields

Go to Resource Manager, click on Customised Resource Fields to add new fields.

E Resource Manager

s @ 37 pre-appsoval Backable

9207 Bockatie

il
T o e

For new fields, you need to enter field name and length of field (max number of characters).
Please use letter and digit for field name only.

Add Fields

Field Name [

Max Field Length [

Upon creating the new fields, you can delete them anytime if they are not in use for any
bookings.

Bi Customise Resource Fields

9 Oty user leters Yor Seid name, 00 ot use sy special characiers

e Step 2: Add customised fields to Resource
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You need to confirm if you want to set up new customized fields to any resources for its
booking form or for its report respectively. If you don't tick the relevant boxes, then the new
customised fields won't be effect to the resources.

Customised Fields

cost ode (Tick o include into booking form) (Tick to includg into report)

mabil pone (Tick o nclde info boaking form) [ rektoincide o )

This is all you need to do for adding customised fields.
e Step3: Change the customised field order on popup booking window

You are able to change the customised fields order on the form. Click on “Set Field Order on
Booking Window” button to make the changes.

B Customise Resource Fields

9 Only user letters for field name, do not use any special characlers.

Add Fields
Set Field Order on Booking Window

Bj Customise Resource Fields

9 Change field order on the booking window.

Field Name cost code: Order (2w

Field Name mileage Order 1w

Accept

531 Customised Resource Fields on Booking Form
The customised fields will show up on the form depending the resource settings. Please note

that all the customised fields are compulsory entry. Without the data entry, the bookings
won'’t be accepted.
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(L6) DIVING DAN 02 KIT - CLONE

Description ‘ Dong Zheng

cost code ‘

mobile

phone

Notes

Repeat DISABLED
event

[ Full day ‘@un-au - ‘2 - |March - |zn19v

‘@00.45 - ‘2 - |March - |2o19v

Confirmation [

Reminder [

DELETE CANCEL “

5.3.2 Customised Resource Fields on Report

Go to Report Manager, a new report tile is added for the resources which have the
customised fields enabled. By doing so, the standard reports remain unchanged.

ACLS shortlists the resource groups (that are enabled with the customized fields) for
selection.

B Customised Booking Report

9 Report for April 2019

Return

Select Resource Groups

O s) orving
[] Traiers

Continue
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Manth; | lataary ¥ Month: | Jansary ¥ Month: | January ¥ Month: | Jsnsary  ®

) b e o
C
The monthly report example is shown here. You can export to EXCEL anytime.
P
Resource !ﬂell"g User Type of Supervisor  Account School/Org cost mabile Start Time  End Time Booked Booked Notes
Group Type Researc her code  phone Hours on
"/

Please note that vehicle charge capping is not implemented. You can export to excel for the
further data process.

Reports by any periods are available for the customised field resources and resource groups.

5.4 Access Group Definition

The Access Group Manager defines the level of access. There are 7 generic groups pre-
defined in the system:

e  System Administrator Group
e Administrative Staff Group

e Manager Group

o Equipment Supervisor

e General Staff Group

e Supervisor Group

e User Group
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Each generic group can be used to create many sub-groups for different booking settings.

Each group has the following attributes:

Group name

Maximum hours per day

Maximum days per period (calendar days)

Maximum hours per period

Booking start time for each day

Booking end time for each day

Booking end time offset for each day. If set to zero, ACLS will set one check box on the
booking calendar to represent the offset period on the booking end time

Booking cancellation: Whether the bookings are allowed (one day in advance) to be
cancelled

Weekend booking: whether weekend booking is permitted

Group code: unique group ID

Group of Privilege: access authentication

5.5 Upload System Files

Through this file uploading function, you are able to upload all the following files:

Banner image
Logo image for invoice statement

Terms & Conditions text file
Terms & Conditions PDF file

Customized user title text file
Customized type of researcher text file
Customized form type text file (CMCA only)

[ System Files

by

o

2

o

[

“+ Upload Banner Image

# Upload Inveoice Logo Image

#i/ Upload T&C Text File

#./ Upload T&C PDF File

' Upload User Title File

x Delete User Title File

[

' Upload Researcher Type File

x Delete Researcher Type File

For example, a user position text file should look like this:

Undergrad. Student
Hons Student

Visiting Researcher
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e Masters Student

e PhD Student

e Postdoc

e Research Assistant
e Professional Officer
e Academic

e Others

5.6 Configure Email Receivers

You can customize the email notice receivers for an online registration request, budget
manager, access denied and training & support. By default, an online registration notice,
access denied notice and training & support notice all go to both the user who submits it and
the email address set out in Contact Us shown in the footer.

B Configure Email Receivers

Budget Manager Alert Registration Notice Access Denied Notice Training & Support Notice

@

S

5.7 Configure Email Response Contents

You can customize all email notice contents to suit your lab environment. If you don’t set
your own content, the system uses the built-in default content.

Bj Email Contents

modified » QLR BT R T

DL Access Denied Notice

= ET S Booking Reminder Motice

EFEN S Change of Password Notice

EEN S  Commercial Booking Confirmation Notice
b1 S Facility Booking Confirmation Motice
PISET S Group Booking Confirmation Notice

PEEU S Training Booking Confirmation Notice

modified » EEELTEETa N e

EE S Service Booking Confirmation Notice

Modified content is clearly identified, the rest are labelled as default. The system provides
Preview and Default buttons to enable you to see the difference. If you erase the modified
contents, then the default settings will turn on automatically.
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5.8 Configure Data Links (UNSW Only)

The objective of this function is to implement the future experiment data secured access and

sharing (FTP is no longer supported). There are 5 functions as follows:

B Configure Data Links

~ = (at &

Access Resource Data Access General Data Registration Link Resource Link Net Drive

e Set up data access:

Through this function, you can set up data access with mCloud service powered by
@FileRun.

Bi Configure Data Links

@ actss o cis seeg

Go to My Data to access, the snapshots are available here. Please contact us if you
wish to know more about this data management service integrated with ACLS.

o—

[0 Resource documents
Browse Documentis

Register Documents

AC LAB SYSTEM
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MCLOUD Q

< [ MyFiles My Files
aperiofislide Name =
aperioxtslide

aperioflslide
biostation

catalystafm aperioxtslide

sclpsetre biostation
eclipseTiE2
fluoromax4 catalystafm

fv1200 eclipsetie

incucyte

- eclipseTiE2
lavision
leicaDLS fluoromax4
leicadmil

fvi200

leicasp5_2P
leicasp5_WLL incucyte
liveCyte
g lavision
microtime200

S leicaDLS

neuralsm800 leicadmil

nikonA1
: leicasp5_2P
nikonA1Spectral

nikonHiLo leicasp5_WLL

photometricstirf
liveCyte
picoquantSTED

systems_N-Storm microtime200

vectra_polaris
= mmaB8afm
zeiss3i

zeiss780 neuralsm800

zeissB00Lowy nikonA1

IMAGES - M Cloud

AFM_Catalyst (Lowy)

e e [ Access

e Registration Link:

Labs might go with the PDF forms for online registration instead of the built-in ACLS reg
forms. In this case, you can set up the external URL to point the registration to your own
web page.
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B Configure Data Links

@ Onling registration HTTF e

URL

e Resource Link:

Labs may provide additional information about resources, status, maintenance
plan and more on separate websites. You can make these available to users at
every booking page and resource status page.

Setting up is straightforward:

Bi Configure Data Links

O FsuAdd R

The external resource information is shown on Resource Status page.

e Net Drive:

AC LAB SYSTEM

This needs to work with the ACLS logon console program, which is installed on
the resource (research equipment) computers. If you set this up, then when the
user logs on to the resource computer, the console dynamically maps the
network drive as pre-defined so that users can save the results to the network
data storage devices.

You need to define the following parameters for the console to connect with the
network drive as follows:

B Links & Directories

@ ot drives semngs

= Drive: telling console what drive label is used for connection, don’'t use
C to G as most Windows computers use these for local drives

= Folder: as a protocol of network drive mapping, you should set out the
full path as standard

= User Name: authentication of connection

= Password: authentication of connection

= Per Resource: No longer in use.
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e For further information on net drive configurations, please refer to
Appendix H.

5.9 Configure School/Org Structure

ACLS supports 3 level school/org structure. For example, you can set up
DVCR/MWAC/BMIF. By doing so, you are able to move to next step to deploy org structure
diagram and analytical tools for user population and distribution.

You set up Univ A/Faculty B/School C, Univ A/Faculty B/School D, now you need to rename
Faculty B to Faculty F, this change will apply to all in school manager.

To disable the unwanted school or org, you can click on Archive button any time.

B School/Organization Manager

% &4 schoomstrganatons
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6.1 Dashboard

Depending on your access group defined in your profile, Dashboard offers a wide range of
information about your work and your profile in ACLS, and quick access to resource status
and the other functions:

A A & & 4 Lot
My Home My Aftention My Frofile My Pubications My Finboard My Usage
| ovs-2 | - | a
) & @ ¢ - R
Rescurce Status Rescurce Catalogue Approvs Boskings Corea Analytics. Vidso CLips. [ e ]
[« | a
e My Attention (Admin Only):
Bj User Registration Pending Approval: (8) Bi Active Users Without Accounts: (5)
& sheti Medlping
& i Malskivg
& Sosony Jevnopaly
& ¥in ¥ao

B Active Accounts Expiring Within One Month: (1)

LS CHEMSCI-09001-PS51212

e User registration pending approval

e Active user without account

e Active account expiring within one month
e Project expiring within one month

e My Home:
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B &= [za) | A

Lab Calendar Forms Documents Data Invoices Sample Reports
-

& Lab Calendar - 2018

e Lab Events: shows the events in the current month, you can click on month link
to view monthly events

e Access Documents: Access to general documents (policy, meeting minutes,
etc.), and resource related documents (training materials, etc.)

e Access Forms: Access to user’s form, such as induction form, OHS form, etc.

o Access Experiment Data: Depending on ACLS configuration, you may be able
to access the experiment data through the FTP service through the links

e Access Invoices

e Access Sample Job Reports

e Access Sample Job Summary

e My Profile:

My profile shows the full details of the login user profile. User can change password and
update contacts. There are two ways to access My Profile, via Dashboard, or via user
photo next to Logout.

s OO0

Dong Ming Zheng
System Administrator Group
My Profile

Logout
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B My Profile

User Name: Mr. Dong Zheng

Student/Staff No:

Type of Researcher: Others

Login Name: admin

School/Organization: BMIF - Biomedical Imaging Facility

Access Group: System Administrator (Access Group Category: System Administrator Group)
Supervisor: m Grainne Moran

‘Work Phone: to be defined

Mobile Phone:

Email: dm.zheng@unsw.edu.au

‘Work Address:

Indicative Project Title:

Account: B 4MTH SUBSCR TO 31 DEC 2012 - expired on 31/12/2012
m Internal Account - expiring on 30/11/2022

Certificate: ® No certificates
Trainer: H AFM
signed Form:

My Publication:

For each lab, unit, facility and institute, publications are critical elements to support grant
applications and to provide evidence of the excellence of the service.

An example of the publication data is shown on the registration form as below.

e Publication ID
e Journal Title
e Author List

e Year
e Month
e Details



Bi My Publications

ona s at iy ¥ wour mpgerd

For Fapmple; Magaueihar, A V., Clcerss, €. M., B Kong, €.
2017 v

Maath June -

Staff can register publications for any users. When done, you can see all your registered
publications upon clicking on Publication.

e Approve Bookings:

B Approve Bookings

1

Approve Bookings

To Approve Now

e Bookings pending approval provided that you enable the pre-approval booking
setting
e Available to trainer only

e My Usage:

User can zoom in to the usage: booking and tracking. ACLS provides both usage
summary in tables and bar charts.
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6.2 My Calendar

My Calendar captures all the bookings of “mine” onto one calendar.
4 My Calendar

My calandae i fr nfo oy wnd doms ol accep! any beakings

@ Surkcn 10 dag ek v By chcing on DATF a5 ek

[T T e wr | @ August2020  Tesa ¢ > Al

Monday Tusesday Wednesday Thursday Friday Saturday Sunday
a7 8 Ex) £l n

008 - 001 g e +
AFM_Camaty (L - Cemanan Eremt

Staff members can view any user and staff booking calendar. All Staff Calendar shows all
the staff bookings on one calendar, and for example, it can assist staff and managers to
quickly identify free time for staff meetings.

All Service Calendar provides all the service bookings across all the resources on one

calendar. You can also view single resource service bookings by selecting the resource from
the dropdown list.



oy

All Service Calendar

¥ SmECh 12 daviwesk view by chcking on DATE a5 i

rcaentss ansarcoere [ERRRSII €atis ot

l DAY | WEEK LsT | o) August2020 Toow ¢ 3> b

Manday Tuesday Wednesday Thursday Friday Saturday Sunday

6.3 Make Bookings

Click on Booking Tab from the ACLS navigation menu, and the resource list shows up
selections depending on your certification status. For general users, you see the resources
that you are certified to access.

Sorted by resource group:
4 My Calendar

4 Lab and holiday calendar

I Staff Roster Calendar

I Resource Trainers

- Resource Timeline Calendar

- My Bookable Resources

= AFM

L FIB

L TOOLS

Sorted by individual resource:



& My Calendar

= Lab and holiday calendar
H Staff Roster Calendar

L Resource Trainers

I Resource Timeline Calendar

= My Bookable Resources

e

Analysis Computer 2

e

Analysis Computer 3

w

Analysis Computer 4

w

inVia 2 Raman (532, 633, 785, 830nm)

e

inVia Raman (325, 442, 514nm)

w

Lambda 1050 UV/VisiNIR

w

Lambda 385 UVIVIS

e

Spectrum 100 FTIR

e

Spectrum 3 MIR/FIR

w

Spectrum Two FTIR

On the Booking Calendar, there are 6 bookings tool tabs available for staff members.
General users can only access Operation Booking tool and book for themselves.

eI User/Approve Booking  Training Booking  Group Booking ~ Commercial Booking  Service Booking

6.3.1 Operation Booking

Operation Booking is used to book events for yourself. The color scheme gives you a quick
presentation about the different types of bookings. The system blocks past dates in blue, as
you are not permitted to book the past. You can easily navigate the calendar to day and
week view by clicking on Date serving as the active link. List view shows you a summary of
bookings made in the selected month.
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v [ v [ e

Date Description

Thu, 6 Aug 2020 — 10:00 - 18:00 James Cremasco, Account: 2020 USER SUB $1500 TO 31 DEC

Thu, 6 Aug 2020 — 20:30 — Fri, 7 Aug 2020 - 18:00 James Cremasco, Account: 2020 USER SUB $1500 TO 31 DEC

Tue, 11 Aug 2020 — 10:00 - 16:00 James Cremasco, Account: 2020 USER SUB $1500 TO 31 DEC
Tue, 18 Aug 2020 — 10:00 - 18:00 James Cremasco, Account: 2020 USER SUB $1500 TO 31 DEC
Wed, 19 Aug 2020 — 10:00 — 18:00 James Cremasco, Account: 2020 USER SUB $1500 TO 31 DEC
Thu, 20 Aug 2020 — 09:30 - 12:00 James Cremasco, Account: 2020 USER SUB $1500 TO 31 DEC

Thu, 20 Aug 2020 — 13:00 - 15:00 Feasibility Check (User Event by Elvis Pandzic), Account: EMIF STAFF; Notes: for Pei

You are able to print the calendar in PDF in any view by clicking on the PDF button. Go to
Filter By to view individual user bookings if there are too many bookings on the calendar
page.

e Add bookings:

e Click on orange round + button to add

1330 - 1630 Lskmall Aspathy
[Ty Event by Celine biewl)

1400 14:30 Lakmall Mapattu
(Fraining Everst by Cefine Hesdl,

030 - 1400 Lakmal Alapatta
{1zairung fverd by Celne o)

1330 - 16:30 L skl Almpatt 0200 - 0315 bong Zherg
(b Evet by Gl o)

e Alternatively, double click or single click on the selected date on the calendar to
add bookings.

AFM_CATALYST (LOWY)

Description | Dong Zheng

Notes ‘

Repeat DISABLED
event

[ Full day |@0000 ~ |30~ |June - |2D1e-
|@0015 ~ |30~ |June - |2D1e-

Reminder [0

DELETE CANCEL m
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e Click on ‘OK to save the bookings instantly.

e Each booking tool comes with its own template but the method of creating,
editing and saving bookings is the same.

6.3.2 Information Panel

Information panel provides many tools to tailor calendars and to access various resource
and booking information.

Leica SPS WLL gSTED

¥ Switch to dayfweek view by clicking on DATE as link
@ Pemmitted Hours: 00:00 - 24:00
= Account for Booking: Intemal Account {Rate/Hour: $40.00)

SWP05.07_BMIF_Leica_SP5_CW_STED_Microscope.doc

Refresh Balance

I Eooked Balance

Information Panel

Rolling Message Panel

Edit Refrospective Bookings

¢ Information Panel — about resource details:

25, 5PS equipped wilh & patsed whils ight Laser (WL, galed HyD deleciors and cw galed STED ia an iveried conocal laser scansing micrsscsne. B i designed for high-rescubion fusrescen

Leica SP5 WLL
gSTED

e Information Panel — calendar settings:

ACLS provides a way to customize your calendar. There are 2 settings related to the
calendar that you are able to control:
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o0 Calendar View: default calendar view upon the first access, week view only or
month view
0 Calendar Popup: single click or double clicks to open the booking event window

Calendar Settings
Calendar View Week

® Month

Define the calendar view when accessing the calendar, either week or month view.

Calendar Popup ®  Single Click

Double Clicks

Define how calendar booking box is popped up, by single click or double clicks on the calendars.

Calendar Background ) Dark

®  White

Define the calendar background colors, dark or white.

Single Click vs Double Click:

o0 Choosing single click: means when you click on the booking calendar cell to
make bookings, you just need to do a single click

0 Choosing double click: means when you click on the booking calendar cell to
make bookings, you need to double click

¢ Information Panel — booking quota:

Booking quota defines all the booking permissions and quota.

; Max Allowed Booking Hours/Day: 24
BOOkmg QUOta Max Allowed Booking Hours/Period: 1344
Allowed Booking Period: 24/03/2020 fo 221172020
Bocoking Start Time on Day: 0:00
Bocoking End Time on Day: 24:59
Booking on Weekend: Allowed
Min Hour per Session:

In addition to booking quota, you can check your booking balance by clicking on Refresh

to the balance chart. Moving the mouse over the chart, the balance hours shows up.

Refresh Balance

Booked

Balance

Balance: 1344
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e Information Panel — user contacts:

Staff and users can check booking user contacts if they need to contact the users for
change of bookings or the other arrangements.

e Information Panel — booking color codes:

Different types of bookings use colors for easy differentiation.

Booking Color Codes Allowed edit/change/delete:

Facility /User bookings:
Commercial bookings:
Service bookings:
Training/group bookings:

Lab event bookings:

¢ Information Panel — email notification:

For popular resources, you are able to set up email notification when the bookings are
cancelled.

Email Notification Start Date of Notification Period E!
Leica SP5 WLL gSTED End Date of Notification Period =]

Lt

e Information Panel — uploaded booking forms:

This is only available after the resource is enabled the booking form option. Staff can
access all the uploaded forms, and users can only access their own submitted forms. The
access button is positioned on top of the calendar page.

Uploaded Booking Forms

User Name Start Date End Date Uploaded Booking Form
Dang Zheng 2020-09-04 00:00:00 2020-09-04 02:15:00 Click n collect (20000002)-1536848300.paf

6.3.3 User/Approve Booking
This booking tool is only available for staff to book for any users excluding staff members, or

to approve any pending bookings. When you click Save, the system sends the booking
confirmation notice to the booked user and the staff member who has made the booking.
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6.3.4

6.3.5

6.3.6

6.3.7

Training Booking

This booking tool enables staff to book a training session for users. The difference between
user booking and individual training booking is that a user booking is regarded as a normal
operation booking (similar to Resource Booking), and a training booking shows as training in
the report.

When you click OK, the system sends the booking confirmation notice to the booked user
and the staff member who has made the booking.

Group Booking

This booking tool allows staff to book events or sessions for multiple users at one time. When
you click OK, the system sends the booking confirmation notice to the booked users and the
staff member who has made the booking.

AFM_CATALYST (LOWY)

Description | Group Event

User Aaron Gilmour
Abbas Darestani Farahani
Abhijith Prakash
Abhirup Das
Abigail Keogan
Adam Martin
Alarnnia Cuallan

Selected
Users

Clear

Notes

Time period | 08:00 w ‘3Dv

June - |2D18v

| 0815 = ‘BDV

DELETE CANCEL n

June - |2018v

Note: Press Ctrl key on Windows PC or Command key on MAC when selecting the users.

Commercial Booking
Commercial booking is only available to staff members and is used to book a resource for
special commercial operations.

Service Booking

Service booking is only available to staff members, allowing them to book resources if they
require maintenance or service. The service bookings will overwrite any users’ bookings, and
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email notifications will be automatically sent to the users of any bookings cancelled due to
resource servicing.

To overwrite current bookings, you need to create a new service booking taking the same
time as the current bookings, then click on Ok to save the service booking and the system
automatically removes any conflicted current bookings.

Service Booking is used to book service events. Simply drag the booking box to the time you
wish to make the service booking and the system will replace those earlier bookings when
you click on Ok button.

The service booking tool includes two types of services:

e Scheduled: used for planned or scheduled maintenance, service, etc
e Unscheduled: used for unexpected and sudden resource breakdown service

AFM_CATALYST (LOWY)

Description | Service Event

Service Type @ Scheduled Unscheduled

Notes

Time period | 08:00 = "Ibv June - |2018v

| 0815 = "Iov

June - |2018'

DELETE CANCEL n

All the service bookings are open for changes, be in the past or to the future. They are
coloured green to indicate that you can make changes or delete the service bookings.
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DAY WEFK m LIST i August 2018 TonaY

omssess———

6.3.8 Account in Booking Details

This selected account to make the bookings are shown in the booking details.

DAY WEEK m usT ] October 2018 Tooay ¢
09:00 - 11:00 Florence 09:00 - 17:00 Florence
Tomasetig (User Event by Tomasetig (User Fvent by

14200 - 17.00 Florence
Tomasetig (User Event by

0700 - 16:00 Alexander 07.00 - 16:00 Alexander
Richardson, Account: RENEE Richardson, Account RENEE

10:00 - 14:00 thomas molley
{user Event by Florence

17:00 - 19:00 Fam Chen,
Account: RENEE LIN TO ACTION,

coount: REMEE LIN TO AL
15000 - 07900 Asexander Ricl
ACTION 2018

Account RENEE LIN TO ACTION|  Tomasetig (User Event by
1600 - 17.30 Adta Ahmed-Cax,

Account: REMEE LIN T0 ACTION|

17:30 - 16:00 Alexander Richardson, Account: RENEE LIN TO
ACTION 2018

1130 - 1630 Arla Ahmed-Cox, | 09:00 - 17.00 Florence
Account: RENEE LIN TO AGTION|  Tomasetig (User Event by

Regardless of the account number held by the user, account selection page always pops up
to ask user to confirm before proceeding to the calendar page. This is option in System
global setting to enable or disable the compulsory account selection.
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3’;} Accutom10/100

 Accept future bookings only

Account for Booking: INTERNAL ACCOUNT m

6.3.9 About Offset Setting behaviour in Calendar

The offset time concept rises from the need to book a block of time after normal business
hours. For example, business hours are from 9am to 5pm: if you set offset time as 3 hours, it
means the time from 5pm to 8pm must be booked in a block. Offset time mechanism applies
to a special situation as stated in the case study. Overnight booking is one of the situations
you need to set this up for. In most cases, you don’t need to use it.

300 NMR - GYRO

Description | Dong Zheng

Notes ‘

Repeat DISABLED
event

Time period | 00:00 - |SDv

June - |20'|8v

| 00:15 = |3[)v

June - |2[)18v

Block Time:
17:00 - 20:00

DELETE CANCEL n

By checking the block time box, you can book from 17:00 to 20:00 in one go. Offset time
works well for overnight booking events.

Case 1.
Booking start time 8am
Booking end time 6pm
Offset 4 hours
Description The above setting is the same as below:
Booking start time: 8am
Booking end time: 10pm
Case 2:
Booking start time 8am
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Booking end time 6pm

Offset 10 hours

Description The above setting is the same as below:
Booking start time: 8am
Booking end time: 4am (next day)
You cannot book multiple day events, as each day you are only permitted to book
from 8am to 4am (next day)

Case 3:

Booking start time 8am

Booking end time 6pm

Offset 14 hours

Description The above setting is the same as below:

Booking start time: 8am
Booking end time: 8am (next day)

You can book a multiple day event. However, the booking start time can only be 8am

6.3.10 Repeat Booking

Depend on the permissions, you may see the following options for a repeat booking:

o Daily: this is default option

AFM_CATALYST (LOWY)

Description ‘ Dong Zheng

Notes ‘

Repeat ENABLED
event
® Daily Weekly Monthly
Every | 1 day
® Every workday
Time period ‘ 08:00 - |30 = |June - |2018~w
‘ 0815 = (30 = |June v 2018w

CANCEL n

o Week: you see this option only if you are permitted to book longer than 2 weeks in

advance

AC LAB SYSTEM
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AFM_CATALYST (LOWY)

Description | Dong Zheng

Notes ‘

Repeat ENABLED
event
© Daily ® Weekly © Monthly

Repeat every F week next days:

) Monday [ Tuesday [| Wednesday [ Sunday
() Thursday (] Friday ¥ Saturday

End by (27/09/201¢

Time period |®oa:ou ~ |30~ |June - ‘zumv
|®08:15 ~ |30~ |June - ‘zcmav

Reminder [

DELETE CANCEL m

e Month: you see this option only if you are permitted to book longer than 2 months in
advance

AFM_CATALYST (LOWY)

Description | Dong Zheng

Notes ‘

Repeat ENABLED

event
© Daily ) Weekly @ Monthly

® Repeat II day every IT month

End by |27/09/201¢€

Time period |®us:uu - |50+ |June - |2(11Bv
|®08:15 - |20+ |June - |2mav

Reminder [

DELETE CANCEL n

The definitions of repeat booking per day, per week or per month is the same as Outlook.
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“End By” date is set by the system according to max days/period set out in your certificate
or access group. However, you can bring it forward to an earlier date.

6.4 Booking with Form

In certain situations, you might need users to submit the forms while booking the resource.
The form might be used for capturing metadata of the sessions, such as referral form, consent
form, sample form and safety form. After you set up the booking form in Resource Manager,
the form button appears in the calendar pages so users and staff can access the original form

to fill in.
—
N;E Magnetom VIDA

@ Accept future bookings only  § Switch to day/week view by clicking on DATE as link
@ Permitted Hours: 9:00 - 18:00
B4 Account for Booking: Internal Account

RINSW Referral Form | [& Study Consent Form (optional)

To Attach Form:

Booking lightbox window shows the form buttons according to the settings in Resource

Manager.

AC LAB SYSTEM 85



Operating ACLS O

MAGNETOM VIDA

Description ‘ Dong Zheng

Notes

Repeat DISABLED
event

Time period ‘ 09:.00 v |20~ |August - |201<Jv

‘ 09:00 v |20~ |August - |2019v

Uploaded
Forms

Reminder  []

UPLOAD RINSW REFERRAL FORM
UPLOAD STUDY CONSENT FORM (OPTIONAL) n

CANCEL DELETE

Click on Upload XXXXX Form to upload the form.

B Upload Single Crystal Form

@ After uploading, close the browser window
@ Reference ID: 1498089980

| Upload Single Crystal Form (pdf.dec,docx anly) w |

6.5 Booking Confirmation

Users make the future or advance bookings and they can cancel the bookings one day before
or anytime depends on the system settings. However, we do know that some users forget to
turn up for the booked sessions due to various reasons so the booked resource time is unused
and that costing the opportunity for other users who can take over the session time. Thanks to
QUT, we introduce a new way to manage the situation. In short, system sends a booking
confirmation reminder 3 days (for example) to the user with an embedded confirmation URL,
if the user clicks the URL, system confirms the booking as valid, if the user does not click the
URL within the date of reminder, the booking is cancelled by the system automatically at 12am
on the following day. This feature is optional but does provide more engagement with the users

to manage resource sharing efficiently.

e Enable user booking confirmation
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Before you can use this feature, you need to turn it on as system disables it by default. Go to

System Settings -> Configure System to enable the parameter.

EnableUserBookingConfirmation

e Set up user confirmation to all training certificate

A quick and bulk way is provided to enable or disable user confirmation to all the certificates.
Go to System Settings -> Configure System, click on ‘Enable Certificate Confirmation’ to
enable user confirmation to all the certificates; or click on ‘Disable Certificate Confirmation’

to disable user confirmation to all the certificates.

Access Records

Emor Records

Plug-In Module License

Enable Various Booking Calendars
User Booking Calendar Editable Permission
eDM Setting

IDAP Setfing

Tum on IDAP for All Users
Booking Comrection

Update Single Sign In

About ACLS License

Google Analyfics

Reset Public Calendar Script
Update Mobile Browser Scripts
Restore User Cerificates

Scan Resource Images

Enable Certificate Confirmation
Disable Cerfificate Confirmation
Initialise All User ID

Initialize All User Moxy Code
Delete Duplicated Resource QR Codes
Extend All Cerdificate Expiry Dates

Uszer Data Folder Setfing (Tracker)

Update Labcast Scripts

e Set up user confirmation to each training certificate
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In addition to the above bulk functions, you can set it up to the individual certificate. The user

booking confirmation is tied with each training certificate. By doing so, you can have an

individual control to execute this feature to each resource or each certificate of the very

resource. So users who have the very training certificate are receiving the booking confirmation

reminders. Go to Resource Manager, select a resource to edit.

Resource

Certificate Title™

Mazx Hours/Diay

Maz Days/Period

Mazx Hours/Period

Booking Start Time

Booking End Time

Booking End Time Offsat

Booking Cancellation

Weekend Booking

Valid Pericd (Month)

diacker Jooits Supenyi=on

Chirasean Plus CD

| OPERATION OF CHIRASCAN PLUS CD SPECTROMETER

1 heraby certify that thiz user has completed training of tF
spectrometer. He/she has an undsrstanding of OHS and ir

| 5000 (max char 5000)

|| ({Uncheck to allow boocking cancellation anytime)
(Check to enable booking for weekand)

|D ~ [Zzro means cartificate never expiras)

Booking Alert

Dizzble Certificate

Explanation of two new parameters:

e User Booking Confirmation: to enable or disable the confirmation reminder to the

certificate

—_—
(Check to disable certificate)

e User Booking Confirmation Days: If the above parameter is checked or enabled, system

sends the confirmation reminder to the user who makes the bookings, an embedded

AC LAB SYSTEM
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URL is included in the reminder notice. By default, it is set to 3 days, which means
system sends the reminder 3 days before the booking start date.

e Confirmation Reminder

System sends out the reminder in the following context as example. The user can
cancel or confirm the booking.

e e e e e i S s e = = =—————= . . a=1=5
Dear Abhirup Das,

This is a confirmation notice for the following booking:
Booking Resource: Eclipse Ti-E

Booking Start: 12/02/2018 00:00

Booking End: 12/02/2018 00:15

Yaour booking will be au atically eancalled at midnight unlass you confirm the saccion uting the link balow.

TO CONFIRM BOOKING, click http://129.94.165.9

TO CANCEL BOOKING, click http://129.94.165.9/userconfirmationscriptjusercancellation-1517102227585.php
Kind regards,
Mark Wainwright Analytical Centre: Bioanalytical Mass Spectrometry Facility

THIS IS 5YSTEM GENERATED USER CONFIRMATION NOTICE. PLEASE DO NOT REPLY.

i

S

Click on the embedded URL to confirm the booking by itself.

Booking Confirmation

Your following booking secsion = confirmed. Thank you

Booking Resource: Eclipse TiHE
Booking Start: 201 5-02-20 000000
Booking End: 2018-02-20 00:15:00

Click on the embedded URL to cancel the booking by itself.
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6.6

Booking Cancellation

Booking Resource: Eclipse Ti-E

Booking Start: 20

Booking End: 201

The aoove booking is cancelled

System scans the user confirmation response once a day at 12am, after scanning, systems
turn off the reminder control to the responded bookings, and also cancel the bookings which
the user does not respond on the same day. For the cancelled bookings, system sends the
cancellation emails to the users. On the following day, the embedded URL page is deemed to

expire either due to the cancellation or the completion of user confirmation activation.

Booking Confirmation

Confirmation page is expired.

Change Bookings

This is available to staff only. The nominated staff group can change anyone’s future
bookings through User/Approve Booking. By default, this capability is disabled.

Please keep in mind that any future bookings can only be changed by the person who made
the booking, or cancelled through service booking. If you enable this booking edit capability,
you risk changing the bookings of others without their permission or by mistake. So it is
highly suggested that you should not enable this (unless you are so determined and ready
for PR (public relation) issues if any).

Enabling Edit Booking: (Admin Only):
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Go to System Settings -> Configure System, click on User Booking Edit Permission.

Access Records

Plug-in Module License

Booking Tool Access Conirol

User Booking Edit Permission I
eDM Setfing

IDAP Setting

Booking Comection

Update Single Sign In

About ACLS License

Google Analytics

Rezet Public Calendar Script

Update Mobile Browser Scripts

Tick the radio button to select the staff group you want to have the capability to edit other
bookings.

Bj Configure System

@ Unsr bosking tool ace parmissicn

6.7 Pre-Approval Bookings

The implementation of pre-approval of a booking is illustrated below:

AC LAB SYSTEM
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User submit
booking

Saved as unaproved booking till

Need Approval YES ; :
equipment supervisor approval

Email booking notice to the
equipment supervisor for
action

Booking as normal

Unapproved bookings are
excluded in reports

If the resource is defined such that all the bookings made by users are subject to approval by
the trainers, then any bookings made by users are treated as “unapproved” booking events.
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14:00 - 17:00 Yanran Zhao:
Knights: Approved Event; Notes:|
Approved Event; Notes: Plate
14:00 - 17:00 Yanran Zhao:
Approved Event

08

Approved Event

06

10:00 - 14:00 Lachlin Vaughan:

EX i 13:00 - 17:00 Emma Johansson| 13:00 - 17:00 Julie Thoms: g : i B 10:00 - 12:00 Matthew Graus:
Stella: Approved Event; Not Beves (User Event by Emma Approved Event; Notes: cd34 Approved Event; Notes: Cell line

05 o7
11:00 - 13:00 Hannah 109:00 - 10:00 Szun Tay: 09:00 - 11:00 Matthew Graus: 10:00 - 14:00 Shuchi Trivedi
Approved Event; Notes: cd34 McCalment: Approved Event; Approved Event Approved Event; Notes: Cell line| Approved Event; Notes: U87,
14:00 - 17:00 Yanran Zhao: 13:00 - 14:00 Kap-Hyoun Ko: 10:00 - 15:00 Andrew Tee: 11:00 - 16:00 Andrew Tee: 5
Approved Event Approved Event; Notes: 4 way Approved Event; Notes: Sorting | Approved Event; Notes: sorling
17:00 - 19:00 Alexander 14:00 - 17:00 Curtis Cai: 15:00 - 17:00 Jacqueline Loren | 16:00 - 19:00 Julie Thoms:
Knights: Approved Event; Notes:] Approved Event; Notes: One Tearle: Approved Event; Notes: | Approved Event; Notes: CD34
17:00 - 19:00 Lana Ly: Approved|
Event; Notes: sort KO pos into
13 12 14 15
08:00 - 18:00 Christopher 09:00 - 12:00 Ashwin 09:00 - 14:00 BDService (User
Brownlee; Notes: Public Holiday] Approved Event Unnikrishnan: Approved Evi Event; Notes: sort KO pos into Event by Emma Johanssol

Approved Event; Notes: Plate Approved Event; Notes: 4way Beves (User Event by Emma
13:00 - 17:00 Kelly Clemens: 14:00 - 15:00 Emma Johansson| 14:00 - 17:00 Yanran Zhao:
Approved Event; Notes: Beves Approved Event

Approved Event

22

Tuesday Wed! Friday

18 19 2

20
09:00 - 12:00 Emma Johansson| 10:00 - 14:00 Shuchi Trive 14:00 - 15:00 Feyza Colakoglu: | 12:00 - 14:00 Basit Salik: 10:00 - 12:00 Claire Henry:
Beves; Notes: Maintenance Approved Event; Notes: 9 x U87 | Approved Event; Notes: Sort Approved Event Approved Event; Notes:
12:00- 14:00 Lana Ly: Approved| 14:00- 0 Julie Thoms: 12:00 - 14:00 Szun Tay:
Event; Notes: sort KO pos into Approved Event; Notes: CD34 Approved Event
14:00 - 17:00 Yanran Zhao: 14:00 - 17:00 Yanran Zhao:
Approved Event Approved Event
25 26 27 28 o)
10:00 - 13:00 Shuchi Trivedi: 12:00 - 16:00 Julie Thoms: 10:00 - 15:00 Lachlin Vaughan:
Approved Event; Notes: 5X BFP | Approved Event; Notes: CD34 Approved Event; Notes: CD34
13:00 - 15:00 Elizabeth Stout: 16:00 - 19:00 Jackie Yizhou 15:00 - 17:00 Feyza Colakoglu: 14:00 Lana Ly: Approved
Approved Event; Notes: 4 x GFP| Huang: Approved Event Approved Event; Notes: Sort Approved Event; Notes: CD34 Event; Notes: sort KO pos into

15:00- 17:00 Lana Ly: Approved 14:00 - 17:00 Kelly Mai:
Event; Notes: sort KO & GFP Approved Event; Notes: cell

When bookings are made, all the trainers receive an email notice and any of the trainers can
approve or decline the “unapproved” bookings.

Approve Bookings:

Only trainers can approve “unapproved” bookings through User/Approve Booking.

Clicking on the “unapproved” event, opens booking template form:

OW) BD FACSARIA lll

Description ‘ Matthew Graus: Unapproved Event

User | Matthew Graus -

Notes Sort by Alexa Flour 647 as many as possible

Full day ‘@10:00 v |6 - ‘Ju\y - ‘zmev
‘@u:oo v |6~ ‘Ju\y - ‘zmav

Decision  ® Approved

DELETE CANCEL n

You need to select the “Approved” radio button and click on “Ok”, then save changes to give
approval. Users will get notified automatically for the approval.

Decline Bookings:

Simply delete the “unapproved” booking to decline it.
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Direct Access To Unapproved Bookings on Dashboard:

If you are the listed trainer, there is a quick way you can approve or decline unapproved
bookings at My Dashboard -> Approve Bookings without going through the calendar.

The indicator shows that there is one outstanding unapproved booking for action. Click on
the dashboard link, you can zoom in on the details.

Resource

Start Time

End Time

Booked Time

Motes

Booked By

Approve/Decline Notes

Medium Risk

Unattended Experiment After Hours

[ soprove ] oecine |

Canon DSLR camera 1

29/07/2021 13:30

29/07/2021 17:00

259/07/2021 02:16

Buddhika Abeyrathna

Click to contact user ...

0o o

If you need to contact users for any issues, please click on Click to contact user.

Direct Links To Approve/Decline Unapproved Bookings:

In addition to the quick access through My Dashboard, the email notice to trainers
contains a direct link to process any unapproved bookings. Simply click on the link in the

email notice to proceed.

Booking Reports and Invoices

None of the “unapproved” bookings are included as “valid” bookings in reports and invoices.

Mobile browser version

The following snapshot explains how it works.

e If you are the trainer, you are able to approve or decline an “unapproved” booking event.
e You are able to cancel any “unapproved” booking event made by yourself.
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Bookings on
25/05/2017
Thu:;

Event: Booked from 25/5/2017
03:45 to 25/05/2017 07:15 By Mr,
Dang Zheng

Bookings on
26/05/2017 Fri;

Available

e If you are a user, the system indicates that: The event you are going to book, is subject
to approval.

6.8 Set Min Booking Unit 15m vs 1h

ACLS sets the minimum time interval for booking calendar as either 15 minutes for all
resources or 1 hour for all resources. Now you are able to set a minimum booking unit for
each resource individually. In other words, some can be 15 minutes, some can be 1 hour.

Go to Utilities -> Resource Manager, pick the Min Booking Unit that suits your needs.

Min Howr per Sessin (o2s *

Min Booking Uit & ismeste O 1R

uiiple Beckings Al Same Tams ) Permited ® ot Permnea
Corsgatacry Bocking Conferaton [

lleckng 2t [ (Tiki0 enabie booking avert for iraners)
Pre-Apprval Bootng m]

Training Certitcals =

Bosking Fnssie =

e |f setto 15 minutes

Time interval on booking calendar is set to 15 minutes as shown below.



e Ifsetto 1 hour

Time interval on booking calendar is set to 1 hour as shown below.

I@:m - e e = e
W00 -

0100 W 1sp » [sne v |miew
az00

DELETE CANCEL “

6.9 About Min Hour Per Session

Min Hour Per Session prevents under-booking issues being faced by labs. The default
setting of a session time is 15m or 1 hour depending on the choice set in Resource
Manager. For example, if TEM 200 experiment needs min 2 hours per session, the system
checks each booking session time to ensure the min 2 hours are booked, otherwise the
booking is blocked and cannot be saved.

Admin/manager can go to Utilities -> Resource Manager, pick a resource and edit, then
change the field “Min Hour per Session” to the min hours required. Simple and
straightforward!

ACLS reviews each booking event session time to check if it is less than the min hour per
session. If less, the booking is blocked and cannot be saved. An alert indicator is shown at
the top right-hand corner.
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6.10 Set Up Public Access Calendar

ACLS allows you to set up a Public Access Calendar without needing to login. The booking
details can be hidden depending on your settings. The advantage of setting up the Public
Access Calendar is to provide a quick way of accessing booking information.

jser 1D ]< Welcome

[ Password

Sign In

Upon clicking on To View Bookings, the calendar shows the bookings for the next 7 days.
£4 Booking Timeline Calendar

To View Bookings on Mobile Browser Version:

king Calendar

Refresh Facility List

@ Facility Group: (ame. i

100 AFM_Catalyst (

=

20 May 2017

Aperio XT Slide Scanner

Biostation

BMSF HPC 1

Chemicon Adv




6.11 Check Resource Status

Click on Dashboard -> Resource Status to view the status of the resource. The status
covers the current booking statue and tracking status (if tracker is installed).

Resource Resource Gioup Current o

Aot
n Basking 1

4000 QTRAP LEA (ET) BASE FACLITY AT WALLACT WU
ﬂ b DURDWG
Beserinisn;
an 4
AT i which contiite of
This s i Rk S
ons:
Location:
Reom 401, C27 (Wallsce Wurth Did}
Andormation URL:
Irminers:
Liu Lau; Jennifer
1800 TreNTOS LG 136 BUSE ALY AT BOSCENCE
! ' BOTH BURDING
Beserinban:
AR SCIEX 3600 TripleTor
Letatian:
L2, BnSciences Building
Information WRL:
Leninsess
Sydney Liu Lau; Anse Poljak; Hark Raftery; Jenniler Tran: Russell Pickford;
Resource Group Current Current Current
Booking Tracking Status
BMSF FACILITY AT WALLACE WURTH Available
BUILDING e
BMSF FACILITY AT BIOSCIENCE o 2020-08-13 Bus
SOUTH BUILDING 054212 09 -
Dong Zheng
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6.12 My Bookable Resources

Click on Booking -> My Bookable Resource is an alternative way to view the status of the

resource which you are certified to book.

- =

Descriptisn:
AR SCTTX ADDO GTRAP Quadrupsle mass e provids s rabust nesams of sarting ioes in s s spectmemetry
h Iysars i s triphe uadrupale (GG} satup, which cansiats of

throe quadrupele mass fiters i serics, Beed farms of mans
condueted. This b thee s of the first (01 and g3,

s filbers, whilst the second quadrupabe (2] is utilised as & collision cel in which precursor
n-induced dissocistion 1o praduce Irsgment fans.

Ream 401, €27 (Wallace Wurth Bid)
Andurmation uit:

Leainers:
Dang Zhang; Mark Raftery: Sydney Liu Laui beanifes Tran: Russell Pekdord;

Traingry;
Sydney Liu Lau: Anme Poljak: Mark Raltery; Jenmifer Tran: Russed] Piekford:

6.13 Linked Booking Resources

Through the linked resource calendar, user can book resource #1 and at the same time,
system automatically book the linked resource #2. System checks availability of resource #2

before accepting the booking to avoid the double bookings.

First, you need to set up the linked booking resources via Resource Manager.

Linked Booking Resources

Open the Linked Booking Resources tile, you see the tiles to add new linked resources, and

also the available linked resources.

System designs primary resource and second resource, if you get them linked, when user
books primary one and system automatically books the second one, but not vice versa. It is

one way to sync the booking between the primary and the second resource.
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Bj Resource Manager

¥ 230 bookable resources § 101 pre-approval bookable resources 9 256 operati resources

[Any letters about resource group, resource name and description

Accutom

Add Linked Booking Resource @ Primary Resource: Accutom 50-1

9 Second Resource: Accutom 50-2
& Primary Resource - Second Resource

Edit Linked Booking Resource

Go to Booking calendar, you can see the linked details if any. The dark grey colored
bookings are the linked bookings. For example, you book Accutom 50-1, system
automatically books the same time for Accutom 50-2 as they are linked.

Without the locking, the linked resources are disabled.
Bi Edit/Add Linked Booking Resources

Linked Rescurce Title [w:u:om
Primary Linked Resource” [ accutom s0-1 B
Secand Linked Resource® [ Accutom so-2 .

Linked Resource Relatianship B Primary & Secona
Tick checkbox to activate the linked resources.

Locking Primary+Second up means that if booking primary, second resource will be bogked with the same session time automatically, Not vice versa,

Note [
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N
‘ Accutom 50-1

9 Accept future bookings only @ Switch to dayiweek view by clicking on DATE as fink
@ Permitted Hours: 00:00 - 24:00
B3 Account for Booking: INTERNAL ACCOUNT (Rate/Hour: $0.00)

@ Primary Resource: Accutom 50-1
@ Second Resource: Accutom 50-2

Fadility Booking | User/Approve Booking | Training Booking | Group Booking | Commerdial Baoking | Service Booking

] August 2018

Tuesday Wednesday Thursday Friday

153 45 Elizabeth Ankers,
Accutom 50-2: Approved Event,

15 16 17
00:00 - 00:15 Dong Zhen 00:00 - 02:15 Dong Zhen 00:00 - 02:15 Dong Zheng, 08:00 - 08:15 Elizabeth Ankers,
Accutom 50-2, Account: Accutom 50-1: Approved Event,
00:00 - 02:15 Dong Zheng, 00:00- 02:15 Dong Zheng, 08:00 - 08:15 Elizabeth Ankers,
Accutom 50-2, Account: Accutom 50-2, Accou Accutom 50-1, Account: Accutom 50-2: Unapproved

00:30 - 00:45 Dong Zheng,
Accutom 50-2, Account:

6.13.1 Make bookings to the linked bookable resources

All the following booking tools are modified to handle the booking for the linked resources.
The dark grey is used to indicate the linked second resource bookings.

e Operation booking tool:

00:00 - D0:15 Dorg Theng, -0 0000 - 00:13 Accutom

e User booking tool:
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0000 - 00:15 Dong Pherg,
Acculom 501
1

1445 15:00
outom 50

e Training booking tool:

[ o4

e Group booking tool:

o o

e Commercial booking tool:

AC LAB SYSTEM

] " "

1215 - 130 Do Therg,

=1
Acoutom 50-

15 Dorsg Theng.
o 50-1 (T
150
Acculn T
1015 - 11230 Dong Theng,
veni: by Acculom 501 [ by Dong
Sandy Admin £:15 - 11:30 Dong Zherg, 0830 - 12:00 Ekzabeth Ankers,
om 501

' " 5

0G:00 - 0315 Dong Zheng, 7 ers, D - DO:15 Accuto
Accaom 50-1 (Training Event Commerdial Lvent
DS Elirateth Ankers,

1 "

0000 - (K15 Dong Zheeng.
Accytom 53-1 (1 raining Event
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1830 Dong Zherg,
1

e Service booking tool:

08:00 - 0815 Elizabeth Ankers, | 00:00 - 00375 Dorsg fheng, D18 A

Commersal Event by Dang
00:30 - 01:15 Aceutom 50-1,
‘Commercial

30 - 18:00 Dong Zheng.
cutom

culom

e Timeline booking tool:

Resource Timeline Calendar

¥ Acceol Aiture bookings ond

£3 Actoust fer Boakng, INTIRNAL ACCOUNT
Select Resource Grap: | HETALLOGRAHY-ACCUTON .
m EEK mowtH | vesn | @

21 Sep 2018

0000 o100 02:00 0300 04:00 05:00 0600 0700 08:00 0500 10:00 11:00 1200 12:00

12:45 - 14:45
Accutom 30-2 -
Operation Event:
Dong Zheng,

AC LAB SYSTEM

16:00

17:00

103



Operating ACLS O

6.14 Set Up Accounts

Bi Account Manager

9 162 aciive accounts § 160 active il accousts § 2 acive extemal accounts

o oo

Account Manager screen requires the following information.

Parameter Description ‘
Account Account numbers or names provided by users upon registration

Account Type Internal or external

Charge/Hour Charge rates (depending on business model, for resource charge

scheme, you don’t need to set this field up)

Note Remarks for accounts

Expiry Date Expiry date of account

Account code Used for system administration purposes
Recorded Created Original date of account creation

Last Update Staff who made last change and change time

6.15 Default User Registration Account
For the labs which do not require to capture the usage for billing, you are able to set up a
default account for each registration approval, which means ACLS automatically adds the

default account to the new user profile so he can start to book resources. By doing so, you
don’t need to process account information for each new user.

2019 BMIF SCHOLARSHIP TO 31 DEC

Default Account For User Reg Approval

Reset Default Account
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The default account is displayed if it is selected. Click on reset to clear the default account
setting.

To set up default account, click on Default Account for User Reg Approval.

B Account Manager

@ Select default account for user reg approval

Select Active Account 2019 BMIF SCHOLARSHIP TO 31 DEC v

6.16 Manage Account Budget
Through Budget Manager, you can track each account balance, received payment,
operation cost and the finance report. Budget management uses the budget envelop

mechanism. Each budget envelop is set up for only one account, and only one account can
be assigned to any one budget envelop at a time.

Four major functions are available in Budget Manager:

Budget Envelop Received Payment & Operation Cost Budget Rollover Budget Details & Summary

| ¢

' 9

-

e Budget Envelop:
e Create budget envelops
o Edit budget envelops
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“» Budget Envelop

Account

PO12345 hd

INDUSTRIAL INTERN R*D

Discount To Booking Charges (%) 0.00

Start Date 08/02/2015
Expiry Date 21/04/2020
Note P012345
Reollover Enable Yes
Reollover Schedule Enable Yes
Rollover Scheduled Date of Month 1

Email Alert Enable Yes

Alert Threshold of Budget Balance (£) 500.00
Days to Deactivate Account i

Budget Envelop Code 41

Record Created 09/01/2015

E3E
Reactivate Recent Expired Budget Envelops

e Parameter descriptions:

AC LAB SYSTEM

Budget name: by default, it is the same as the account name to make it easy to
identify. However, you can change this to any name.

Account: account for the budget envelop.

Start date: it is recommended that the budget envelop start date is the first date
of the first month of the financial year.

Expiry date: the system assigns the expiry date of an account as default. It is
recommended to take the last date of the last month of the financial year.

Note: for any special notes.

Rollover enable: If enabled, you can do a rollover. If not, then this budget
envelop is disabled and you can use this budget envelop for bookkeeping only.
Rollover schedule enable: not in use.

Rollover scheduled date of month: not in use.

Email alert enable: If enabled, the system runs an auto-check against the Alert
Threshold of Budget Balance. If the balance is below the minimum, the
system sends out an alert to the affected users and the staff members activated
through Email Alert Configure. If not, the system will not run any checks
against the minimum balance.

Days to deactivate account: If set to 0 (zero), it means that the system will not
run a check against the minimum balance for account deactivation. If set to one
or more days, the system will run a check against the minimum balance, and
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deactivate the account after the number of days set in this option when the
budget balance is below the minimum. So once the account is deactivated, user
access to ACLS may be stopped, depending on the number of active accounts
they hold.

e Received Payment & Operation Cost:
: n., Received Payment & Operation Cost

PAYMENT & COST UPDATE

Active Budget Envelop: |Ch0ose budget envelop from the list e

®) Received Payment () Operation Cost

e Bookkeeping for received payment:

iy Received Payment & Operation Cost

PAYMENT UPDATE

Budget Envelop Mame ALISON FUNSTON - MONASH

Received From |Chcose supervisor from the list v

For |

Amount ($) L]

Purchase Order Ref | ‘

Invoice Ref | ‘

Received Date 10/08/2015 =
Mote |

=
Payment & Cost History

You can view the history of Received Payment & Operation Cost entry at any time.

) Received Payment & Operation Cost
PAYMENT & COST HISTORY FOR BUDGET ENVELOP: ALISON FUNSTON - MONASH
Received ‘Operation Cost| Purchase Invoice Received Recorded
Amount ($) (%) Order Ref Ref Date By
Alison Initial payment for $2,000 Dwayne Locked on

. 2000.00 23/02/2012
Funston prepaid account Kirk 07/03/2012

Back

o Bookkeeping for operation cost, such as material cost, labour cost, etc. However, this
does not refer to resource booking or usage charge, or sample service charge.
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» Received Payment & Operation Cost

OPERATION COST UPDATE

Budget Envelop Mame ALISON FUNSTON - MONASH

For |

Amount ($) l:l

Purchase Order Ref | |

Invoice Ref | |
Received Date 10/08/2015 =
Note [

Payment & Cost History

Note: Before budget rollover, you can cancel the payment if there are errors. Once the
budget is rolled over, all the affected payments and cost entries are locked to prevent
further changes.

e Budget Rollover:

Budget rollover is used to finalize all the payments, cost entries, charges and balances to
the budget envelop for each month. It does a monthly rollover, for example, in Feb 2010,
you can do the rollover for Jan 2010.

To make work flexible, you have the option to choose the start month of the rollover, then
the system automatically chooses the subsequent rollover month. For example, if you
start the rollover in Jan 2010, then the system asks you to run it again in Feb, March, and
so on. You are not able to skip a month, that is, you can’t run the rollover in March
without having done it in Feb.

¢~ Budget Rollover

BUDGET ROLLOVER

Active Budget Envelop: |Choose budget envelop from the list hd

Logically, you should start the rollover from the first month of your financial year, and
close the budget envelop in the last month of the financial year. For the next year, you
will need to create a new budget envelop.

Once the rollover is done, you can write notes for this rollover and click confirm to
proceed.
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ROLLOVER SUMMARY OF BUDGET ENVELOP FOR JANUARY 2010

Budget b ] Monthly Received Payment Last Balance Booking Charge Sample Service Charge Current Balance
ccoun
Envelop (%) (%) (%) (%) (%)

NMR #1 NMR #1 0.00 0.00 -305.10 0.00 -305.10

This is test

Rollover Notes:

As good practice, you should view the rollover summary for each budget before running
the rollover.

ROLLOVER HISTORY
Budget Envelop: NMR #1 with Account: NMR #1

Mon@hly Last Booking Sample Current Rollover |Recorded
Year Received Balance ch Service Bal — -
Payment (%) (%) arge ($) Charge (%) TLETER (G ate Y

This is test

Cong

January 2010 0.00 0.00 -305.10 0.00 -305.10 28/04/2010 Zheng

e Budget Details & Summary:
o Budget Details & Summary
Full Details of Active Budget

Full Details of Expired Budget
Full Details of Payment & Cost of Active Budget

Full Details of Payment & Cost of Expired Budget

Full Details of Active Budget Rollover Summary

Full Details of Expired Budget Rollover Summary

ACTIVE BUDGET INFORMATION

Rollover
Account Rollover En Alert Last
Budget Account | Expi e Expiry ROIIOVBrScheduled Scheiull)?d Balan\:eUpdated Updated Created Created
Envelop Date Date Enable Enable Month Enable| (%) Date Date

NMR £1 |NMR £1 |20/11/201201/01/2010 20/11/2012 gﬁgrglg 22/04/2010 DD”Q 22/04/2010

UNSWA-  UNSWA-

CHEMSCI- CHEMSCI- Dong
OPODL.  OPODL.  09/07/201401/01/2010 09/07/2014 Yes No 1 Mo o.00 o

PS51212 PSS1212

Dong

23/04/2010 Zheng

23/04/2010

6.17 Register a Project

If ACLS has been configured to be project-based, you are required to register a project to
enable users to access the system.

To register a project, the following information must be entered.

e Project short title

e Project full (long) title

e Project supervisor (contact point of project)

e Project accounts

e Cost contributions from each account in the project
e Project researchers
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e Charge rate for each researcher
e Project validation

For example, researcher #1 is charged $50 per hour for using any instruments. If the project
has two accounts #A and #B, and #A contributes 80% of the cost and #B contributes 20%, it
means that $40 is billed to account #A and $10 to account #B.

Following registration of a project, ACLS will generate printable project information. This
information can be used for future reference.

Bi Project Manager

@ 155 active projects.
@ 273 archived projects.

‘ ‘Search Project
Sort Projects By Supervisor

Active Projects Archived Projects

Active Project Short Title [‘Choase project from the list hd

Project Full Title

Ethics Number

Supervisor

Other Researchers no researchers

Available Accounts no accounts

(7

Project Description

Valid From Date 29/0772021
Project Due Date 19/03/2031
Project Code 0

Record Created

Lo Lo Lo [ o]

For example, type in ‘mole’ to search any projects related to molecules. To edit the project,
click on Edit button to continue.

Project Form:

You can upload any related project forms: ethic form, animal form, project funding form,
project OHS form, etc.

Click on Add/Delete Form to start.
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B3 Project Manager

@ Edit/Add project.

Return

Project Short Title . . 3 - . .
et [A comprehensive analysis and review of Anurans from the rich Tertiary deposits of Riversleigh, Queen

Project Full Title
1= [A comprehensive analysis & review of Anurans from Tertiary deposits of Riversleigh, QLD &AuS

Ethics Number [

Supervisor [140:Sue Hand - School of Biclogical, Earth and Environmental Sciences hd
Other Researchers Roy Farman;

Available Accounts UNSW BEES RE118 RG160644-100%:;

Project Description

5000 (max char 5000)

Project Due Date 31/12/2021

Archive Project Now O

Edit Researchers Edit nts Add/Delete Form

B Project Manager

@ Add project forms.

Upon upload, you MUST click on Button [Save Form to Project] to add form:

MNote: Form Mame MUST NOGT contain any single quote character!!

aclschangelog_5. pat
Added: Dong ZTheng on
242017 112013 PM
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6.18 Search Users
There are a few ways to search for a user, as follows:

e User Profile Manager

e Find User Training Records
e Find User By Supervisor

¢ Newly Reg User Summary

The level of access control is detailed in the table below:

Level of Access

User Profile Manager B User and Supervisor group can only edit their own

profile

= Staff group and lab manager group can search and
view user profiles, and issue training certificates

=  Admin group can search, edit, add user profiles, edit
user accounts

Find User Training Records ®  Explore user training records

®  Staff group and above can access this function

Find By Supervisor B Supervisor group can view a user’s profile under

their supervision
= Staff group and above can access this function

Newly Reg User Summary " Staff group and above can access this function

6.18.1 User Profile Manager

ACLS provides a quick search and a full search capability. The default is quick search.
However, as staff, you are able to run a full search with many options by school or
organization, account or project, group, training certificates and phone number.

Bi User Profile Manager

Uy Bralrabn Promess Onbne Bl stam uwu—su..

®  sote Vs (341 Inastive Users (2979 &5 uyers (3930

There are two options to display the search results: Short Form and Full Form.

6.18.2 Find User Training Records

Staff and admin can search and find any user training records.
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B Find User Training Records

6.18.3 Newly Reg User Summary

This function displays the number of new users registered in a specific period by selecting
the period.

B Newly Reg User Summary

From: |IJune N |.2017 Hof

To:  [June v [2017 v

6.19 Export User Data

Through User Profile Analyser -> Grid Charts, you are able to export user data to an Excel
file using the onscreen excel tool.

First, you need to define user data fields. Simply select the data field of your choice, and
submit.

B User Profile Analyser

Filter By

User Tithe Uner Masmsr Stmdent/S2alt No. Tyne of Rescarcher Login Hame Schooleg Becens Groug Account Work Phose Mokl Phane Ermail Publication

Inchuded = -] -]

Project Title Supervisor Name Supervisor Email Exziuge Frem Braadeast Vear of Registration Starus

6.20 Broadcast Email Notices

To broadcast an email notice to a group of users, click on Broadcast Messages. Select the
user group or training certificate group, enter the message title and content of the message.
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®ceneric Group '3::3'5ir1gle Certificate (including trainers) '3::3'Gr0.1p Certificate {including trainers)

[Choose group from the list A

Click Send Message to complete the broadcast.

Bj Broadcast Messages

@ Set up my signature for outgoing mails.
@ Set up my mailing user list.

My Signature My Mailing List

Type of Group ®/Generic Group ‘“'Single Certificate Group {including trainers)

Group [ Choose group from the list r
Subject [
Message Body

Dong Zheng

Systems Manager
Mark Wainwright Analytical Centre

Send Message Generate Email List

You can also generate a full list of email addresses for the selected group. This function
enables you to use any local email client program to send emails with attachments.

e Check the box Generate Email List
e Click on Send Message to compile the list

The signature is similar to the signature in the email client programs, such as MS Outlook.
Once set up, the system attaches it to each message as a signature.

e My Mailing List
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You can set up your own favorite mailing list. Choose My Mailing List in Type of Group, you
can show the list details and you can broadcast or get the email list for My Mailing List.

o Generate Email List
Generate Email List is provided if you wish to retrieve the mail list for the local email client,
such as Outlook, etc. In particular, when you need to broadcast messages with an

attachment, you'd like to get the list as the current ACLS does not support emails with
attachments yet.

6.21 Contact User

Staff are able to contact each user at the user profile page. This is a handy tool to
communicate with the user.

& Dong Zheng

Profile Pinboard Supervisors Forms Publications Accounts Certificates Trainers Induction Process Contact User Usage (Booking) Invoices

Send Message

Subject*®

Dong Zheng
Systems Manager
Mark Wainwirght Analytical Cantre

Message Body™

| 1000  (max char 1000)

6.22 Edit Booking Data and Usage Log Data

6.22.1 Booking Data

Staff can edit, delete and add bookings for the past two months. For example, if a user falls
sick on the day of bookings, staff can correct this by deleting their bookings.

Bi Data Logbook Manager

Unage Logooks

11
t

ek Wesource: | Chosse ressurce from the bas ¥

“
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6.22.2

Usage Log Data (collected by tracker)

Staff can update incorrect login and logout times, and add new logs. There is a built-in
feature to auto-detect an incorrect time log, such as a missing logout time. Incorrect log data
is highlighted in red to assist correction.

Bi Usage Logbooks - Account

¥ E0E 15309 0gR TecOnied by i Facker

[ADD RECORD]

The system displays the entire log data for a selected date, and this assists you to enter the
correct time and avoid any conflicts.

However, as you may be aware, tracker may not record the logout time due to the following
operations:

e  Without clicking on logout button on tracker, the user logs off the computer
e Without clicking on logout button on tracker, the user may reboot computer
e Due to network breakdown, the system fails to record the logout time.

e Due to server breakdown, the system fails to record the logout time.

As we know, the world is not perfect, so admin/staff have to correct error usage logs if you
want to produce correct usage reports and invoices. The correction should be carried out in
the first week of each month to fix the error logs of the last month.

A smart feature is implemented to highlight the error logs for correction. Follow the steps
below to fix error logs.

e Fix Error Logs

If there are errors, you can see a short list of error logs. If not, the table will appear blank.
e No error logs:

Facility [QSTAR Elite (U)]: October 2015

ERROR LOGS TABLE

1 1 | |
|l..ogln Date Login ijxtll_ognul Date Logout Time|Logout Project Usage Hours |Login Use

e Have error logs:

Facility [TSQ Quantum Access (L}]1 October 2015

oum TABLE

ek s Fiw
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6.23

Simply click on Click to Fix. Click to fix defaults to add a logout time for 0.1h usage time. 0.1h
usage time is just a default value for the missing logout time. To estimate the correct usage
time, you may take the following recommended steps:

e Contact user who was involved in the missing logout time
o Check against the local tracker log file on the instrument computer
o Check against the booking hours made by the user

You may also apply a best estimate of usage time based on lab policy and your experience.

It is good practice to print out the error logs in case you wish to compare the results after
fixing them.

The system highlights any usage hours at 0.1h for your attention to adjust to the correct

usage time. You may see a few 0 hour logs which do not mean errors. Users may login and
logout quickly on instrument computers for simple tasks of less than 0.1h (or 6 minutes).

e Important Notes
Fixing error tool is not guaranteed to fix all kinds of errors. If the tool does not fix the error,

you have the option to delete the error logs and add a new one. However, only the system
administrator is given the power to delete logs as this is a non-recoverable action.

Generate Reports

Click on Report Manager to see all the reporting options. Reporting options are dependent
on system configuration, be booking data, be usage (log) data.

The level of access control is detailed in the table below:

Level of Access

User Data Report = User group can access their own booking data or
usage data
. Supervisor group can access their own and their
supervised group’s booking data and usage data
- Staff group can access all booking data and usage
data, plus sum data by resource
- Lab Manager group can access all booking data

and usage data, plus sum data by resource, and
sum data by univ, school and org

. Admin group can access all booking data and
usage data, plus sum data by resource, and sum
data by univ, school and org, and generate invoice
statements per supervisor

Sample Job Report u Lab Manager group can access all sample job
reports
- Admin group can access all sample job reports,

and generate invoice statements
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An automated data reporting tool is available through Batch Report (bDRT). bDRT serves
as a plug-in module to ACLS. It runs monthly reports, and you have the option to run the
reports overnight or instantly.

Alternatively, manual reporting for an individual user; resource; school/org are available in
Report Manager. Additional reporting tools available:

e Tracker usage report

e Sample report

e Training certificate report

e Commercial booking report

e  Group booking report
e Archived Excel files

6.23.1 bDRT
Through bDRT, you are able to run monthly reports overnight or instantly.
e Step 1:

Select Month and Year, then choose if running report Overnight or Now, and click on
Accept.

Bj Batch Report

¥ Batch report feature offers full booking and usage reports

Month of Report: | September ¥

Year of Report: | 2018 ¥

e Step 2:

If the system detects that a previous report exists, it alerts you for confirmation. If this is the
first report, you will see the following page:
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Bj Batch Report

¥ Balch report feature ofiurs kil booking and USage repors

Monzh Year Last Run Date Last Run By Access Bogking Data Report

2015 4015 Renee Vhan
Booking Data Report

Report was built previously. If you choose to continue, Last built report will be overwritten and updated!

That is all you need to do.

Click on Access Batch Data Reports button to access. The system sorts out the reports by
year index.

B Batch Report

9 Batch report feature offers full booking and usage reports

Year of Report: [2018 ¥

Furthermore, the system provides you with sorting options to assist with your reporting
needs. The following hour calculations are made to provide the detailed booking report

against the selected period of time.

e Add session booked hours
e Calculate booked hours with the selected month or selected period
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6.23.2

6.23.3

Mamth; | Septamber ¥ Manth; | Septembar *

Year: | 2018 ¥ Year: |08 ¥

s

vear: |2018 F

tonth: | September *

Year: 3018 %

Month: | Septamber ©

Year: (3018 %

anth: [ Septamber ¥

Year:

Heonth: | Saptamber ¥

Year:

User Report Snapshot

Bi Booking Report - User

P g B v 2018

Hesomrre: SEM 34003

& ABDULAZIZ ALATMAN - School | Grpanicalion: Petroleum Engimcering

200472018 11:00 00873008 12:08

2.00

STRAINING E300(ineludeng § houtss $53 lrmnng lne)

200 STRAINING §300{nclodeg § heurse S8 tmeng hon)

Resource Report Snapshot

Bi Booking Report - Resource

¥ Raport for June 218
QBEM 1%

Shew SO0 v enines

Stepeieg 100 72 00 73 v

Lrbas Marme. BeRaLTgRaaen
g Meccre

e iz o
i S s

Rpemng By ooyt Phtcstss Ergrasmy.

T Yarg Crames Exgrserng

Yetng He Fherti Sop0s Besein e

e Chamcs Dagnssnng

Asesunt
A STOCL REXN-FE 16189
LA LIV B B P2

LM POWONTHO RERSO AT TN

LMW CEIC RO PSS
WHEWA-CIVE-REN RG4S
LUENLRELLARS.OFS0! PEMALE

WA NATICEN RETERG 1S

(11
(]
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6.23.4  School Report Snapshot

Bi Booking Report - School/Organization

¥ Biomeacal Eng

6.23.5 Featured reports

The previous cost related reports are classified as featured report. The newly complete
reports are fully multi-threads finish and improve the response and won’t cause system
overloading. The new reports focus on the bookings only with the cost calculations. For cost
related reports, please enable the featured reports and out of the best, use batch reports.

Month: | February  ~ Month: | February v Month: [February v

Year: |2D21 v Year: ‘2021 v Year: |2D21 =

User Usage Report Resource Usage Report SchooliOrg Usage Report

6.23.6  Training Certificate Report

A handy report feature is added to ACLS, managers and admin can access the full summary
of the training certificate details.

Go to Report Manager -> Training Certificate report, you could filter and export report to
suit your needs, such as OHS report and compliances.

6.23.7 Tracker Reports

Tracker reports aim to provide a tool to report the actual operation time of each user usage

session in addition to the booking reports. There are two types of tracker reports, sorting by
resources or by users.
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Month: | February Month: | February v
Year: 2021 ¥ Year: 2021 v

Tracker Usage Report By Resource Tracker Usage Report By User

In tracker report by user, it shows the booking hours vs tracker usage hours as an good
indication how users book resources and how they physically accessing the resources.

Usage Hours Booked Hours
19

1.54

1.98

5.42 B

6.24 Generate Invoice Statement

Click on Invoice Manager to see all the invoicing options, depending on system

configuration, be booking data, be usage (log) data. Each invoice statement is set up per
supervisor.

In general, there are two options to run invoicing statements:

e Manual: you can manually generate invoice statements related to booking data or usage
log data, as well as sample jobs.

e Batch: through bDIS, which is similar to using bDRT for reporting, you are able to
complete an invoicing job with a few clicks.

Supervisors can access their own invoice statements when they logon to ACLS. Upon
supervisor logon, the system does a cross-check against that supervisor to list all the
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invoices related to Booking Invoice Statement/Usage Invoice Statement, and Sample Service
Invoice Statement (if any).

B Find Invoices

Cancel Sample Job Inveoice

Selection of Booking Invoice: [Choose invoice from the list ~

Selection of Sample Job Invoice: [Choose invoice from the list ~~

Selection of Cancelled Sample Job Invoice: [Choosa cancelled inveice from the list ~~

Key Words to Search Booking Data Invoices: (any part of supervisor name, or of invoice number)

|

6.24.1 Supervisor Invoice Snapshot: Booking Data

Click on Individual Booking Invoicing to commence. The Supervisor Invoice for booking
details each booking or usage session time and generates the total.

B Individual Invoicing

Menth: | May ~
Year: |2017 v

STATEMENT: Juby 2020

SUPERVISOR: Eafinda Ferrarl
4
TEL: (w81 2} 9388 20X
FAX:
THAIL: bfprrari Buraw, sdusu
DATE: August 31, 2020
DUTAILS;

This Statemant covers the work by your groups In Juy 1020.
Detaits of Boakings:

Carsira Gutrerres Chaves 603 HMA - Emat SO0 119 OTOTR820 14100 UNS WA BABS-RETI4-RCIAIIYY b

600 MME - Ernat Carshng Gutierres Chaver LNEWA-BARS-REIS-RG1ETIN ldas 100 (LR

Sub-Total 1] [TIET)
TOTAL EE- Ba234

An intarnal transtar from the fund detals vou Rave provised will be organized. Datads are 3¢ follows:

UNEWA-BABS-AEI54-2C1LETI50 #4334

Tevoice Mo: Do



6.24.2  Supervisor Invoice Snapshot: Sample Jobs

Click on Sample Job Invoicing to commence.

B Sample Report

Month: | October L
Year: 2018 ¥

L Sample Jobs Report

B Sample Invoicing

Sample Job Invoicing:

Supervisor: {l:Grainne Moran - BMIF - Biomedical Imaging Facility ~

Select a supervisor and a list of all the completed jobs under this selected supervisor is
displayed for further action. The “click-show” information box provides the information for
each job.

B Sample Invoicing

sSelect Sample Job for Invoicing:

[] esp-sampLe-2016-32 n

Now you can select multiple jobs for the same invoice, simply tick the required checkbox(es)
and click on Continue.

Here is an example of the invoice statement:



B Sample Invoicing

SAMPLE JORS STATEMENT

T Grainne Maran

TEL: 0385 4642

FAX:

EMAIL: w.moranPunsw.edu.au
DATE: June 72, 7017

DETAILS:

Thiss Statement covers the sampe jobs completed for vour groups.
Detalls of Jobs:

BSP-SAMPLE-2016-32  Alexandra Stacy BMIF - Biomedical Imaging Fanilty BRIL PS235971 OPOO1 4 Parathin Shaes(Animal Tissue) Shde Scamning (Apena XT) $10.00 $40.00

$40.00

Invoice Mo STOC000004

Kind Regarde,
Dang Theng

Fhone: to be defined

Lenail: dm.zhengSunsw. edu.bu

6.24.3 Batch Data Invoice Statement (bDIS)

bDIS operates in a similar way to bDRT, as illustrated below:

B Resource Booking Invoicing

Month: | September ¥
Year: 2018 ¥

Supervisor Invoicing

You have the option to run bDIS Now or Overnight. Upon completion of running bDIS, you
receive an email notice. On the right-hand side of the display, there is a short help
information box to guide you through.

You can access the invoices through Access Month Invoice Statements.
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E Resource Batch Invoicing

Click on “Invoice Statements” to access the month of interest:

You are able to email the invoice statements to the selected supervisors or to all on the list.
You can also set it to have a copy sent to yourself.

6.25 Invoicing Summary

This feature is to make invoicing job easier for lab managers and admin staff. Admin can
easily combine all invoices over a month or over a year. The invoice covers usage charges
and consumable charges, and also the original invoices.
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Bj Resource Invoicing Summary

@ Please run booking inveicing or batch inveicing if there are no invoices available.

Show| 0 v enmes S Com GV Cmel  FOF

Showng 110 27 of 12 enites
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mia Jaeanry Geaham Daé Chematny UNSWACHENSCLRE 110RG 163727 L] S0ES Lo gl
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Previeus - L]

6.26 Set Up Trainers and Certificates

There are two ways to set up trainers and certificates: go to Utilities -> Training Manager,
or go to User Profile Manager.

Bi Training Manager
@ Repister singla resource iraining cerficats.

¥ Regster singl oroug

Resource Cestificate & Traines

Resaurce: | Choose rescurce from the liss *

There are two kinds of certificates:
e Certificates per resource
o Certificates per resource group

There are two kinds of trainers:
e Trainers per resource
e Trainers per resource group

Select the Resource/Resource Group from the drop down list. List All gives an overview of
all trainers and certificates.
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Group certificates supersede the single resource certificates. The same rules apply to
trainers.

When you need to enable the disabled certificates, you can go to Training Manager -> List
All Certificate to enable.

Showing 1 to 20 of 20 enfries (filtered from 95 total entries)

Resource Certificate Details Booking Settings
SPM lcon D3000 CATA [User must be supervised by EMU staff. Maximum Booking Hours/Day: 0
Bookings made by EMU staff Maximum Booking Period (Day): 7

Maximum Booking Hours/Period: 0

Booking Start Time: 9:00

Booking End Time: 17:00

Booking Cancellation: Booking can be cancelled one
day in advance

Weekend Booking: Not Permitted

SPM Icon D3000 CAT B -On\y allowed to book between 8am-6pm, Maximum Booking Hours/Day: 4
max. 4 hours per day, Monday to Friday. Maximum Booking Period (Day): 28
Maximum Booking Hours/Period: 32
Booking Start Time: 8:00
Booking End Time: 16:00
Booking Cancellation: Booking can be cancelled one
day in advance
Weekend Booking: Mot Permitted

SPM Icon D3000 CATC '24,/7 booking access available. Can only Maximum Booking Hours/Day: 5
book 5 hrs per day. Maximum Booking Peried (Day): 28
Maximum Booking Hours/Period: 50
Booking Start Time: 0:00
Booking End Time: 23:00
Booking Cancellation: Booking can be cancelled one
day in advance
Weekend Booking: Permitied

Tracker Ongite Booking Valid Period
Supervision Alert (Month) Status

Yes No 3 Disabled m

Mo Mo 3 Disabled m

6.26.1 Trainer Registration

A trainer can be removed, or be temporarily suspended. Through Training Manager,
multiple staff can be set as one resource trainer at one go.

Go to User Profile Manager, edit the staff profile, go to Trainer tab, simply check or

uncheck resource to add/remove trainer status to the staff. Through profile, multiple resource
trainer status can be updated to the staff.
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“Edit Trainer: Sean Rezal Lim

AFM FIBE SEM TEM TOOLS XRAY

B Facility Group: AFM

Facilty
SPM 5400
SPM Icon
SPM MMode

6.26.2 Set Up Primary Trainer

Primary trainer is the first in the trainer contact list at resource details of the calendar or
resource catalogues.

Bi Training Manager

@ fRegisler sngie resoutte ttanen

3D Printer Autodesk Ember

Resource Group: BIO-CHEM LAB FACILITIES
Description:
Location:

Trainers: Lachlan Hyde; Gediminas Gervinskas; John Paul Teodosio;

6.26.3 Find Resource Trainers

Click on Booking -> Resource Trainers to access.
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= My Calendar
I~ Lab and holiday calendar

= Siaff Roster Calendar

= Resource Trainers

L Resource Timeline Calendar

& My Bookable Resources
o AFM
d FB
J SEM
L TEM

L TOOLS

6.26.4 Certificate Registration

It is good practice to think over the certificate structure before commencing certificate
registration. ACLS requires the following certificate parameters to be established.

Parameter Description

Certificate Title Add the resource name as part of each certificate title for easy
recognition.

Content/Details Details of certificate

Max Hours/Day Max permitted booking hours per day

Max Days/Period Max permitted days from now

Max Hours/Period Max permitted hours within Max Days/Period

Booking Start Time Allowed start time on the day

Booking End Time Allowed end time on the day

Booking End Time Offset  Refer to offset section

Booking Cancellation If unchecked, booking can be cancelled anytime. If checked, bookings

can be cancelled 24 hours before the start of the session

Weekend Booking If checked, weekend can be booked; if unchecked, weekend cannot be
booked

Expiring Period Counted in months from last user login to the system.

Onsite Supervision Only works with ACLS Console
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Certificate Invalid The date of certificate deactivation.

Last Update Staff who made last change and change time

Alternatively, it is much easier to set up certificates through Certificate/Group Certificate
Wizard which is a one-stop process.

6.26.5 Edit User Certificates

Go to User Profile -> Edit User Certificate page, a live search box is provided to quickly
find the right the certificate to add to the user training profile. Simply type in any part of
certificate name to add.

B User Profile Manager

9 Edit user cerfificates

User Centificate Code ssued Time Notes. Trainer

6.26.6  Certificate Report

Admin staff may be interested in getting the number of users who are issued training
certificates over a period of time. Training Certificate Report provides the statistical data for
that.

Bj Training Certificate Report

9 Report by the selected month or the selected period

October ¥ (2018 ¥ m From: |18/09/2018 ] 7o: [19/10/2018 =l m
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Bi Training Certificate Report

@ Cortticane Fimport ly Moo May J017
Export ta EXCEL
Sean oy CIV Dae PP

Facitmy Facitty Gicep Usas Mama Comteate [ .

6.26.7 User Certification Notes

A note field is available to the user certification process. The trainers can have the options to
record the notes for each training records.

The certification notes are served as the part of training records in relation to any signed
forms.

# Add Notes Suspend Certificate

6.27 Appoint Any Users to Be Resource Trainer

Many labs request to provide the feature that any users (students or researchers) can be
appointed as the resource trainer to provide lab training, induction, teaching work. Please
follow the steps to set up users as resource trainers.

6.27.1  Set up user as trainer

Step 1: set up user trainer group in Access Group manager. Users can only be set as
resource trainers if he is under user trainer group.
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!Gmup MName |[U.-‘.erTn|iner Group
|

[User Trainer Group

iMax Hours/Period

lBooking End Time

Booking Cancellation |ﬂ untick to allow booking cancellation anytime

Step 2: set up user to the user trainer group in user profile manager

n Title Mr. v

O user Name [Ahhas Darestani Farahani
() student/staff Na. [25025115 (if applicable)

a Type of Researcher [.m:ademlc staff ¥ (Current: Academic staff)

@) wosin vame =

u School/Organization [CHEM - School of Chemistry/CHEM v

n Access Group User Trainer Group v
Charge Category Internal ¥

Work Phone

0426740673

a Mobile Phone

E Work Fax
E Email

n Work Address

0426740679

a.darestani@gmail.com

a Indicative Project Title

a Notes [Se\f assembled peptide hydrogels for biomedical applications

n Exclude from Broadcast D (if checked, user excluding from the list of broadcast messages)

n oriine Regisrasen m

Step 3: set up the user as trainers in Training Manager. In the above example, Abbas is set
up to the user trainer group, now in Training Manager, he is in the selection list to appoint as
the trainer.
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B} Training Manager

§ Register single resource trainers

Resource: Aperio XT Slide Scanner

Fichard Francis Aperio XT Slide Scanner
Fei Shang Aperio XT 5lide Scanner
Florence Tomasetig Aperio XT Slide Scanner
Iveta Slapetova Aperio XT Slide Scanner
Merryn Brettle Aperio XT Slide Scanner

|| Choose staff and user trainer from the list ¥  ifgu wish to add new trainers

Choose staff and user trainer from the list
Abbas Darestani Farahani

Alex Macmillan

BMIF Teaching

Celine Heu

Dong Zheng

Elvis Pandzic

Ephrem Sitiwin

Fei Shang

Florence Tomasetig

Grainne Moran

Iveta Slapetova

Joanna Richmond

Lin Chin

Merryn Brettle

Michael Carnell

MNicholas Ariotti

Oliver Looker

Renee Whan

Richard Francis -

Step 4: As the illustrated example, Abbas is now the trainer for XT Slide.

6.27.2 User trainer login

When user login, for example, Abbas login, this is the menu upon his login. User Certificate is
available for Abbas to set up training certificates to the other users.

Bi User Certificate

Be Be B Qe
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£ Dashboard £ Booking £ Support

Bj User Certificate

Show

100 ¥ entries
Showing 1

o 100 of 419 entries

User Supervisor

I Aaron Gilmour Rylie Green

School/Org

Certificate

GBIOM - Graduate Schaal of Biomedical Engineering

Click on certificate button to continue.

Bi User Certificate

0 Swlacied e Aawsn Oimcus

i v ik b e et

B User Certificate

¥ Selected user: Aaron Gilmour

User Certificate Code
Aaron Gilmour

Issued Time
APERIO FL SLIDE SCANMNER

28/03/2020

[Ch:-ose certificate from the list ¥ if you wish to add new certificate

Notes Trainer

Abbas Darestani Farahani

Accept Changes
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6.28 Record User Forms
There are two ways to do so.

Through_ User I_Drofile Manager, add form to the user.

Profile  Pinboard  Supervisor | Form | Publication  Accowni  Cedliicale  Usage (Booking)  ivoice

Upload Forni:

Type ol Form Induction Form

Upen upload, you MUsT click an Button [Save To Form Registry] te conplete form registration:

[ induction Form pload (pdf only) ...

Form in POF

Saren T Furm Regetry

Through Form Repository Manager, you are able to register the forms. This can centralize
the storage of signed procedures, forms and papers electronically to cover:

e Induction
e OHS
e Access

e Subscription

With Form Repository Manager, users and staff can easily track and access the form
records generated over years.

Bi Form Repository Manager

Register Forms (Induction,OHS, Training,Subscription) | Search Forms | Deleted Form Records

e Register Forms:

You can upload forms (PDF only) against an individual user, and there are no limits for this.
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B Form Repository Manager

@ Register form

User Selection \-Choose user from the list
Type of Form ‘lnduct\on Form e

Form in PDF

Furthermore, staff can access forms on the Dashboard, and each user can access their
own induction documents when they logon to ACLS. In addition, you can search forms by
users.

The system provides a means to remove unwanted forms, and restore them if needed.
Bj Form Repository Manager

@ Search forms

Key Words: (user name)
- 3

User Name Forms

ABDULAZIZ ALAZMAN
Induction Form-3513-20-06-
2018-1670.pdf
User: ABDULAZIZ ALAZMAN
Added: Michael Zhi on 6/20/2018
2.07:36 PM

Abhijith Prakash
Induction Form-3245-19-04-
2017-1285 pdf
User. Abhijith Prakash
Added: Michael Zni on 4/19/2017

6.29 Resource Documents
Users are able to access resource documents on Catalogue page and Calendar pages. It
would be highly recommended to add resource related documents, such as OHS, training

notes, safety notes and operation tips, and more.

Please refer to the next chapter on how to upload the resource documents to ACLS.
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AFM_Catalyst (Lowy)

9 Accept future bookings only

9 Switch to day/week view by clicking on
DATE as link

© Permitted Hours: 00:00 - 24:00 calendar page
= Account for Booking: Internal Account
(Rate/Hour: 50.00)

Resource document on

B SWPD6.18_BMIF_AFM Catalyst

Microscope.doc

FrEVIULS ' NEXL

Search: Copy CSV Excel PDF Print
Resource Documents Specification Location Website Upgrades Custodian
W SWPD6.18_BMIF_AFM Catalyst Microscope.doc test test test test Renee Whan

rwhan@unsw.edu.au

Resource document on
catalogue page

6.30 Store and Share Documents

ACLS provides a solution to store and catalogue documents for secured access and sharing.
Through Document Repository Manager, you are able to register general documents and
resource documents. You can perform the following tasks:

e Add/Edit General Document Sub-Folders
e Register General Documents

e Register Resource Documents

e Search Documents

e Deleted Document Records



EBi Document Repository Manager

Click on General Documents to register:

Bi Document Repository Manager

¥ Manage general document folders and documents

Return

General Document Sub-Folders Register General Documents

e Add/Edit General Document Sub-Folders
o Register General Documents

General Document Folder [Roat E

Upen upload, you MUST cick on Button [Save T Doc Registry] to complete document registration:

[Bocuments upinad (pdf,doc only) ... |

Dueument Hame MUST NOT contain any single quote chasactertt

& 2y General Documents (Foider View)
i3 lmeges of The Month
3 e

o Step 1: select the folder where the document is located, you can upload documents
singly or in multiples

e Select the documents, click on Open to upload.



Open X
« ~ 4 g > ThisPC > Local Disk (i) » ~ & | Search Local Disk (C3) P
Organize Mew folder = T @
~
« [ This PC. A Name Date madified Type Size
> [ Deskiop SAVG 20/03/20177:55 AM  File folder
s [ Documents | AmMD 17/05/2017 205 PM  File folder
s DongZheng (Ga || AVG-Client-017-2015 18/08/2016 340 PM  File folder
| DDN 20/09/2016 1116, File folder
» b Downloads 0 iney !
) pub 14/02/2017 %38 AM  File folder
> Music MSOCache 18/08/2016 10:46 .. File folder
» &= Pictures || Perflogs 16/07/2016 9:47 PM  File folder
> B Videos || Program Files 24/05/2017 10:36 ... File folder
5 i, Local Disk (C) || Program Files (x6) 17/05/2017 306 M File folder
s = Data Disk (E) ProgramData 4/05/2017 1:14PM  File folder
) o emunit (12992 L puTTY 19/08/2016 7:55 AM  File folder
R [ ] Users 14/02/2017 230 M File folder
> = aclslegin (1129 .
|| Windows 14/06/2017 5:38 PM  File folder
> B auth (W120.04.7¢ || windows10 18/08/2016 10:45 ... File folder
> == reporting (\W129.
> e aaf (W129.94.164
5> = aclsloginshared
b & emudats (W129:
File name: | (Al 9 v

e You are shown the uploading progress:

GENERAL DOCUMENT RECORDER

Upon upload, you MUST click on Button [Save To Doc Registry] to complete document registration:

& Wehicle Disposal Tax Advice.PDF
& UniWide-Wireless-1.pdf
& UniWide-Wireless-F10-Basement.pdf

® x 3

Your browser is IE. Please install Microsoft Silverlight if file uploading is not working!

Documents Upload (pdf,doc only) ...

Uploading Vehicle Disposal Tax Advice.PDF. 214 KB of 214 KB at 236KB/s; 1 seconds remaining

Save To Doc Registry

e When Upload is completed, you can see the all uploaded file names as below:

GENERAL DOCUMENT RECORDER

Upon upload, you MUST click on Button [Save To Doc Registry] to complete document registration:

Uniwide-Wireless-1.pdf is successful uploaded

Vehicle Disposal Tax Advice.POF is successful uploaded

Uniwide-Wireless-Fi0-Basement.pdf is successful uploaded

Your browser is IE. Please install Microsoft Silverlight if file uploading is not working!

Documents Upload (pdf,doc only) ...

Step 2: Save to registry

e You must click on Save To Doc Registry to register the documents to the
system. If you don’t do this, then the documents are not considered as

Registered.
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The system returns to the home page of Document Repository Manager and shows you
the documents you just uploaded.

If you go to Booking tab -> Documents tile, you can see the results as illustrated:

| Documents
jMicroscopes
=yincuCyte
= £30HS
g Risk Assesments
-3 Facality Documents
=3 AFM_Catalyst {Lawy)

[y Swe IMIF_AFM Catalyst Microscope.doc
= 3 Hiostation
[y Riostation Complote Mannal pdf

0 Aacstation user manuasl pdf
= e Ecipse TLE

Ty SWPE.20_BMIF_Nikon_TiE_Miciuscope doc

ing Metrics. pdf

y SWRS.23 BMIF IncuCyie
] User Manual 2011 paf

RF
[y SWPOS.11_AMIF_Zeiss_SOTIRF_Microscofs.doc

FLR_Microscope.doc

Browse Documents

Documents: 18

Register Resource Document is similar to the process shown above. The only difference is
that you must pick a resource first.

The difference between general documents and resource documents is illustrated below.

Registered Users Registered Staff

General Documents

All can access

All can access

Resource Documents

Users who have a resource
training certificate, can access.
Those who don’t, cannot
access

All can access

To search the documents, simply type in a few letters of the document name or resource
name, and you can get results such as below:
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Key Wards: {document name, lacility name) |t m

If you wish to delete any unwanted files, click on button Delete Unwanted Documents to
continue. Then take action to delete the documents.

6.31 Track Samples

Track Samples provides the following options:

e Enclosed lab work: Customers/Users submit their samples for analysis and processing
e Commercial Work: you may deal with a submitted sample for test and analysis

Utilizing Track Samples enables you to record the process systematically, archive and
retrieve the results, and generate billing reports.

Track Samples records information for multiple groups. For example, the laboratory may
have a few units or groups completing sample test and analyses. The Track Samples
module can deal with the same sample jobs for different groups.

B Dashboard @ Booking B Support B Publications & B Survey B Excel B Stall

Attertion: (Mease relnad the malendar page if you cann

AFM-SAMPLE EMIF SAMPLE BSP-SAMPLE INTRAVITAL-SAMPLE
Open Jobs: 0 ‘Dpen Jobs: 0 Open Jobs: 4 Open Jobs: 0
il

e Create the groups (System Administrator only).
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Bj Define Operation Group

Operation Group Name [‘Choose operation group from the list v
Password

Operation Group Code 0

Mote

Record Created 30/12/1899

o Loves Lo Lo

Each group is required to have a password to prevent other personnel from accessing
unauthorized group work.

e Create the sample type.

Bj Define Sample Types

§ Operation Group: EMIF SAMFLE

Type Title [Tissue Sample (Animal) v
Type Code 2

Status Cn

Record Created 11022016

e Create the method of analysis.

B Define Methods

¥ Operation Group: BMIF SAMPLE

Method Title [Paraffin Embedding v

Charge per Sample (3) 5

Resource by Method Shandon Excelsior ES Tissue Processor
Method Code 1

Mote Tissug Precessing and paraffin embadding
Status Cn

Record Created 11022016

e Each method of analysis is linked to a resource and is allocated a charge per sample.
e The status shows whether the sample type or method is in use. The defined sample
types or methods cannot be deleted once they have been created.
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e You can create new sample types or methods at any stage. Once a sample type or
method has been created, you are then able to check the samples and monitor their
progress.

6.32 Check-in Samples

When samples are checked in, ACLS generates a unique job number to track the checked in
samples. The format of the job number is: Group Name + Current Year + Sequential Order
No (ICP-2018-19), as shown below.

Select Accept to check in the sample. Once you have registered a new job, you will need to
allocate each job with a method of analysis. Click Edit Sample Methods to add/edit
methods, or update the job details.

Job No ICP-2018-18

Seng ¥an ¥in v

SMART-RE183-RG140852

‘ Upload Sample Photo

Upload Sample Quotation

L,

&

:

-

B E
i
:

Rabeys Akter v

LA-ICAMS-semiQ

A job can have multiple methods but only one sample type. You can set up a discount if
needed.
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6.33 Process Sample Jobs

Without a processing update, samples or jobs cannot be checked out. ACLS will record the
last update time and the staff members who complete the update.

A job must be checked in order to make changes and updates. To process the job, run one
method at a time by selecting and updating.

Metrpd M e Batun Dibels

UIHCPORS

Chosse methed from the list % vou wish to #dd new methed

Upsases By Razeya Line

By default, ACLS includes the full quantity when processing. However, you are able to select
a smaller number of samples. When processing, ACLS updates the charge per method
based on the settings in methods.

Bj Update Jobs

¢ Operation Group: ICP

Processing Method for Job No. ICP-2021-318

Method U20-Digestion-MwW
Sample Quantity 1 -
Note

2000 (max char 2000)
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Select the Confirm button and ACLS updates the job. The status of the selected method is
marked as Processing.

6.34 Check-out Samples

A job can only be checked out when all the related methods are processed or updated. If not,
ACLS rejects the check-out request.

After processing the samples, you can check-out the job:
Bj Check Out

¥ Operation Group: ICP

METHOD PROCESS DETAILS:

Method Sample Quantity Charge (5) Notes
U20-Digesfion-MwW o 0

&
U20-ICPOES 0 ]

4
U20-ICPMS o 0

E

Total Charge: $0.00

MNote: At least one of Methods or Analysis have not been processed and No Check-Out!

Job No ICP-2021-318

CustomeriUser Thayanne Lima Barros
School/Organization Biological Earth and Environmental Sci
Account BEES-RET34-RG202112

Sample Quantity 104

Sample Name

Sample Lab ID

Sample Location

Quotatien No
Discount By (%) 300
Sample Type Soil

Select the Check-out button. ACLS proceeds to final check-out and no additional updates
can be made to the checked out job.

6.35 Upload Sample Analysis Results

ACLS has the capability to upload and archive reports or documents. All the documents can
be archived, stored and backed up on the central server.
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9 Operation Group: ICP

JOB DETAILS:
Job No ICP-2018-10
Customer/User Terry Flynn
School/Crganization Analyfical Centre
Accouni CCL-ACCOUNT-2014
Sample Quantity 50

Sample Hame

Sample Lab ID

Sample Location

Quotation No

Sample Type Swab

Method TF-IC-Checked-Out, TF-1C-set up-Checked-Out; TF-OES-Checked-Out;
Date In 10/01/2013
Scheduled Completion Date 1710172018

Date Out 1710172018
Receiver Dorothy Yu

Job Motes Swab

Job Status Checked-Out
Last Update Time 11/01/2018 12:09
Updated By Dorathy Yu

Doc-ICP-2018-10,xlsx
Description: Report-ICP-2018-10
Job No.: ICP-2018-10

Updated: 11/01/2018 12:09

By: Dorothy Yu

ACLS has a limitation for uploading and archiving reports or documents. Only one document
type per job can be uploaded. For example, Job #1 can have Doc_ICP_2009_1.doc, and
Doc_ICP_2009 1.xls, and Doc_ICP_2009_1.pdf, and Doc_ICP_2009 _1.zip, but not two
.doc type documents.

e Select the Document Type using the drop-down list.
e Enter the Download Link Description.
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6.36

Bi Upload Job Results

@ Operation Group: ICP

Update Document

Document Type doc v
Document Name Doc-ICP-2021-352
Download Link Description [

The Download Link Description is shown as a hyperlink with more descriptions, so that the
actual file name is hidden in the link.

e Select Browse to locate the report on your local computer.
e Select Upload to complete the upload. To verify the upload was successful, select the
HTTP link in the column Download Link Description.

Set Up Event & Holiday Calendar

Lab calendar is a handy tool to indicate public holidays and special lab events. The public

holidays can be shown on the calendar and lab events can be shown through Dashboard.

Go to Booking Tab -> Lab Event & Holiday Calendar to set up event calendar. You can
set up events and holidays for the current year, last year and next year.

£ Dashboard = Booking £ Publications £ Survey £ Staff

4 My Calendar

| Bj Lab and Holiday Calendar
2 Lab and holiday calendar

Calendar 2020 Calendar 2021
H Staff Roster Calendar

L Resource Trainers
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B Lab Event & Holiday Calendar

Calendar 2016 Calendar 2017 Calendar 2018

B Calendar 2017

January Australian Day (Public Holiday) [ Delete ]

Thu 26/01/2017 to Thu 26/01/2017

February

March

Users can also access the Lab Event Calendar on My Home. If the calendar is set up with
more contents, click on ‘details ..." to see the popup screen like a feature page.

=
May
& N2 Fill
June
Wed 07/06/2017 08:00 to Wed 07/06/2017 11200
N2 Fill
Wed 14/06/2017 08:00 to Wed 14/06/2017 11:00
N2 Fill
Wed 21/06/2017 08:00 to Wed 21/06/2017 11:00
Lab Openning Day eQI =R
Fri 23/06/2017 00:00 to Sat 24/06/2017 00:00
N2 Fill
Wed 28/06/2017 08:00 to Wed 28/06/2017 11:00
2 N2 Fill
July

Wed 05/07/2017 08:00 to Wed 05/07/2017 11:00

N2 Fill
Wed 19/07/2017 08:00 to Wed 19/07/2017 11:00

Click on More Details to see the fly-in modal information window.



Lab Calendar

Lab Openning Day
Fri 206/2017 00:00 to Sat 24/06/2017 00:00

Welcome to NMR

Furthermore, you are able to enable or disable any resource booking calendars for a defined
period of time. For example, if you need to shut down any resource due to special events or
holidays, you can set this up through Lab Event Calendar.

The system displays the status of action, select all resources [Select All] to close calendar for
booking, or just select the resources to close calendars for the selected.

In the following example, all resources are selected to close all calendars not accepting
bookings.



Add Lab Event 2021

Summary

Description

ra

Start Time [m

End Time W

ersoe

Resource Calendar
Avizo 1(No charge) Close calendar (not accepting bookings)
Avizo 2(No charge) Close calendar (not accepting bookings)
Biowave Microwave Processor Close calendar (not accepting bookings)
COATER DCT Carbon Coater Close calendar (not accepting bookings)
COATER Emitech coater (K575x) Close calendar (not accepting bookings)
COATER Leica coater (Leica EM ACE600) Close calendar (not accepting bookings)
COATER Quorum coater (Q300T D) Close calendar (not accepting bookings)
COATER Safematic carbon coater Close calendar (not accepting bookings)
Critical Point Dryer Close calendar (not accepting bookings)
Double-tilt holder(No charge) Close calendar (not accepting bookings)
EPMA 8500 Close calendar (not accepting bookinas)
FIB Auriga Close calendar (not accepting bookings)
FIB Auriga - Oxford Close calendar (not accepting bookings)
FIB NanolLab Close calendar (not accepting bookings)
Fischione NanoMill Close calendar (not accepting bookings)
Hitachi IM-4000 Ion Polisher Close calendar (not accepting bookings)
Lattice X Cleaver Close calendar (not accepting bookings)
Leica Grid Plunger Close calendar (not accepting bookings)
Leica Lift-Out Close calendar (not accepting bookings)
Lift-Out Nikon Close calendar (not accepting bookings)
PFIB Helois G4 Close calendar (not accepting bookings)
Precision Ion Polishing System Close calendar (not accepting bookings)
SEM 230 Close calendar (not accepting bookings)
SEM 34001 Close calendar (not accepting bookings)
SEM 3400X Close calendar {not accepting bookings)
SEM 450 Close calendar {not accepting bookings)
SEM 7001 Close calendar {not accepting bookings)

To re-open the resource calendar, you just need to delete the lab event as shown here.
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June

Electricity shutdown m

Thu 01/07/2021 00:00 to Thu 15/07/2021 00:00

Close for booking:
Avizo 1{Mo charge)

August

September

October

Set up public holiday:

ACLS can watermark public holidays on the calendar. This is handy to indicate to users the
dates of public holidays.

You must tick the checkbox in the column of the public holiday when setting up a public
holiday.

Being marked a public holiday does not prevent users booking events on the day. You must
take action to close bookings for chosen resources.

Once a public holiday is set, go to booking calendar, and you can see the watermarked
public holiday on the calendar, for example, Australian Day as illustrated.
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X m o] June 2018 TOOAY « > A
(Training Event by ¥in Yao)
Dorg Ming /heng. Matex: AVG.

1200 - 1400 Sxiad Seit ;
Mlursh {Training Even by Yin

6.37 Training & Support

Users are able to submit training & support requests, track down the status of those
requests, and the responses made by staff. This is a support ticketing module in ACLS.

There are 5 functions to process these requests. Users can only access 3 out of 5 as follows:
e New Request

e My Requests
e Search Solutions

Staff can access all 5 functions.

[# MNew Request

& My Requests

I COpen Reguests

&= Find Requests

Q. Search Scolutions

New Reguest:

Two types of requests can be selected by users: Training Request and Support Request. In
the current version, there is no difference in the handling of the different types of requests.
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However, in future versions, we’'ll improve this feature, including analysis reports to improve
the quality of service by your organization.

Bj New Requests

Type: ® Training Reguest C Support Reguest

Subject: *

Message Body:

My Reguests:

The system shows you open requests vs total requests. For example, 2 requests are still
open of 3 requests submitted in total.

Similar to the webmail design, the system provides an HTTP kind of link to each request for
further actions.

Clicking on the link directs you to the next reply page:

Bi Request Details

@ Cick: o ety Requast 19 respond of close.

Heguest Vicket Mumber: 33 (Support Hequest]

Different colours apply to differentiate the users’ requests and staff responses. Yellow refers
to users’ requests, and blue to staff responses.

Open Requests:

This staff-only function allows staff to respond to user requests.

Search Requests:

This staff-only function allows staff to search for any requests made by users.
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Bj Search Solutions

Key Words: (subject, message body)

Search Solutions

Subject Status Request Date Last Action

Search Solutions:

This offers a platform for users to search the previous responses and solutions provided by
staff. Over a period of time, everyone can benefit from the accumulation of solutions and

knowledge.

6.38 Conduct Survey

iSurvey (plug-in module) covers 3 processes to build, publish and analyse a multiple choice
survey with any content and at any time.

6.38.1 Build Survey
Click on Build Survey under the menu of Survey Creator to create or edit a survey.

Build Survey

Create/Edit Survey Form | Choose Targeted Users | Upload Survey Questions | Fine-Tune Survey Questions | Upload Survey Multiple Choices

Step 1: Create/Edit Survey
Step 2: Choose Targeted Users

Step 3: Upload Survey Questions

Step 4: Fine-Tune Survey Questions
Step 5: Upload Survey Multiple Choices

Step 6: Preview Survey Form

e Create new survey:

Similar to account and resource setup, there are two operations available: edit the
existing, or add a new survey.
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Step 1: Create/Edit Survey

[EDIT/ADD SURVEY]

Survey Title BMIF 2015

Survey Body

Start of Survey |10/08/2015 =]

End of Survey [09/05/2015 =

Survey Type ® pnonymous O Compulsory (Only effective upon login to ACLS)

Access Survey ® on Login Page Clon My Dashboard Page

Survey parameters are described in the table below:

Parameter Description

Survey Title Title is used as the survey access link, it is good practice to keep it

short and easy to understand.

Survey Body Body is used as the first paragraph of the survey. Normally, the body
should describe the purpose or objectives of survey, and other survey
information.

Start of Survey Start date of survey available to users. System automatically activates

the survey on the start date.

End of Survey End date of survey available to users. System automatically ends the

survey on the end date.

Survey Type Anonymous or compulsory. If set to compulsory, user must complete

the survey upon login before accessing any other functions of ACLS.

Access Survey There are two choices: either run the survey on the ACLS Login Page;

or run it on Dashboard upon user login

e Choose targeted users:
Only compulsory surveys can have this option. Two compulsory methods are available:
upon login or on My Dashboard page. The system disables the survey to any user who
has done the survey.

Step 2: Choose Targeted Users

BMIF 2015 v
Complusory Type @] Upon Login ®on My Dashboard Page
Targeted Users ® a

e Upload survey questions:
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Survey questions can only be added to the system through uploading a text file. By doing
s0, you only need to maintain one copy of the question file. You are able to update the
questions at any time until the questions are published. It is good practice not to add new
questions to the survey after publishing it to the users.

e Upload survey multiple choices:

Similarly, survey answer choices can only be added to the system through uploading a
text file. You are able to run the survey with the same multiple choice answers for each
question, or separate answers for each question.

The contents of the multiple choice file should follow the template as given below.

q1

answer 11
answer 12
answer 13
answer 14

q2

answer 21
answer 22
answer 23
answer 24
answer 25

g3
answer 31
answer 32

q4
answer 41

g1 refers to ‘question 1’ in the survey, g2 to ‘question 2’etc. The system detects ‘q1’ as a
keyword for the multiple choice answers of question 1, it scans and saves the multiple
choice answers for question 1 in the survey form.

Survey creator is capable of providing radio/ option button selection, allowing for one

selection from multiple answer choices. As well as checkbox options, where users can
choose multiple answers.
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welcome to ACLS

1. I'm satisfied with staff support?

Strongly agree
Agree
Indifferent
Disagree

oOoOooao

Strangly Disagree

2. I've used the AMMRF facilities for the first time within the last 12 months?

O es

If others, please specify here

3. I'm satisfied with laboratory faclities?

Strongly agree
Agree
Indifferent
Disagree

Q0000

Strongly Disagree

4, I learned about AMMRF and it's microscopy services from?

The Internst

My academic supervisor

A collzague or friend

Serminar

AMMRF showcase, presentation or publication
Staff at AMMRF

Other

oJolojoXeXole)

Survey Comments:

e Preview survey:

You are able to preview the survey any time to confirm it is correct before publishing.
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Step 4: Preview Survey Form

1 | TEM SURVEY 2012 hd

TEM SURVEY 2012
Simply put, text files contain readable ASCII characters. We can think of working with text file in Delphi as analogous to playing or recording information
on a VCR tape. Although it is possible to make changes within text file, jump around when processing information or add some data to the file other than
at the end, it is advisable to use a text file only when we know that we are working with ordinary text and no such operations are necessary. Text files are
considered to represent a sequence of characters formatted into lines, where each line is terminated by an end-of-line marker (a CR/LF combination).

Survey Questions:

1. Text files provide a simple, convenient way of storing textual data. They do provide mechanisms for reading and writing numerical data stored as text
(see Write), but it is safer and wiser to use structured records when storing anything other than plain text strings.

e} Strongly Agree
O Agree

O Disagree

2. test2

o Strongly Agree

O Agree
[@] Disagree

Survey Comments:

Congratulations, the survey is ready for publishing!

6.38.2 Publish Survey (Accessible to Admin Only)

To make the survey available to users, you must publish it. The system permits a
maximum of 4 surveys to be published concurrently.

MKAC SURVEY
SEM SURVEY FOR UNSW 2012
TEM SURVEY 2012

UNSW MEDICINE SURVEY
Note: Have reached max 4 surveys being published concurrently!

6.38.3 Analyse Survey

There are 3 options to conduct survey analysis:
e Survey Analysis (Accessible to staff and admin)

e Search/Compare Survey (Accessible to admin only)
e Compare Response Rate (Accessible to admin only)

Survey Analysis does individual survey analysis, and presents the survey results in a
graphic chart, or tablet format. The default is Bar Chart.
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Bar chart:

Total Responses: 6
Survey Analysis:

Questions
1. Text files provide a simple, convenient way of storing textual data. They do provide mechanisms for reading and writing numerical data stored as text (see Write),
but it is safer and wiser to use structured records when storing anything other than plain text strings.

100
90
80
70
60
50 .0
40
30
20
10

o

Resut (%)

AD Al A2
Multiple Choices

2. test2

AQ: Strongly Agree

20
1
o
Al Al A2
Multiple Choices

Pie chart:

Total Responses: 6
Survey Analysis:
‘Questions

1. Text files provide a simple, convenient way of storing textual data. They do provide mechanisms for reading and writing numerical data stored as text (see Write),
but it is safer and wiser to use structured records when storing anything other than plain text strings.

" ® 20: 16.7%
0 Al: 50.0%
Az © A2: 33.3%
AO: Strongly Agree
Al: Agree
A2: Disagree
AL
2. test2.
® 20: 16.7%
0 Al:50.0%
© A2:33.3%
AD: Strongly Agree
Al: Agree
A2: Disagree




Donut chart:

Total Responses: 6
Survey Analysis:
Questions

1. Text files provide a simple, convenient way of stering textual data. They do provide mechanisms for reading and writing numerical data stored as text (see Write),
but it is safer and wiser to use structured records when storing anything other than plain text strings.

O A0 16.7%
AQ
0 Al1:50.0%
w2 @ A2:33.3%
AD: Strongly Agree
Al: Agree
A2: Disagree
Al
2. test2
O A0 16.7%
AL 50.0%
@ A2:33.3%
AD: Strongly Agree
Al: Agree
A2: Disagree
Total Responses: 6
Survey Analysis:
AD: Strongly Agree
Al: Agree
A2: Disagree
Questions A0 Al A2
1. Text fil d le, t way of storing textual data. They d id hai for reading and writ | data
les provide a simple, convenient way of storing textual data. They do provide mechanisms for reading and writing numerical da 16.7% 50.0%33.3%)

stored as text (see Write), but it is safer and wiser to use structured records when storing anything other than plain text strings.

2. test2 16.7% 50.0% 33.3%

It is useful to know what the response rate is to the survey. The system compares the
response of the active registered users.

Survey Title: TEM SURVEY 2012

Survey Body: Simply put, text files contain readable ASCII characters. We can think of werking with text file in Delphi as analogeus to playing or recording information
on & VCR tape. Although it is possible to make changes within text file, jump around when processing information or add some data to the file other than at the end, it is
advisable to use a text file only when we know that we are working with ordinary text and no such operations are necessary. Text files are considerad to represent a
sequence of characters formatted into lines, where ach ling is terminated by an end-of-line marker (a CR/LF combination).

Total Responses: 6

Survey Response Rate:
10 Rate0: Survey Response vs Active Users

g Ratel: Survey Response vs Active Staff & Users
3 .

£ Total Locked Active Users: 318

19 is Total Locked Active Staff & Users: 334
o
Rated Ratel

Mote: Particiation rate was saved, you can reset it if you wish to update!

Reset Response Rate

Compare Response Rate (Accessible to admin only)
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As long as the survey response rate is saved or locked, you can select it from the survey
matrix and compare.
It is very useful to compare the response rate across different surveys.

10
55: MKAC SURVEY
o
&
% S52: TEM SURVEY 2012
&
= S4: UNSW MEDICINE SURVEY
19
0.3 ‘ ‘ 0.3
0 e = =
S5 52 54
Total Survey Responses vs Total Active Users
10
55: MKAC SURVEY
o
&
,-_; 52: TEM SURVEY 2012
&
e S4: UNSW MEDICINE SURVEY
18
0.3 ‘ ‘ 0.3
0 == = =
S5 52 54

Total Survey Responses vs Total Active Staff & Users

e Search/Compare Survey (Accessible to admin only)

Sometimes, you may wish to compare the questions from different surveys. The system
provides a search and compare tool for this. It can be interesting to compare the same
question in separate surveys. For example, you conduct a survey this year of this year's
users, and then may conduct the same survey the next year for that year's users.

Comparing the results, you can easily identify if there are any variations for decision
making and other purposes.

Key Words: (question contents)

text Search Questions
Questions Survey

1. Text filss provide a simple, convenient way of storing textual data. They do provide mechanisms for
reading and writing numerical data stored as text (see Write), but it is safer and wiser to use structured ~ TEM SURVEY 2012 (6)
records when storing anything other than plain text strings.

100

el

a0

70

60 =P A0: Strongly Agree
— Al: Agree

50
40 333 A2: Disagree

30 ;
20 16.7 ‘ ‘

Result (%)

i
0 AD Al AZ

Multiple Choices

1. Text files provide a simple, convenient way of storing textual data. They do provide mechanisms for
reading and writing numerical data stored as text (see Write), but it is safer and wiser to use structured  UNSW MEDICINE SURVEY (1)
records when storing anything other than plain text strings.

100 100.0
30
80
70
60
50
40
30
20
10

0

AO: Strongly Agree
Al: Agree
A2: Disagree

Result (%)

0.0 0.0
Al Al A2
Multiple Choices
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6.39 Analyse Publications

ACLS provides the following ways to run the analysis:

Q, Search

[l Bar Chart

& Pie Chart

Search publications:

You can type in any search texts to start search and export to EXCEL.

Bi Search Publications

Key Words: (part of arthor name, or jaurnal name, of details, of pear)

[ (.. ]
S - |-

Wen-Fam Chen, Pramad Knshy, Ying Huang, Esmaed

Betnc/fd Ao 600/ 10,1000/ ijhydane JOLE.0N. 115 Internatisnal loumal of Mydrogen Cnergy

£ffects of preciptabon, lguid formation, and wtervalence charge tramder on
cobaite o

[Ficry this Fime.
I016Septamber

¥in Yaa, Charies Chrstops

Jeurnsl A1 (43}, 51504

Plasmen Enhanced Farme Aod
DOl 10.00215511 7159

Bar charts:

Dehydrngenstion uning Anssbrapee Pd-Au  Thacke Zheng, Takashi Tachiawa sed Formie dad
Wancends Shudied st Sngle-Part

Theng, Takashi Techikawa and Tetsorn Magma, =Masmon:Enhasced
Hangreds Seodied at
. Chem. . 94z

Single- Levess 1

Through bar charts, you can easily zoom into publication statistics by journal or by

school/organization.
Bi Publication Report - Bar Charts

By Journal Name
Al Years:

Brmubsvs sm el

A0 AL AT AI B4 AS A8 AP AH A% AJ0ATLAIZALIAI4 AIS AL ALY AJEAIGATDATD
Multiple Chosces.

Gam e wew

AD: Advanced Materials Interfaces
AL: Applind Physcs Letters.

A5: Gealogy

A6: Gondwana Research

AT: International Journal of Cosl Geslogy
Af- International Journal of Hydeogen [ nergy
A the

A10: Journal of Alloys and Compoundy

ALL: Journal of Hydrology

AL2: Materials Science and Engineering A
AL3: Metall, Mster, Trams. &

A4

P in Visibl

ALz Gondwana Resesrch

A2z International Journal of Casl Gralogy
Az Internationsl Journal of Mydrogen | nergy.
A4z Jowrnal of Hydrology
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e Pie charts:

Through pie charts, you can easily zoom into publication statistics in % by journal or by
school/organization.
Bi Publication Report - Pie Charts

AD: Advanced Materials Interfaces
A8z Applied Physics Letters
AZi Case Studies in Hondestructive Testing and Cvaluation

A of Znd ulns 2 for visible light
A4y of a Culns2?

[ TRES AS: Geology

®uuiazn A#: Gondwana Hescarch

:": = A7 Tnternationsl Josrnal of Casl Gealogy

v : Internatiors] Josrnal of Wydrogen Eneray

@254 s Cutes 2 thin

@ £30: Journal of Allays and Compounds

[ FUFE™ AlLL: Jownnal of Hydrabogy

[ TTRES AlLZ: Haterials Science and Engineering &

:”: arm AL3: Metall. Mates. Trans. &

AL 4.3% wsing
® a3 A15: plus ane
NP

AB: Case Studies in Hondestructive Testing and Evalwation
Al: Gomdwana Rescarch

AZ: Internations] Josrnal of Coal Geology

A3 International Joarnal of Hydregen Encray

A bournal of Wydrology

6.40 Mobile Browser Version

Through the browser on the mobile, type in the URL of the ACLS you wish to access. The
first page is the login page.

Upon login, the certified resource list is ready for selection.

Moxy Code: 9369

My Bookings

Resource List

Dong Zheng

Desktop Version

About ACLS

Logout



Dong Zheng

Return

3D Printer Objet Eden

My Bookings: showing your own bookings from now into the future.

Dong Zheng

Return

No bookings

User Profile: click on the name link to see your own profile.



Dong Zheng

Student/Staff No.: Nil
Type of Researcher: Others
User ID: admin
School/Organization: BMIF -
Biomedical Imaging Facility
Access Group: System
Administrator

Account(s):
4MTH SUBSCRTO 31 DEC 2012 -
expired on 31/12/2012
Internal Account - expiring on
30/11/2022

Desktop Version: click on the link to switch you to the desktop version (full ACLS version).

About ACLS: shows ACLS version.

Moxy Code: 9369

My Bookings

Resource List

Dong Zheng

Desktop Version

About ACLS

Version: SQL-3.0

Make Bookings: click on the resource you want to make and view bookings.




Dong Zheng

Resource

3D Printer Autodesk Ember

Resource Group

BIO-CHEM LAB FACILITIES

Resource Availability

AVAILABLE

Bookings: Monday, Aug 24 2020

Today

Book

Resource Trainers
Lachlan Hyde, lachlan.hyde@monash.edu

Gediminas Gervinskas,
gediminas.gervinskas@monash.edu

John Paul Teodosio, johnpaul.teodosic@monash.edu

Resource Documents

Item Number

Description

Specification

Resource QR codes: mobile browser version only works when resource QR codes are
established.

6.41 Registration Pathway

The default online registration process is a single step process. Users fill in the form and
submit. The staff-in-charge either approves or rejects the registration.

However, certain labs wish to run a multiple registration process due to their lab OHS
requirements. Hence, the registration pathway is designed to monitor and manage the
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registration process. Through Pathway, users and staff can zoom in to the process to
improve the registration process transparency.

e Flow Chart of User Registration Process:

User completes the registration form
and submits

System generates a unique ref
number for registration and sends
the email notice to the user and
admin

Registration pathway:

-Pathway accessible by the user with the ref number without the need
of login

-Admin updates the pathway status upon each stage completion
-Going through pathway, only admin can update user registration form,
and users can access it for view only

Approve registration by admin and system
sends the approval email notice to the user
and a copy to admin for record.
Pathway shuts off upon approval unless admin
wants to reopen to re-process.

e Enable pathway:
By default, ACLS disables the pathway. If you wish to run the pathway to manage the
registration process, you have to enable it first through “System Settings” -> “Configure

System”.

e Set up pathway:
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Registration Pathway is a process of approving a user registration request. By default,
the system has the first built-in step Received registration. Admin staff can amend and
add the registration process steps to suit their labs.

Go to System Settings -> Registration Pathway.
Bi Registration Pathway

¥ Pathway Chart

[Chm\se registration pathway from the list ¥

Pathway Step 0

MNote

Task Code 0

Record Created 30/12/1899

[=]E=]l=]l=]

You are able to define a step number for each pathway step. ACLS shows the step order
in the pathway.

Pathway Chart

Step 1 (1): Electronic application submitted and being processed
Step 2 (2): Academic in charge scheduling the New User Meeting
Step 3 (3): Training and access is confirmed through NUM

Step 4 (4): Waiting for the signed form to be submitted by the User
Step 5 (5): Signed form received

Step 6 (6): ACLS activated / re-activated and user notified

e To add a new step:

Bi Registration Pathway

© Edit’Add pathway

Q Patway Charl
Registration Pathway IAppmva\ by manager
Pathway Step [z~
e
o

You can have up to 20 steps in the registration pathway.

e Pathway on Registration Page
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After you set up the pathway, the pathway link is shown on the registration page so that
users can check their multiple-steps registration status.

[User ID

[Password

& To Download iPhone App

% To Download Android App

The registration ref number can be used to check the registration pathway status.

A copy of the registration notice is sent to the contact us email defined in Configure
System. If you wish to add more staff to receive the new user registration request email,
you can go to System Settings -> Email Receiver to set them up.

e Approve Registration

Due to the introduction of Registration Pathway, to approve the user registration, you
need to go to User Profile -> Registration Pathway Manager, and select the user to
continue.

Bi Registration Pathway Manager

@ Update registration pathway.
@ Approve/Decline registration.

@ Pathway Chart

Unapproved User Registration: [ChDCISE user from the list

On the next page, you are able to see the status of each Registration Pathway. You are
able to approve user registrations until the status is closed.
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Academic in charge scheduling the New User Meetng Bowdn, Usa Rt IWNCUTEu0yR-ENS 10T I progresy

‘waiting for the signed Foem 1o be submitted by the User Bomdin, Lisa R ZWNCUIEug0vE ENTIT Clesse

Bowdin, Liss

pdate Patiway

Should you need to contact the user, simply go to Contact User.

Contact User

Subject:

Message Body:

Should you need to access user registration form details, go to “Click to access
registration form”. For admin, you are able to update the form details; for staff, you can
view form only.
6.42 Mobile App
Mobile app aims to work as a single gateway to access all ACLS nodes, and bridges the
research community. The new generation of ACLS mobile app is under development.

6.43 Google Analytics

Google Analytics is a freemium web analytics service offered by Google that tracks and

reports website traffic. Google launched the service in November 2005 after acquiring Urchin.

Google Analytics is now the most widely used web analytics service on the Internet.
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ACLS can insert Google Analytics script through System Settings -> Configure System ->
Google Analytics. You can join our centralised Google Analytics account or your own lab

account.

First, create a text file and copy Google Analytics script to the text file and save it. Then

upload the text file to ACLS and click on Submit.

B Configure System

¥ Upload Google analytics script

<script=
(function(i,s,0,g,r.a,m){i['GoogleAnalyticsObject']=r;i[r]=i[r]| | function{){
(ilrl.a=i[r]l.qll[1).push{arguments)},i[rl.I=1*new Date();a=s.createElement({o),
m=s.getElementsByTagName(o)[0];a.async=1;a.src=g;m.parentNode.insertBefore(a,m)
}){window,document,'script’,'https://www.google-analytics.com/analytics.js’,'ga");

ga('create’, 'UA-72166116-5", "auto’);
Google Analytics Script ga('send’, ‘pageview’);

</script=

Upon upload, you MUST click on Button [Submit] to complete update:

Upload Script Google Script Upload (txt only) ...

Here is an example of Google Analytics for UNSW ACLS SSI.

Sessions ¥ | V5. Selectsmetnc Hourly | Day Week Month

® Segsions

500

Jun 5 Jun 12 Jun 19 Jun 26

W Returning Vistor B New Visitor

Sessions Users Pageviews Pages ! Session
6,948 1,641 16,921 2.44 q
BEuEuaink | S auRE | BB LBl | B
Avg. Session Duration Bounce Rate % New Sessions
00:01:35 9.04% 16.78%
A N - T A
Demographics Browser Sessions % Sessions
"I.rlfij;:“.\'.‘ 1. Chrome 4103 I 59.05%
Country 2 1712 Il 2464%
City 3 560 § 506%
System 4 Safan 444 [ B39%
5 Edge 89 | 128%
6, Opera 32 | 0.46%
7. Android Browser 4 | 0.06%

6.44 Resource Catalogue

Labs can catalogue the research equipment and other items. By default, ACLS catalogues all

active resources. Users and staff are able to access resource information and to book.

AC LAB SYSTEM

172



Operating ACLS O

On catalogue grid table pages, you are able to access resource description, QR codes and
location and trainers.

Resource catalogue provides a table form to access all active resource information. Upon
login, the resource catalogue cover page with the indication of total active resources is
displayed.

Bi Resource Catalogue

&

6.45 Manage and Track Consumables
Labs may provide the consumables to users for preparing and running experiments. ACLS
provides the feature to manage consumable stock, track down the orders in the same
concept as online shopping cart.

Register consumables:

Registering new consumables are the first part of data entry. Go to Staff -> Consumable
Resources to proceed.

& Consumable Manager
» Register Mew Consumables
» Search/Edit Consumables
» Register Consumable Categories
» Order Consumahbles For User
» Change Consumable Orders
» Consumable Order Report

= System Wizards

&

System Settings
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B Edit Consumable

§ Update consumable.
Top Up Stock Quantity
Consumable Code
Description

Consumable Category

Consumable Image

Consumable QR Code

Unit
Min Order Quantity (Resource Specific)
Price per Unit (S/Each)

Stock Quantity
Reorder Quantity

Hide Stock Qty on Cart
Quick Close on Order
Admin Only

Slatus

Price Change Logs

Stock Quantity Logs Edit Supplier

[01843

[Carbon 300 mesh coated grids (box of 25)

[Choo&e consumable category from the list v

/ /' Upload Consumable Image

Update QR Code

Each {e.g. nm, mg, ml)
1 (integer)
95.00

.

{if checked, consumable order is closed immediately upon the order is placed)
(Tick to be active)

Consumable parameters are explained below.

Consumable Code

Description

Consumable Category

Consumable Image

Consumable QR Code

Unit
Min Order Quantity
Price per Unit

Stock Quantity

Re-Order Quantity

Short code or barcode for the consumable, for example, AT2070

A short description for consbumables, for example, ATnLOF2070
100ml

Consumable category to manage the large scale of consumables
An image to describe the consumable.

Use mobile to scan QR code to order cosumable at lab

Unit type, for example, ml, kg, cm. It can be used as 100ml as unit.
Min order quantity other than 1

Price per unit

Good practice to set up and monitor the stocks. So lab can place
the orders when the stock goes low

Re-order quantity is the min stock level you wish to maintain.

Hide Stock Qty on Cart

Quick Close on Order

AC LAB SYSTEM

Tick to display the stock quantiy on the order cart page

Order is closed upon placing the order

174



oy

If it is enabled, the consumable can be ordered by lab admin only.

Admin Only

It means that the consumable is Not available for users

Search/Edit consumables:

3 searching ranges are provided. Sorting in category is available as well.

Bj Search/Edit Consumables

Key Words: (consumable code, description)

Search

To see all consumables for the selected range, leave search field blank and hit [Search]

SearchBy: ® Active(2) O 1Inactive (0) O all (2)

St it

You are able to edit the consumable profile through the search results. The consumables
with low stocks will be flagged for attention.

Bi Search/Edit Consumables

Koy Words: [consumable code, description]

e at saarch and b [Search]
searchpy; ® accvei1on) O pesctr far) O a8 f1a4)
e . st
e W0 | earh Copy W Dumt  POF
s {10 581 v
Low
Lanwumane Price par ek R Adman hese
e - na (5 Quanery Suarniy iy S Fug -
L2110 L} nw = = - L -
e [l e

Click on Edit, you are able to update consumable profile and upload the images.
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Top Up Stock Quantity Price Change Logs Stock Quantity Logs Edit Supplier

Consumable Code

[ID:SL?
Drescripfion . .

Wafer 5i02 dinch 0.5mm Uncoated DSP
Consumable Category ['wafers -

Consumable Image

i/ /' Upload Consumable Image

Consumable QR Code

Generate QR Code

Unit
[1. (e.g. nm, mg, ml}

1 (integer)

Price per Unit (5) 33.00

Stock Quantity

33
Reorder Quantity 25

Min Crder Quantity ((Resource Specific) |'

Hide Stock Qiy on Cart
Admin Only

Status (Tick to be active)

You can top up the stock quantity if it goes below the re-order quantity. System also tracks
the changes of the price per unit.

Recommended image size is 200px by 200px.

AC LAB SYSTEM 176



N823626
Toilet paper

Top Up Stock Quantity: [

op Up Stock Quantity

Close

Price change logs are shown via flying-in modal window.

N823626
Toilet paper

Consumable Code Proce par Unit ($) valid From Valid To Changed By

N823626 2.00 23/12/2018 How ng Zheng

Stock quantity change is logged for accountability and stock quantity audit.
Bi Consumable Stock Change Logs

s [l e

Show | 500w e Sancn Capy CH Pww FOF

Showeg 118 1ol 1 asioan

Ortes Code Conmumuis Cote Cuncrption CrtariTogep Guantty. Sech Quamtry Crar Type U Mame Tmefmry I Bocking Retwrencs
s ot Water $452 S § S s e 29 1 - Cvte . Camcetind Deng arg Sz 1843
" o Wiater 5503 inch & S Uncsated D2F 1 £ Cre Cinnd Eong hang T 168
s o7 Water 3407 nch I Sewn Uncated D3P 1 u Ovce + Cpan Dang Zverg IO 158
e oar Water 3562 S § S Uncibad D29 [ " Crde - Opan Dung Dharg St T
" (=20 Water 5203 inch 1§ Seem Uncsated DSF 1 » Crom . Canseted b TN 13T
wn o5 Water $452 B 8 e i et 029 1 » Creee - Conane ot 2w AT N
£ o3 Vider 5803 inch 8 Smem Uincs aied DEF 1 [ L ] P TN
os7 Wiater 5X07 neh § Sewm Lnesaled DSP K] » Tl Jobn T JM2H0 127
e B Water $402 tinch § S Uncs et D29 2 » v - Cinse Bimdsn e b ks
oS Viater 5207 drch § Seem mcaated O3F a w“ oo U o e 1630 100

e '

Users to order consumables:



There are two ways to place order for consumables.

- Through frequent access links on Booking tab

% Lab and holiday calendar

22 Export resource calendars fo Qutlook
% Most booked resources

% My profile

% My usage

% User profile manager

% Account manager

% Resource manager

% Data loghook manager

% Order consumahbles

M Terms & Conditions

- Through Dashboard

# My Home

A My Attention m
& My Profile

& My Publications

& My Induction Process
# My Pinboard

[l My Usage

& Resource Catalogue

9 Resource Status

™ Order Consumahbles

& Corea Analytics

A Terms & Conditions
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The way to order consumables is the same as that of the online shopping shop. System
provides the live search and the catalogues to put the ordered items to the cart.

™ Order Consumables

¥ Add consumables to cart.

Step 1: Add items to cart Step 2: Upi

My Orders My Cart

[mrch consumables

o o

N123448 N123445 N823626
Acid dish wash detergent Toilet paper
[ Addto cart [ Addtocan [ Addtocart

Stock Quantity: 0 Stock Quantity: 110 Stock Quantity: 85

Continue

Users are able to check his order records via My Order, and check the cart status via My
Cart.

B My Orders

Al orders dntails

Shew | 100 v enises Feacn Copy CSY Loodd  POF

Shacarg 18 920 eriries

Onder Prica per Orer Order Order Cancebaticn Bocking
Nembier Yem Uner Actount ifrtson unin unit 1 Guantity Total Datr Staten Datr Feat
1z o Derg MCHSTAEF | 10817 Wates SI613 dmch 0 Seam Lincsates 055 1 ) 0 EUT T Catcoted  JETA00 1543
Traeg 1532
-] £ Darg MCHSTAFT  IDS1T ffafer S02 4ch 0 S Uncaated DSP 1 W it SO WO Caceles | 2MDGTO0 1551
Sreng nss
s 00 Derg S| ETAFF TreeBon 1 mw iy TR 1BETEN  Casceled  FMSZONE 141
hasg £108 O 550 (e
s o Dong MCH STAFF Trom oo 1 33780 w0y 33180 | Carcates TVORIII0 1437
Treeg +10% Cam 5P e
e 020 arg WCH STAFT TroeBaen 1 (] ity aan 13802000 Canceled R0 1420
They £100 Chen 255 21
1881 0 Derg MCHETAFF  Precious Weisl o cossumabies  Spotier Ustat e - s1op linre) 08 13072000 | Casesbed  IMTDO02I06  ISO4BS1SHEADS
rmsg s utter e
1524 s o R STAFF | Eteam Erpag Edean Ewpig an w02 i 00 DIRATIND  Cacsted  OLDATIO1IEY
hasg 1043
nm B Dseg UCHSTAFF | E8eam Lap Y EBaam L P 1 oy nuny M0 AT Closed RN
Zheng it
Total S04
Proviun . [

My Cart shows the selected consumables, and users can update the order quantity or
remove the items.
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= My Cart

@ Update order quantity.

Step 1: Add items to cart Step 2- Update quartity Step 3: Select Account Step 4: Submit order

onsumable Code Description Unit  Price per Unit Order Quantity

823626 Toilet paper roll  $2.00 1 Save Changes After Changing Quantity $2.00 m

Total $2.00

Back  Continue

3 steps are required to confirm the order after adding items to cart.
= My Cart

@ Select account for billing

Step 1: Add items to cart Step 2: Update quantity ‘Step 3: Select Account Step 4: Submi order

ansumable Code Description Unit Price per Unit Order Quantity Total
NB23626 Toilet paper rall $2.00 I $2.00
Total $2.00

Account for Billing: | BABS-RE109 RM07514 ~  [ESILUTENES

Step 3 is to select the account and submit order. Upon placing the order, system sends the
notification to the user on the order details.

™ Order Consumables

© Placed order details.

Step 1: Add items fo cart Step 2: Update guantity Step 3: Select Account Step 4: Submit order

Continue Shopping

User Name Account Consumable Code Description Unit  Price per Unit Order Quantity
14 Dong Zheng BABS-RE109 RM07514 NB23626 Toilet paper roll  $2.00 1 $2.00
Total $2.00

Users are able to continue shopping or logout to consumable login page.
Lab admin to order consumables for users:

Lab admin can order consumables for any users if needed. Go to Consumable Manager ->
Order Consumables for User.

4 Consumable Manager

W

Register New Consumables

w

Search/Edit Consumables

W

Register Consumable Categories

"

QOrder Consumables For User

W

Change Consumable Orders

"

Consumable Order Report
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The way to order consumables is the same as that for users described in the above section

except of Step 3. In addition, lab admin is able to see any users’ orders and user cart instead
of my cart.

™ Order Consumables For User

9 Add consumables to cart.

Step 1: Add items to cart Step 2: Update quantity Step 3: Select Account Step 4: Submit order

User Orders User Gart

[sean:h consumables

SIE &

N123448 N123445

NB23626
Acid dish wash detergent Toilet paper
[] Addtocart [] Addto cart [] Addtocart
Stock Quantity: 0 Stock Quantity: 110 Stock Quantity: 94

Lab admin can check any users’ order via User Orders. 3 steps are required to confirm the
order after adding items to cart.
™ User Cart

9 Update order quantity.

Step 1: Add items to carl Slep 2: Update quantily Step 3: Select Account Step 4: Submit order

c Code [ i Unit

Price per Unit Available Quantity Order Quantity

1D:517 Wafer SIO2 4inch 0.5mm Uncoated DSP 1 533.00 37

Save Changes After Changing Quantity

Step 3 is to select the user and his accounts, and submit order.
'™ User Cart

@ Select user account for billing.

1. First Step: Add items to cart 2. Second Step: Update quantity 3. Third Step: Select Account 4. Submit order

Consumable Code Consumable Description Unit Price per Unit

ID:517 Wafer Si02 4inch 0.5mm Uncoated DSP 1 $33.00

User for Billing: [Dnng Zheng ~  Account for Billing: | MCH STAFF v
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For each order, after the order is placed, an email will be sent to the user with the following
information.

e Please ask one of the staffs in the cleanroom for delivery.
e Or ask any staff in the office for delivery.

Update consumable orders:

Lab admins are able to change the any order details. Go to Staff -> Consumable
Resources -> Change Consumable Orders.

°= ' =
o3
.-

Click on Update to edit the order.
B Update Order

Order No: 1833

Consumable Code: E-beam Evp-Au
Consumable Description: E-beam Evp Au

User: QIANYING GUD
Rcounts ®Manash Univ-Uda Bach
Unit nm

Unit price ($§): | -

Order quantity: |
q ¥ | 50
Available quantity: 63594
Stock quantity: 6694
Delivery Status: |:| (tick to close delivery)

Delivery status of consumable orders:
Labs require to record the delivery status of each consumable orders. Go to Staff ->
Consumable Resources -> Change Consumable Order, system shows the delivery status

as Open or Closed.

For the closed orders, you can see the staff who records delivery and recording date.
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Order No:
Consumable Code:
Consumable Description:
Booking Ref:
Booking Start Time:
Booking End Time:
Booking Resource:
User:
Account:
Unit

Unit price (5):

Order quantity:

Available guantity:

Stock quantity:

Delivery Status:
Delivery Date:

Delivered By:

1832
Precious Metal &u consumables for sputter

Sputter Metal Au

1599027218133

Wednesday 02/09/2020 17:00
Wednesday 02/09/2020 18:00
Sputter RF/DC Anatech Hummer

Luke Weston

®@mMelbourne Univ-MCFP Ranjith Rajasekharan

nrm

[I.DD

[100

103293

1032583

02/059/2020 16:15

For the open orders, you can record the delivery by ticking the checkbox of delivery status.

Cancel order:

Changes are made to keep the order quantity after the order is cancelled. System auto-rolls
back the ordered quantity to the stocks if the order is cancelled.

You are able to restore the cancelled order anytime if you wish to.



[
B Update Order
Order No: 1830
Consumable Code: 314433
Consumable Description: Wafer Quartz 4inch 0.5mm Uncoated DSP
User: John Zhu
Account: MCHN STAFF
Unit 1
Unit price ($): 50.00
Order quantity: 1
Available quantity: :
Stock gquantity: 18
Delivery Status: D (tick to close delivery)

Restore Order

Consumable order report:

Lab admin can access all the consumable orders with the sorting features. Go to Staff ->
Consumable Resources -> Consumable Order Report.

B Consumable Order Report

9 Report sorted by year.

9 Report sorted by consumables.
9 Report sorted by users.

9 Report sorted by accounts.

Year: | Choose year from the list ¥

Choose year from the list
2018

Consumable: [Chouse consumable from the list ¥

User: [dmuse user from the list ¥

Account: [Chouse account from the list v

Consumable details including the stock quantity and low stock flag are provided.



Bi Consumable Order Report

9 Regort for 20100

Shew| E0 v eeines

Shomng 118 2642 ey

Doler Ordered

Tear IL WumBer oy Aetouss

Bl 1 Oong Theng  ALEXANGER HESER (MONASH
AT

ET 2 DenpDoeng  ALEXANDER MEDER (MONASH
e

Graphic presentation is available for the reports.

Sort by User:

Consumatle
Cods

MM

i

Price per
Daacrgtion Uit Uit

s wate - 90080
e vt e 510000

Crcer Ontles

Cuirity Totsl Date

1 $10008  Meeton
o]

3 SM0DF  J1RT0H
1

"

Saaren Copy CEV Emel POF
Order Cancelaten Debvered Debvered
sats Date

o AU 1308

e

i [l

Cansumable Order Guantity
SR e oS

March

September

Utober November Lecember

[] [} [1]

Consumable Crder Quantity
Sk e e e e S

1} 1]

February March

Sort by Consumable:

NB23626 Tuilel paper

gt Seplember

October Nowvembier December

S eMUsE NS e s B

" Comsumable Ordar Quantity

o o L]

Sort by Account:

N1z34a5 dish wash detergent

Movember

December

Cansumable Order Quantity
O ek Wk M ® s D

Jamwary February

March gl

Hovember December
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Consumable stock check:

System sends out a daily email to the lab admin on the consumable stock quantity.
Hi Admin,

System runs daily stock check. The current consumable stock quantities are detailed here.

- Consumable: CBL400S 4 inch chrome mask (soda lime) with holder, @stock quanity: 100

- Consumable: DISHO6 Crystallising dish for 6, @stock guanity: 200

Kind regards.
ACLS Demo

THIS 15 5YSTEM GENERATED RESPONSE. PLEASE DO NOT REPLY.

Integrate the consumable orders to the monthly invoice:

Consumable orders are consolidated to the monthly invoice for the delivered orders. Here
are the samples of the invoice for reference.

6.46 Staff Comments on Users

Staff may want to comments on some users regarding his performance, behaviours, and
others. With the sticky notes on pin board, you can go to user Profile -> Pinboard to add
your sticky notes

Only lab admin can delete the messages for the staff comments. The sticky notes

commenting users can only accessible by all the staff on individual user profile, they are not
shown on public pin board.
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Profile  Pinboard  Supervisor Form  Publication  Account Certificate  Usage (Booking)  Invoice

Add Pinboard Message

Message Title

Message Body (compulsory)

200 (max char 200)

E 7 12:45%
Salurday, January 28,2017 1

always late to exparicmnt

Dong Zhend B

6.47 My Pin board

My pin board is like a message wall or cupboard in a lab room so users can leave sticky
notes for anything. There are two types of sticky note.

e Personal: only accessible by user himself/herself.
e Public: can be viewed by any registered user and staff. The public sticky notes will be
deleted from the pin board in 7 days or can be deleted by lab admin staff.

Upon login, you can see a pin board indicator on the top bar to tell you if any sticky notes are
left on pin board.

5 006

Click on the green pin board icon, a fly-in modal window shows up the sticky notes on the pin
board, including your own sticky notes and other people’s sticky notes which allows public
view.
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Pinboard

My Pinboard > Add Messages to Pinboard

28,2007 1238 Saurday, January 28, 2017 1233
Saturday. Januars Saturday, January 28, 2017 12:54 a0 Satuday, January 28, 2017 12,93
anyone

1 got a spare @0081E: ST ;Ml«aneewdhnum,u. About TEM: ) Dong sick tady

interested can 207 o m'm- anyone kean can bopk TEM200 camera is faulty, service all training booki;

0 angineer is on site now Wﬂmam Ings are cancelled

garfidokht Dong Zheng
Abbas Dong Zheng Dong Zheng
—

Go to My Pinboard to manage your sticky notes. For those unwanted, simply click on
Rubbish Bin to delete.

Lab admin can delete any public sticky notes on his/her pin board.

Add Pinboard Message

(1f unchecked, message is open to all users and staff on the pinboard for next 7 days.)

28,2017 1236 Salurday, January 28, 2017 1233
‘Saturday, January Salurday, January 28, 2017 12.34 Salurdsy, January 26, 2017 1232

ane i 00 q

Dy w:::a::\’yw at !lust cancelled bosings for About TEM2 . Dong sick tody

interested can ::‘"5"00- anyone keen can book TEM200 camera is faulty, service all raining book

0410323234 w engineer is on site NoW for dong, 1S are cancelied
Barfidokht Dong Zheng @

Apbas Dong Zheng @ Dong Zheng @
—

6.48 Most Popular Resources

With Corea Analytics, users and staff are able to look at the most bookable resources and its
trend over a year span.



9 Corea Analytics

haurs ot e outage

Eclipse Ti-E
Operation Howrs: 225058 (92.77 days)

P 36 T

Clympus FV1200
Operation Hours: 476,75 (40.70 days)
KFI 11.63%

B Opetbon

- Outage
Batance

w

HAL (Data Analysis Machine 2)
Operation Hours: 681.50 (28.40 days)
KPL B11%

I Operaton

- Outige
Batance

[ /

Zeiss Lightsheet 2.1

Operation Hours: 1561,75 (65.07 days)
KR, 18 89%

Orac (Data Analysis Machine 1)
Operation Hours: 540 25 (39,16 days)
KPI: 11.15%

I Operation
- cuag

Data Analysis Computer
Operation Hours: 660 23 (27.51 days)
KPI 7.86%

6.49 Most Training Resources
Core Analytics is the latest collection of ACLS. Staff are able to access the most training

resources and its trend over a year span.

Zeiss LSM 880

Operation Howrs: 1529.75 (53,74 days)
KPL 1821

Marvin {Data Analysis Machine 3)
Operation Hours: 874,25 (35.43 days)
KPE 10.41%

Top 40 . Mowt T

Leica SP8 DLS

Zelss LSM 780

Operabon Hours: 1240.00 (5167 days)
KP1 14.76%

W Cparatien
. Cutape
Malsees

)

Leica SP5WLL gSTED
Operation Hours: §13 75 (33,91 days)
KFI: 9.69%
I Operation
. Cutags
Balance
L/

Zeiss LSM T80
Training Howrs: 51,50 (3,40 days)

Zeiss Lightsheet Z.1
Training Hours: 701,00 (8 348 days)

Raslanze
[ Trawing

AFM_MMB (F10)
Training Hours: 77.00 (3.21 days)

Balance
N Training

!

Leica SPS5 2P STED

Trairarg Hours: 34 50 (1.44 days)

Ralmnce
- T
|

Eclipse Ti-E
Training Hours: 139,00 (3 79 days)

Talseen
I Traiing

Aperio XT Slide Scanner
Training Hours: 55.75 (2.32 days)

Balance
N Traiing

Orac (Data Analysis Machine 1)

Traming Houwrs. 30 75 (1 28 days)

Talsecs
I Traking

Trainmng Hours: 53,50 (3 48 days)

Faslanze
[ Trawing

Leica SP5 WLL gSTED
Training Hours: 33,00 (1,63 days)

Balance
[ Training

|

Talseen
I Traiing

Zeiss LSM 880
Training Hours: 34.50 (1.44 days)
Balance
N Traiing
|
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6.50 Most Outage Resources

Core Analytics is the latest collection of ACLS. Staff are able to access the most outage
resources and its trend over a year span.

i

Zelss LSM 780
Outage Hours: 1165 75 (48 74 days)

. Outsgs

Hormal

>

AFM_Catalyst (Lowy)

Outage HOUrs: £46.00 (18,50 days)

B Cuitsge

Mema

Olympus FV1200
Outage Hours: 225,00 (9,35 days)

. oo

Hormal

!

Zelss Lightsheet 2.1
Cutage Hours: 566.75 (23 61 days)

. Cutsge

Hormal

Leica SPB DLS

Oulage Hours: 397 75 (16.57 days)

Ledea SP5 WLL gSTED
Dutage Hours: 21750 (9,06 ¢ays)

B it

Hormal

Zelss SDITIRF
‘Outage Hours: 507 75 (21 16 days)

. Cutags

Homal

Leica SP5 2P STED

Outage Hours: 381.50 (15 90 aays)

N Outage

Mt

Al Facliity Outsge Anabytics - 217
Mot Duinga Faciliiies . 216

Zelss PALM
Qutage Hours: 446,75 (18 61 days)

. Cutsgs

Hormal

TILL photonics TIRF

Cutage Hours: 245.00 (10.21 days)

B Cutsge

[—

6.51 Video Player

This feature helps to promote training courses, organization events, and so on. When a user
clicks on the more video clips, he/she will be taken to the video clip page.

Provided that you already set one video clip up, system shows it on the landing page upon
sign in.

I General documents. YRR
" S P R TEERA AL
R it e e
Wi, 2 IMC
m
fuams it

Last accessad resours

i E AFM_Catalyst {Lowy) m

Admin staff can access Video Repository Manager to register or change video clips. Admin is
able to add or edit the video clips provided the video clips can be accessed on Youtube or
other video platforms.
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B Video Repository Manager

93 vides cipe

Archivesd Video Cigs

Explanation of the form:

o Title: video clip title which can be copied from Youtube, for example

e Description: video description which can be copied from Youtube, for example

o Video type: select the appropriate from the list, system provides the sorting feature in the
future

e Video source: either Youtube or the other platform. The difference is that system gets the
default thumbnail image of the video clip from Youtube automatically, or you can upload
the thumbnail image if you get video from other video sources.

e Embed URL: The direct video URL won’t work here, You must get the embed URL from
Youtube or other video sources. For example, on Youtube, right click on the video to see
the dropdown list, then go to ‘Copy embed code’.
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Eopy videa URL
Copy video URL at currant time
Gopy embed code

Loop

Troubleshool playback issue

Lauren Cho

Fifth year Medicine

and MC Stats for nerds
Il » o) ooz

[T

Year 12 Medicine Information Evening 2017

Firew "
- bt

In this video prospective students are given an overview of the undergraduate medicine program,
application process and helpful myth busting

e Resource: you can register the clip under a resource name, system can sort the clips in
the future to the resources

e Set as default: system always keep one clip as default. The default will be shown on the
lading page upon login.

e Status: ticked the checkbox to enable video clip. If the clip is disabled, then it won’t be
displayed in the video page.

6.52 User Profile Analyser

ACLS starts to equip with the graphic analytical tools to provide user growth charts over
years, user population and geographic charts over multiple schools and orgs, and training
trend charts.

B User Profile Analyser

I& e il ﬁ

Growth Charts Population Charts Training Charts Grid Charts.

- Growth charts

Growth charts demonstrate the trend of the user growth over years, and over months in
the selected year. Using the charts, lab can foresee the future growth potential and
provide a better strategy to meet the research demands.
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|#* User Growth Charts

@ Demenstrate user growth trend charts over all years.
§ Demonstrate user growth trend charis over the selected year.

Return

[ User Reg Number

2008 2009 2010 201 2012 2013 2014 2015 2018 2017 2018 2019

- Population charts

Population and geographic charts indicate the user population distributions. Using the
charts, lab can work out a better strategy to meet the research demands of the major
research groups.

|#* User Population Charts

User: 133 (29.42%)
SOMS - Schos of Mateal Stintos

User: 50 (11.06%)
CHEM - Schoal of Cramistry

User: 36 (7.96%)

.

User: 35 (7.74%)

BAES - Bistechasiegy ind Biomoletusr Stiendes
|

User: 25 (5.53%)

CCUA - Chikdnn Cancar Inbtute Asatraba

User: 20 (4.42%)
EAIF - Blomesical inaging Faciity

User: 19 (4.20%)
POWCL - Pance of Wanes Cncal School

-

User: 16 (3.54%)

School/Organisation Population Chart g-wwmnm
Move mouse cros chars o ves the detals

- Training charts

Training charts show the training records over years, and over months in the selected
year. Using the charts, lab can foresee the future training demands and work out a
better way to meet the training demands.
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Ll User Training Charts

9 Demonsirate the statisiic activation charis of user training records over all years.
9 Demonsirate the statisiic activation charis of user training records over the selected years.

User Training Chart

6.53 Customise Induction Process

A customizable induction process is introduced to give lab power to decide if the users are
required to go through a special induction process. The process is required for medical labs,
PC2 labs, Ethic labs and so on. Users who needs to go through the process must complete
the online process form on booking dashboard, and staff in charge might need to verify the
submitted induction process. Furthermore, if the collaboration protocol is established
between labs, the user induction process results can be shared between labs, so the same
user does not need to re-do the induction process at the collaborated labs, just to provide the
induction process reference ID.
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User submit normal online reg Configure Induction Process
via ACLS {Admin only)

User Profile Manager

Staff approves the reg to tick the Each step includes the following
box if user needs to do induction data: Add induction process tab

process tlw?)li%;:?;??:iry -Status of induction process
Ste L -Process records
\,f:r::: :;51::;:');;5:;:; -Staft endorsing (optional)
Order of process

User reg approval ends

User reg approval ends

User Login

induction pr
to go through C
process. Without the completion
of process, the user cannot
rmal booking

Each induction process is s
for track records. (users might
need to do a new induction
anytime when staff demands by
ticking induction process box)

6.53.1 Set Up Induction Process

You are able to set up multiple induction processes subject to the lab operational
requirements.

Go to Staff -> Utility -> Induction Process Manager.
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B Induction Process Manager

9 Set up induction process as Wizard process steps

BMIF
Induction

@ Status: Active

BMIF OHS
Induction

@ Status: Active

Preview Preview

Each induction process covers the header and body first.
Bi Induction Process Manager

9 Add induction process header title and body.

Header Title

[BMIF ‘General Induction

Header Body

The Mark Wainwright Analytical Centre (MWAC) is part of the Division of Research. We manage major instrumentation used by
researchers for the study of the structure and composition of biclogical, chemical and physical materials. Our facilities are
housed in custom-built laboratories, mainly in the Lowy, Wallace Wurth and Chemical Sciences buildings.

The Centre major Research Facilities are accessible to all staff and students of UNSW, as well as to external researchers.

Government and industry users are also welcome. Staff of the Centre provide research collaboration, technical support,
education and training te researchers accessing the fadilities.

After creating an induction process, more details are required to make it work.

B Induction Process Manager

058 PR LD B L RS T

BMIF

Induction
@5l 1 mounon and BUIF s PSep w e Dong ey
o Fom esd W Fom e @ Stn-chage: Firercs Tomasety)
o 2t peicanon o at urtcaton

Set up each step of the process



B Induction Process Manager

 Edit induction process step.

Step Title -
" Induction around BMIF labs
Step Body The Centre undertakes industry projects and specialist consulting work for external clients in areas of specialisation. The
Chemical Consulting Laboratory within the Centre offers a broad range of consulting and general analytical services.
“~

Require Form Uoload

Require Staff Verification

Order of Step EREZ

Basically, you need to tick the preset box and define the step order.

- Add staff-in-charge to the process

Upon users complete the induction process, ACLS sends the email notifications to the
users and the nominated staff-in-charge.

B Induction Process Manager

9 Set up staf-in-charge.

Alex Macmillan
BMIF Teaching

Celine Heu

QOO O

Dong Zheng

Elvis Pandzic

Ephrem Sitiwin

Fei Shang

aO0O00od

Florence Tomasetig

Grainne Moran

Iveta Slapetova

Lin Chin

Michael Carnell

Hicholas Ariotti

Renee Whan

Richard Francis

Sandra Fok

Oo0Oo0oOo0oo0ooooad

Simon Harris
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- Preview induction process

Preview is available, it is a good practice to play preview after you complete the induction
process setup.

B Induction Process Manager

@ Prinves inducton procest

BMIF Induction

Thie heark Wiakranght AnalyBeal Centre (MIWAC) B pan of the Dkisisn of Resaaich Wi manage map usea by f0f e $3uy O Ihé Structule Eadlagicadt chemaal
Ot FACHIIES A oSS I CUSIEM-Lanl [AbOrAIONEs, MAnY i the Lowy, Wikice Wirth ana Chemcal Scences tulaings

Step 1: Induction around BMIF labs

Step 2: Upload completed induction form

Select Staff to Submit
O Cwgieg

O Pty

6.53.2 Enable Induction Process to Users
There are two ways to enforce users to do the induction process.

- New user

Go to online registration process in User Profile Manager, select the induction process to
enable.



Bi User Profile Manager

@ Frocess oniine usar registrations

ONLINE USER REGISTRATION

User Name Dr: Amy Au

Supervisor ‘me Zoltan £

'ype of Resaarcher Academic
work Phone ‘53824335

EBusiness Unit ‘UNSWA

Registration Submission Time

- Registered user

Go to User Profile Manager to edit user profile, go to induction process tab to enable or
disable the induction.

Select the induction process and turn on to enable the process to the user.

L - Farms rem— m—ww Unage (Rosking)  lioices.

Haquire to take Induction Process 0w induction

' BMIF OHS Induction

submitted

h waiifiud by Dong Dy
220472018 1130

InductionForm-BMIF-Rat-
M W SWRALYAD- JGEIFW 22

Stup 1: Induction arsund BMIF labs

Bgeds sy Theng sh JSATFNE
nse

A waiifiud by Dong Dy
22/04/2018 11:58

InduckicnForm-BMIF-Ref-

M W WAL YAD- Gt IFW- 11
2paf

aass: Dang 2neng on 3rSEY
fren

Stup 1: Uplead complated imduction furm

waf 10 Btr s swnesvan-arew-1-a

Simply click on turn-off button to disable the induction process to the user.



Profile  Pinboard  Supervisors Forms  Publications  Accounts  Certificates  Trainers  Induction Process  ContactUser  Usage (Booking)  Invoices

Require to take Induction Process I BMIF Induction

Tum Off Induction Process

submitted
werified by Dang Zheng
22/06/2015 11:50

Stap 1: Induction around BMIF labs
InductionForm-BMIF-Raf-

MKFLSWXAEYAD-jqtIFW-1-1-
1.pof
Added: Dong Zheng on 22/06/2018
11:50

submitted

werified by Dong Zheng
22/06/2019 11:58

Step 2: Upload completed induction form
InductionFarm-BMIF-Ref-

MKFWSWHASYAD-jgtIFW-1-1-
2.pdf
Adged: Dong Zneng on 22/06/2019
11:58

Ref ID BMIF-Ref- MkF SWXAGYAD-§GHFW-1-1 °

Each induction process record is shown up in user profile, staff can verify the result if
needed.

How The User Does an Induction Process?

Upon login to ACLS, users and staff see the induction tile on the booking tab page.

BMIF Induction

Click on Start Now to enter the induction process, ACLS automatically generates the
reference ID, the ID includes lab short name.



BMIF Induction

The Mark Wainwright Analytical Centre (MWAC) is part of the Division of Research. \We manage major instrumentation v
custom-built laborateries, mainly in the Lowy, Wallace Wurth and Chemical Sciences buildings.

Reference ID: BMIF-Ref-WnHYD&IIGNtd-nZuXda-1-1

Step 1: Induction around BMIF lahs

| Step 1: Form Upload (pdf only) ... |

+ I

Step 2: Upload completed induction form

| Step 2: Form Upload (pdf only) ... |

+ I

Submit

Select Staff to Submit

. Dong Zheng

O Flarence Tomasatg

The induction process only completes till staff finalise the process verification.



BMIF Induction

The Mark Wainwright Analytical Centre (MWAC) is part of the Division of Research. We manage major instrurnentation used by researchers for the stu
custom-built laboratories, mainly in the Lowy, Wallace Wurth and Chemical Sciences buildings.

Reference ID: BMIF-Ref-WnHYDEIGNtd-nZuXda-1-1

Step 1: Induction around BMIF labs

| Step 1: Form Upload (pdf only) ... ‘

+ .

InductionForm-BMIF-Ref-
WnHYDEIIGNtd-nZuXda-1-
1-1.pdf

Added: Dong Zheng on
23/06/2019 10:00

Reference: BMIF-Ref-WnHYD6IIGNtd-nZuXda-1-1
Last submission: 23/06/2019 10:00

Verification status: open

Step 2: Upload completed induction form

| Step 2: Form Upload (pdf only) ... ‘ I

On staff ends, system shows full details of each induction process in the user profile.
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6.53.4 Original Concept

I'd like to thank Dr Michael Carnell for his contributions to create the induction process
feature. Here is the example of the conceptual diagram of the induction process form.



BMIF General Inductions

The EMIF general induction cavers bealth and safety mductions nto oo labs situsted in the Lowy Cancer Reserach Center (LG20
LG2T, LG22, LG22 & LG24) slong with labs in Boscienges south (2000, 2013, 2074) are PCT labs with restrected swipecard access.
Priar to being granied swipscard access an mduction into the lab snd appropriate paper work sne required

Step 1: Induction around BMIF lab areas

Indictions are carmied out weeldy 8t 10wm. Please chick this button o regesber interest in attending the ned induction

Step 2: Upload completed induction document

Click here to download the sporopriate mduction form. Pleass complete by ticking to scknowledge that sach section was
covered duning the induction and that you understand. After completing phease tick to acknoledge you have completed the
form, and upioad the saved document below

Choase File | b file chosen

Step 3: Upload evidence of required training for entry into our labs

As our bab areas are PC2 rated we reguire evidente of certsin courtes 10 allow you access: Please upload » soreenshot of

Step 4: Read relavent SWPs and risk managment forms on SafeSys
Please read BMIF Risk managment fors and ssscouted Work Procedures on UNSW Safelys website and declare as read. Be
patient when opening links below, they tend to take some time to lsad

= BMIF - Confocal and Widefield Microsocpy RM form - DVCRES-ANAYT-SWP-931

= BAF - Behaviolral Requinemants for OGTR-cerisfied FC2 Laboratary

o BNGE - Laser SWP

= BMEF - Marcury Lamps S0P

= BNOF - Meroury Spill SWR

® [HMEF - PPE m lnbs and SWP

* BMIF - Ergomomics SWP
Afer rending snd cheilong "Daclass Ay Raad” for all documents pleate ehick the validats button Balow. i possibile this e will
attempt 1o cantact safesys ta werdy itself. i not possible it will signal 8 EMIF staff member to verify

Step 5: Upload your own SWP or supply link to SafeSys
Az our lab areas are PC2 rated we require evidence of certhin courses to allow you access. Please upload a screenshat of
your myUNEW training hastoey. Please

6.54 Resource/Consumable QR Codes

Upon the implementation of QR codes, ACLS is the second to none on the market to use
QR codes for lab management system.
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6.54.1 What is QR Code?

If you’ve never heard the term before, you may be scratching your head right now. While
the more Internet savvy may already know, for those who don’t, here’s what a common QR
code looks like:

6.54.2 Advantages of the QR Code

e The QR code can store up to a hundred times more information than barcodes, QR
codes can be fixed or dynamic, and QR codes can be scanned from any direction.

e All smartphone camera is installed with QR reader, alternatively, a QR code reader app
can be downloaded onto a smartphone by anyone, and they are mostly free of charge.
This means that any customer can walk into your business with his or her smartphone,
and scan a QR code which you have generated.
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e Possible QR Code Applications

Now, let’s look at some business-related scenarios where you would use QR codes.

0

Use a QR Code to direct a customer to the URL for your website, Facebook,
Twitter or other social media page.

Use it to share a text message (anything from “Happy Holidays!” to “Have you
seen what we have upstairs?)

Use it as a discount code to be taken to the checkout counter for 10 percent off,
for example.

Use it on your business card with your contact details embedded inside the
code.

Use it to link to a Google Maps location for your new store location perhaps.
Use it to link to a YouTube video or channel perhaps demonstrating new
products or funny company videos.

Use it to link to an app store download (perhaps of your company’s latest
eCommerce app?)

Use it to embed pricing for your products as an alternative for more conventional
price tags.

Put it on your website’s “contact us” page allowing people scan it and get your
contact information direct on their phones.

Put the code on the tables and walls of your restaurant as an easy way for
customers to send off a Foursquare or Facebook status update.

Put a code on your restaurant’s takeout menu allowing customers to scan it with
their phones and instantly call to place an order.

Put a QR code at the end of promotional videos taking viewers to a landing page
on your website.

6.54.3 ACLS QR Code Applications

ACLS is launching the QR codes for resources and consumables. This provides a creative
new way of engaging users and researchers to get their phones out and start scanning to
book and access the equipment or instruments, to order consumabiles, to record
consumable usages, and to access lab information.

The current implementation of QR codes is to use smartphone camera, QR reader app to
scan and operate.

AC LAB SYSTEM
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6.54.4 Resource QR Codes

Upon the system upgrade to QR code patches, QR codes are generated for all the
registered resources.

The QR codes show up at catalogue pages, calendar pages. QR codes can be added to
bookmark or home screen on the smartphone, and works anytime and anywhere.

Resource Resource Resource QR Item Description
Group Code Number

¥ Accept future bookings only
¥ Switch to day/week view by clicking on
DATE as link
@ Permitted Hours: 0:00 - 24:00
= Account for Booking: #EXTERMAL

¥ Resource Details
£ Calendar Settings
9 Booking Cluota

& User Contacts

& Color Codes

= Email Notification

P Retrospective Bookings
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You can add the QR code to the home
screen on mobile phone for future use.

Bookings: Wednesday, Jan 01 2020

Wednesday, Jan 01 2020 0:00:00 to Wednesday, Jan
01 2020 0:15:00 (0.25 hours), Dong Zheng, Operation
Event

Wednesday, Jan 01 2020 8:00:00 to Wednesday, Jan
01 2020 8:15:00 (0.25 hours), Abbas Darestani
Farahani, Unapproved Event
Resource
Wednesday, Jan 01 2020 8:30:00 to Wednesday, Jan
AFM_Catalyst (Lowy) 01 2020 9:15:00 (0.75 hours), Abbas Darestani
Farahani, Unapproved Event

Resource Grou Wednesday, Jan 01 2020 11:15:00 to Wednesday, Jan
P 01 2020 12:00:00 (0.75 hours), Abbas Darestani
AEM/GROUP 1 Farahani, Unapproved Event

Wednesday, Jan 01 2020 12:00:00 to Wednesday, Jan
01 2020 12:15:00 (0.25 hours), Abbas Darestani
Farahani, Unapproved Event

Resource Availability

AVAILABLE
Today
Bookings: Wednesday, Jan 01 2020

Next Day
Wednesday, Jan 01 2020 0:00:00 to Wednesday, Jan 2
01 2020 0:15:00 (0.25 hours), Dong Zheng, Operation
Event

Scan and QR code taking you to the selected resource page on the smartphone.



Resource Trainers

Iveta Slag , Lslag edu.au

Renee Whan, rwhan@unsw.edu.au

Michael Carnell, m.carnell@unsw.edu.au

Dong Zheng, dm.zheng@unsw.edu.au

Celine Heu, c.heu@unsw.edu.au (Primary)
Florence Tomasetig, f.tomasetig@unsw.edu.au

Alex Macmillan, alex.macmillan@unsw.edu.au

Item Number

DVCRES-ANALYT-EQUIP-330

Description

The Bruker BioScope Catalyst-—aAtomic Force
Microscope (AFM) system can provide high resolution
(nm) topographical data of biological systems such as
living cells. The instrument works in tandem with an
inverted optical microscope, which is also capable of
fluorescence microscopy and has a heated stage for
live cell imaging. —— The optical microscope allows for
the quick location of regions of interest on a sample
which can then be imaged at higher resolution with the

scannlﬁ arobe microscnﬁe. The AFM creates hiEh-

Return

Resource

AFM_Catalyst (Lowy)

Resource Group

AFM/GROUP 1

User ID

Password

6.54.5 Printable resource QR code list

Lab staff ask how we print out all the QR codes for the resources or machines. So they
could put up QR code in the lab space or onto machines. Scanning QR codes become part
of life due to the COVID-19 outbreak, users and researchers could just scan machine QR
code to check bookings, make bookings and access lab information.
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On Resource Manager page, you are able to print all resource QR codes on a single page,
print to a printer or PDF is your choice.

Printable Resource QR Codes

6.54.6 Consumable QR Codes

QR codes are extremely effective for consumable order, recording and tracking. Scan and
record in the lab during the experiment.

Code: 01843

Carbon 300 mesh coated grids (box of

Scan and QR code taking you to the selected consumable page on the smartphone.

6.54.7 Generate QR Codes

After you add a new resource, go to Resource Manager edit page to generate QR codes.
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Avizo 1(No charge)

General Profile  Booking Profile  Catalogue Profile  Booking Form  Training Certificate  Trainer  Certified Users  Tracker Settings

Re: H i
souree Hame | Avizo 1(No charge)

Resource Group |’TDOLS o

g j, Upload Resource Image

Resource Image

Resource QR Code

Generate QR Code

Operation Status (Tick to be operational)

The same way for new consumables.

Consumable Code

[ 01843
Description | Carbon 300 mesh coated grids (box of 25)
Consumable Category | Choose consumable category from the list -~

Consumable Image

& /' Upload Consumable Image

Consumable QR Code

Generate QR Code

6.54.8 Printable consumable QR code list

Similar to the printable resource QR codes, you could do the same to the consumable QR
codes on Consumable Search page.
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B Search/Edit Consumables

Key Words: {consumable code, description)

|

To see all consumables for the selected range, leave search field blank and hit [Search]

Search By: @ Active (23) O Inactive (6) O Al (29)

Printable Consumable QR Codes

6.55 Watch Social Distancing at Lab Space (COVID-19)
Space booking with the concurrent user limit at work space would be complying with CONIV-

19 social distancing regulations. You are able to link any resources to any spaces so to set
up the user number control for space booking.

Social

Distancing

o Case study #1:

A lab space housing 5 tools, only allow 4 users working at lab space concurrently due to the
social distancing regulations. 5 tools were listed under different resource groups in ACLS.

Can you set up the space linking to tools in the different resource groups? Yes, you can.

e Case study #2:

A lab space housing a number of tools, for some reasons, you want to stop users making
any bookings to the lab space.

Can you turn off the entire lab space to accept any new bookings? Yes, you can. Just set the
user limit to ZERO, no further bookings will be accepted.

e Case study #3:
There are lab space and resource group in ACLS. What are the relationship between both?

They work separately linking with the tools or resources. Hence, you can set up a resource
group and a space linking with the same clusters of the tools or resources.

The following flow chart explains how space booking works.
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Space Booking

Set up space

Define max user
limit

Resource Space booking
calendars dashboard

Decline booking

Day view of

Update bookings space bookings

User number at
space more than max
limit?

6.55.1 Set up spaces

Go to Staff tab -> Resource Manager -> Office/Lab Space.



Social Distancing

Office/Lab Spaces & Resources

You can add/edit space properties.

n n
e

Space name
5= [ICP B3%
Building name
F10
Building level
Basement
Building room
B39
Housed resources W AFM_Catalyst (Lowy)
W AFM_MMB (F10)
W Amira
Limit the concurrent number of users at space
Allow the max concurrent number of users at space [ a
Note [
Status

You are able to link resources to the defined space.



Resource

AFM_Catalyst (Lowy)

AFM_KMS (F10)

Amira

Aperio FL Slide Scanner

Aperio XT Slide Scanner

Biostation

BMSF HPC 1

Chemicon Advanced Tissue Arrayer

CryeStar NX70 Cryomicrofome

Data Analysis Gomputer - VIKI

Eclipse THE

Ji  Housed Space

ICP B39

ICP B39

ICP B39

ICP B39

6.55.2 How can we link aresource to space?

&

Select

Select

Select

Select

Select

Select

Select

Select

Select

Select

As explained in the last chapter, you can link a resource to a space in the space editor.
Alternatively, you are able to go to the resource editor to link the resource to any space.

AFM_Catalyst (Lowy)
General Profile Booking Profile

Space Name

Building Name

Building Level

Building Room

Limit users

Max Allowed Users at Space

Space Name

ICP B39

XRD G63

Catalogue Profile ~ Charge Rates

Customised Fields

Booking Form

Training Certificate  Trainer

ICP B39

F10

Basement

B33

Enabled

Status

Selected

6.55.3 Space booking —resource calendar

If the space booking is enabled, a space booking dashboard is available on the resource

calendar page.



AFM_Catalyst (Lowy)

@ Accept future bookings only

@ Switch to dayfweek view by clicking on
DATE as link

@ Permitted Hours: 00:00 - 24:00

= Account for Booking: Internal Account
(Rate/Hour- $0.00)

Social
*I:I ﬂ“h Housed at ICP

B39; the allowed max users
working at the same time at
the space ICP B39is 1.

Space Bookings

B SWP0D6.15_BMIF_AFM Catalyst

Microscope.doc

Click on Space Bookings button, space booking information page pops up. Users are able to
scroll through space bookings in day view.



ICP B39

Concurrent user limit: 1

Sunday, Jun 07 2020

Today

Mext Day

Time | Concurrent Users at Space |Vacano,r

‘o:00

0:30

1:00

1:30

2:00

2:30

3:00

3:30

4:00

4:30

5:00

5:30

&:00

6:30

7:00

7:30

8:00

8:30

6.55.4 Space booking —timeline calendar
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Bj All Resource Timeline Calendar

¥ Acoept futre bookings only
= Account for Booking: APPP-0FP001-PS41500

Sodal
4 >
Distancing

AFM_Catalyst (Lowy)
AFM_MME (F10)
Amira

Resources housed at ICP B39:

The allowed max users working at the same fime at the space ICP B3%is 1.

Space Bookings
DAY WEEK | MONTH | viar | (3
00:00 01:00 02:00 03:00 04:00 05:00 06:00 07:00 08:00
0000 - 00:00 AFM_Catalyst (Lowy) - Operation Event: Dong Zhenyg, Account: internal Account
AFM_Catalyst (Lowy
AFM_MMBE (F10
’ 0000 - 011:30 Amira -
g Operation Event: Dong
Theng, Account:
Amira Intermal Account
Aperio FL Slide Scann
Aperio XT Slide Scanne

6.55.5 Is space booking about limiting the bookings?

No, space booking is about limiting the number of the concurrent users working at a lab
space. It is not about limiting the booking numbers. In the above example, space B39 only
allows one user working at lab space at any time, same user can book many resources or
tools at the same lab space, the user number still counting as one.

6.55.6 What calendars are applied to space booking feature?

Space booking only applies to resource operation calendars and timeline calendars. The
other calendars using by staff members are not part of space booking. Staff members are
trusted to add new bookings with the social distancing in mind to limit the concurrent number
of users working at the same space.

6.56 MoxyTouch Service (Powered by UniLab)
Moxytouch is a cloud based solution connects and casts to any screens anywhere in the
world (https://moxy.unilab.com.au/moxytouchsite/). Container and DIY widgets provides

a flexible option to set up screen contexts, including the feature of social distancing
management and notification for work space, lab space and office space.
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We collaborate with UniLab to deliver digital and smart lab solutions to research institutes,
labs and communities.

MOXYTOUCH
USER GUIDE

Connect to any desktops anywhere in the world
Broadcast to any screen anywhere in the world

UniLab Pty Ltd

hittps:i nilab com, au.

6.57 Live ACLS Charts to MoxyTouch

In addition to streamline the calendar data to Moxy for onscreen update, you are able to
streamline the lab data analytics to Moxy as well.

e Growth charts

Growth charts demonstrate the trend of the user growth over years, and over months in
the selected year. Using the charts, lab can foresee the future growth potential and
provide a better strategy to meet the research demands.

|+ User Growth Charts

@ DrmOnsiatg USer QrOWIN HEnd Chas Cver al .
Fowt

[ Uver Reg Number




e Population charts

Population and geographic charts indicate the user population distributions. Using the
charts, lab can work out a better strategy to meet the research demands of the major
research groups.

l#2 User Population Charts

Uset: 133 (29.42%)
SO - Schl of Maical Scancen

User: 50 (11.08%)
CHiM - Sehenl of Craraity
]

User: 36 (7.96%)
008 - Cradcate Scrocd of Biamadcal Engraarrs,

User: 38 (7.74%)
BABS - Bampchnaagy #nd Bamaear G080

User: 25 (5.55%)
CLIA - Crares Larce Ralie AnBens

User: 20 (4.42%)

B - Bormedcal mageg Facety
-

User: 19 (4.20%)

POWEL - Prrce of Wikt Cical Schoel
|

User: 16 (3.54%)

LW Cormre o Viiculsr Ramnarch

e Training charts

Training charts show the training records over years, and over months in the selected
year. Using the charts, lab can foresee the future training demands and work out a better
way to meet the training demands.

[l User Training Charts

statiatic schvalicn o
user over years

User Training Chart

e How to Set Up Labcast Data Dashboard to Moxy



Upon login to ACLS, go to My Labcast to get started.

Add Live Resource Calendars

Add Data Dashboards

Bl BMIF Data Analyfics (Data Dashboards)

Labcast code:
labcast data sdgj5cKs.056143b7781cbe3e4d07893a6878af14.3

ACLS URL: hitps://www.bmif.unsw.edu.au
© Growth Chart

® Population Chart
@ Training Chart

Simply tick the checkboxes to choose.

Bj Labcast Manager

9 Add data analytics labcasts

Cast Title™ [
Deseription
%
Cast Data Analylics [] crowthchan
] Population Chart
[ Training Chart
Status™ (Tick to be active)

The result of example shows here.



oy

B Labcast Manager

Wi 10 Marey b UniLas.

Laboast code:
ol e 106 €700

ACLS URL: hitps. M. benif unsw. cdu.au

© AFM_Catatyst {Lowy)
& AFN_NME (F10)

© Aparia FL Side Scarser
© Apana XT Side Scanner

& Lesea ICE High Pressuire Fraezes
1© Lowca RMZ135 manual microtome
© Loca BP5 2F STED

© Laicy 575 WLL pSTRD

Sleca SPADLE

O Zeiss Lghtstmet 21

How to Set Up Moxy

Go to Dashboard container to set up dashboard.

Add live ACLS dashhoard charts

ACLS DASHBOARD CHARTS

You can preview the live dashboard on your desktop. Please contact us and UniLab
support if you wish to know more.



ACLS Dashboard Container

My Dashboard 20190514

n

ADD ACLS DASHBOARD

6.58 Live ACLS Calendars to MoxyTouch

Through MoxyTouch and Labcast, LIVE booking calendars can cast to one or multiple
display screens and kiosk touch screens. You can set up the screen at the entrance of the
lab, PC2/PC3 labs, or clean rooms so users and staff can view the current bookings before
entering the lab areas. It works like airport arrival and departure display board. Currently,
Labcast provides two calendar theme, standard (white background) and dark (dark
background) as shown below.

e Standard Calendar theme

July 12 2018 - Thursday

et Rt £15 P e
St e T o T

e B b
T

ot 0 et i

b

e Dark Calendar Theme
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July 12 2018 - Thursday
00 1100 12:00 1300 | .

400

| P Fermpaey || e e | [ v . @37 segrees

Dark theme suits for darker lab area environment, such as microscopy rooms.

Labcast feature is only available to lab staff. To set up Labcast, you need to configure the
Labcast in ACLS and also sign up to MMoxy service.

e Setup Labcastin ACLS

Upon sign in to ACLS, the landing page shows Labcast feature tile.
Labcasts: 2

0 Labcast is a unique feature to all staff members. It provides a
live calendar cast of the interested resources to a display screen,
be a deskiop, a laptops, a tablet, or a standalone screen via a
cloud service.

My Labcasis

Play Labcasis

Click on My Labcast to set up resource casting calendars. You can go with a single
resource calendar or group any resources as you wish. Recommend that each cast limits
to no more than 15 resources. Labcast service can show any number casts as you wish,
so you don’t have to cast more than 15 resource calendars onto a single page.
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B Labcast Manager

ACLS URL:

o000

That is all you need to do in ACLS!
e Set up Labcast in Moxy

Moxy service powered by UniLab is implemented and available to operation at
https://moxy.unilab.com.au/.

To publish your media containers to screens (indoor or outdoor), you need to have a cast
unit, a name card size box, each device comes with unique ID. The device is powered by
a USB connection to the pc or the monitor, or small power adaptor. Connecting HDMI
cable to the monitor, and turn the cast unit on, it goes to the selected casts straight. This
is the elegant plug and play solution provided by UniLab.

Please contact UniLab at support@unilab.com.au to request for a cast unit.

6.59 Consumable and Resource Widgets with MoxyTouch

The data sharing between Moxy service and ACLS is completed, so lab users and staff can
take advantage of the QR codes on touch screen to record consumable usages and to
access resource information and edit resource bookings.

e MoxyTouch - Resource QR Code Operation

Working with UniLab, a digital and responsive resource QR code is implemented through
Moxy Widget -> Resource QR Code Widget.

Here is the example for the implementation demo at

https://moxy.unilab.com.au/screeninvite.php?invite=33be67fbe795f6479907619525365a
9d.

e MoxyTouch - Consumable QR Code Operation

Working with UniLab, a digital and responsive consumable QR code is implemented
through Moxy Widget -> Consumable QR Code Widget.

Here is the example for the implementation demo at

https://moxy.unilab.com.au/screeninvite.php?invite=33be67fbe795f6479907619525365a
9d.
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6.60 Staff Roster Calendar with MoxyTouch

In response to CONIV-19 outbreak, staff roster calendar is implemented and can be shared
with Outlook and MoxyTouch (physical or virtual screen).

Step 1: select staff on rosters. Go to Staff tab -> User Profile -> Staff Roster Profile Manager,
enable to turn on roster, disable to turn off roster.

B Staff Roster Profile Manager

@ Enable and disable stall for rosters

8o 8o Bo Bo B o

Step 2: set up roster calendar, go to Booking tab -> Staff roster calendar to start. ACLS
sends out the email notification to all staff on rosters for any changes on roster calendar. You
can export the calendar to Outlook or MoxyTouch. For Outlook, it is rather personal to see
the shared rosters. For MoxyTouch, it can provide a public URL for display on website or just
email the URL to anyone to view the staff rosters.

Week view is the best option for full day roster bookings.

Bi Staff Roster Calendar

G hcsep Ltae bimeg by Exptis Dullesn

ar = - o] Thu, 2 Apr 2020 - Sat, 2 May 2020
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e Can any staff edit any roster bookings?
Yes, the roster calendar has no booking limit or controls.
e Export to Outlook

There is a URL available in the roster calendar and set up instructions for Outlook. Here
is a screen print for example.

Export URL

hitp://129.94 165 9/icalirosterCalendar-wi1kFygF 7s3bN7ghWEWIUAJhINISQZwWDOG ics

Export to Outlook Tips:

1. Open Outlook;

2. Go to calendar

3. Add calendar -> From intenet;
4. Copy and paste the above url to the location field, and click Ok to save it

5. to reload the calendar, click on Send/Receive button on Outlook.

Similarly, you can export to Google calendar.

e Export to MoxyTouch

MoxyTouch is a responsive and DIY screen solution provided by UniLab. Here is the
advice on how to connect with MoxyTouch at
https://moxy.unilab.com.au/moxytouchsite/accessmoxytouchhow.php.

Step 1: Go to Moxy Container -> Widget -> Outlook Widget to copy and paste roster URL
to the outlook calendar container

Step 2: Go to MoxyTouch -> MoxyTouch Single Screen to publish the calendar
Step 3: Preview Moxytouch

Step 4: Copy the public URL to use for email broadcasting or on website.
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B

https:/moxy.unilab.com.au/screeninvite.php?invite=32c3dad7438

Expiry Date: Apr 06, 2030 (Saturday)

TURN OFF URL

[ oSS SRS

One MoxyTouch can provide more features than a single roster, you are encouraged to
use it more for other dashboard and information sharing.

MWAC Staff Rosters

BMIF Staff Roster BMSF Staff Roster BRIL Staff Rostar EMU Stalf Roster

FLOW Stall Roster MNMR Stall Roster SPECLAB Stall Roster SSEALU Stall Roster

e Can general users access the staff roster after login to ACLS?
Yes, system admin needs to copy the MoxyTouch public URL to the ACLS global
parameter panel by System Settings -> Configure System, the parameter field name is
StaffRosterURL

e Can we turn off the email notification as all staff can access Staff Roster Calendar
anyway?

Yes, system admin needs to disable the parameter panel by System Settings ->
Configure System, the parameter field name is EnableStaffRosterNotitification
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6.61 User Training Records with MoxyTouch

Similar to the consumable and resource settings, you are able to connect ACLS to Moxy
service to display user training records for staff and safety officers to check onsite.

-

IMAGE LABEL

BY Microsoft

SHAREPOINT

6.62 Plug-In Modules

Plug-in modules form critical parts of ACLS. Some have been implemented and more effort
will be made to improve and develop new modules in future ACLS:
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Plug-In Module

Batch Data Report
Tool

Description

bDRT enables ACLS to produce reports in bulk
mode. Further integration with eDM is required.

Status

Implemented

Batch Invoice
Statement Tool

bIST enables ACLS to generate invoice
statements in bulk.

Implemented

Hub Trust Node

hTrustNode is a utility for a corporate level of
data sharing. Through it, ACLS can establish a
direct link with each individual node for data
sharing of current resource status and other
information.

Implemented

iCal Protocol

iCAL enables the export and sharing of the
booking calendar with local calendar
applications, such as Outlook, Thunderbird,
Macmail.

Implemented

Mobile Access

MobileLight is a smart mobile application for
iPhone, Android and Windows mobiles.

Implemented

Survey Creator

iSurvey allows you to conduct surveys, to
create, publish, and analyse the results.

Implemented

Publication Analyser

iPublication allows you to collect the publication
information and to analyse.

Implemented

LDAP

IDAP enables ACLS to integrate with the
organization-wide active directory authentication
scheme to realize single web access
authentication.

Implemented

Training Event
Booking Tool

tEB is the training booking tool

Implemented

User Event Booking
Tool

UEB is the user booking tool

Implemented

Video Player

vPlayer is the video player and admin tool

Implemented
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7  Frequently Asked Questions

7.1 Login and Logout

1. | tried to login but was not successful, what should | do?

Your login was unsuccessful for one of the following reasons:

e Incorrect login name
e Incorrect password

You can submit a reactivation request by clicking on Access Denied or Reset
Password on Login Page.

Complete the reactivation form and select Submit to send the request.

Bi Request for Access

917 you ever registered with Mark Wainwright Analytical Centre: Bioanalytical Mass Spectrometry Facility and operated our instruments, please type in your login name, password and email address below.

Full Name:

Password:

[
Login Name: [
[
Email: [

Submit

2. How can | exit the system?

Simply close the Internet browser windows, or click on the user photo to expand and
click Logout button as shown below.

‘ Dong Zheng
System Administrator Group

My Profile

Logout

3. What is the new login page script?

The new login is a separate script for each ACLS, it can be adapted to meet demands
to handle different authentication methods, cloud authentication, AAF, and 2 level
authentications.
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Biomedical Imaging Facility

7.2 Online Registration

4. | submitted an online registration application but it got lost. What should | do?

Always print a hardcopy of your online registration for future reference. Contact the
staff member.

5. What happens when | have completed my online registration?

Once your online registration application has been submitted, print a hardcopy for your
reference. You will receive a system registration notice to your email account. The
nominated staff members receive the online registration and will contact you to make
an appointment to discuss your needs and training requirements.

6. Which email address is used to notify staff about an online registration submission?
ACLS uses the Contact Us address. The Contact Us email is located in the footer of
the page. However, ACLS also allows the online registration request to be received by

multiple receivers. The multiple receivers can be set up through System Settings ->
Email Receivers.

7. How do we set up a resource of interest in the online registration process?

You set up a resource list for online registration through Resource Manager. This
information helps the staff receiving the registration requests in their decision making.
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User Registration Form
Resource List for Registration

As long as the system detects you have set up a resource list for online registration, it
automatically adds a resource page to the registration process.

8. Is it possible to include an Ethics Number Entry in online registration?

An Ethics Number is required for certain medical and medicine labs. Should you wish
to set this up, please contact us for further assistance.

9. How can we set up an account entry field in online registration?

Four fields are available at Configure System, so you can set up a maximum of 4
account fields.

For example, if you set “RegAccountField1” as “Ledger Codes”, and leave the other 3

blank, then the user only sees the one field of “Ledger Codes” in the account
information entry form at registration.

10. How can we set up user photo upload in online registration?

The control parameter is at Configure System, tick the checkbox of User Photo For
Reg to enable the user photo upload in online registration.

11. Are there any photo sized restrictions?

No, users can upload any sizes of the photos and system re-sizes automatically.

12. How can we register to ACLS nodes on ACLS SSI?

As SSI centralises the access to multiple ACLS nodes, for new users, click Here to go
to ACLS node list for reg.
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Welcome to AC Lab System

To register, select a node below

Mark Wainwright Analytical Centre

Biomedical Imaging Facility
Bioanalytical Mass Spectrometry Facility
Biological Resources Imaging Laboratory

Electron Microscope Unit
Flow Cyrometry Core Facility
MNuclear Magnetic Resonance Facility
Spectroscopy Laboratory

Solid State & Elemental Analysis Unit

Division of Research

Biological Resources Centre
Melecular Surface Interaction Network Laboratory

Research Imaging N5W

School of Biomedcial Engineering
School of Chemistry
School of Biotechnology & Biomolecular Sciences
School of Minerals and Energy Resources Engineeri

School of Photowvoltaic & Renewable Energy Enginee]

School of Mechanical & Manufacturing Engineering

School of Materials Science & Engineering
School of Psychology

School of Medical Sdences

13. When | approve user registration, | am told by system that user is already registered,
why?

The following screen print indicates that the same user email address was registered
already. You can search user with the full range to reactivate or update user profile.
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B User Profile Manager

Set New Password Send Confirmation Notice To User

e Wanjie Xie is already registered with the same

Profile  Access  Update Photo  Pinby  |00in name. Approval is suspended. Please 00 jon
to User Profile Manager to edit profile and
enable user access.

Invoice

7.3 Booking

14. One of users cannot make bookings, | checked his profile, seems everything is correct,
why?
Most likely, the user has not been given an account. System won't grant the users to

book unless the billing account (might be a dummy account) is linked to the user
profile.

15. When | open resource calendar, calendar shows up a blank page or distorted, what
should | do?

This is caused by the browser cache, please clear the browser cache.

16. | have tried to cancel my bookings but was unsuccessful. What should | do?

You do not have permission to cancel bookings one day in advance. Contact staff
members for assistance in cancelling such bookings.

17.  How can | move to different days quickly other than clicking on prev/next button?

Add-on calendar is implemented to calendar page as shown below.

DAY MONTH LisT E July 2018

Monday Tuesday < July 2018 > Thursday Friday
25 Mon Tue Wed Thu Fri Sat sun 17 28 29

12:00 - 14:00 Sajjad Seifi o
Mofarah (Training Event by Yin
02 04 05 06 07 08

%6 17 18 19 20 21

02 R It 05 06
3 25 26 27 28 29

09:00-12:00 Sean Rez [
30 31

09 10 n 12 13

16:00 - 18:00 Rong Mou 11:00 - 13:00 Rong Mou
(Training Event by Yin Yao) (Training Event by Yin Yao)

16 17 18 19 20

14:00 - 16:00 Rong Mou 14:00 - 16:00 Rong Mou
(Training Event by Yin Yao) (Training Event by Yin Yao)
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18. | am unable to make bookings as | wish. What are my booking limitations?

You are able to see your own booking quota through the Information Panel on

booking calendar page.

Booking Quota

Max Allowed Booking Hours/Day: 24

Max Allowed Booking Hours/Period: 1344
Allowed Booking Period: 24/08/2020 o 22/1172020
Booking Start Time on Day: 0:00

Bocking End Time on Day: 24:59

Bocoking on Weekend: Allowed

Min Hour per 3ession:

19. Can | book a resource for a service and make it known to users?

Service Booking tool is only available to staff members. After a service booking is
made, ACLS automatically generates a notice to the relevant users informing them
that their bookings are cancelled due to service of the resource.

20. I need to cancel a booking and make it available, as the user who booked the session
cannot attend. What should | do?

First step: cancel the user booking through service booking;

Second step: cancel the just-made service booking so the time becomes available for
booking again.

21. Why can’t | find a resource in the drop-down list to make bookings?

You need a training certificate to be able to make bookings with a resource. By go to
Dashboard -> My Training Records, you can check your records and also find the
trainers for the particular resource.

If you do have a training certificate, then click on My Bookable Resources on
Booking Tab to clear the system cache and reset the booking resource list.

= My Calendar

& Lab and holiday calendar

H Staff Roster Calendar

L Resource Trainers

H Resource Timeline Calendar

= My Bookable Resources

=

]
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22. Why can users make bookings for a resource even without training certificates?

Verify the settings in Resource Manager and ensure that Training Certificate is set
to Required.

23. How does the booking reminder work?

Simply tick the Reminder box, and ACLS automatically sends out an email reminder
to users two (2) days prior to the booked sessions.

24. | want to change the reminder to be sent one day prior to the booked session. Can the
reminder days be changed?

Yes, go to System Setting -> Configure System, change the parameter
AdvBookingReminderDay value from 2 to 1, or any number you wish.

25. How does the booking confirmation notice work?
Simply tick the Booking Confirmation box, and ACLS automatically sends out an

email notice to users immediately after bookings are made. If you don't see the box,
then the system sends you the confirmation by default.

26. Why do | receive a booking confirmation without my consent?
By default, the system generates a compulsory booking confirmation. So you receive

confirmation emails by default. Please contact staff members if you wish to disable
this.

27. Why can’t | cancel training bookings made for me?

Only the staff member making the training bookings has the authority to cancel the
booked sessions.

28. If a user make bookings in error, is there a way to correct this for past bookings?

Go to Data Loghook Manager to edit or delete existing bookings, and to add new
bookings for the user (available to staff members only).

29. How can | print the booking calendar in a printable format?

Depending on which view you choose, list, day, week or month view, click on PDF
Icon button to generate a PDF format of the calendar.

30. If we have many resources for booking, can we display them in the order of resource
groups?
Yes, you can. First, make sure that you set up resource groups through Resource

Manager, then you just need to uncheck the box for the parameter Booking Display
All in Configure System.

31. How can we restrict general staff from accessing all the booking functions before they

are trained?

What you need to do is to turn on Restrict Bookings To General Staff through
Configure System.
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This only applies to the General Staff group. Any staff belonging to a Manager or
Admin group won't be subject to this rule.

Generally speaking, if your lab is relatively large and comprised of multiple units, then
it is recommended that you should turn this ON, so that only the staff in each unit can
book their local resources. In this case, staff in other units are treated as normal users
and will have to undertake a kind of user induction and training program before they
are allowed to book resources outside their own unit.

32. Some users are given a calendar that only shows 10 days in advance. Other users get 7

months, for example. How do | control this?

All booking controls are defined in the training certificates. There are two ways to
check certificate settings, via User Profile Manager, or via Training Manager.

Profils  Pinboard  Suparvissr  Form  Publicatioa  Account  Cortifieats  Ussge (Rocking)  Invoics
Cartificate(s) = FLUOROMAX - 4 - EXPERIENCED n

Cortificate: FLUCROMAX - 4 . EXPERIENCED
Lssued Time: 31005/2007 12:28
Details: This certificate is to be mswed to users of the Fluorobax - § microscope who hive been brained and are competent using the microscope without supervision. Prior to issue of this certificate, the registered brainer must be satified that t

Onsite Supervision: No
Valid Period (Honth): 12
Current Status: Ensbled

Handmum Booking Hours/Day: &

Haxinwm Booking Period (Dayk: 30

Haximum Booking Hours [ Period: 60

Booking Start Tames 0:00

Beaking Fnd Tima: 17:00

Roaking Cancellation: Bsoking can be cancelied amytime
Weekend Booking: Permitted

33. The day and week view of the calendar for one instrument starts at 10:00. The calendars

for two other instruments start at 00:00. How do | control this?
The control is in training certificates, and nothing to do with the resources.

For example, if you set James as beginner on equipment #1, and if that certificate
setting is from 9am to 5pm, then James can only book equipment #1 from 9am to 5pm.

34. Being a staff member, can | book for other users?

Yes, you can do this through User Booking tool.

35. Can | disable some booking functions as they are not relevant to us?

Yes, you can. Go to System Settings -> Configure System, then click on Enable
Various Booking Calendars.

Access Records

Eror Records

Plug-In Module License

Enable Various Booking Calendars

User Booking Calendar Editable Permission

eDM Setling

IDAF Setfing

Check the functions you wish to make available to staff and users.
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36.

37.

38.

39.

40.

4.

42,

B Configure System

@ Booking ool access can

What is the week repeat booking?
The week repeat allows you to repeat the booking on the same day of each week. For

example, if you book 2pm to 3pm on Monday, then the system books the same time
on all the following Mondays for you.

What is the month repeat booking?
The month repeat allows you to repeat the booking on the same date each month. For

example, if you book 2pm to 3pm on 22/8 and 23/8, then the system books the same
time on the 22 and 23 each month.

Is there a time limit for the repeat bookings?

Yes. This depends on your booking permission: if you can book up to 60 days/period,
then the system repeats the bookings over the next 60 days.

What is iCal?
iCalendar (iCal) is a computer file format that allows Internet users to send meeting

requests and tasks to other Internet users, via email, or sharing files with an extension
of .ics.

iCalendar is used and supported by a large number of products, including Google
Calendar, Apple iCal, GoDaddy Online Group Calendar, IBM Lotus Notes, Yahoo!
Calendar, Evolution (software), Lightning extension for Mozilla Thunderbird and
SeaMonkey, and partially by Microsoft Outlook.

How do | turn off the compulsory booking confirmation for a resource?

By default, the system switches on booking confirmation to all resources, so that users
and staff receive a booking confirmation with the attached iCal files.

However, you can switch off the compulsory booking confirmation. Go to Resource
Manager and simply uncheck the box Compulsory Booking Confirmation.

I can open and save the iCal files to Outlook, but how can | share this with a web calendar

such as Gmail?

You have to import the iCal file to the web calendar.

Can | set week view as my default calendar view instead of month view?

Yes, go to Calendar Settings to make the change.
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43. The system sets the time interval to 15m, why can’t | book from 4:30pm to 5pm today if
the current time is just past 4pm, for example, 4:10pm?

The calendar sets the blocks in one hour units. In this case, the current time is 4:10pm,
so the calendar is blocked until 5pm. However, you can allow current hour booking
permission by changing the parameter Enable Current Hour Booking Change
through System Settings -> Configure System.

44. Can | set different booking time intervals for different resources, for example, instrument

A for one hour, instrument B for 15 minutes?

Yes, through Resource Manager, you can set a minimum booking unit for each

resource.
Min Hour per Session [T+

Min Booking Unit O 15Minutes @ 1 Hour

Multiple Bookings At Same Time () Permitted ‘@  MNot Permitted

Compulsory Booking Confirmation ] (tick to make email booking confiration compusory)
Booking Alert D (Tick to enable beoking alert for trainers)
Pre-Approval Booking O

Training Certificate O

Booking Enable O

45. What is the difference between Booking Calendar and Data Logbook Manager?

Booking Calendar is used to make bookings in the future, while Data Logbook
Manager handles bookings in the past.

46. For User Booking tool, it seems that the maximum hours booked for a user can exceed

their group time allocation?

There is no control over user booking limit. Therefore, staff can increase user bookings
if there is a need. You can switch this off if you don’t want it open to staff.

47. How can | make a service booking in a past time?

You need to go to Data Logbook Manager, choose service booking from the drop
down list under User. However, you cannot use this service booking to overwrite other
bookings that were implemented in Booking Calendar.

Facility: AFM_MM8 (FLO) (Business Hours: 0:00 - 17:00)

Description User Event v

User [ |
| |

Account ‘ - V|

Notes

Time period 14 % May v |[2015 v | - [o0:1s V|| May v || 2015 v

“ Cancel Delete
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48. Can | change an “approved” booking to “unapproved”?

No.

49. What does system tell me if | see the following booking error message?

Booking Event

Warning: You cannot book beyond
2017-07-02 due to the limits in the booking
quota. This booking has not been saved.

The message means that users certificate only allows them to book no more than 2
days in advance. Please check training certificate settings.

50. How can | approve bookings?

There are 3 ways to get an unapproved booking.

e Direct approval link in the email
e Approve the bookings on Calendar page
e Approve the bookings on Dashboard

@ ) | & &8 & Lt
My Home Wy Atteessan Wy Profie My Pubications My Pinboard. Wy Usage
s} o o

- e - IN— e o o st s e st
Wiy mn o e s s [e—
it

n S @ ¢

Faciiny St Facitny Catalogue Agprave Doskings Corva Analytics
o

51. What if | decline the wrong bookings but wish to restore?

The only way to resolve this is to make a new booking for the same user.

52. Is there any way of changing the settings so that future bookings can be made more than

3 months in advance?

Yes, you need to change the settings of training certificates to extend the max
days/period to more than 90 days.

53. Can | book multiple resources on the same calendar page?

Yes. Resource timeline calendar offers the solution.
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"

& ¢

54. We run a few hundreds of resources. When | book a lab event, | close all resources for
bookings for the lab event time. However, if | want to open a few resources for bookings,
how can | do so?

Only system administrator can do so. Go to System Settings -> Configure System -
> Booking Correction to cancel the lab event bookings.

Bj Configure System

¥ Restore and cancel bookings

You are able to cancel faulty bookings if you suspect the event booking confliction not working properly.

Month: | July Y

Year: |2017 v

Facility: | Choose facility from the list g

Cancel/Restore Faulty Bookings

55. Are we able to subscribe to receive emails when someone cancels a microscope
booking?
Yes. At Information Panel on calendar page, you can set up email notification for

booking cancellation so you are able to fill up the bookings. This is handy way to
receive the reminder and book the heavily booked resources.

56. Can you advise why bookings are not working when using phone/QR method but they do

work on the computer?

This is mainly caused by incorrect QR codes. Admin can re-generate QR codes for
resources.

7.4 Group Booking

57. Is an email notice automatically sent to the users who are booked for?

Yes.

58. Can Group Bookings be cancelled?

Yes, however, you can only cancel a group booking made by yourself. If you want to
cancel a group booking made by other staff, please do so through Service Booking.
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59. Are Group Bookings included in reports?
No. A separate group booking report function is added. Hence, group bookings won't
be part of reports or invoices. In the current design, group bookings are treated as

special bookings. You have to manually integrate group booking data into a report if
needed.

7.5 Update User Information

60. How can | change my login name and password?

You cannot change your login name once your registration is complete. However, you
are able to update your contacts and to change password at My Profile.

s 00
Dong Zheng

System Administrator Group

My Profile

Update Contacts & Change Password

Work Phome 5385 e85 New Password:

Mabile Fhane P — feetype New Passu wrd:

[ st |
If you are the administrator of the system, then you are able to reset any user’s

password at User Profile Manager. The new password is sent to the user by the
system after each change.

61. I cannot find a particular user using the search function. Why?
Users are separated into two categories: active and inactive.

When searching, you have to select the search range. The default is the range of
active users.

Bj User Profile Manager

User Registration Process Online Registration LDAP User Status m

User Name [ Any set of letters which may exist in user name or surname

Search By ® username (O login name () user code

Search Range ® Active Users (542) (O Inactive Users (2879) (O All Users (3521) I

62. Why is user access disabled on the day following reactivation?

This happens if User Photo Availability Check is turned on. The system applies a
daily check against active user photo availability. If the photo ‘non-existing period’ is

longer than the days set out in Configure System, the parameter Deactivate If No
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Picture Period settings, then that user’s access to the system is deactivated
automatically. However, this does not apply to System Administrators.

63. Is it possible to restrict certain user access?

Yes, uncheck the box activate user entry through User Profile Manager.

64. What would be implications for double profiles to the same user?

Sometimes, the same user registers twice over a long period of time, and admin does
not check against record properly. System does auto-check against email address to
prevent double profiles, however, the user may use the different email address to skip
the auto-check. When staff select the user from dropdown list for different jobs, system
may pick one out of two profiles, for example, when you set up a certificate to a user,
staff may select the wrong profile. As the result, the user cannot book the resource

65. What should I do if a user has attempted to register an account when she already has

one?

Send Confirmation Notice To User

& Jane Li
Forms Publi Certil ion Process Contact User Usage (Booking) Invoices

User Photo .
Confirmation notice of user

registration/reactivation CAN NOT be done

Profile  Pinboard

Tz b © because Jane Li is deactivated or locked

User Name Jane Li User Code: 248 Created: 16/03/2012 08
o [ o |

Student/Staff No. 3251292 (if ap

Type of Researcher (Current: N

R:‘:earch Ass\stant)( Research Assistant ¥

Login Name [23251292

Scheol/Organization [Centre for marine bio-innovation v

Access Group n User v

Work Phone 0293853916

Mabile Phone

Work Fax

Email [Z3251292@unsw.edu‘au

This user profile is expired In system, simply reactivate her, then delete her reg.

7.6 Update User Supervisors

66. How can | set up supervisors for a user?

Go to User Profile Manager, find the user and then go to Supervisor tab to Edit User
Supervisor.

‘ Profile: Abhirup Das

Profile Supervisor Form Publication Account Certificate Usage (Booking) Invoice

Supervisor Lindsay Wu

Edit User Supervisors

Click on the button and you can add multiple supervisors, but you can only set one of
them as the ‘default for invoicing’ supervisor.
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67.

68.

69.

70.

71.

EDTT USER SUPERVISORS:

Supervisor Supervisor Code Schoal/Organization Default for Inveicing Suspended Delete

Lindsay Wu 133 50MS - School of Medical Stiences L]

[choaze supervisar from the lisz ] # you wish to add mew supervisor

What do you mean ‘default for invoicing’?

You are able to compile invoice statements through ACLS. Each invoice statement is
raised against a supervisor who is the ‘default for invoicing’ supervisor.

How can | delete a supervisor set as ‘default for invoicing’?
You cannot delete or suspend a supervisor set as the ‘default for invoicing’. You need

to set another supervisor as the default, or add a new supervisor as default. Each user
must have at least one default supervisor.

Can | set more than one supervisor as ‘default for invoicing’?

No. In most cases, you can only bill one. If you need to have multiple supervisors for
invoicing, please contact us to discuss further.

| have a situation where | need to bill multiple supervisors for one user’s sample job, how
can | do this as the system only permits one default supervisor for billing or invoicing?
Unfortunately, you can only nominate one supervisor for billing. You will need to

change the default supervisor through user profile manager before raising the invoice
each time.

Can | set supervisor as inactive since the supervisor leaves the organisation?

Yes. You can set to active or inactive by ticking the checkbox of Status.

B Supervisor Manager

@ Edit/Add supervisors

| Search Supervisor

Title for.  ~

Supervisor Name ‘ Carola Holstrom

School/Organization \'CMB w
Work Phone ‘
Work Fax

Mobile Phone

\
\
Email ‘
Work Address ‘

Status

o e’
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7.7 Data Report and Invoice

72.

73.

74.

75.

76.

How can | generate a billing invoice?
There are two ways to generate invoice statements, through Batch Invoicing, or click

on Booking Invoicing to produce a printable invoice for each charge to a supervisor
according to the booking data or usage log data.

Click on Sample Invoicing to produce a printable invoice for each charge to a
supervisor according to the completed sample jobs.

What if | make a mistake when creating a sample job invoice?

Go to Find Invoices and then click on Cancel Sample Jobs Invoice to be able to edit
ajob.

What happens after sample jobs are taken for invoicing?

Those jobs are considered to be invoiced and closed. They are not available for further
editing.

Can we disable invoice statement access to supervisors?

Yes, you can. You just need to uncheck the box for the parameter Invoice Accessible
By Supervisor in Configure System.

We deploy ACLS tracker to track the true usage of research equipment. Can we see the

booked hours and tracker hours on the report?

Yes. Go to Report Manager -> Resource Booking Report -> Booking Report By
Resources to see both hours.

B Booking Report - Resource
PEPMA B

7.8 Batch Data Report

77.

What are the benefits of using bDRT?

bDRT runs all booking reports and usage reports at the one time. Without bDRT, you
would need to run reports one by one for each resource, or each school or
organization. bDRT improves reporting productivity by at least a factor of 10.

Furthermore, bDRT runs report-like transactions. In other words, through bDRT, you
store the entire report as one transaction record. Any changes to your pricing policy
won't have any effect on the prepared report unless you run the bDRT again with the
new pricing settings.
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78. What are the differences between bDRT and Booking/Usage Data Report function?

As explained above, bDRT runs all booking reports and usage reports at the one time,
and bDRT runs report-like transactions.

Booking/Usage Data Report is a manual process that doesn't store results but shows a
report at the time you run it.

Over years, bDRT will provide you with an entire history of all resource running
reports.

79. Why are there two kinds of data reports: Booking Reports and Usage Reports?
Regardless of your system configuration, Booking Report uses the booking data for
reporting and billing, Usage Report uses the tracker logs for reporting and billing.

bDRT produces two kinds of reports so that you can compare them against each
other: booking vs usage.

80. How can we access the generated reports?

Go to Report Manager -> Resource Batch Report, click on the Access Batch Data
Reports button to access. The system sorts the reports by year index.

Furthermore, the system provides different options for sorting to assist you with your
reporting needs.

81. What do we need to prepare before running bDRT?
It is good practice to check booking and usage data integrity before running bDRT
each month, to make sure the booking data and usage logs are correct. In particular,
you should go to Data Logbook Manager to check the usage logs and correct those
picked up by the system. The wrong logs are highlighted in red.

If there are any errors, you can re-run the reports anytime.

82. What happens when the system is running bDRT in the background?
During the short period of time that bDRT is running, the system shuts down the
reporting and invoicing modules so no others can run the reports and invoices at the
same time.

When the process is complete, the system resumes reporting and invoicing modules.

83. How can | access the EXCEL files generated previously?

Click on Report Manager -> Archived Excel Files to access, then click each link to
expand for details.
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84.

85.

86.

87.

Bj Archived Excel Files

9 Click tabs to access.

Batch Report Facility Publication Training Report Training Record User Profile

@ Monthly Booking Reports

BookingReport-January- BookingReport-March-2015- BookingReport-April-2013- BookingReport-September-

2016-18-08 S 30-04-2015 xIsx 13-06 15X 2012021 2 xIsx

Created: Renee Whan on Crealed: Ales Benda on Pa: goJ DHWIX; Pass: 0JLi4hC

19/08/2016 3:24:58 PM 30/04/2015 Created: Grainne Moran on Created: Renee Whan on
13/06/2013 211012012

¢ Monthly Usage Reports
@ Period Booking Reports

@ Facility Booking Type Period Booking Reports

Can the invoice statements be PDF instead of HTM?

Not yet. A PDF converter will be introduced to ACLS in the future.

How can | search for the invoice statements | want?

A new search tool is provided through Invoice Manager -> Find Invoices. Simply
enter part of a supervisor’s name or invoice number, and the system shows the search
results for you.

B Find Invoices

Cancel Sample Job Invoice

Selection of Booking Invoice: | Choose invoice from the list

Selection of Sample Job Invoice: | Choose invoice from the list ~

Selection of Cancelled Sample Job Invoice: | Choose cancelled invoice from the list ~

Key Words to Search Booking Data Invoices: (any part of supervisor name, or of invoice number)

What if | change the data and need to redo the invoices?

You just need to re-run bDIS. The system only keeps one valid invoice statement for
each supervisor per month.

What if | want to change the format of an invoice statement?

Please contact us to discuss this further.

AC LAB SYSTEM 247



Frequently Asked Questions O

7.9 Manage Account Budget

88.

89.

90.

91.

92.

93.

94.

How does Budget Manager deal with tax?
ACLS is not a certified finance system, so no tax is dealt with. If necessary, you will

need to enter payments and costs after tax. For example, if you receive $200 + tax,
what you need to do is to register this payment as $200.

What if | correct errors in the booking or usage data after doing a rollover?

Once you have done a rollover, the system has no way to roll back. To fix this, you
need to create either a payment or a cost to offset the error in the balance.

What happens to the budget envelop after rollover?
Once you have finished a rollover, you can only make minor changes to the budget,

such as expiry date, rollover enable, email alert enable and days to deactivate
account.

What is the implication of payment or cost entry date?
The system runs a rollover each month, so the payment or cost entry date is used to

decide whether the payment or cost entry will be taken for rollover. For example, if you
set the entry date to Feb 2010, then this payment only takes effect for the Feb rollover.

Can all budget rollovers be done at the one time?

The current version only offers manual rollovers.

Do we have to use the budget manager? Why budget manager?

Budget Manager is designed to assist you in managing account cash flow and
balance. You don't have to use this option.

The benefits of budget manager are obvious even if you don’'t want to do a rollover
each month.

e Case #1:

You can use budget manager to do bookkeeping only, recording all the payments and
costs.

e Case #2:

If you want to know what total charges over a year or a period of time relate to a
chosen account, or to a particular user group; even if you don’t want to trigger the user
to make an advance payment to top up the account balance.

Can an expired budget envelop be reactivated?

Yes, you can reactivate budget envelops that have expired within the last 3 months.
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7.10 User Training & Certification

95.

96.

97.

98.

99.

How do I register user training certificates?

All listed trainers (staff members ONLY) can issue certificates of training to users. Click
on User Profile Manager and open the user profile page. Go to Certificate tab, Edit
User Certificates.

A trainer can only issue a certificate for the resource for which he/she is certified as a
trainer.

‘ Profile: Abhirup Das

Profile Supervisor Form Publication  Account Certificate Usage (Booking) Invoice

. ECLIPSE TI-E EXPERIENCEDﬁ
Certificate(s)

Edit User Certificates
History of Training Records

INTRAVITAL NIKON Al - GENERALTL

Why can’t | find the trainer from the drop-down list in Training Manager?

Only staff members (minimum level of general staff group) can be granted trainer
access.

Who has authority to set up trainers and certificates?

The System Administrator, administrative staff and lab managers can edit and add
trainers and certificates.

How do | know | am a trainer for certain resources?

There are two places you can check for this:

e Dashboard -> My Training Records
e Booking -> Resource Trainer
e User Profile Manager -> User Profile -> Trainer

System shows you for what resources you are listed as trainer.

How do | see who has been issued with training certificates in a particular period?

Go to Report Manager -> Training Certificate Report, you can compile a summary
over a month or a period of time.

AC LAB SYSTEM 249



Frequently Asked Questions O

B Training Certificate Report

© Conteats Foson By Lina Jun

Faciey Graap Usas Mame Cortitcate

100. In Training Manager, the drop-down list only shows about 6 instruments and we have
quite a few more than this. What have we done wrong?
Please check the operation status. Only Active instruments can be set up for trainers
and certificates. Go to Resource Manager -> Booking Resource Chart.

101.

| want to give a resource training certificate to a user, however it does not appear on his

list of certificates when clicking on Edit User Certificate, what do | need to do about this?

The reason for this is you are not listed as a trainer for the resource. Go to Utilities ->
Training Manager to set up a trainer.

102. The staff is set as the equipment trainer. When he goes to user profile, why can he not

see the certificate in Edit User Certificate as show below?

Bj User Profile Manager

Q Edit user certificates

Certificate Title

Suspended

Issued Time

| Choose certificate from the list

Choose certificate from the list

3E EPP MASTERCYCLER GRADIENT-331 CERTIFICATE
3E RNA BENCH 1 - 343 CERTIFICATE

3E RNA BENCH 2 - 343 CERTIFICATE

3E RNA FUME-CUPBOARD 1-343 CERTIFICATE

3E RNA FUME-CUPBOARD 2 - 343 CERTIFCATE

t| if you wish to add new certificate

The possible cause is that either you haven't set up the training certificate, or the
certificate is disabled.

103. I'm trying to find out how to get a list of certificate holders for a particular piece of

equipment so | know who has booking rights and who doesn’t. Where can | find this?

There are two ways to get this information.
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Go to user profile manager, click on full search button to open the full search panel,
then select the certificate of that instrument to find all holders

User Registration  Process Online Registration  LDAP User Status  Quick Search

User Name Any set of letters which may exist in user name or surname

Search By ®  user name login name user code

School/Organization Name Choose school/organization from the list v Otherwise search among all schools/orgs

Account Name Choose account from the list * Otherwise search among all accounts

Group Name Choose group from the fist *# Otherwise search among all groups

Training Certificate Choose certificate from the list “ Otherwise search among all certificates
Search Range ®  Active Users (601) Inactive Users (367) All Users (968)

=3

Or,

Go to utilities -> training manager, select the resource and click on ‘certificate
registration’ to see the certificate details, click on the marker to see the holder details.

Facility: 2E 37C Bacterial Shaker-24%
el  Code Certificate Title Details
iéo 2E 37C BACTERIAL SHAKER-249 CERTIFICATE
Lisa Suh

Mira Holliday

Anne Harasta
E S e
Kimi Tanaka
Elle Macartney
ANITA CHITSAZ
Troy Butler
Ashleigh Swain
Holly Stefen
Yijun Lin

7.11 Register Forms and Documents

104. What is Form Repository Manager?

This provides a form repository registry to the labs. It can centralize the storage of the
signed induction/ safety/ OHS/ access/ subscription procedures, forms and papers
electronically. We recognize the need to record and archive those documents over
years, so with Form Repository Manager, users and staff can easily track and access
the form records.

105. How does Form Repository work?

The operation is easy to understand and straightforward. You can upload any number
of documents (PDF only) to an individual user.

Furthermore, staff can access the recorded forms on Dashboard, and each user can
access their own forms and documents when they logon to ACLS.
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B3 Form Repository Manager

@ Register form
ser Selection [Aarun Gilmour o
Induction Form
Upon upload, you MUST click on Button [Save To Form Registry] to complete form registration:
‘ Induction Form Upload (pdf only) ... ‘
Form in PDF

Save To Form Registry

Induction Form-375-16-08- OHS Form-378-19-11-2013- OHS Form-378-20-11-2013-
2013-329 pdf 398 pdf 404 pdf

User: Aaron Gilmour User. Aaron Gilmour User: Aaron Gilmour

Added: Lev Lewis on 8/16/2013 Added: Lev Lewis on 11/19/2013 Added: Lev Lewis on 11/20/2013

106. What if | want to restore removed forms?

Click on Deleted Form Records to restore. However, you can only restore the forms
that have been removed within the last year.

Bi Form Repository Manager

Register Forms (Induction,OHS, Training, Subscription) Search Forms Deleted Form Records
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107. How can | set up multiple sub-folders for general documents?

You can add, edit or delete sub-folders up to 3 levels after the root directory. Click on
‘Add/Edit General Document Sub-Folder’ button to commence. The system clearly
shows the already-created folder hierarchy.

B Document Repository Manager

9 Edit/Add folders

[ IncuCyte

Parent Folder Microscopes

Status Active
Folder Code 5

Record Updated 04/01/2013

o Tosee L o]

-5 General Documents (Folder View)
B3 Microscopes
. =5 IncuCyte
By OHS
L. £3 Risk Assesments

The system supports 3 operations: add new folder, edit the existing folder, and delete
the unwanted folder if there are no files in the folder.

B Document Repository Manager

9 Edit/Add folders

Folder Name | (single quotation mar
Note: Max levels of sub-folders are up to 3 after root directory.
Parent Folder | Root ~

Status

[E=-25 General Documents (Folder View)
E|_‘j Microscopes
: =5 IncuCyte
oy OHS
=5 Risk Assesments

108. What documents should | upload as general documents?

Examples of documents for general access are lab operation policy, safety work
requirements, induction procedures, etc.

109. What should | upload as resource documents?

Resource documents are grouped per resource. Examples of documents are
instrument operation guide, tutorial materials, etc.

110. Should | upload resource maintenance contracts, or service agreements as resource
documents?

No, you should not. Resource Contract Depository will be provided in the future.
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111. What is the maximum file size for upload?

The maximum size is 20MB per file.

112. How can | view the history of deleted files?

You can view the records by clicking on Deleted Document Records.

B Document Repository Manager

Add/Edit General Document Sub-Folders Register General Documents Register Facility Documents Search Documents Deleted Document Records

Even if you can see the history, you won't be able to recover the deleted documents.

113. What is the difference between documents and forms?

There are two categories of documents: general and resource. But the forms are
linked to users.

7.12 Track Training & Support Requests

114. What if the request is closed by staff?

The system does not allow any further responses to closed requests. If you wish to re-
open any request tickets, please contact the system administrator.

115. What happens after the system receives a request submitted by a user?
The system sends an email notice to the ‘Contact Us Email’ defined in the system
settings. If you wish to have more staff receiving the notices, please go to Email

Receiver to set this up. When staff respond to the request, the system also sends a
short notice to the user who submitted the request.

7.13 Track Samples

116. What if | have added the wrong method to the sample job?

You are able to delete the method from the job as long as the method is not checked-
in.

117. How do | collect all the job data for reporting?

ACLS provides a tool to facilitate the handling of work. Select the month, year and the
sort option.
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118.

119.

120.

121.

B Job Reports

¥ Operation Group: ICP

Month: [June e

Year: [201? '
Tick for Completion Report by Job
Tick for Completion Report by Customer/User
Tick for Completion Report by School/Organization
Tick for Completion Report by Account
Tick for Completion Report by Sample Type

Tick for Completion Report by Method

What is the size limit for file uploading?

It is 20MB. For larger files, the use of FTP is recommended. Contact the ACLS System
Administrator.

What kind of files can | upload?

ACLS supports the following file formats when uploading:

e Xxls/xlsx

e doc/docx
o pdf

e Zip

How do | edit jobs with the same job number?

ACLS comes with an Auto-Correct Job No tool. By running this tool, all the incorrect
jobs are restored with their correct job number.

B Configuration

¥ Operation Group: ICP

Define Methods Define Sample Types Auto-Correct Job No

Refresh Job Cost Reopen Job To Edit

How do | edit a finished job?

If the job is invoiced, you must cancel the invoice first to release the job.
If the invoice for the job is not completed, you can Reopen Job To Edit.

However, this is only available to the ACLS System Administrator.
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122. How can a customer or user download results through the system?

Click Access Sample Reports on Dashboard to go to the download page.
ACLS verifies the user details and displays the records and the download links
according to the year index.

[ 5 al i

Lab Calendar Forms Documants Data Involces

Supervisor: | Choose tupervisor from the kst ¥

7.14 ACLS Tracker

123. What if there is no communication between the tracker and the ACLS server?

A loss of communication between the tracker and the ACLS server could be caused by
a number of reasons:

e Loss of network

e ACLS server down

e ACLS server rejecting tracker request due to the incorrect server IP configuration
e Network Firewall

The tracker has a built-in feature that detects connection with the ACLS server at all

times.
Resource IP Address Tracker Installation Tracker Connection Tracker Version
300 MMR. - Bloch 129.94.165.116 Installed Connected 07
300 NMR - Gyro NIA Mot Installed yet Disconnected MNIA
300 NMR - Pines NiA Mot Installed yet Disconnected NiA
400 NMR - Prodigy Gauss N/A Not Installed yet Disconnected MiA
ProcLab Computer 01 129.94.164.140 Installed Connected 07
ProcLab Computer 02 129.94. 164141 Installed Connected 07
ProcLab Computer 03 129.94 164,142 Installed Connected 07
ProcLab Computer 04 129.94.164.143 Installed Connected 07
ProcLab Computer 06 12994 164.126 Installed Connected 07
ProcLab Computer 09 129.94.164.126 Installed Connected 07

124. Why does the tracker open the ‘Staff Authentication Page’ on user login?

If you set the training certificate of the resource to require onsite assistance, the server
asks the staff on login to ensure the user is under supervision. This applies to those
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users under training certificates, as they won't be able or allowed to perform the
experiment alone.

125. What is the use of tracker reload button on tracker app?
This is designed for re-run the app if the app connection to the web server is lost.

126. What can tracker do if users always forget to logout?
Auto-logout feature is available for tracker, Admin just need to enable this feature and
set up the auto-logout timer.

7.15 LDAP

127. Where can | find LDAP implementation information?
Please refer to Appendix | for detailed information regarding LDAP implementation.

128. What if LDAP stops working?
The System Administrator should maintain a local access login so that they can logon
to ACLS when LDAP is not working, for example, if the LDAP server is down, or the
network is not working, etc. Then, when LDAP is not working, they can logon to ACLS
and run an LDAP connection test to confirm.

129. What if | run the pre-configured LDAP to turn LDAP on to everyone?

The system turns on LDAP to all users and staff except for admin staff and the System
Administrator. If you wish to turn this on to admin staff and the administrator, then you
have to edit individual profiles to do so. However, we strongly recommended that you
DO NOT turn LDAP on to the System Administrator. Then the System Administrator
can respond to the system in case of LDAP failure.

7.16 Conduct Surveys

130.

131.

What is the difference between running a survey at Login Page and at Dashboard Page?

e If you choose to run a survey at Login Page, firstly, the same users could submit
multiple times to the survey. Secondly, the system generates an external link
access to the survey, and you can broadcast this link to all users to participate in
the survey.

e If you choose to run at Dashboard Page, firstly, it means that users can respond to
the survey only upon login to the system. Each user can only respond to the survey
once, as the system automatically switches off the survey to each user when they
have responded. Secondly, there is no external link access to the survey.

How can | set up a survey to targeted users?

You need to set two parameters as following:

e Set Access Survey to Login Page
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e Set Access Survey upon login

Then you simply broadcast the access link shown at the publishing survey page to the
targeted users.

132. After creating a survey, is it automatically available to users to respond?
No, you need to publish the survey. However, without setting up questions and
multiple answer choices, you are not able to publish.

133. What is the question format for the question text file?
When you set up a text file for questions, every question needs to stay on the same
line. A separate paragraph of a question is treated as a separate question. When you
upload and scan to the survey form, the system shows you how the question will look.
If the questions are not scanned in properly, you can edit the text file and re-load and
re-scan.

134. What is the external access link to a survey?
You can email the link to all the users to notify them to respond the survey. Users can
just click on the link to continue.

135. What does it look like when the survey is published to the Login Page?
Depending on the number of surveys, the snapshot below shows one survey at Login
Page.

136. What is the total locked active users?
You can review a survey before it has finished but first you must save the response
rate to lock the current status of the survey because the user numbers are growing all
the time. Without locking, you cannot compare the response rate with that of other
surveys. Reset to unlock.

7.17 General
137. What could be the cause if | cannot see the web page properly?

Most likely, this is caused by the history, temp files and cache stored in the browser.
You can take the following actions to reload the page:

e Press ‘ctrl’ key plus the refresh button of the browser to force reloading of the page
e Delete all history and temp files
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138.

139.

140.

141.

142.

143.

144.

145.

146.

147.

How do | send short notices to all supervisors?

Go to Broadcast Messages, select all supervisors from the drop-down list. After
typing in the subject and message content, click on Send Message to complete.

Can | set up a resource group without assigning any resources?

Yes, you can. ACLS checks the availability of resources in each resource group when
listing the available resource groups for action.

Can | clone a resource or tool?

Yes, go to Resource Manager to clone.

Can | delete a resource group?

No. You need to un-link the resource from the resource group, in other words, set it as
non-bookable.

What if | cannot find the staff to nominate the ownership of a resource group to?

Staff who are granted equipment supervisor category or above can be nominated as
owners.

What is the difference between resource group owners and trainers?
Owners can set up trainers. To issue training certificates to users, the staff must be

listed as the trainer. Owners cannot issue training certificates to users unless they are
listed as a trainer.

Can the owner set himself as the trainer?

Yes.

What if my resource log time is incorrect?

Please contact the relevant ACLS support staff member for further action. Please refer
to Chapter 6.21 Edit Booking Data and Usage Log Data.

What happens if | set the resource to ‘inactive’ through ‘Resource Manager’?
Only active resources can have training requirements regardless of whether they are

booking enabled or disabled. Furthermore, in the coming Incident Reporting, users
can report incidents to active resources.

What is the explanation for Bookable and Operation Status listed in resource

configuration?
Bookable and Operation Status are independent of each other.
Here is an explanation:

o If bookable, then it is open for booking and shows up when making bookings and
viewing bookings; if not bookable, then it does not appear on the booking charts.
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e If ‘status’ is set to active, it is available for setting up training certificates and trainer,

and is also listed in the sample tracking module. If ‘status’ is set to inactive,
bookable is turned off at the same time.

148. How can | set up 3 parameters for each user group in Group Manager, Max hours/day,

149.

150.

151.

152.

153.

Max Days/period and Max hours/period?

An explanation and examples are as follows:

e Max hours/day: 3, means users that belong to this group through their training

certificate, can only book a maximum of 3 hours per day

e Max Days/period: 7, means this user can only book from now up to 7 days ahead.

No bookings can be made beyond 7 days from now

e Max hours/period: 6, means this user can only book 6 hours in total from now up to

7 days ahead. This applies from the current day up to the end of the next 7 days.
So if a user booked 3 hours yesterday and left 3 hours for an additional booking,
then these 3 hours are considered as a past booking from today, and he can book
a maximum 6 hours again.

Furthermore, the relationship of the 3 parameters is explained below:

e Max hours/day: independent
e Max days/period: independent
e Max hours/period: you need to consider the two parameters above logically, in the

above example, Max hours/period shall not exceed 21 hours, ie. 3 hours x 7 hours.

What if my user code or account code is duplicated?

Please contact the ACLS System Administrator immediately for technical assistance
as this is most likely to have been caused by a corrupted data index in the database.

I cannot find users in the drop-down list, why?
If a user has not accessed ACLS for a period of time, ACLS deactivates the user

based on the settings in Configure System. Please search for the user to check their
access status.

How can | replace the system banner, invoice logo, and terms and conditions for online
registration?

Please refer to Chapter 5.5 Upload System Files for details.

How do | check ACLS web portal access information?

Go to Configure System, click on Access Records button to check the last 100
access records.

How does the scrolling text announcement work?

Go to System Settings -> Announcement - Scrolling Text, enter the message.
Please note that messages must be completed within one paragraph and a single
quote is not accepted. Remember to select the Enable Scroller option before saving.
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B Scroller Announcement Setting

(Non ambient expt.

Announcement Contents

| 300 {max char 300 and single paragraph only)

Enable Scroller D

When it is set up correctly, a scrolling message bar shows up as below:

UNSW staff and students: please update your staff/student number in user profile manager before June 30, 2012,

154. How does the popup message announcement work?

Like the scrolling text setup, when it is set up correctly, an announcement popup
message window displays when a user logs in.

155. What should I do if | see the following error message on the screen when | login to ACLS
via the web?
This is an alert message to the System Administrator only. ACLS is comprised of two
individual auxiliary programs: logonserver and emailserver. They are designed to
synchronize with the ACLS web system all the time. So the error message alerts you
to check whether the two programs are running normally on the ACLS server.

The synchronization happens every 5 minutes. However, if the problem persists,
please contact us for advice.

e O

¥ 17 user registratons for process

A Send Aleris

156. What are the general steps required to set up ACLS for the very first time?

The system is delivered with one default setting for each function.
You need to perform the following tasks to set up the system:

e Account Manager: Only one default account
e Resource Manager: Only one default resource
e  Group Manager: Only four default groups
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e School/Org Manager: Only one default school
e Resource Login: Only one default for example

157. We have ACLS configured for booking only. Why do we need tracker installed over the

resources such as instruments?

The ACLS tracker provides you a further safeguard for the operation of instruments.
For example, without training certificates, users cannot access the instrument.

158. Why do we need to set up different receivers?

If the staff member in charge is away for a period of time, then you can easily allocate
other staff members to take over the work. Again, you are also able to set up multiple
receivers instead of a single one.

Go to System Setting -> Email Receiver to set up.

159. How can we correct incorrect usage logs?

This handy tool in Data Logbhook Manager makes the usage log data correction much
easier for staff members. This tool only applies when you run ACLS Client Logon
Program on resource computers. If there is incorrect log data, either missing login or
missing logout for each log, the system can pick this up and run the error fixing
function for you automatically. The system calculates the longest period of time (on the
same day) between the last session and next session depending on the nature of the
error and then adds the missing login or logout to generate a complete usage log.

160. How can we set up a home page link in the system footer so users can go back to the

organization page anytime?

Go to System Setting -> Configure System, change the parameter Home Page Link
to point to your home page.

HomePagelLink https:/fwww.nmr.unsw.edu.au

Home page link is particularly helpful to users if you have multiple ACLS operations in
your organization, then clicking on “Home” can direct users back to the gateway easily.

Home | Contact Us |
AC Lab System - 2017 SQL-2.26.1 (IHMRI) |

Sign-In Computer IP; 129.94.164.31 |
Mark Wainwright Analytical Centre: Bioanalytical Mass Spectrometry Facility |

161. Can we check the sent email message records?
Yes, go to System Setting -> Email Logs. You can search emails by any keywords

that are part of the receivers’ name and email address, senders’ name and email
address, subject and resource.

162. Do | have to manually type holidays into the calendar each year?
Not necessary. You can click on Copy Public Calendar to 2018 button to transfer

everything from this year to next year. However, you may have to tidy up the calendar
to remove those that don't repeat.
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Add To Calendar

Add Public Holidays

Add Lab Evenis

Copy Public Holidays To 2018

Clear Lab Events From Calendar

163. Currently the query emails come through my email address, but | am leaving the
organization soon. Is it possible to change this?

Yes, go to System Settings -> Configure System, change the parameter
ContactUsEmail to the new email address.

164. What is the difference between General Staff and Equipment Supervisor?

Equipment Supervisor is treated like general staff, with accessing power a level below
lab manager. However, the equipment supervisor can (staff CAN NOT) set up a
training certificate and trainer to the resource he is listed as trainer for. In other words,
the equipment supervisors can manage their own resource training set up without the
need to contact admin.

165. Where can we find the Terms & Conditions?

On Dashboard, you can access Terms & Conditions. The details of Terms &
Conditions can be seen on the fly modal window.

Terms & Conditions

While working in the Biclogical Resources Animal Holding and Imaging Facility, all users are required to comply with the University’s occupational health
and safety (OHS) precedures. Users are required to advise staff as soon as possible, or at least 24 hours prior to a booking if they wish to cancel. Failure to
do this may result in the booked time being charged to the project. Users may only log time on equipment with the approval of their supervisor(s) and access
fees will be charged for all logged instrument time (unless otherwise specified). Failure to appear on time (within 20 minutes) for a booking will forfeit the
booked sessions unless staff are notified that you will be late.

All individuals must receive an induction to the facility from the animal technician in charge of the area where your animals are housed prior to entering the
facility for the first time. All users of imaging equipment must receive appropriate training and approval to use the instruments from Carl Power or Alan
Kwek.

Users agree not to provide access for unregistered users without the specific written permission from Carl Power in relation to the Animal Imaging Facility or
the senior animal technician in relation to Animal Holding rooms and related equipment.

Users are not allowed to train other users, whether they are registered or not, unless written permission to do so has been granted for specified instruments
by Carl Power. Users are not permitted to undertake any work that is not directly related to a project that (i) has been approved by the Animal Ethics
Committee and (i) specifies the user as a researcher on that project.

Users agree to accurately complete all record keeping required by the facility to monitor the use of instruments including electronic or paper log books and
booking systems. Users agree to report all faults or imegularities in equipment to a staff member of the facility. Samples are the respensibility of the user and
the facility does not accept any responsibility for loss or damage of materials etc., left in the facility. Data is the responsibility of the user and the facility does
not accept responsibility for oss or damage of data that has not been removed/copied/archived. Any work that is published or publicly presented, including
theses, where all or a part of the work was undertaken in the facility, should acknowledge the role of the facility in providing access or assisting in the work.
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166. Can we remove or stop the ongoing induction process to the user?

Yes, go to user profile, and cancel induction.

BMIF COVID - 12 Guidelines Cancel Induction Process

167. When | approve the induction process to the user, could | re-do after my approval is

granted?

Yes, you can roll back.

BMIF After Hours Induction (C25-E26)

submitted
werified by Iveta Slapetova

08/08/2015 10:17

Rollback
InductionForm-BMIF-Ref-

QbvHMNmHoD2p-EnavlG-861-
3-L.pdf

Added: Fabio Lisi on 08/08/2013
1007

submitted
verified by Iveta Slapstova

08/08/2019 10:13

InductionForm-BMIF-Ref-

QbvHMNmMHED2p-EnavIG-861-
3-2.pdf

Added: Fabio Lisi on 08/08/2019
10:19

BMIF-Ref-QavHMNmMHoD2p-6nav]G-261-2 o
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8 Future Development

8.1 Standard Packages

The following are some of the new features planned for future implementation. The priority
and contents of such implementations are subject to change and depend on demand and
available resources. The ultimate objective is to connect the ACLS nodes to form a virtual
facility hub for:

e Sharing: resource, knowledge, expertise, solutions, reports and data
e Connection: secured access, live connection with individuals or groups

New Features Description ‘

Azure AD SSO Support Azure AD authentication

System configuration wizard In addition to Resource Wizard and Training Certification Wizard, we
will implement System Configuration Wizard .

Subscription manager Providing the required functionality for membership business model.

Task manager Providing the tool so lab admin and managers can distribute jobs
across the units or institutes.

ROS integration Integrate with the university research output service so users and
staff publications can be automatically updated in the ACLS user
profiles

Finance integration Integrate with the university finance system to do the live account

validation upon users making bookings

Tracking samples Mainly:

® Quotation set up
e  Periodic reporting
e Invoicing for selected open sample job

e Job search with invoicing details
resource session data integration.

8.2 Research Equipment Management System (REMS)

ACLS has been designed and run as a single node and enclosed system. The demand to
run an institutional-wide REMS is growing. The new ACLS Enterprise Solution, namely
REMS, will provide an institution-wide REMS with the flexibility to maintain customized
control to meet the individual lab demands due to the differences in the nature of research
and science.

The following diagram shows the hosting conceptual design (indication only).
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App server runs with multiple instances to provide the full capability of backend server. The
following diagram indicates the full service instances of the app server. More instances can
be added to expand REMS capabilities.
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9 Appendix A — Modification for ANFF

ANFF stands for Australian National Fabrication Facility. Customization has been done since
2010 according to the requirements provided by the Melbourne Centre for Nanofabrication
(MCN).

This appendix intends to provide an operational guide to the customized ACLS for ANFF.

9.1 Modification for MCN

9.1.1 Background

The modification has been developed for the cost centre or business model running at MCN.

A provisional pricing schedule for MCN, in accordance with ANFF documentation, is indicated
below in Table 1.

Table 1: Pricing regimes for basic access to MCN

The key for the pricing schedule is listed below and correlates with the user category

Support Provided PhD Student University/ PF Researcher Industry User
Unassisted A B C
Assisted D E F

Basic consumables are included in the cost price, however, specialized consumables (e.g.
substrate materials) or retooling will be charged to the user at cost. Cost for access to flagship
instruments is indicated in the top scale of the pricing structure with general lab access and
non-flagship instruments (micron scale fabrication) being indicated by the lower end of the
scale.

Heavily subsidized access to the resource is available for new device/materials research which
requires “proof of principle” in order to secure grant funding. This is strongly encouraged and
will be judged on merit by the access committee.

Pricing for public sector researchers is based on marginal costs only. The above charges are
subject to review and may be changed without notice.

It is noted that to gain unassisted status, researchers must complete application specific and
assessed training provided by MCN in addition to all other induction, occupational health and

safety and training requirements.

Note that pricing and access for in-kind equipment and facilities at MCN participant
organization’s laboratories will be determined by the facility managers at those laboratories.
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Table 2: Charges Relating to Access of MCN Facility and Equipment

Equipment Booking A B (o3 D E F

Cleanroom Hourly $ 50 $ 50 $100 $75 $100 $150
Bio Lab Hourly $40 $40 $100 $ 50 $ 50 $150
EBL 3-7 hrs $200 $250 $400
DRIE (per system) 3-7 hrs $100 $150 $200 $150 $200 $300
PECVD 3-7 hrs $100 $150 $200 $150 $200 $300
FIB 3-7 hrs $75 $100 $150 $100 $150 $200
SEM Hourly $75 $100 $150 $100 $150 $200
PVD (EBEAM) 3-7hrs $75 $100 $150 $100 $150 $200
PVD (SPUTTER) 3-7hrs $75 $100 $150 $100 $150 $200
POLYMER SYSTEM 3-7 hrs $75 $100 $150 $100 $150 $200
NIL/EMBOSSING 3 hrs $75 $100 $150 $100 $150 $200
AFM Hourly $75 $100 $150 $100 $150 $200
CONFOCAL Hourly $75 $100 $150 $100 $150 $200

The following sections guide you step-by-step to set up the system.

9.1.2 Set Up Charge Category

Go to Utilities -> Charge Category Manager, where you need to set up your charge category.

There is no limit to the number of categories, however, it is highly recommended not to exceed

20 or you may get confused.

Bj Charge Category Manager

¥ Set up charge categories.

Charge Categories List Charge Category vs Type of Researcher

Note
Status
Charge Category Code

Record Created

Cese e Lo e

|' Choose user category from the list

Active

0

30/12/1899

Click on Full View of Charge Categories to access information panel of charge categories:
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B Charge Category Manager

@ List all charge categories.

Return

harge Category Note
Industry (AUS) users from Industries and commercial companies inside Australia
Industry (non-AUS) Users from overseas inductriy and commercial companies

Industry/ Commercial User Assisted

Industry/ Commercial User Unassisted

Public Funded Researcher (CSIRD, ANSTO... non Universities) For Public funded research scientists from such as CSIRO, ANSTO, ... non university institutes
Student Assisted

Student Unassisted

University (Aus) For users from Australian Universities including students and staffs

University (non-AUS) For users from overseas Universities including students and staffs

University/ Private Funded Researcher Assisted

University/Private Funded Researcher Unassisted

9.1.3 Set Charge Category vs Resource

Each resource must set up charge categories before staff can assign the charge category to
each user. If the user is not assigned a resource vs charge category, they are not able to make

any bookings.

e Go to Resource Manager to set up charge category for each resource:
Charge Rate ¥
User Category Charge/Hour ($)

Industry (AUS) |W

Industry (non-AUS) i

| 100.00
Public Funded Researcher (CSIRO, ANSTO... non |
Universities) 40.00
University (Aus) i

| 40.00
University (non-AUS) i

| 100.00

9.14 Set Up Charge Category to Users

e Charge category does not apply to staff. In other words, staff are free of charge for
bookings

e Each user must be given a charge category before they can make any bookings

e Each staff has the power to set up user charge categories

Please note that each charge category is resource vs charge category, which forms a charge
category matrix as per MCN price policy.

AC LAB SYSTEM 269



Appendix A — Modification for ANFF

Go to User Profile -> User Profile Manager, then find the user for whom you want to set up

the charge category, continue to the page of editing user profile, then click on Edit User

Charge Category button as in the snapshot below.

Profile FOB Pinboard

Supervisor Form

Publication Account  Certificate ]

[AC/DC Sputtering] = [University (Aus)]

[ALD - Fiji F200] = [University (Aus)]

[Artec 3D Spider] = [University (Aus)]

[Bio AFM/TIRF] » [University (Aus)]

[Bose Electroforce 3200] » [University (Aus)]
[Bruker Contour GT-I] = [University (Aus)]
[Cleanroom AFM] = [University (Aus)]

[Client shipping (substitute)] = [University (Aus)]
[Client Time: Abu Sadek] » [University (Aus)]
[Client Time: Bernie Orelup] = [University (Aus)]
[Client Time: Dan Smith] = [University (Aus)]
[Client Time: Dan Smith-Uni of Melb Client] = [University (&us)]
[Client Time: Fatima Eftekhari] = [University (Aus)]
[Client Time: Gediminas G.] = [University (Aus)]
[Client Time: Guangyuan Si] »= [University (Aus)]
[Client Time: Hemayet Uddin] = [University (Aus)]
[Client Time: John Zhu] = [University (Aus)]
[Client Time: Lachlan Hyde] = [University (Aus)]
[Client Time: Paul Spizzirri] = [University {Aus)]
[Client Time: Ricky Tjeung] = [University (Aus)]
[Client Time: Sean Langelier] = [University (Aus)]
[Client Time: Yang Lim] = [University (Aus)]
[Client Time: Zoran Vasic] = [University (Aus)]
[Confecal] = [University (Aus)]

[Contact Angle Measurement Instrument] » [University (Aus)]
[CytoViva Hyperspectral] = [University (Aus)]
[Design House-PC1] » [University {Aus)]

[Design House-PC2] » [University {Aus)]
[Diamond Dep-1 (BDD)] = [University (Aus)]
[Diamond Dep-2 (NV)] = [University (Aus)]

[Disco DAD321 Dicing Saw] = [University (Aus)]
[DRIE 1-Si only] = [University (Aus)]

[DRIE 2-Multi-purpose] = [University (Aus)]
[Dynatex Dicer/Scriber] = [University (Aus)]

Then follow the charge category setup page as below:

B User Profile Manager
@ Rt Lsar Charpe CateQony
: bl

Artec 10 Spider

i AFMTIRS

Bose Elestreferce 1200

Cleanroom AFM

Chumit Tame= Ay Sadek

Chent Teme: Bernie Orelup

Client Times Bmn Smith.

Cloent Tame: Juhn Hhu

Snsustry (ne-AUIS) ANSTO... nan Lsrersies)

Induistry (AUS)

Charge Category Usage (Booking)

Invoice

Useversty (mon-ALIS)

Select the resource, and choose the category by clicking on the radio button to complete. You

are able to find the charge category list for each user in the field of Charge Category on the

user’s profile page.
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9.15 Automatic Charge Category for new users

Through Charge Category Manager, you are able to map the relationship by clicking on
Charge Category vs Type of Researcher as below.

B Charge Category Manager

¥ Set up charge categories.

Charge Categories List Charge Category vs Type of Researcher

Charge Category [Choose user category from the list ~
MNote

Status Active

Charge Category Code 1]

Record Created 30/12/1899

m

Then map the relationship.

Bi Type of Researcher vs Charge Category

Industry (nen-hirs) Poblic Funded Hasaarchar (CSIRD, AMSTO... nos U

13
L.

Pubiie Fuded Resesrcher (CSIR0, ANSTO... san Universties] |_D!

Unwersity 23]

Uneversity {mon-A415]

Accept Changes

0|

Following approval of online registration, the system automatically sets up a user charge
category for each resource accordingly. However, if there is no relationship established

between the type of researcher and the charge category, no actions are taken for auto-rollover.

9.1.6 Automatic Charge Category for New Resource

You can apply the default charge category for all the users who have no charge category
assigned for a particular resource. The default charge category is “assisted”.

In Resource Manager, click on Set Default Charge Category To All Users button.

Bj Resource Manager

9 128 bookable resources 9 132 operational resources

Booking resources refer to operational and active resources that open to accept bookings.

Set Up Online Registration Resource List | Booking Resource Chart  Set Default Charge Category to All Users | Resources vs Charge Category Chart
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Upon completion, the system shows up the number of users who have been assigned the
default charge category through this action.

LIST OF USERS WHOSE CHARGE CATEGORIES ARE SET TO DEFAULT

| userniame ______Facilty Charge Category
Dong Zheng AC/DC Sputtering University/ Private Funded Researcher Assisted
jack test AC/DC Sputtering University/ Private Funded Researcher Assisted
test ok AC/DC Sputtering PhD Student Assisted
trish test AC/DC Sputtering PhD Student Assisted

Total: 4

This tool only sets the default charge category to those users who have not been assigned a

charge category for a resource.

9.1.7 Resource vs Charge Category

Upon clicking on Resources vs Charge Category Chart, a page with detailed information is

shown for easy reference.

B Resource vs Charge Category

9.1.8 Reports and Invoice Statements

The system calculates the charges and generates the reports with the charge category.

9.1.9 Online Registration

e Registration page

With respect to the standard, split address fields have been added and the Local Contact field

requires users to select at least one of the nominated local staff.

AC LAB SYSTEM 272



B To Register

> Registration > Terms & Conditions > School/Org > Supervisor

Title

Given Hame™

Family Name*

Student/Staf Ho.
{000 for visitors only)

Email*

L

Confirm Email*
Login Password®

Confimm Login Password*

—
—

Type of Researcher [1ndustry (aus) ~

Work Phone™ ;
(Digits Only)

Local Contact™ Select one staff at least:

[ Abusadex

[] Bernie orelup
[ Dan Smith

[ Guangyuansi
] Hemayet uddin
] John zhu

[ Paul Spizziri
[ ricky Theodore Tieung
[] sean Langslier
[ ang Choon Lim
[ zoran vasic

e Supervisor page
With respect to the standard, split address fields, given name, family name, work phone and
email have been added to the new supervisor registration.

B Supervisor Manager

@ Edit/Add supervisors

chool/Organization

lobile Phone

dmitri.gordeev@au.bosch.com

|

address 1}[1555 Centre Rd
|
[

Clayton

e Resource page



!

With respect to the standard, “Do you want this to be performed by MCN staff?” has been
added. The Resource of Interest list can be set up through Resource Manager.

cLEaNROOM FLAGSMIP FaciITiEs | [ BBL [olick o see more sbout ,..]

CLEANRCOM FLAGSHIP FACILITIES | ] Mot Embosser folck to 20 mors about ..}

GENERAL FLAGSMIP FACILITIES | [ FIB-SEM [cliok o see more about o]

micnoscory FaciLmes. | [ Gio APMITIRF (ahok go see mece abous o)

micRoscoey FaciLITIEs ] Light Field Micraspectroscope (click tn 5ee more about ...}

omHer FaciLmies [] Design House-PC1 [lich fo see mors about 1.,)

O
i
§
:
H
T
i
i
g
§
{

e Submission page

With respect to the standard, a confirmation checkbox has been added on the final
confirmation page of the registration form. Users must check the box to accept the agreement
before completing the registration.

[ To Register

:
i
!
i

1
108

f
!

||

i
|
!
|

|
I

o
i

When you click on the Submit button, ACLS will send an email notice to the following parties:

o User who made the registration
e User’s supervisor
o Staff nominated

9.1.10 Set Up Local Contacts

Go to Utilities -> Local Contact Manager, admin staff can easily set up the list of local
contacts as illustrated below:



Bj Local Contact Manager

¥ 58 up for online ragistrasion fom.

B
H

Alizan van de Heene ]

g
i

;
E

|
3

|

i
{

{
i

Mathew Sze Ming Lui m|

{
§

i
]

Sean Langeber -]
LT = R
Stuast Lucas a
Temgsem @
Tom Eddershan |
e .
arg Crozn Lim 1]

9.1.11 Register Supervisors

Supervisor details can be added or edited in the following format:

B Supervisor Manager

@ Edit’Add supervisors

—_—

Search Su

The supervisor address format on the invoice statement is the same.



3

9.1.12 Unassisted and Assisted Bookings

The following booking functions are done for MCN to replace the standard Resource Booking,
User Booking and Training Booking.

e Unassisted Booking
e Assisted Booking

ALD Veeco Fiji

9 EJ&Ig) Accent future bookings only @ Switch to dayiweek view by clicking on DATE as link
© Permitted Hours: 0:00- 24:00
== Account for Booking: Intemnal Account

Unassisted Booling Assisted Booking Service Booking

Regardless of the booking tool, a question field is added to the booking event page, and the
user must answer either Yes or No.

ALD VEECO FlJI

Description Dong Zheng

Notes
Repeat DISABLED
event
[ Full day ‘@12:00 - |13v |July - |2013v
‘@13:00 - ‘13v ‘July - ‘zomv
Reminder [
DELETE CANCEL m




oy

Unassisted Booking:

Unassisted booking originated from facility booking tool. The booking mechanism is the same.

Assisted Booking:

Assisted booking originated from user booking tool. The booking mechanism is similar.

Training booking is incorporated into the assisted booking now.

A new booking template is shown below.

ALD VEECO FIJI

Description | Assisted Event

User |— v|

Account | — -

Staff Time [ -
Facility

Staff Time | — -
Account

Staff Time ‘
Hours

Bockingfor [
Training

No MailtoUser [

[ Full day |®12:00 - |13v |.Ju|y - |2[]]3v

|®13:00 - |13v |July - |2013v

DELETE CANCEL m

A few new concepts are introduced to this template:
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o Staff Time Facility: you need to set up the staff time facility through resource manager.

o Staff Time Hours: if you choose the staff time facility for the booking event, you should
select the duration accordingly. The default value is 1 hour.

e Booking for Training: if this event session is for user training, please check the box.

9.1.13 Define Business Hours for Reports

Go to System Settings -> Configure System, click on Business Hour Settings to set up.
Access Records
Ermror Records

Customization Records

Plug-In Module License

eDM Seffing

IDAP Setting

Tumn on IDAP for All Users

Booking Comection

I Business Hour Settings
About ACLS License
Google Analylics

Rezet Public Calendar Script

Update Mobile Browser Scripis

Restore User Cerlificates

The Business Hour Settings will be used at the next stage for reporting.

9.1.14 Stop Booking Confirmation

For assisted bookings, the system won’t send out a booking confirmation if the Exclude from

Broadcast setting in the user profile is checked.

9.1.15 Booking Confirmation for Black Listed Users

For unassisted bookings, the system will send out a copy of the booking confirmation to the

trainers of that resource if the “Black Listed” setting in the user profile is checked.

Access Expiry [ (if checked, user access expiry setting is ON) Expiry Date: [05“9."20[4

Activate User Entry l:‘

Exclude from Broadcast l:‘ (if checked, user excluding from the list of broadcast messages)

Black Listed l:‘ (if checked, all trainers receiving booking confirmation whenever the user makes bookings)

Lock User Entry Permanently l:‘ (Once locked, users can not be reactivated through the system auto-reactivation)

Online Registration
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9.1.16 Account Discount
MCN introduces a discount concept to the account setting. Initially, all the discounts are set to
zero.

Bi Account Manager
@ Activd acoounts

[ . 221 ma
Show 100 v eniser Sewen Coy OV Emel POF
Shenring 11 190 S 297 erivies
Accoust Discount Expiry Account Frcons
1L Active Account Tyt (] L Daze Last Upssate Code Created
L John D o0 24062010 1032 38 tamsang

— Hoslake Abe Sanlon L1
n émares Engmeery Esbnal bmecics  0.00 Ll Dieng Theng ua SLUTRGS 1232 ] BamETaIE
“ AN Rt NG Ctarnal ivesce 0,09 N Jokn 8 en GATTE0N0 1420 4% A
n ANFF stall development. telernal Acconed 100.00 lanvtend Hemayel Uddin on JE0AD018 1507 438 Mo
“ A kan Fu Estemal imvsice 804 [T Jobn T on 26062018 1453 85 20T

If you wish to change the discount, edit the account.

Bj Account Manager

@ Edit account.

[ Search Account

.k_:h Click to view scoount discount log ...

__;" Click to edit account discount log ...

Account Name
Adelaide-Abel Santos

Account Type O Internal Account ‘@ External Invoice
Job Type () ClientJob @  Mon Client Job
Discount (%) 0.00

=D [um of Adelaide

Expiry Date |22/10/2024

Make Account Expired Now D
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On the account edit page, you are provided with discount change logs and are able to make

changes to the latest discount log in case of mistakes.

Each discount change is recorded at the date of the first day of the month. For example, if you
change the discount from zero to 2.00 (2%) on 11/10/2013, then the system records the
change effective date as 1/10/2013. By doing so, each discount is taken into the monthly usage

calculation as a monthly discount.

9.1.17 Reports and Invoices

All the reports and invoices are integrated with the account discount.

9.1.18 Track User Category Change

A tracker has been implemented to track any changes in user category so the system can
accurately report the charges and billings. For example, user James books SEM230 on 1 July
with user category “A”, then his category is changed on 2 July to category “B” and he makes
bookings on 5 July. When the system runs the report and invoicing, it uses category “A” rate
to calculate the charge for the bookings on 1 July, and category “B” rate for the bookings on 5

July, respectively.

You can check user category charge records through Charge Category Change Log.

9.1.19 Broadcast Messages To Newly Trained Users

‘To Newly Trained Users’ is added. Click on To Newly Trained Users to access. As usual,
type in subject and message body, select a period from last month to last 12 months, then click
on ‘Send Message’. The system sends the message to all the newly trained users for the

selected period of time.
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Bj Broadcast Messages

9 Set up my signature for outgoing mails.
@ Set up my mailing user list.

To Newly Trained Users My Signature My Mailing List

Bj Broadcast Messages

To Newly Trained Users

\Last Period in Month 1 v

|[Cheers.

Dong Zheng

For example, if you choose 2 for Last Period in Month, the message is sent to the users who

received training in the last two months.

9.1.20 Client Job and Non-Client Job Accounts

Client Job and Non-Client Job concept is added to account settings. By default, all accounts

are client job account type. This setting is for reporting.

Account Name R
Adelaide-Abel Santos

Account Type (O Internal Account @ External Invoice
Job Type (O Client Job ‘®  Non Client Job
Discount (%) 0.00

Bolc [Uni of Adelaide

Expiry Date 2271072024

Make Account Expired Now |:|



9.1.21

MCN Instruments — Hours of Usage

3

Hours of Usage summarises the usage each month in the format of MCN requirements. Two

options are available: Single resource hours of usage and Multiple resource hours of usage:

Resource: [{hnose resource from the list

From: []anuary w [2021 w

To: [August w [2021 w

Hours of Usage - Individual Resource

The process between single resource and multiple resources is the same. Choose

resource, select start month and end month, then click on Continue button.

In the example below, two facilities are selected:

Facility: 30 Printer Astodesk Embar

Shew 300w e

Shoeng 11 10 of 14 mekien

Hosrn of Unige i densary H Felraary 201 Warch g et My it dure M1 by 0
A Ll " "ol Ll L1 o0 L
At - Out ot " “ e 0 s e [
Avaiatrie 160.00 160,00 [LER-] 176.00 160,00 1760 176.00
o o s Trame Lnars . B . . . . o
Gihaduied Sivite e s (1] L1 e (1] am
5208 Booags Dwrpioprment. L e (L] L o e L1
r— aos a0 ™ ™ wos ™ a0
Urannaies - Oul of Heuy a0y a0 Ll .0y (L] L) o
LraTedoet Tere o e (13 L e L1} oo

Ansested: £ pnarsted beskings wchating traesing boskingh, mi the selection of slf bime sy, dunng buaatss hiurs (Mendiy b Prediy )i

Unassrsted: e users, melodng withaut 3 e ~hart b acetard

o for non-chart job acesurt rewied bosiorge, Sunng Bunness hours (Mendsy ts Frday |

Unscheduled; 44 arvice bookngs rachedded o bnans hours [Wendy 13 Frdes):

Schoduled: 4 parvite beokinge schadidad ) (Monday to Frby:

Avaitable: ={Br{wark o ad. hedsled-Sched,

Unassisbed Out Of Hours: A But of Hour wraiesbed bosk:ng by ol users, exshudeng nan-clerd job steounl relabed bosknga:

Asassted Cut Of Mours: A9 5t of hour Assacted bockngs, weth the electon of saff time facbty, Sor chent-job sccount.

No, of Hew Traiming Usars: e of usars wh reowes the seridates issoed b she marsh.

e |

Cuy GOV Emel POF

the
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9.1.22 FOB for User Profile

FOB tab is added to each user profile, only admin can change FOB properties:

e FOB title

e FOB type

e FOB regdate

e FOB expiry date

All users and staff FOB require expiry date.

& alan alan

Profile | FOB . Pinboard Supervisor Form Publication Account Certificate Trainer Charge Category Usage (Booking) Invoice
FOB |
Type of FOB |

FOB Expiry Date 31/03/2018 j

FOB Reg Date

Staff and users can view FOB information through My Profile.

9.1.23 Consumable Module Modification

o Ultimately we want the ability to specify linked consumables when making a booking.

e We already have the ACLS consumables register, where we are inputting various items
such as wafers etc., that we can charge to users. What we are missing is the ability for
users to "self-select" consumables as a part of their bookings. An example would be a
user doing a thin film deposition of Gold. They should be able to book the tool and select
how many nanometres of Gold they will use. ACLS should then add that charge to the
booking. Another example would be a user booking a spin coating station... this person
should be able to specify which photoresist they are using and the number of samples
they will process —all of the resists and the charge/sample would be specified in the
consumables register.

e | know ACLS has all the basic functionality for this already in place in separate locations,
it should just a question hooking them together.

e Resource manager should allow us to set up each tool with the relevant "linked
consumables" if applicable. That is, in the booking profile for a tool, we should be able to
add a section for consumables. Staff could setup a tool and select: Linked Consumables
= YES/NO, and if the answer is YES, we should be able to select items from the
consumables register. These items would then show up when making the bookings and
the users can indicate how much they are using.

e Some accounts shall be disabled for consumable orders

e Set up default user account as the first option to the unassisted and assisted booking
calendar

9.1.23.1 Accounts Used for Consumable Order

Admin can set up the account dedicated for consumable orders. In the other words, when

users place the orders, they only need to choose the consumable type accounts.
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e account manager to include a YES/NO control for whether an account can be used for
consumables charges

e default status on an account will be YES.

e MCN staff will manually disable for accounts that should not be used for purchase of
consumables

e |IMPORTANT: accounts that are NO can still be used for booking of instruments.

Account Name [
| ALEXANDER HEGER (MONASH MATH)

Account Type ® UNSWAccount () External Invoice
Job Type @ ClientJob () MNon Client Job
Used for Consumbale Orders

Discount (%) |-|:| -

Note |
Expmy: e 14/06/2035 =
Make Account Expired Now ]

9.1.23.2 Linked Consumables of Resources

Admin can set up consumable list for each resource. If the consumables are set up for the

resource, it is compulsory for users to place the orders with the min gty for each booking.

Go to Resource Manager to set up consumables.

Bj Edit Resource

ALD - Fiji F200

General Profile  Booking Profile  Calalogue Profile  Charge Rales  Linked Comsumables  Training Cestlicate  Trainer  Cerlified Users  Tracker Semlings

+Add

Consumable Code Consemable Description Min Order Quantity L

T

ALTESN ks

Click on Add Linked Consumables to add consumables from the consumable library.

AC LAB SYSTEM 284



Appendix A — Modification for ANFF

ALD - Fiji F200

General Profile Booking Profile Catalogue Profile Charge Rates

+ Add Linked Consumable

[ Choose consumables from the list ¥

|1

Select consumable

Min Order Quantity

Linked Consumables Training Certificate Trainer Cer

Note [

You are able to access the linked consumable page or delete it.

9.1.23.3 Linked Resources of Consumables

Admin can see the linked resources on the selected consumables and access the linked

resources.

| Ebeam Evp-ag

[E-team Evp-Ag

Consumable Categary [Evap Precious Metals ¥

Consumable Image ~ar

F W

' Uplosd Consumable Image

Urit Type (Min Ordes Qlty/Type) CE o
X sl [ 1mi (enter min arcer gty and unte.g. 10nm. Tmg, mi)

Price per Unit (3]

Stock Quanity 0074

Reorder Quantiy

Hide Stock Qty on Cart (]
Admin Only O
Stas {Tick to be active!
Submit
Linked Resource Min Order Quantity -
ALDCNEE 2 Access=ALD GNT Fii

9.1.23.4 Unassisted Bookings

If linked consumables are enabled for the resources, it is compulsory to order consumable for

each booking session. System does not check the order entry for the resources which do not

enable the linked consumables.

e Consumable order details are visible on booking tooltips, including order number
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Event: Dong Zheng

Start date: 11/11/2019 00:00

End date: 11/11/2019 01:00

Notes:

Consumables: #727: E-beam Evp-Ag; E-beam Evp-Ag; Order: 12; Total: $0.24. #727: Holders Carrier Mask 5- Lot #; Holders Carrier Mask 5 Order: 1; Total: $6.20.

[ I 1 | [

Record consumables



ALD CNT FL.I

I

Description | Dong Zheng

Currently  #727: E-beam Evp-Ag; E-beam Evp-Ag; Order: 12; Total: $0.24.

Recorded
Consumables #727:Helders Carrier Mask 5- Lot # Holders Carrier Mask 34

Order: 1; Total: $6.20.

Repeat DISABLED
event

O Full day @ 0000w |11 w  |Movember * 2010 W

@m:nu w |11 w |Movember w |2012 w

Reminder [

RECORD/MODIFY CONSUMABLES

DELETE CANCEL n

e Click on Record Consumable Button on the popup booking form to record or order
consumables.
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e Based on the linked consumable settings to the resource, the new page is open for the
user to record consumables and account to the booking sessions.

Commmemmebs Eie L - [P N— [RSPAP— [T —.

Please select account for consumables:
MCH Internal Account

MCHMN STAFF

Then enter the order quantity and the appropriate account, then submit. Then close the
page by clicking on the below button and continue to the booking form. System does the
check against min order quantity and update the stock quantity.

The consumable orders made by bookings are marked as delivered or closed
automatically.

Consumable order is submitted
@ Reference ID: 1571091718527
Close and Complete Booking

e You can see the newly ordered details in the highlighted order panel.
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Description | Deng Zheng

E-beam Evp-Ag; E-beam Evp-Ag; Order Qy:12;
Toral:£0.24.

Holders Carrier Mask 5- Lot =; Holders Carrier Mask 5- Lot
#; Order Qiy:1; Total:46.20.

Repeat DISABLED
event

O Full day ‘@m:nu - |12v ‘Ncwernber - ‘2;:"9 -

‘@01:00 - |12v ‘Ncwernber - ‘2019 -

Reminder [0

RECORD/MODIFY CONSUMABLES

DELETE

e Upon save the bookings, the details of the consumable order or record are shown on the
booking form and tooltips.

e What if users don’t record or order consumables? System pops up the following alert
message.



BOOKING EVENT

Warning: Consumables are not ordered and
bocking not saved

e For those resources which do not set up linked consumables, users make bookings as
usual.

9.1.23.5 Assisted Bookings

e |tis the same mechanism to record the linked consumables. The difference is that
system records the consumable orders to the user selected by the staff. Staff needs to
select the same user for both the booking and the consumables.



ALD CNT FLN

Diescription | Azslstad Evast

vser |- - User selection for booking

Currently
Recorded
Consumables

Staff Time | -

Facility

Staff Time | . -
Account

Staff Time |
Hours

Hotes

Booking for [}
Training

Mo Ml to Usar [0

T2 oW

1 Full day |@ v Howembar  w |20‘1':l -

|@ [

RECORD/MODIFY CONSUMABLES

DELETE CANCEL oK

TE oW

Hovembar - |]0‘10 -

At the recording consumable page, if it is a new booking, you need to select the same
user as the selected user for booking.



# Relucasse 15 ETIOMINATE

Gt (ot Commermabte Donirgesn e Ty - Sk Gty e o Gty Lnter Omer Gty
Bt firtg P ] = wm (= ° @

ey G s 3 L et Carr 3 ' s ™ ' 15

e .

L e
E T T——
T e e

Step 1: Please select user for whom you record consumables (The selected user must be the same user selected for booking):

|aqi Rif=i v
Step 2: Please select account for consumables:

O RMIT-Andrew Greentree

O RMIT-Kate Fox

9.1.23.6 Timeline Bookings

e On the timeline calendars, if one of the resource requires the linked consumables, the
Record Consumable tooltips show up for all.
o Resource with linked consumables

oAy m vonth [ ven | Tue, 15 Oct 2019 = Mon, 21 Oct 2019

15 Det Tue 16 0ct Wed 17 Oet Thu 18 0ct Fri 19 0ct Sat

o 0 00:00 - 20:00 ALD - Fiji FZ00
éﬂ o 2
ALD - Fiji F200 A #

nnssisted Event- Dong
eng g
| Event: ALD - Fijl F200 - Unassisted Event: Dong Zheng

‘ Start date: 15,/10/201% 00:00

End date: 19/10/2019 20:00
Notes:
| Consumables: AL1234, mineral water, Order Oty. 20, Tolsl: 52.000.00.ALTES1, coka, Order Oty 2, Tolal: 52.00

Bruker Contour GT-|

Cleantoom AFM

00:00 - 20:00 ALD - Fiji F200
..~ Unassisted Event: Dong

iiZheng

Event: ALD - Fiji F200 - Unassisted Event: Dong Zheng

Start date: 19/10/2019 00:00

End date: 19/10/2019 20:00

Notes:

Consumables: AL1234; mineral water, Order Qty: 20; Total: $2,000.00.AL7891; coka; Order Qty: 2; Total: $2.00
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e Resource without linked consumables: show ‘Not applicable”

m wowtH | voaa o] Tue, 15 Oct 2019 - Men, 21 Oet 2019
q o 00000 - 3090 ALD - Fig FI00
] - Unaasisted Everts Do
1
=
1 H
=/ o
|
..

&

ste it: Dong Zheng

End date: 21/10/2019 00:00
Notes:
Consumables: Not applicable

¥ Reference ID: 1571093518330
¥ Resource: Disco DAD321 Dicing Saw

? Recording consumables is not required for this resource, Disco DAD321 Dicing Saw.

9.1.23.7 What if the bookings are cancelled?

e For those bookings recorded with the consumables, if the bookings are cancelled, then
the orders are cancelled either, and stock quantity is adjusted.

9.1.23.8 What if the consumable orders are cancelled?

e Upon cancelling the consumable orders which are recorded with the bookings, the
bookings remain but the consumable orders are indicated as cancelled in the booking
calendar.

9.1.23.9 My Orders Recorded BY Bookings

e In general, there are two types of consumable orders, one from shopping carts, and the
other via bookings. Those orders made by bookings are shown with the booking
reference on the order summary.

e My Consumable Order button is available on booking calendar page so users can check
his orders anytime.
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ALD CNT Fiji

¥ [, Accept future bookings only
9 Switch to day/week view by clicking on
DATE as link
@ Permitted Hours: 0:00 - 24:00
= Account for Booking: MCH STAFF

¥ Resource Details
£ Calendar Setfings
¥ Booking Quota

& User Confacts

# Color Codes

& Email Motification

4 Refrospective Bookings

My Consumable Orders

Refresh Balance

I EBooked
[ Balance

Bi My Orders

nm-nm

Show| 100 v |enboms Bearch Copy  C2V  Emd  POF

Showeng 142 § 24 8 eniies

Crder. Conumatie GenveTatie unit Price per Oetdes Order Cancrilatan

Numesr Year Usar Areoum | Code Desznpoon Tyee Unit Crsantity Tatsl Ordier Date. Soatus. Date Bakmng Ref

%7 £l asban (e e i 1 002 T e aemeens Ciosed 16715208385
Eghins Bach ner

6 e #aban Menmh Univiide  Ebeam Evpig Lbtam Bipig 1 s00z ] s0e 0b0te Canceled 20102018 1101 16TAE0THE
Egham Each ne

TE4 01 Amba Manash UneUde Epeam Evnip E-beam Evp-Ag ] 002 2 0 2N Canzefies 2102019 1058 ASTHS2OEISTS
Eghimi Bach ke

™ . ashan Hasnah Univiids  E-bmam Evpeig Eoboams Evpeag ' 3002 * BT sonenery Garcesns a1 1041 TarIsm T
Eghim Baen 151

nz e astas Msnsah Univiids  Ebasm Bepig baas Eapag ' 003 ! 084 a0 Closed T
Faters Bach s

T ms Anban g g 1 s002 2 5004 DIRTIE Carcedes 2IHG 4T ASTHSZISHE012
Eghim Bach oaar

57 E abbas Msnsah Univilds  E-besm Evpuig Eubeam Evpedg 1 0z 3 W b L) Canceld 1070132834 15TIS0MMS
Eghtims. Bach (153

Totw e

nm.lu..l




oy

9.1.23.10 Consumable Orders Recorded BY Bookings

e In general, there are two types of consumable orders, one from shopping carts, and the
other via bookings. Those orders made by bookings are shown with the booking
reference on the order summary.

Previess | 1| Mex

Shem  ghp v e Searh: Copy C5V Dacel POF  Prinl

Order ear User Aczsmnt Consumasie Consumatie unis Price Grer Tesal Order Crder Place Cansellatien Belhvery Bosking
Number Codn Dreription Tree por Guanisy tate e Qrder Oate Qate st
unie By

L] s Doy AEANDE AL7E o =] 100 7 20 1005 - Oen Derg 1STSIMIRIE
Zreng | HEGER WONASH i
AT

E Dong MLEUANDER ALTES ok [0 EAE ) 2 1208 1510004 Open Dbarg 1STIORTTIESET
Dang  HEGER (MONMIH Trang
[

7 29 Bang ALIANDER AL ok [ o 2 (1) 1IN Opan Bang el
Tang  HEGENMONASH Dng

[ s019 ey AERANDER ALtiss imineral wates e RTINS S000 | NG Open oy 1570msas058s
Ireng MEGER (MONASH Ineng

(] b Dang AL EAANDER ALz mineral water e 170000 2 200,00 131002015 Open Danyg 1ET0SAFEEETY
Thang  WEGERMONASH Treng
AT

Treng HEOSN MON&SH g
[

n & EE Bacy ALANDER AT caka = o H 200 W Geen Doy VEPORAAEGET

¥ 2018 [ ALEXANDER ALt el wat = #0000 1 SO0 AT | Open by
Treng HEGER MONATH Treng
AT
8 e ALELANDER e caka [ o 1 5100 WIDINT  Bewn Doy
Treng HEGER MONASH Tneng
wiate
s Doy ALLCUANDER ALTZS minersl water e 410000 z 1200:00 13102015 - Open Doy 1SPOSIMAITS
rang AR (MONAGH reng
MATH
% 0% Beog ALEHANDEH AL cokn [ no 2 1) WADING  Opan Dang VIS
Teeng HEGER (MONASH Toeng
AT
a 01y Doy A ERANDER ALYTZM mneral wates [ 0000 0 SLO0O0D PGS Opes Doy 1STOSHZIITITE
Ireng MEGER (MOMASH Tmeng
ation Delivery Booking
Date Ref
1570933433219
1571091718527
1570934503863
1570934503863
1570933566471
1570933566471

e If the order is made via a booking, the booking details are shown up to the order form for
changes and updates.
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9.1.24

Bi Update Order

Order No:
Consumable Code:

Consumable Description:

Booking Ref:
Booking Start Time:
Booking End Time:

Booking Resource:

User:

Account:

Unit price ($):

Order quantity:

Stock quantity:

Delivery Status:

9

AL7E91

coka

1570933433219

Thursday 24/10/2019 00:00

Thursday 24/10/2019 02:00

ALD - Fiji F200

Dong Zheng

®/ALEXANDER HEGER (MOMNASH M

|. 1.00

2

(tick to close delivery)

ATH)

Booking with time-based consumable usage

Case study:

Users make a booking on the 3D printer and the amount of 3D printer resin that is
consumed depends on the length of the booking.

It's not always possible for users to know the amount of resin they will consume in their
booking so we'd like to have ACLS apply a consumables charge that is linked with the
booking time itself.

For example, John Smith books the printer for 2hrs. The rate for the "3D Printer
Resource" is $10/hr. The rate for the time based consumabile is set to $15/hr. John Smith
will be charged for 2hr*($10/hr+$15/hr)= $50

This could be accomplished by having the users manually specify how many hours their
bookings are (basically by treating the “unit” of the consumable as hrs, but this will allow
people to cheat. If ACLS is doing this calculating this charge automatically based on the
length of time of the booking, it's much better.

Flow chart:
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MCN

Linked
consumables?

Add Consumable
order

Open quantity

based 0 Time based?

consumable
dashboard

n both
nd time

Add consumable

L order, time based
and quantity

based

Unassisted
> calendar
f—-
Cancel booking in
mable L .
.Ir[r . System settings
Data logbook

Invoice Manager

Quantity Se

order is editable

9.1.24.1 Set up time-based consumable charge rate

First step, go to consumable library, edit the selected consumable profile, a new setting is
added as time-based price/hour. ACLS auto-calculate time-based quantity/15 minutes.



Unit
1 (e.g. nm, mg, ml)

Min Order Quantity ((Resource Specific) -
1 (integer)
Py Unit
rice per Unit (5) -0 o0

Time-based Price/Hour (3) A e o
) (effective if linked consumable is enabled for fime-based)

Equivalent to quaniity/15 minutes: 2 {quantity/15 minutes is used for time-based consumable usage calculation)

Stock Quantity 284

Reorder Quantity ﬁ

Hide Stock Qty on Cart O

Admin Only O

Status (Tick to be active)

The reason to convert from price/hour to quantity/15 minutes is due to the calendar min
time scale 15 minutes.

9.1.24.2 Linked time-based consumables to resources

Go to Resource Manager to set up linked consumables including the time-based
consumables.

3D Printer Autodesk Ember
General Profile Booking Profile Lab Space Catalogue Profile Charge Rates Linked Consumables Bi

+ Add Linked Consumable

Consumable Code Consumable Desc

) Mask Plates Mask Blank 5- Soda Lime Cr AZ21518 0.5um 2.5mm Lot # Mask Plates Mask |
Access Consumable
Dicing 4inch hoop shipper Dicing 4imch hoop s

Linked Consumables Booking Form Training Certificate Trainer Certified Users Tracker Settings

Consumable Description Min Order Quantity Note Time Based
ot# Mask Plates Mask Blank Sinch Soda Lime Cr AZ1518 0.5um 2 5mm 0(1) Currentty enabled
Disable Time-Based

Dicing 4inch hoop shipper 0i1 Currently enabled
: . " -
Disable Time-Based



oy

You are able to toggle the linked consumable state between the time-based consumable
usage and quantity-based consumable usage.

9.1.24.3 Time-based consumable usage

ACLS is scripted to handle the mixed linked consumables to the resource. If the linked
consumable is set as time-based, then users and staff don’t need to enter the quantity.
System calculates the time-based linked consumable usage according to the booking time.

9 Reference ID: 1600073912446

Please select account for consumables:

O MCN STAFF
Consumable Code Consumable Description
Mask Plates Mask Blank 5- Soda Lime Cr AZ1518 0.5um 2.5mm Lot # Mask Plates Mask Blank Sinch Soda Lime Cr AZ1518 0.5um 2.5mm
Dicing 4inch hoop shipper Dicing 4inch hoop shipper

Unit Price (%) Available Quantity Min Order Quantity Enter Order Quantity
$30.00 308(1) o(1) time-based consumable, cost is auto-calculated based on the booking time
$9.40 9995(1) 0(1) time-based consumable, cost is auto-calculated based on the booking time

Select account and save. Then calendar shows the cached result as indication.

Upon saving the booking, the order is auto-calculated according to the time-based rate of
the linked consumables. You are able to see the consumable orders with the indication of

time-based.
Order Year User A t Ci bl C 1able Unit
Number Code Description
Update 1230 2020 Dong Zheng MCN 5TAFF Dicing 4inch hoop Dicing 4inch hoop 1
= shipper shipper
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Price Order Total Order Order Place Cancellation Delivery Booking
per Quantity Date Status Order Date Date Ref
Unit By
$9.40 3 $238.20 14/09/2020 Closed Dong 14/08/2020 1600073912482
Zheng {time-based)
Bj Update Order
Order No: 1230

Consumable Code:

Dicing 4inch hoop shipper

Consumable Description:

Booking Ref:

Dicing 4inch hoop shipper

1600073912482 (time-based)

Booking Start Time:
Booking End Time:

Booking Resource:

Wednesday 16/09/2020 00:00
Wednesday 16/09/2020 03:00

3D Printer Autodesk Ember

User: Dong Zheng
Account: O Mcn STAFF
Unit -

Unit price ($): [9.40

Order gquantity:

3

Available quantity: =1=1=e]
Stock quantity: G932
Delivery Status:

Delivery Date:

Delivered By:

Admin can alter the order even if it is the time-based. However, when the booking is

14/09/2020 19:49

changed, this order follows the change of the booking time as it is part of the booking.

Unassisted booking calendar, assisted booking calendar and time-line booking calendar
are modified to handle the time-based linked consumable with the booking time.

AC LAB SYSTEM
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You are able to cancel any bookings with the service booking calendar. If the cancelled
bookings are saved with the time-based linked consumable, then the respective time-based
consumable order is also cancelled.

9.2 Modification for ANFF WA Node

9.2.1 Background

The essence of the problem that we have is that we want to book a tool overnight to
reserve the time and ensure that no one else books it, but we do not want for the overnight
hours to be counted and reported in the excel usage reports that we generate for reporting
of facility usage hours.

We adopt the proposed option “Somewhere in the settings for a tool we tick a box “do not
include in excel reporting overnight hours booked between 8pm and 10am.”.

9.2.2 Resource Setting Changes

A special ANFF WA setting is added to the resource profile in Resource Manager to
configure the resource for the special reporting hour control.

e Report Enabler: tick to enable the special hour control for report. If unchecked, report
hours are calculated as usual. If checked, the report start time and end time are used to
calculate. For example, the booked hours from 9 to 16, the report start time is 10 and
end time is 15, the calculated usage hours are 5 instead of 7.

e Report start time: starting hour to count as reporting usage or booked hours

e Report end time: ending hour to count as reporting usage or booked hours
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9.2.3

Booking Resource

Resource Group

Rezource Image

4Wave BTIBD sputter v

Certificate details ...
B 4WAVE BTIED SPUTTER - 247 USE
B 4WAVE BTIBD SPUTTER - OFFICE HOURS ONLY

o Go to Training Manager to update certificates ..

Trainer details ...

o Go to Training Manager to update trainers ...

CLEANROOM

Rezource Type Res=arch Equipment
Catslogue Access Local

Item Number

Description

Location EECERm4.19
Cussodian

Min Hour per Sessien 1.00

Min Booking Unit 15 minutes
Multiple Bookings At Same Time Mot Permitted
‘Compulsery Booking Confirmation e

Backing Alert Mo

Training Certificate Required
Pre-fpproval Booking Mot Required
In-Progress Booking Changs Femmittzd
In-Progress Boaoking Cancel Femittzd
Booking Ensble e

Operation Status Active

Last Update Dong Zheng on 28062010 08:45
ANFF WA Settings

Report Enabler e

Report Start Time 10

Report End Time 15

Resource Code 8

Record Created 05052014

Report Manager

Month: | May v
Year: 2015 ¥

Operation and training hour report are implemented with the reporting hour controls.

Operation Booking Report
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ANFF WA Hours are added to the report as shown below. Both monthly and period reports
are modified. Batch reports applies the same changes as well.

24/05/2019
12:45

9.3 Modification for ANFF QLD Node

24/05/2019
1545

9.3.1 Background

ANFF QLD Node requested to modify the ACLS (MCN) version to meet its own operational

Search

Booked ANFF

Hours Booked
Hours

3 3

3 1

2 2

2.5 2.5

4 2

3 3

2.5 2.5

3 2.25

23 18.25

Previous | 1 2 3 | 4 Next

Booked

On

14/05/2019

15/05/2019

17/05/2019

17/05/2019

21/05/2019

23/05/2019

24/05/2019

Copy CSV Excel PDF  Print

Notes

CoPd deposition

CoPd alloy fabrication

CoPd alloy thin film

CoPd deposition

Shut-down due to compressed

airline works

CoPd deposition

target changes Fe-larger
thanCo Co-larger thanMi add
additional Al foil to target
shutter and target shield of Pd

CoPd thin film depositicn

requirements. The business process has been overhauled in ACLS to deal with the business
model integrating with projects and memberships.

This guide intends to cover information about the changes to many aspects of ACLS. In short,

they are:

AC LAB SYSTEM

303



Appendix A — Modification for ANFF O

e Online registration submission
e Online registration approval
e Manual user registration by admin staff
e Project membership registration
e Project top up hours tracking
e Project daily updating to remaining hours
e Resource registration
e User booking tool with booking reminder
e Booking data report: All the data reports are set up for the project membership rate
accordingly
Booking data invoicing: All the invoice statements are set up for the project membership
rate accordingly. The system needs to be able to generate monthly invoice statements
per supervisor
e Consumable ordering and resources
e Order consumables by users
¢ Register and edit consumables by admin staff
e Top up consumables by admin staff
e Consumable reports

9.3.2 Register Project

Through Utilities -> Project Manager, you can set up project memberships. As the charge
rate is defined by charge tier and charge category (or so called charge group), you must set up
Charge Tier and Charge Category before clicking Project Manager. The Charge Category
term is used to be consistent with the MCN version.

e Step 1: Set Up Charge Category

Through Charge Category Manager, you can set up a list of categories as illustrated
below.
Bi Charge Category Manager

@ List all charge categories

Return

Bustralian industry Australian Industry Funded Contract Research
Australian publicly funded research agency e.g. CSIRO or the Australian Synchrotron

External university Publicly funded research for non-Host universities

Host university e.g. NHMRC Projects, ARC Discovery, State Grants...
Industry linkage (university) €.g. ARC Linkage Grants, NHMRC Development Grants...

International industry International industry funded research
International other Research for international clients who are not industry funded

Other anything that does not fall into one of the listed categories

e Step 2: Set Up Charge Tier

Through Charge Tier Manager, you can set up charge tiers.
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Step 3: Set Up Rate

When you click on Rate Settings of Charge Tier vs Charge Category, you can see a
rate matrix table as shown below.

B Project Manager

.00 40.00 00
Clrick 1o g [Clrick o e Dlrck 1o 65t

$0.00 $0.00

$0.00
Chrick 1o wan Chrixeo e Dk 1o pse

4000 s0.00 I
Difick 1o Clrick to e Dirick o bt
s8.00 $33.00 43300

LClrick to edn Clrick to e Clinck to et

$6.00 $16.50 31830
Clriek 1o £ Clriek oo e Dtk 10 880
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Click on checkbox next to Edit to change the rate.

Bi Project Manager

9E0 rates

Sustrakian publicly furded reussech sgeecy cor Howt ureversity  Industry

CONTRACT AL (UMASSESTED] L (e .00 (e 800 $182.00 (L1 #9.00
CONTRACT ENTERMATIONAL (ASSESTEC] s282.00 $0.00 § ¥ .0 $403.00

CONTRACT ENTERMATICHAL (UNASSISTER] #8260 (e .00 (e 800 $300.00 (L1 #9.00
CONTRACT RESEARCH LG (ASSESTED] $116.00 $0.00 t ¥ 0.0

CONTRACT RESEARCH LG (UNASSISTED] 15500 8200 80.00 sa.00 $0.00 $0.00 s0.00 $0.00
MEMBERSHIP ACCESS RATE 100HR s $0.00 ¥ $10.00 1.0 o
MEMBERSHIP ACCESS RATE 100HR TOPUPL $0.00 $0.00 $0.00 $32.00 $22.00 $0.00 s0.00 $0.00
MEMBERSHIP ACCESS RATE L00HR TOPUPZ t £0.00 o $15.50 $16.50 $0.0
MEMBERSHIP ACCESS RATE S0R. $0.00 £0.00 $0.00 3850 43850 £0.00 s0.00 £0.00
MEMBERSHIP ACCESS RATE S(R TORUP t £0.00 o 1100 $33.00 $0.0
STANDARD ANFF ACCESS RATE £0.00 .00 80.00 £55.00 £55.00 8020 a0 80.00

Click on Accept to save the rate.

e Step 4: Register Project
Through Project Manager, you can define which supervisor has membership of the
project.

Bj Project Manager

@ Edit'Add project.

Return
Project Name [
Charge Category [Chonse user category from the list N
Charge Tier [Choose charge tier from the list ~
Charge Rate/Hour £0.00
Membership {Tick to be inclusive)
Supervisor [Chonse supervisor from the list ~
Project Status (Tick to be active)

You can add a new project, or edit the existing project, but you cannot delete the project.
To edit the project, select the project from the dropdown list, click on Edit.

Description of project parameters:

Parameter Description

Project Name Project name, should be verified by the staff

Charge Category Charge category, set up through charge category manager
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Charge Tier

Charge tier, set up through charge tier manager

Charge Rate/Hour

Auto-loads after the selection of charge category and charge tier

manually set it as ‘inactive’ to switch it off and prevent it being used by users

to book facilities.

Membership Check the box to allocate the project to membership of a supervisor.

In other words, the system tracks the project booking hours daily if inclusive.
Supervisor Supervisor who oversees the project
Project Status Project is considered ‘active’ even if the membership is expired. You have to

9.3.3 Register Membership

Through Utilities -> Supervisor Manager, you can set up memberships.

Bi Supervisor Manager

#21 suparvsors

School/ Orgasization: |ANTT-Cptafat

Each supervisor can have charge of only one membership, but each membership can
connect to multiple projects through the project settings explained above.

AC LAB SYSTEM

Code  Record Crested
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9.3.4

9.3.5

B Supervisor Manager

@ Edit/Add supervisors

Search Supervisor

Title |'Mr. ~

Supervisor Name | David OConnor

School/Organization [ ANFF-Optofab w
Work Phone | + 61 2 8374 5308

Mobile Phone | 11111

Email | d.oconnor@bwfoundry.com

Address 1 I Bandwidth Foundry International Pty Ltd, Suite 3 Biomedical Building

Address 2| 1 Central Avenue, Australian Technology Park Sydney
Suburb | Eveleigh
State | New South Wales ~

Postal Code | 2015

Bandwidth Foundry International Pty Ltd, Suite 3
Biomedical Building

Postal Address 1 Central Avenue, Australian Technology Park

Sydney
Eveleigh
Membership Settings
Start of Membership E
End of Membership =]
I 0.0
Topup Hours

» click to view top up logs:

Remaining Hours 0.0 (Last Updats Date: 26/06/2017)

Alert Thresheld Hours | 0

Register Resource

Use the same method as described in the standard ACLS manual, go to Resource
Manager to set up resources.

Three additional fields have been set up for each resource:

e Description
e Location
e Levy/Hour

The levy is used for additional charges to bookings. For example, if the charge rate is
$20/hour, and levy setting is $10/hour, then the final charge rate is $30/hour.
Online Registration

The three steps to complete online registration are coded according to ANFF QLD
requirements.

AC LAB SYSTEM
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> Registration > Terms & Conditions > Submission

NEW USER REGISTRATION

e

Given Name™ |:|

Family Name™* l:l

Preferred Name ‘ |
Student/Staff No. l:l (000 for visitors only)

Email* ‘ |

Retype Email™ ‘ |

Login Password™ l:l

Retype Login Password™ l:l

Type of Researcher

Contact Number™ l:l (Digits Only)
Supervisor® [ e
Project™ \Choose project from the list V|

Please contact staff member if you cannot find the projects!

*; Indicating the compulsory data fields

The supervisor list is compiled through the active project profiles. Upon submission of the
project, the system sends a notice to users and staff members.

9.3.6 Update Project to User Profile

All the functions in User Profile are revised for this project.

Profile  Form  Publication ~ Project ~ Certificate  Usage (Booking)

Project(s) FERRO n
Edit User Projects

You are able to add projects to the user through Edit User Projects.

B User Profile Manager

© Et user projects

Pruyect Project Code Suspended Delete
resso )
Chocte peopect frum the it o o o weth bo add mew propect

The information icon contains detailed project information, simply click on icon to view.
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9.3.8

Bi User Profile Manager

9 £ user projects.

unhnersty L ——
Charge Tier STANDARD ANFF ACCESS RATE ' you wish 1o add new projoct

Consumable Resources

Consumable Resources is specially implemented in response to ANFF QLD Node
requirements. Staff can register, edit, order, track and manage the consumables through
this feature. Users can only place an order for the consumables.

In Consumable Resources, there are a number of tools as shown below.

» Register Consumables

» Search Consumables

» Change Consumable Orders

» Order Report By Consumable
» Qrder Report By Supervisor

» Stockiake Active Consumables

» Stocktake Inactive Consumables

Register Consumables

You can register new consumables, and search and edit existing consumables.
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9.3.9

Bi Register Consumables

% To top up stack ...
T view consumable price change log ...

+To edit last consumable price change log ...

EDIT CONSUMABLE

Consumable Code

Description

Unit

Price per Unit (§)
Stock Quantity -14

> dlick to view top up logs:

Reorder Quantity [n
Admin Only L]

Active Status (Tick to be active)

=

Parameter

Consumable Code

The consumable parameters are explained in the table below:

Description

A short code to represent the consumable

Description Description of the consumable

Unit Individually defined

Price per Unit ($) For example, $55 per 100pc

Stock Quantity The current stock quantity, this value is constantly updated
against the consumable orders once a week. You can check the
top up records.

Reorder Quantity This is used as a threshold to trigger an alert to staff if the stock

quantity is less than the reorder quantity. The system runs an
order update at 12am each Saturday, then sends out any

necessary alerts.

Active Status

If inactive, the consumable is taken off the order list.

Search Consumables

AC LAB SYSTEM

This function is open to all staff in case they need to check consumable information or
stock quantity.
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9.3.10 Consumable Reports

There are two reporting tools available:
e Report by Consumables

e Step 1: Select the time period for report:
Bi Order Report By Consumable

From: |24/06/2017
To: |30/06/2017

e Step 2: Select the consumable from the dropdown list:

i [

!

Bi Order Report By Consumable

Report Period: 24/06/2017 To 30/06/2017

Select Consumable: oGRS ETTELIERTGT R EY=
BG41100

GPCF

. GPCV

5T6101
5T611
Tap 300

e Step 3: Compile the report:

Bi Order Report By Consumable

Beport Period: 24062017 Te 30/06/2017

Consumsbln:  BGATLO0

Alsin Wuebhich A gn.00 20/D8/2017. 10:52 10 $320.00

e Report by Supervisors

e Step 1: Select the time period for report:
e Step 2: Select the supervisor from the dropdown list:

B Order Report By Supervisor

Report Period: 24/06/2017 To 30/06/2017

Select Supervisor: {Darren Martin S
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e Step 3: Compile the report:

An efficient way to check if the report is correct is by comparing the reports run against
consumables and those run against supervisors.

9.3.11 Stocktake Consumables

The consumable store is like a warehouse. Stocktaking is an effective way to ensure the
stock quantity is correct and updated properly.

You are able to do this for ‘active’ consumables and ‘inactive’ consumables respectively.

B Stocklake Active Consumables

ATISIE per & laver

ATLEIN-E ATLELE por & layer ]

AT AZaLOFIET0 per £ layer &

AZZOTO-6 AZRLOFIOTO per 6 lwyer

Azam AZ40T 190mi 2

Az6815 AT6K15 100m! Order Bar Chart: ATE61S

AzToL AZ IR 701 100mI £} [——
26360 150m Orsdes Bar Chart

ATID80-4 ATSI0 par & laye ] Order Bar Chart

Order far Chart: ATS280-5

Ovsbes Bar Chart: 813

BG41I00 4 inté: Borsfioat X glass walers 1100 um thick Steckiake Ascords: BEA1100 Order Dar Chart: DGA1100

Click on the ‘Stocktake Records’ button to continue. In this example, you are provided all
the details for orders and top ups.

Bi Stocktake Active Consumables

Order Bar Chart: Arrow

Consumable Code

Stnck Quantity

» Stocktake Records: 2017
Stock Guuantity Belom

» Stockbake Records: 3016
» Stockbake Records: 2015
» Stocktake Records: 2014

» Stocktake Records: 2013

To further assist you in monitoring the consumable order trend, a bar chart is available:
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9.3.12 Order Consumables

Any user can order consumables through My Dashboard.

e Step 1: Select the project:

Select User: Choose user from the list |+
Choose project frem the list |

6" Dry film PerMX 7050

____I:-

Dicing blade - Resin

Cover slips 24x50 mm

5" HRP-SN-2 photoplates

Microscope slides - Large 100x76x1 mm

GS5050 Box of microscope slides - small Box of 50 pcs $9.90

o Step 2: Enter the order quantity:
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SPS:THF Salvent Pusificaban System: Tetrahydrofuran 100m 100ml £5.50 u
sPsiTel Salvent Purification System: Taluene 100mi 100ml 52,30 9
5T4101 47 1mm Si Test grade - P (100) each §15.00
£T4501 47 500um Si Test grade - P (100} wach $25.00 a
ST6701 6 700mm S Test grade - B (100) each £25.00 ]
SU2005 SU-8 2005 100md 100mi £236.70 ]
SU2005-500 SU-0 2005 500mi 500ml §1075.00 a
Suz010 SU-B 2010 100mi 100m| 236,70 a
SuU2010-500 SU-8 2010 S00md S00ml $1075.80 a
SU2025 SU-8 2025 100md 100ml $207.65 a
SU2025-500 SU-8 2025 S00mi S00ml §543.00 a
LR SU-8 2050 100mi 10oml EralB ) o
SU2050-500 SU-8 2050 500mi S00ml $1074.70 a
SU2100 SU:B 2100 100md 100 $135.95 a
SU2100-500 SU-B 2100 500mi 500l £1072.50 ]
5210 5U-8 2150 100mi 100ml §235.9% a
SU2150-500 SU-8 2150 S00mi S00ml $1072.50 a
Tap 300 GO Tap 300 G0 1 item $35.00 o]
Tap 75 Tap 75 1 ttern £30.00 ]
Weoagy 4" single wafer carrier each 511.00 a
WCos0L &" single wafer carrier each $22.00 a
[ Place Order |

(Currently Ordered For This Week

Vudate

Click on Place Order to complete. The system updates the Currently Ordered for This

Week table automatically.

The above snapshots are for administrators. General users just need to select projects to

place consumable orders.

The system runs a weekly update for consumable orders, at 12am each Saturday. The

week definition is Saturday to Friday.

9.3.13 FAQ

1. How can I find projects under a particular supervisor?

Click on Sort Projects by Supervisor.

B Project Manager

@ 268 active projects.
§ 72 expired projecis.

Active Projects Expired Projects

Rate Settings of Charge Tier vs Charge Category Active Project List Sort Projects By Supervisor

Charge Category

\-Chonse pr ,.

Charge Tier

Charge Rate/Hour $0.00
Membership Inclusive
Supervisor

Email

Project Status Active
Project Code 0

Record Created

oo

AC LAB SYSTEM

What is the relationship between project and membership?

Each project has a cost centre in relation to membership, which is allocated to

each supervisor through Supervisor Manager. However, if you choose to exclude a

project from membership, then the system won't track the booking hours for that

315



Appendix A — Modification for ANFF O

project in relation to the membership. For example, supervisor David Hoffman has
multiple projects, one of them is project ‘UNSW’, if you set this project exclusive of
David Hoffman’s membership, then none of the bookings under the project ‘UNSW’
will be included in the cost calculation of the remaining hours of Hoffman’s
membership.

3. What do you mean the system tracks the top up records?

On the supervisor table (as shown below), you can click to view the history of top
up hours.

B Supervisor Manager

9 Edit/Add supervisors

| Search Supervisor

Title | AsProf.

= o e | Antonio Tricoli

School/Organization | Australian Mational University ~
Work Phone | 04032772568

Mobile Phone

Email | antonio.tricoli@anu.edu.au

Address 1| Building 31, Tan Ross Building, Research School of Engineering

Address 2| Australian National University
Suburb | Canberra
State | Australian Capital Territory

Postal Cude‘ 2601

Building 31, Tan Ross Building, Research School of
Engineering

Australian National University

Canberra

Australian Capital Territory

2601

Start of Membership [20/06/2017 =
End of Membership |20/06/2018 B

‘ﬂ‘[l

Postal Address

Membership Settings

»iclick to view top up logs:
Topup Hours

Top Up Hours

Remaining Hours 0.0 (Last Update Date: 28/05/2017.

Alert Threshold Hours | 0

Accept | Reset

4. How does the system update the remaining hours automatically?
ACLS email server runs a remaining hours check against the previous day
bookings every midnight. If the remaining hours are less than the pre-set alert

threshold, the system sends an alert message to the generic ‘Contact Us Email’ in
the system settings.

5. If l add or cancel past booked sessions through the Data Logbook Manager, can the

system automatically update the remaining hours?

No. You have to update it manually. Do this through project top up.

6. Can | top up membership from Dashboard?

Yes. Click on Top Up Membership block ... Enter the top up figures ...
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Can | top up the consumable stock anytime?

Yes. On the consumable edit page, simply click on ‘to top up stock’

Can any staff register and edit consumables?

No, only admin staff can do this.

What if the stock quantity is wrong after a stocktake?

You will need to look into the possible causes, and use the top up tool to adjust the
stock quantity in ACLS.

What is the ‘Update’ Button for on the Consumable Order page?
Users can amend an ordered quantity within the current week before 11:59pm

Friday. When an order quantity is changed, you need to click on ‘Update’ to
confirm.

What if | didn’t choose the staff time resource and save the booking?

The system treats this booking as a booking for the user.

What if | choose the staff time resource and save the booking?
The system saves the booking to this resource in the name of the selected user,

and also saves the booking to the staff time facility at the same time. If the staff
time facility is not available for booking, then this booking is declined.

Why can’t | find the staff time facility in the dropdown list?

You haven't set it up yet through Resource Manager.
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10 Appendix B — Modification for IHMRI

IHMRI stands for ILLAWARRA HEALTH AND MEDICAL RESEARCH INSTITUTE.
Customization has been done since 2011 according to requirements provided by IHMRI.

This appendix provides an operational guide to the customized ACLS for IHMRI.

10.1 Background

Equipment Maintenance Management functions

Users and managers need to know when equipment is not available due to being faulty or
damaged, or for a scheduled maintenance/service. In addition, a fault notification system
needs to be included to allow users to notify the system and therefore management if and
when any equipment is faulty, a brief description of the incident or fault, the extent of the
damage, and urgency of response needed.

Category Description

Green light Equipment all ok

Amber light Needs maintenance but can continue working | handle broken
but still operating

Red light Needs maintenance, equipment inoperable | microscope faulty

Incident, other equipment damaged | chemical leak, storage
cupboard damaged

In the latter situation the whole room would be shut. In this case all related equipment housed
in the same room would need to be marked as “red light” so all users can see they can'’t
access it. Any user who has booked the equipment in the next X period (day? week?) should
be emailed that an incident has occurred that might limit their access to the booked equipment,
and to see lab staff regarding maintenance timeframes.

IHMRI requires that lab staff can schedule regular periods when equipment will be out of
service (ie un-bookable) for maintenance. This is best done as they add each new piece of
equipment to the resource group. At this time, the periodic maintenance requirements and
costs, and contractor/maintenance supplier contact details should be added, as well as the
cost of the item purchased, and when it is due to be replaced. The dates of each of these
events could then be used to provide enhanced ability to pro-actively manage the equipment
via the Dashboard, see below.
Other functions required include:
e Repair/maintenance schedules, that show up on the Dashboard as a reminder to
organize them
e Records of all repairs/maintenance and costs, who performed them, what the problem
was, etc
e Records of whether works were scheduled or unscheduled
e A place to record:
e Original cost of item
e Depreciation
e Details of service contracts — cost, and what it covers
e Lifespan of item
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10.2

e End of Life calculation, that warns on the Dashboard when it's drawing close
(more notice for more expensive items)

e Asset numbers

e Suppliers and supplier details

e Details of required software

e  Whether it is networked or not

e Plus an extra notes section for recording things such as computer passwords
and anything else we’ve forgotten.

Terminology

Before continuing to the new features implemented for IHMRI, it is worthwhile to address the
terms used throughout the system and this document.

Service: refers to “unscheduled service”
Maintenance: refers to “scheduled maintenance”
e Internal maintenance: performed by local staff
e External maintenance: performed by external company
Incident: refers to anything users wish to report to staff about a resource according to the
pre-set incident category
Asset: refers to “any resource” to be registered as an “asset”. So an asset must be a
resource, but not vice versa
Material: refers to any materialized items, be they hard material, software, or an
application
Labour: refers to any work involved
Resource Assembly: refers to assembly parts or components of a resource

2018 Requested Changes

Booking Home Page (General and System Administrators)

Hide Resource Catalogue

Dashboard (General and System Administrators)

We want to see the following:
e My Home (Hide Forms, Resource Catalogue, Corea Analytics)
e My Profile
e Training Records
e Resource Status
e Resource Alerts

Incidents (General)

Disable Incident section for non-system administrators

Contract (Funding)

Purchase Date
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e Funding Category (create drop-down list via Register Funding Category)

e Cost Centre Owner (create drop-down list via Register Cost Centre Owner)
e Cost Centre Number (max length 30)

e Amount ($)

e Notes

Finance Report

e Create a Funding Report (with total amount calculated for each resource):

e Resource Group

e Resource Name

e Resource Assembly

e Purchase Date

¢ Funding Category (create funding drop down list)
e Owner

e Cost Centre Number

e Amount ($)

e Notes

Reqgister Funding Category

e Create something similar to Incident Category Editor

Contract Record Desk

e For Contract (Maintenance) and Contract (Warranty) can we please make sure that the
Reminder Date remains ticked when editing.

Incident Date

e We want to select the Incident Date instead of it automatically selecting the day it was
reported on the Booking System

Search Resource Profile

e Add ‘Maintenance Agreement Number’ to the search criteria.
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The following chapters relate directly to the process set out in the flow chart.

10.3 How to Set Up Incident Category

First of all, you need to set up the Incident Category so that users can lodge the incident
properly. Go to Maintenance Resources to click on Register Incident Category.

B Register Incident Category

Add Incident Category

Incident Category Editor:

'Choose incident category from the list ~~ Edit

The parameters of the settings are described in detail as follows:

e Incident Category Title: the name of the category
e Ownership of Actions: staff listed as owner of the category will receive the incident
notification

Bi Register Incident Category

EDIT INCIDENT CATEGORY

Incident Category Title™® ANIMAL FACILITY

Ownership of Actions Maria Catacouzinos;Tracy Maddocks;Carlee Coombes;Linda Deitch;

10.4 How to Report an Incident (System Administrator Only)

Through Incident, you can easily browse the incident menu as illustrated below.

A Report Incident

Q, Search Incidents

Functions Access Control

Report Incident All users can access to lodge an incident.
Search Incident Users can only search those incidents they submitted. Open to
all staff.

Click on Report Incident to lodge an incident:
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Bi Report Incident

Submission of Incident

Resource Group | choose resource group from the list hd

Resource | Choose resource from the list v

Unit Responsible

Incident Category Choose incident category from the list v

Incident Descriptions

Incident Date il

07/08/2021

e Select Resource Group

e Select Resource

e Select Incident Category

e Enter description of fault / incident
e Incident date

Then Submit. Upon submission, the system sends an email notification to the staff-in-charge,
the owner(s) of the incident category.

10.5 How to Respond to an Incident

The system shows the reported incidents on My Attention, simply click on To Update or To
Respond next to each incident to start your action.
& A & 9 =
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# My Home

Bi Reported Incidents: (9)

& My Profile

n Undsted: Facility: -80C Freezer (4), 32.G57; Incident Number: 245; Damage Level: @
& My Publications

# My Pinboard

Lls = n Updsted: Facility: -BOC Freezer Monitoring System, 32.318; Incident Number: 165; Damage Level: ()
Usage

@ Faciliy Catalogue [fiew n Undated: Facility: -80C Freezer Monitoring System, 32.GS7; Incident Number: 164; Damage Level: ()

n Updated: Facility: Cell Sorter, 32.222; Incident Number: 163; Damage Level: ()

& Facility /

@& Corea Al

n Updsted: Facility: Flow Cytometer, LSRFortessa X-20, 32.223; Incident Number: 242; Damage Level: @

R Terms & Conditions

n Reported: Facility: Flow Cytometer, LSRII, 32.223; Incident Number: 245; Damage Level: unknown
n Undsted: Facility: Microscope, Fluorescence Imaging, 32.217; Incident Number: 227; Damage Level: ()
n Updsted: Facility: Milli-Q Advantage A10 Water System; Incident Number: 239; Damage Level: ()

n Undated: Facility: Milli-Q Advantage A10 Water System; Incident Number: 244; Damage Level: @

The “i” information box shows up the incident report and last responding information,
including action note for reference.

Incident Number: 246

Fadility: Incident Category: LAB
Description:

High temperature alarm received at 1:45 am.
Reported By:

Clare Atkinson on 29/06/2017

Action Note:

29/06/2017 * Greg from Sci-Tek responded to alarm at 6 am. Found dircuit board controlling second compressor not working. Freezer switched off and ThermoFisher to be contacted regarding spare parts.
Last Responded By:

Clare Atkinson on 29/06/2017

On this page, you are shown full information about the incident and need to fill out the
processing details to complete the action:

e Processing status: open or closed
e Incident description: able to be edited by staff to update the original description
submitted
e Light indicator:
e Green to represent normal
e Amber to represent minor faults
e Red to represent medium faults
e Flash Red to represent severe faults

Category Description

Green light Equipment all ok

Amber light Needs maintenance but can continue working | handle broken
but still operating

Red light Needs maintenance, equipment inoperable | microscope
faulty

Flash Red Light Incident, other equipment damaged | chemical leak, storage

cupboard damaged

e Level of Actions: as stated above, 4 to choose from
e Company: select service company from the list

AC LAB SYSTEM
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e Action Note: for action messages
e Unscheduled Service Bookings:
e If you enable a service booking, then you need to select start time and end time

£} Respond To Incident

Processing Reported Incident
Incident Number: 1
Incident Category: LA - ALERT
Facility: Laminar Flow, 32.213
Reported By: Clare Atkinson on 08/01/2013

Incident Details

Asset Number: znnn44a7ﬁ
Contract Details:

Equipment Details

Processing Status Open (v
Processing Details
|System Test

Incident Description

Light indicator * [Green Light v ©: Normal; ©: Minor; @: Medium; - Severe
Level of Actions * [ Need maintenance but can continue working (%]
Company * | BIOLINE (AUST) PTY LTD | P
|
Action Note
Unscheduled Service Bookings * [ make a sarvice booking

The history of response is shown at the bottom of the page. Simply click on and more ... to
view details.

When you click on Continue button, the system shows you the final page to confirm and
complete:

£ Respond To Incident

Pracessing Reparted Tncident - Final Canfirmation
Incident Number: 1
Incident Calegory: LAB - ALERT
Incident Details Facility: Laminar Flow, 32.213
Description: System Test
Reported By: Clare Atkinsen on 08/01/2013
Fauipment Detalls Asset Number: 2000445708

Processing Status Upen

Processing Detalls

Need mantenance but can continue warking

BIOLINE (aUsT) Pry LToR

test

If you want to make changes before the final completion, click on Edit to go back to the
previous data entry page. Or click on Complete to submit the response.

&) Respond To Incident

ﬁlncident Mumber (1) is responded, but not closed yet!

Processing Details: responded by: Dong Zheng on 26/07/2013, and more ...
Processing Details: responded by: Clare Atkinson on 09/01/2013, and more ...
Processing Details: responded by: Clare Atkinson on 08/01/2013, and more ...

10.6 How to Search for an Incident

Multiple searching tools are provided to find incidents: by status, by resource and by
incident category. They are only accessible to staff members.

My Reported Incidents offers users a tool to check their reported incident details.
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See example below, searching all open incidents:

Bi Search Incident

Reported Tncident Search By Status

incident Number Unit Responsible  Incident Category Submitted Date  Status Closed Dy

Incident Description Submitted by
1. High event rate during GC

163 2. Oveplets appearing on
Call Sorter, 13273 LAB LAR outesde of Inft sorting tube Clare Atkresn /063016 Chpprn
Processing Details

Dase stations sre only 2G

164 ecompatible. The 2G netwark
E Montor e 324 will be switched off by
30C Freezer torng Syatem, 32.GS7 LAB AR ! il switches ; Clare Atkonson DA/07/2016 O

165

-BUC Freezer Monitering System, 32,318 LaB Lapy will b switched off by Clare Atiingon D4/07/2016  Open
[DICESAEES Lt Telstra in December 2016,

Testo is trying to uporade

ed 4 war
227 bend and condenser appears to

Microscope, Fluorescence Imeging, 32.217 LAB Lag be musahgned Nadia Susrez-Bosche  24/03/2017 Open
Processing Details

Water leakang from within wnit
239 in lab 218

m Milli-@ Advantage ALD Water System LB LAB Poppy Dobozy 13/06/2017 Open

Mo aspiration from a sample
242 R mgen. The run button &

Flow Cytometer, LSRFortesss X-20, 32.223 Las Lap orange. Tanya Levchenks 23/06/2017 Open
Processing Details

Water leaking from within the
244 AL0 unit in 32.210 sppears to

Milli-) Advantage A0 Water System Lan LaB have caused the display on the Poopy Dobozy 2306/2017 Open
Processing Details Q-Pod o go blank,

When running the semples
including control, the threshold
rate was too low arcund NAI-SHENG HSU 25/06/2017 Open
4-4bevets. This

seerns quite

245 Flow Cytometer, LSRII, 32.223 LAB LAB

High temperature alarm
246 recerved ot 1:45 am.,

m -BOC Freezer (4), 12657 LA LA Clare Atkingon e/o6/2017 Open

Clicking on Processing Details to explore all processing records. You may choose not to
close the incident ticket each time you process it, so you can check the historical records for

multiple responses to the incident ticket.

Bj Search Incident

§ Incident details for processing.

Incident Processing Details

Incident Number: 163

Incident Category: LAB

Facility: Cell Sorter, 32.222

Unit Responsible: LAB

Description: 1. High event rate during QC. 2. Droplets appearing on outside of left sorting tube
Reported By: Clare Atkinson on 30/05/2016

Incident Details

Asset Details Asset Number: 20013078 n

Status Open

Processing Details: responded by: Clare Atkinson on 30/06/2016, and more ...

Processing Details: responded by: Clare Atkinson on 30/06/2016, and more ...

10.7 How to Make Scheduled Maintenance & Unscheduled Service Bookings
By default, all unscheduled service bookings can only be made through the incident

response process.

Before going into this subject further, let’s look at how to set up a few things first:
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o Register Company:

Go to Maintenance Resources -> Register Company.

Bi Register Company

Add Company

Company Editor:

[Choose company from the list

You are able to add and edit companies as required. Here is the template to enter the

relevant data:

Bj Register Company

iven Name

Individual Contact Registry

EDIT COMPANY

Company Name™
Nature of Business™

ACN
ABN
Phone™
Mobile
Fax
Email

Website

Address

Mote

Operation Status

Family Name

[ am
Manufacturer
D Service Provider
D Distributor

I 118 135 283

|’51 118 135 283
[ 136 136

[_

|_

| http://solutions.3m.com.au

(Building A / 1 Rivett Road
Nrth Rudy NSW 2113

(Tick to be operational)

Up to three contacts can be added for the same company. To remove a company from the

active list, simply uncheck the box of “Enabled”.

e Register Resource Profile:

Following a request made by IHMRI, we introduced the new concept of Resource
Assembly to manage the asset by both Resource and Assembly (one level down).

You can set the resource assembly through Resource Manager.
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Bj Resource Manager

@ 191 bookable resources 9 413 operational resources

{.ﬂny letters about resource group, resource name and description

Resource Group Booking Resource Non-Booking Resource Archived Resource

Booking resource refer to operational and active resources that open to accept bookings.

Set Up Registration Resource List | Booking Resource Chart | Set Up Facility Assembly | View Facility Assembly Chart
v

Booking Resource

fChcose resource from the list
Charge/Hour (3) (Internal Account) 0.00

Charge/Hour ($) (Exteral Invoice) 0.00

Resource Group

Facility Gategory

Resource Image "

Resource Type Research Equipment

Here is an example of the resource assembly chart:

Opecation Yaatus

We need to define the term asset: In the system, an asset must be a resource or resource
assembly, but a resource or resource assembly does not have to be an asset. Before you
are able to register a resource assembly as an asset, you must register its resource as a

resource profile first.

Bj Register Resource Profile

Add Resource As Resource Profile Add Resource Assembly As Resource Profile

Resource Profile Editor:

[ Choose asset from the list

Data fields are defined as following:

' m

Purchase Date 15.7.10
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Original cost of item

$155,000

Depreciation

5%pa

Details of service contracts — cost, and
what it covers

Cost: $15,000 per year

Covers: 2 x scheduled maintenance per year, parts for
scheduled maintenance, travel time. Does not cover
services for breakdowns

Lifespan of item

7 yrs

End of Life calculation, that warns on the
Dashboard when it's drawing close (more
notice for more expensive items)

15.7.17

Asset numbers

12 588746 48976 (the number will come off a barcode issued
by the university)

Location Bldg 32.115

Suppliers & supplier details Kl Scientific
41564 Smith Street
Sydney
Ph 6351 6112
Fax 4543 1454
Contact Peter Jones

Email pjones@ki.com.au

Details of required software

Software is called ‘flowjoe’. Needs to work from Mac with
0S10.4 or higher.

Whether it is networked or not

Yes, data point number A-226

Extra notes section to record eg computer
passwords and any extra information

Password for software is: ihmri446

Data entry is explained as below:

Parameter Description
Resource Not editable
Manufacturer By selection

Asset Number

As per your local requirement

Purchase Order Number

As per your local requirement

Model Number/Name

As per your local requirement

Serial Number

As per your local requirement

Location

Where it is located

Original Cost

Purchase price of the resource

Purchase Date

Date of procurement

Depreciation/Year

Percentage

Lifespan

Number of Years

End of Life calculation

Date of selection

Current Value After Depreciation

Calculated by the system automatically

Resource Networked

Yes/No

Software Details

Detailed description of software
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Passwords

Password for applications

Notes

For anything you wish to record

To record the contract, click on Contract Record Desk at the bottom of the page.

There are 4 types of contracts defined as follows:

Consumables:

Purchase Description Quantity Total Cost Notes
Date

Calendar Drop down list of active $ = Automatically calculated based on

selection consumables from registry quantity entered and total cost in registry

01/01/12 Formalin, 5 L bottle 2 $24

e Warranty / Maintenance:

5 u
= T
o 2o g 7 %
o b S v
E (e e P 3 3 §
g 253 I 2 3 5 £
= 2
a =2 S s R i S
Calendar Drop down Calendar Calendar $ Automatically $ = Calculated
selection list selection selection calculated from total cost,
based on valid number of
until date < years, and valid
current date to /from dates
13/12/08 Thermo  01/01/10 31/12/11  $1500 Inactive 2 $750
10/12/11 Thermo  01/01/12 31/12/14  $2000 Active 2 $1000
e Service:
Service Date Incident Manufacturer / Service Provider Total Contract Notes
Number Cost pdf
Calendar
selection
05/03/10 4 Thermo $1000
16/09/10 12 Thermo $500
01/3/11 35 Thermo $650

e Purchase:

Contract pdf Notes

You can add as many contracts per asset as you wish.
Types of contract are predefined in the system:

e Consumables
e Maintenance
e Service

e Purchase
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o Warranty
e Funding

Bj Register Resource Profile

@ Contract record desk.

Contract (Consumables), and details ...
Contract (Maintenance), and details ...
Contract (Other), and details ...
Contract (Breakdown), and details ...
Contract (Warranty), and details ...
Contract (Funding), and details ...

Click on and details to see each contract under contract type. Through this option you are
able to register contracts by different types.

o Register Consumables:

You are able to register new consumables, and edit those with active status.

Bi Register Consumable

Register Consumables

Key Words: (description, lier, catalog ber, notes)

Search By: ® Active (66) (U Inactive (32) O Al (98)

To find the registered consumables, simply type keywords to find them. If keywords are not
entered, search for all.

For consumables with inactive status, you can only edit those that have expired less than
30 days. Here are the details of consumable parameters:

Description Cost Supplier Catalogue Valid Valid Status Notes
Number From Until
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Text box (at $ Drop down list of Calendar  Calendar  Automatically

least 75 manufacturers selection selection calculated based

characters) from company on valid until date <
registry current date

Nitrogen Gas, $12 BOC 123 01/01/10 Active

G-size

cylinder

Reporting and tracking consumables will be implemented in the next stage.
e Scheduled Maintenance Bookings:

You have the option to choose the booking type: internal or external. The difference
between the two is that you don’t need to select the company for internal maintenance
bookings.

Facility: Balance, Analytical, ¥5105DU, 32.316
Description New event
Company -

Booking Type O Intemal Maintenance
() External Maintenance I

Material Cost{$) &

Labor Cost ($) 5
Notes
Repeat event Disabled
O Full day 13 v |[agust v [2015 v - [o0as v][13 v][agse v][205 v]
Confirmation ]

n Cancel ?: ele

10.8 Contract Reminder Alert

The contract reminder alert applies to maintenance and warranty contracts. Upon activating
the alert, an email alert will be sent out to the staff (set up through email receivers).

Go to Email Receiver to set up the proper receivers for the contract expiry alerts.

10.9 Search Contract

Searching contract page is modified to suit IHMRI needs.
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B Search Contract

Key Words [

Key words can be any part of resource name, company name. incident number, and notes

Resource Group [Chuose resource group from the list A

Resource [Choose resource from the list v

Hles e dssemiy [Choose resource assembly from the list v

Company [Choose company from the list W
Type ® Al
) Consumable
) Breakdown
O Funding
() Maintenance
) other
) Warranty
Resource Search Criteria (optional)
Resource Group Search Criteria (optional)
Resource Assembly Search Criteria (optional)
Company Search Criteria (optional)
Type Tick boxes for: All, Consumable, Breakdown, Maintenance, Purchase,
Warranty
Dates Search Criteria — start date and end date (optional)

10.10 Access to Resource Lifespan

Through Report Manager -> Resource Lifespan Summary, you are able to see the lifespan

summary as below:

Bi Resource Lifespan Summary

Key Words: (resource, asset number)

Resource Lifespan Information

If you don’t enter any keywords to search, the system will show all.
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10.11Finance Report

The objective of the finance report is to provide an overview of cost factors of asset
contracts. Three report types are given for selection:

e Summary by resource
e Summary by contract type
e |temised report

Through the option table as below, you can sort the report by a number of options.

Bj Finance Report

Report Type ®  summary By Resource
() summary By Contract Type
() itemised Report
() Funding Report
Resource Group [Choose resource group from the list ¥

Resource Choose resource from the list ¥

Resource Assembly

[Chnose resource assembly from the list ¥

Company [choose company from the list M
Typs ® a0 c O i @]
Start Date 01/01/2018

End Date 31/12/2018

Continue
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Report Type Radio buttons: Summary by Resource (default), Summary by Contract

Type, Itemised Report

Resource Search Criteria (optional)
Resource Group Search Criteria (optional)
Resource Search Criteria (optional)
Assembly
Company Search Criteria (optional)
Type Tick boxes for All, maintenance, service, consumable or asset
Date Search Criteria — start date and end date (optional)
Maintenance — use Valid To date
Service — use Service Date
Consumables — use Start Date
Asset — use Purchase Date

Through the resource group, resource and resource assembly are linked for selection. The
report depends on the selections as described below:

¢ If a resource group is selected ONLY, then the report runs against the selected resource
group

¢ If a resource is selected ONLY, then the report runs against the selected resource

¢ If resource assembly is selected ONLY, then the report runs against the selected
resource assembly

¢ If no resource group is selected, then the report runs against all the resources

The itemised report does not include assets as the contract type is not available for assets.
Assets can have a few contract types, but assets are not contract types.
10.12Booking Report

Booking Report is modified to provide an option table, so you can generate the following
report types.

Summary by resource
Summary by booking type
Summary by supervisor
Itemised report

Bi Booking Report

¥ Rapor by mosin

Manth: | Juby v Meanth: | uby . Month: | duty . tonth: | July

Year: | 2018 ¢ Year: 1518 ¥ vear: |2018 ¥ VYear: |3038 %

Ny N

In this modification, the concept of ‘Report — Hours per Day’ is introduced. To make it work,
you need to go to Resource Manager to set this up for each resource. The default is zero.
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10.13 Set Up Unit Responsible

Unit Responsible is required to manage each resource group in IHMRI to own the following

services.

e Who responds to Training and Support Requests

o Who responds to Incidents

e Who issues Training Certificates

Go to Staff -> Unit Responsible Manager to set up.

B Unit Responsible Manager

¥ Set up unit responsible

Unit Staff
Task Code

Record Created

Go to Resource Manager, Unit Responsible is assigned to each resource group.

B Facility Manager

9 179 bookable facilities 9 362 facilities

[aDMIN -

Emma Hawksworth;Janine Tehowvnik;Clare Atkinson;Katie Cicero;

1

09/08/2016

| ny letters about facility group, facility name and description

Facility Group | Booking Facility ~ Non-Booking Facility

Facility Group Name

ADMIN - EQUIPMENT

ADMIN - HOT DESKS

ADMIN - MEETING ROOMS

ARF - ROOMS

CRTU - ANTHROPOMETRY EQUIPMENT
CRTU - BLOOD LABORATORY

CRTU - KITCHEN

CRTU - OTHER

CRTU - VITAL SIGNS

CRTU - YYYY

10.14Set Up User Theme

Research Equipment Catalogue

Training Certificate

Disabled

Disabled

Disabled

Disabled

Disabled

Disabled

Disabled

Disabled

Disabled

Disabled

Unit Responsible

ADMIN

ADMIN

ADMIN

ARF

CRTU

ARF

Fadility Group Code

28

27

23

20

Record Created

14/07/2010 07:12
23/06/2010 15:36
26/10/2009 05:35
21/05/2012 05:43
07/01/2013 12:36
08/10/2015 09:25
08/10/2015 09:25
08/10/2015 05:26
22/08/2013 11:01

16/08/2012 14:46

User Theme comes with the three choices at this stage would be ‘Chronic Conditions and
Lifestyle’, ‘Diagnostics and Therapeutics’ and ‘Mental Health and the Ageing Brain’.

Go to System Settings -> User Theme to set up.

Bj User Theme

User Theme [Choose user theme from the list ~

Task Code 0

Record Created 30/12/1899

oo Lo Lo Lo
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10.15FAQ

14.

15.

16.

17.

18.

19.

20.

21.

22.

What happens after an incident submission by users?

Staff-in-charge will receive an email notice. If staff do not respond to the incident,
nothing is alerted through View Bookings and Resource Status.

Why does the damage level indication show “unknown” on My Dashboard?

It means that this request has not been responded to yet, so damage indication is
unknown.

Why are there two buttons for lodged incidents: “To Update” and “To Respond”?

If the incident has been responded to by staff but is not closed yet, then the system
shows “Update”, waiting for further action. If there has been no response by staff
yet, then the system shows “Respond”.

Can we edit the response if we make mistakes?

No, the system needs to record each response on the original form regardless. You
can update later to correct mistakes.

Can we edit the original incident description written by users?

Yes, you can.

What happens after staff respond to an incident?

After responding to a reported incident, the system carries out the following actions:

e The system sends an email notification to the reporting user to inform them that
the incident has been responded to. However, this occurs for the initial
response only.

e Shows the operation status on Resource Status page.

How do we get an explanation of an incident light indicator?

Move the mouse over the light indicator and a text box appears with an
explanation.

Can we edit and cancel scheduled maintenance and unscheduled service bookings?

Yes. For scheduled maintenance bookings, you can do this through Booking
Calendar page. Alternatively, you can edit or cancel both types through Data
Logbook Manager.

Do we have to set up asset to resource before making maintenance and service

bookings?

This is not necessary.
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23. Can we search resource profiles by keywords?

Yes, you can search easily using keywords as illustrated below.

24. Can we search contracts by keywords?

Yes, you can.

25. What are the criteria to set up consumables?

You can only have one valid consumable with the same name at any one time. So
when you register a consumables contract, you can pick the correct one with the
selected date.

26. Can we upload more than more documents per contract?

Yes.

27. Can we issue training certificate to the user to record trainer and training date?

Yes. Go to user profile to edit user certificate.
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11 Appendix C — Modification for IFM

IFM stands for INSTITUTE FOR FRONTIER MATERIALS, GTP RESEARCH, DEAKIN
UNIVERSITY. Customization has been done according to the requirements provided by IFM.

11.1 Define Business Hours

Go to System Settings -> Configure System -> Business Hour Settings to set up.
Business hour settings will be used to identify ‘Out-Of-Hour’ bookings.

11.2 Set Up Technical Manager Group and Security Officer Group

Two new generic groups are added to ACLS: Technical Manager and Security Officer. You
need to go to Access Group Manager to set up the appropriate groups against the generic
group settings. Then you can set the access group for the users who are security officers or
technical managers.

For security officer group, booking settings are irrelevant as they are not allowed to book.

11.3 Set Certificate Expiry Control

A new expiry date control is introduced to the certificate expiry mechanism. If “valid to expiry
date” control is set, then the user certificate expires upon the expiry date. Go to Training
Manager, pick a resource and click on Certificate Registration.

Bi Training Manager

There are two options for certificate expiry mechanism:

e Valid Period: user certificates expire after the valid period following the last access to
ACLS.

¢ Valid to Expiring Date: Once you set this to ON, the certificate expires on the expiry date
regardless of the access to ACLS of the users holding the certificates.
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Register Certificate

Rasource 25L Liquid Nitrogen Dewar (with Worthington withdrawal system)

Cartificate Tiie

25L LIQUID NITROGEN DEWAR (WITH WORTHINGTON WITHDRAWAL SYSTEM)

Details [This certficate is issued to users who have been trainad in the use of the 25L Liquid Nitrogen Dewar fitted with
Worthington withdrawal system. This level of certification allovis the use of the equipment during IFM normal working
hours (7am-7pm} and Out of Hours. Training tapics include instrument booking, use of instrumant and filling up the
pressurised system with Liquid Nitrogen. A pre-requisite is the complation of the IFM Leval 2 Induction on Gases, LN2 and
Low 02 Environments.

s
‘snnn (max char 5000)
Max Hours/Day ‘12
Max Days/Pesiod ‘1
Max Hours/Period "12
Booking Start Time [moo ~
Booking End Time "23,00 "
Booking End Time Offset "D "
Booking Gancellation [ {Uncheck to allow booking cancellation anytime}
Weekend Baoking (Check to ensble booking for weekend)
Valid Peried (Manth] "D ¢ [Zaro means cartificate never 2 3
\alid to Expiring Date If checked, use rom date to the last date of valid period; i not, user certificate is expire

Tracker Onsite Supanvision
Sooking Alert

Disable Certificate (Check to dizable certificate]

11.4 Booking Summary View

Booking Summary View is implemented according to IFM requirements. There are two views
available:

e Lab trainer view
e Security view

Lab Trainer View:

Technical managers and lab trainers can approve ‘unapproved’ bookings from this view. This
view is grouped and sorted by the resource groups. You are able to toggle the booking status
view of each resource group by clicking on the links.

Technical managers can access both lab trainer view and security view. The summary
provides the following booking status:

e Last6 hours
e Current
e Next 6 hours
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Bi Booking Summary - Lab Trainer View

W Semcl tacy GouR 10 BCCES DEUKG SUSMARY

e ‘e

=m 10/06/2047 09100 100

e, u - Busy: Service Event booked from 30/08/2017 16:00 b2
CADVCAE LB CAD 301 naL210 DAFO1/2017 9100 By M. Jshn Ruten
b Certsficate: CADVCAE. n

~ Buusy: Becked from 30/05/2017 5:00 ts J0/08/2017 12:00

By M dmn Wang

CAD{CAE LA CAD C30-3 na1.210 s R iris n

CAZHCAE LA CAD 030-5 #1210

|
;

- Bty Bockad from J0/06/2017 18:00 s JO/CA/2017 17:00 By Mr.
SEVED HADI MOHAMADE AZGHAND]

-mmmummn

§
H
:
g

g g
§
g

- Bty Bockad from J0/06/3017 05:00 to JO/0A/2017 18:00 By Mr.
Sobhan Fakhrhosein

-mnmmmoﬂ

3
£
£

= Buiy: Service Bvent booked from JO/0A/D017 09:00 to JNOAI007 - Busy: Service Bvent bosked from J0/0&/2017 13:30 to 3082017
12:30 Dy M. Rosey vam Driel| 23145 Dy Ms. Rasey van orel [

|

11.5 Approve Out-of-Hours Bookings on My Attention
On ‘Approve Bookings’ and ‘Approve Out-of-Hours Bookings’, you are able to see the latest

user training record and contact users by email if needed.

11.6 Account Owners

Go to Account Manager to add the account owner and email. By default, all the existing
accounts have no account owner and owner email.
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Account Name "
2021 EM Membership Account

Account Type ® internal Account () External Invoice

Used for Consumbale Orders

Note .
EM Membership Account

Account Owner .
Andrew Sullivan

Account Owner Email . .
andrew.sullivan@deakin.edu.au

Expiry Date [31/01/2022 =

Make Account Expired Now |:|

If account owners are not set up, then you won’t be able to run account owner invoices.

11.7 Account Owner Invoices

In ACLS, there are two functions to create invoices: Resource Booking Invoicing and
Resource Batch Invoicing.

e Resource Booking Invoicing:

You are able to generate single invoices as the function name is stated.

Bj Resource Booking Invoicing

Month: | July v Month: | July v
Year: 2018 ¥ Year: 2018 ¥

ot e

Supervisor invoicing is the same function as what you are familiar with. The account
owner invoicing is the newly implemented.

Bi Resource Booking Invoicing

@ Booking Invoice Statement for July 2018.

Account Owner: | dong zheng ¥
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9 Bocking invoice Simtement for Juty 2048
STATEMENT
July 2018
ACCOUNT OWNER: dong zheng
EMATL: am. rhengunsw, sduau
DATL: hugust 30, 2018
DETATLS:

This Statement covers the work by your groupd in July 2008,

Details of Bookings:
Dung Theng Actutom 50-3 /072008 3000 20072010 030 INTERNAL ACTOUNT 2%
Biang Thang Accutomn 80+ EWETI088 0008 /O I008 60108 INTERNAL ACOIUNT 24,08

Dong Thang INTERNAL ACCOUNT 13000

An inkernal tramafer from the fnd detads you hive provided will be orgarszed, Detads sre s folloms:

INTRRIAL ACTOUNT FTrzson

e Resource Batch Invoicing:

You are able to generate batch invoices as the function name is stated. The entire batch
invoicing is re-designed to be consistent with the tile design concepts.

Bi Resource Batch Invoicing

Month of Invoicing: |July v
Year of Invoicing: 2018 ¥

Run Batch Invoicing: ®  Now

O Overnight
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2018 Invoices 2017 Invoices 2016 Invoices
2015 Invoices. 2014 Invoices 2013 Invoices

You can email selected invoice to supervisor or account owner, or email to all.

Bi Resource Batch Invoicing

11.8 High charge bookings

First of all, you need to set up default high charge value to the resource via Resource
Manager.

Linked Booking Resources Default High Charge Amount

o Set up default high charge amount
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Bj Resource Manager

Default High Charge Amount ($) 150

You can flush all resources high charge amount to the default value anytime.

e Set up resource high charge amount

Booking Resource rAI:culum 50-1 ¥
Certificate details ...
0 Go to Training Manager to update cedificates ___
Trainer details ...

0 Go to Training Manager to update trainers ...

Charge/Hour (3) (UNSW Account) 0.00

Charge/Hour (3) (Extemnal Invoice) 0.00

High Charge Amount () 0.00

(Mo effect if set to 0)

Resource Group METALLOGRAPHY-ACCUTOM

Resource Image

Resource Type Lab Space

Catalogue Access Local

Item Number

Description Precision cut-off machine
Location na 1.203

Custodian

Min Hour per Session 0.25

Min Booking Unit 15 minutes

System emails to account owner if the charge is higher than the pre-set high charge
value in the resource profile.
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11.9 Risk Level

Risk level only applies to the unapproved bookings. As normal, you need to click Dashboard
-> Approve Bookings to approve or decline the unapproved bookings.

Bi Approve Bookings

4

Approve Out-of-Hours Bookings Approve Bookings

Upon opening Approve Booking tile, you see all the unapproved bookings for action. Medium
Risk checkbox is added for risk level decision.

B Approve Bookings

APPROVAL OF UNAPPROVED BOOKING EVENT

Facility Mccutom 50-1

Start Time 16/08/2018 08:00
End Time 16/08/2018 08:15
Booked Time 14/08/2018 13:52

Notes
& Elizabeth Ankers

Booked B
v - Group Certificate: METALLOGRAPHY-ACCUTOM CERTIFICATE n

Approve/Decline Notes

Click to contsct user ...

Medium Risk |

o Lo

Tick the Medium Risk checkbox to mark up the booking as medium risk level booking.

11.10Display Booking Risk Level

On all the calendars, all the approved bookings are shown the risk level if the risk level is
ticked when approving.

AC LAB SYSTEM 346



Appendix C — Modification for IFM O

DAY WEEK MONTH LIsT = August 2018

Monday Tuesday Wednesday Thursday Friday
30 31 01 02

15:30 - 15:45 Elizabeth Ankers,
Accutom 50-2: Approved Event,
Event: Elizabeth Ankers, Accutom 50-2: Approved Event, Account: 2102.37307.31.0 Medium Risk

Start date: 31/07/2018 15:30
End date: 31/07/2018 15:45

Notes:

06 o7 08 09

13 14 15 16
00:00 - 00:15 Dong Zheng, 00:00 - 02:15 Dong Zheng, 00:00 - 02:15 Dong Zheng,
Accutom 50-1, Account: Accutom 50-1, Account: Accutom 50-2, Account:
00:00 - 00:15 Dong Zheng, 00:00 - 02:15 Dong Zheng, 00:00 - 02:15 Dang Zheng, 08:00 - 08:15 Elizabeth Ankers,
Accutom 50-2, Account: Accutom 50-2, Account: Accutom 50-1, Account: Accutom 50-2: Unapproved
00:30 - 00:45 Dong Zheng,
Accutom 50-2, Account:

11.11 Display Risk Level in Security View

Medium risk is added to the booking details as shown in the following snapshot

| METALLOGRAPHY-ACCUTOM ¥ m

Mext G Hours Status

METALLOGRAPHY-ACCUTOM Accutom 50-1 nE 1203

- Group Cerlificate: HETALLOGRAPHY-ACCUTOM CERTIFICATE
METALLOGRAPHY-ACCUTOM Accutom 50-2 na 1203 Avsilable

This applies to both summary view and security view. If booking note is available, click on
Bookmark icon to open the detail console.

ocation Faality Last 6 Hours Status Next 6 Hours Status
- Busy: Medium Risk, Booked from 16/08/2018 08:00 to 16/08/2018
08:15 By Dr. Elizabeth Ankers n

12 1.203 Accutom 50-1 Available
-Group Cer ™™~ = T T TTTTeeTITTTE '_RTIFICATEn
School/Org: LES
‘Work Phone: 52273299 R
- Unapprov{ X DO to 16/08/2018
Email: dong.zheng@unilab.com.au
08:15 By Dr.
12 1.203 Accutom 50-2 - Group Certificate: METALLOGRAPHY-ACCUTOM CERTIFICATE n Available

e ]
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11.12FAQ

How does the “Valid to Expiring Date” work?

When a trainer issues a certificate to a user, the system sets the expiry date from
the date of issue to the last day of the valid period. For example, if the certificate

valid period is set to 12 months, and the certificate is issued on 1 Jan 2014, then

the expiry date is 1 Jan 2015. The certificate expires on 1 Jan 2015 regardless of
user access to the system.

Are there any changes to the way certificates are issued?

No. However, if you wish to extend the certificate with a new expiry date, you need
to cancel the current certificate, and re-issue it. The system cannot change the
expiry date automatically.

What are the major differences between lab trainer view and security view?

On lab trainer view you can approve ‘unapproved’ bookings’ but this cannot be
done on security view.

What is the view upon security officer login?

Upon login, security officer can only access the security view, through computer or
mobile.
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12 Appendix D - Modification for CSIRO

This appendix intends to cover the information about charge changes to the standard ACLS
for CSIRO.

We have decided that we need the Category Manager module, as mentioned in Appendix A
— Modification for ANFF, as we would like to have more than the current 2 default options
of Internal or External.

12.1 Step 1: Set up Charge Category

Go to Utilities -> Charge Category Manager, set up the charge category.

12.2 Step 2: Set up Charge Category vs Type of Researcher

Click on Charge Category vs Type of Researcher button on Charge Category Manager
page. The purpose of setting this up is to set up the initial charge category upon approving a
new user registration.

12.3 Step 3: Set up Charge Category for each resource

Go to Utilities -> Resource Manager. Depending on the number of charge categories, you
can set up the charge rate per category against each resource. This charge rate will be used
for cost calculation in reports and invoices.

12.4 Step 4: Set up Charge Category vs Resource for each user

Go to User Profile -> User Profile Manager, find the user and edit their profile. The charge
category settings are shown in the screenshot below.

To change or set up Charge Category, click on Edit User Charge Category. Then the
system shows the charge category vs resource page for selection.

EDIT USCR CHARGE CATEGORY:

CT-Madical Sismans ASE4 [GL)

SEM Phitps XL40CF (MR}
HRF Dehta

NRF-Bruker Tormade

In the above example, if you book SEM - Tescan MIRA/TIMA, then you are charged the
category #2 charge rate defined in Resource Manager.
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The system tracks the change of user category in day unit. In other words, if you have
checked “Category #1” for resource “SEM - Tescan MIRA/TIMA” from 20/7 to 25/7, and
checked a new charge category “Category #2” from 26/7 to the future, the booking cost
calculation is based on the different rates for the booking times accordingly.

You must set up the charge category per user for all users. If the system cannot locate the
charge category for a user, the booking cost to the user is zero.
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13 Appendix E — Modification for OSLO

This appendix intends to cover the information about changes for Oslo University to many
aspects of ACLS. In short, they are:

Change to standard version:

e System settings:
0 Add microscopy type settings

o Staff resources;
0 Add charge category settings

e Resource manager:
0 Add charge rate matrix for resource vs charge category
0 Add charge rate change tracking

¢  Online registration
0 Add microscopy type selection
0 Add charge category selection

e User profile
o0 Add microscopy type selection
0 Add charge category selection

e Booking calendar
0 Replace all the tools with ‘Unassisted’, ‘Assisted’ and ‘Service’ booking tool
0 Unassisted booking:
= Set 13:00 as breakline for the general user, only applies to weekdays
= Add “Assistance Required” checkbox to the event window
0 Assisted Booking
= Add “Assistance Required” checkbox to the event window

e Apply charge rate according to the charge table below

e Report manager
o Apply charge rate according to the charge table below to booking report and
batch report

e Invoice manager
o Apply charge rate according to the charge table below to booking report and
batch report

Department of University Other Industry
Biosciences Of Oslo Academic
Assistance + - + - + - + -
Hourly A B C D E F G H
booking fee

e The letters stand for different prices.
e Assistance means that the lab staff is doing the work for or is actively helping the user.
This will be more expensive, hence a different price. If “assistance required” box is

checked, then apply the assistance rate with “+”; if not, apply “-”.
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13.1 To Set Up Microscopy Type
Go to System Settings -> Microscopy Type to continue.

B Microscopy Type

icroscopy Type [Andor Spinning Disk

17/02/2015

13.2 To Set Up Charge Category
Charge Category is required to apply the proper rate to the bookings for reporting and billing.

Go to Utilities -> Charge Category Manager to continue.

B3 Charge Category Manager

@ Set up charge categories.

|[dionse user category from the list

530}' 12/1899

13.3 Online Registration and User Profile

Microscopy Type and Charge Category are added to both. In particular, the Charge
Category is required to define the charge rate vs resource over time.

The other fields remain unchanged for online registration and user profile.
Bi To Register
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13.4 Booking Calendar

According to the modification requirements, the booking calendar is re-designed to provide
the following 3 booking tools:

e Unassisted: available to users and staff, users can choose ‘assistance required’ if
needed

o Assisted: available to staff only, staff can use this tool to book for users, if ‘assistance
required’ is checked, then the booking session is under assistance

e Service: same as the standard version

e e
T — ] 9 Jul 2018 ~ 15 Jul 2018 To0AY Ly
Mon, July 3 Tue, July 10 They, Jy 12 1 Sal July 14 San, July 13

e To set the booking event as an assistance session, you must check the box ‘Assistance
Required’, so the assistance charge rate applies.
ANDOR DRAGONFLY - SPINNING DISK - ROOM 3103

Description | User Event

User ‘ - -
Account | — -

Notes
Full day ‘ 09:00 = ‘14 v ‘July v ‘QD‘IS -
‘ 10:00 = ‘14 - ‘July - ‘QD‘IS -

Assistance

Required?

DELETE CANCEL n

e For general users, 13:00 time breakline is validated to ensure they can only book either
before 13:00 or after 13:00. A warning sign shows up if that occurs.

e No booking session can cross 13:00. This rule applies to weekdays only.
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ion dme can not cross

13.5 To Set Up Charge Rate

Through Utilities -> Resource Manager, you are able to set up the proper charge rate.

Charge Rate ¥
User Category +- ChargeHour (NOK)

Confocal Mandstory training package (3h) +

Confocal Mandstory training package (3h) 750.00

Hour based +

Hour based T
BV user - 7

BV s 400.00
|B\W user with assistence +

=]

IBV usar with assistence 550,00

Industry ussr +

=1
[=}
&

IRFEEHBEIERE IR

Industry user 1150.00

Industry user with assistence +

=

0

=]

Industry user with assistence 1150.00

Other Academic user + a

=]

Other Academic user 400.00

Other Ac r with as!
her Academic user with assistence + 0.00

Other Academic user with assistence

B0:0.00
Platform staff + 0.00
Platform staff 0.00
Superuser Basic +

=]

1)1 ) ) 8

Superuser Basic
Superuser Basi 400.00

Sup P
Superuser Plus +
0

=]

Superuser Flus

Ui0 user +

0
Ui ar
0= 400.00
UiD user with assistence + a0

Ui user with assistence £50.00

=3

The system shows the change tracking over month. In other words, each change applies per
month. For example, if you change the rate on Jan 8, the changes take effect from Jan 1.
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Please note that changes are recorded in pairs, +/- or assistance/non-assistance.

13.6 Report

All the reports are compiled using the charge rate that is valid during the month. For
example, it is March 2015 now, if you run the report for Jan 2015, the charge rate applied is
the one valid in Jan 2015.

In the screenshot below, + means booking hours with assistance, - means booking hours
without assistance.

Bi Booking Report - Resource

@ Andor Dragent

13.7 Invoice

All the invoices are compiled using the charge rate that is valid during the month. For
example, it is March 2015 now, if you run the report for Jan 2015, the charge rate applied is
the one valid in Jan 2015.

In the screenshot below, + means booking hours with assistance, - means booking hours
without assistance.
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STATEMENT

February 2015

T Aritji Hadran

138
TEL: 22656190
FAK:
EMATL: antio.hefgaard@dbv.uia no
DATE: March &, 2015
DETAILS:

This Scatement covers the work by vaur groups in February 2015.

Datalls of Rookings:

i innit it 12/02/200% 0830 12/02/301% 09:00 Internal Account o.50

Ll 08:00 13/02/2015 08:30 Internal Account .50

Summary of Bookings:

Facility . : of Boukeid Hours Charges

Andor Smnming Dk Anbye Hosner Inernal Account $2.00 - 100 $2.00

An internal transter from the fund detads you have provided wil be organized. Details are as fallows:

Internal dccount 47.50

Invoice Ho: 00000002
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14

141

AC LAB SYSTEM

Appendix F — Modification for CMCA

This appendix intends to cover the information about changes for CMCA, University of
Western Australia to ACLS. In short, they are:

2018 Requested Changes

e CMCA Online registration form: 4 pages to complete the registration form
e Registration pathway:

0 Create pathway

0 Users and staff are able to see the pathway status

0 Upon the completion of pathway, admin staff can approve the registration
e User access expiry date alert and action:

0 When user’s access expiry date is approaching in less than two weeks, the
system shows an alert on the booking page to remind the user to update the

registration. Upon update, admin staff receives a notification for further action to

extend the access expiry date.
0 If user access date is expired, user access to ACLS is disabled.
e Account selection for bookings

o0 If the user holds more than one account, the user must choose the proper
account from the dropdown list to continue. So add “Please choose the correct
account for booking” to the dropdown list.

e Active users only for booking:

o0 We want to set the active users for selection to all the booking tools instead of all

users to the current ACLS.
e Search active users by bookings:

o We want to be able to find out the users who booked a resource during the
chosen period of time.

e Apply a special multiplexer to the standard charging rate for the off-business time

0 “We'd like to automatically apply a V4 billing multiplier to the hours booked from
the hours of 5pm to 9am next day, from the current rate applies to the bookings
from 9am to 5pm”

o “We'd like to automatically apply a 7 billing multiplier to the hours booked, for
the following hours:

= 17.00 Monday until 9.00 Tuesday
= 17.00 Tuesday until 9.00 Wednesday
= 17.00 Wednesday until 9.00 Thursday
= 17.00 Thursday until 9.00 Friday
= And 17.00 Friday until 9.00 Monday
0 Leaving the full rate at other times, Monday to Friday 9.00 until 17.00
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Build all the reports to display usage hours and charges in terms of business time and off
business time

Flow Chart of User Registration Process:

User completes the registration form
and submits

System generates a unique ref
number for registration and sends
the email notice to the user and
admin

Registration pathway:

-Pathway accessible by the user with the ref number without the need
of login

-Admin updates the pathway status upon each stage completion
-Going through pathway, only admin can update user registration form,
and users can access it for view only

Approve registration by admin and system
sends the approval email notice to the user
and a copy to admin for record.
Pathway shuts off upon approval unless admin
wants to reopen to re-process.

The addition to the Registration pathway page, so all existing users can have meetings

to register for future courses. So there will be a new user meeting section and a existing
user meeting section ( in the existing user meeting section all CMCA users can be seen
on the pull down sections) See NUM-EUM.jpg

On the current NUM for the current modules will be changes a mock up is on the
NUM.jpg. All pull down and tick boxes we can edit / change.

Note the 1.1, 1.2 etc. is only to indicate the location on the page and should not be on
the form itself.

To stay the same (First section)

Unapproved user
Date of New User meeting
Staff member present ( text change)
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Staff member present
Staff member present
Staff member present

Training Plan CMCA Courses

0 Course Dates. (pull down menu)
0  Only the next course date

0 One to one training

Technique Group (pull down menu)

0 Optical / Confocal

o0 Cytometry
o XRD
o NMR

o NOTE: We can add/edit this field

Instrument (pull down menu)
o ALL CMCA INSTRUMENTS
o NOTE: We can add/edit this field

Any special arraignments or comments (Single line)

THIS SECTION IS REPEATED 3 TIMES, for different courses.

Training Plan (Electron Microscopy)

Heading: Training Plan for SEM
0 Course Dates. (pull down menu)
= Only the next course date

= One to 1 training
Instrument (Pull down menu)

o Zeiss
o \Verios
o0 Tescan

o 2.3 Discipline: (Pull down menu)
0 Biosciences
o Physical Sciences

o Geosciences

Required modules (tick box, one or more can be ticked)

o Imaging

o Basic EDS
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o Advanced EDS

Any special arraignments or comments (Single line)

Heading: Training Plan for TEM

Course Date. (pull down menu)
0 Only the next course date

0 one to 1 training

Instrument: (pull down menu)
o 2100

o Titan

Discipline: (pull down menu)
o0 Biosciences
o Physical Sciences

o Geosciences

Any special arraignments or comments (Single line)

CMCA Swipe Card Access

What area(s) are swipe card access required ( tick all that apply) (tick box, one or more
can be ticked)

o CMCA@Bayliss
o CMCA@Physics
o CMCA@Perkins
o CMCA@IOMRC

Samples (No changes)

o0 Has sufficient information been provided on the samples to be studied
Yes/No

o Date samples are ready
0 What preparation (if any) will be used- Main)
= CMCA-Physics
= CMCA-Bayliss
= CMCA-Perkins
=  Sample will be prepared elsewhere

= NOTE: We can add/edit this field
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o0 Which preparation facilities (if any) will be used —Secondary
= Physics Chem lab (for SEM prep)
= Physics Chem lab (for TEM prep)
=  Cryo Prep
= Vacuum Oven
= Plasma Cleaner

=  NOTE: We can add/edit this field.

o What additional health and safety related information is required before the
project can commence? (Paragraph)

0 Additional comments (paragraph)



New User Meeting

{ Choose staff from the list
Staff member present ] Choose staff from the list s

Training Plan CMCA Courses

Course dates !l Choose CMCA Course date L
[mmnonnm.mmm :
Iistrumiant [ Choose CMCA instrument from list ¢

Training Plan (Electron Microscopy)

Training Plan for SEM } }
Course dates | choose cMca course date : \
Instrument ll Choose CMCA instrument from list ~ + ‘

Required Modules (Tick ) All that apply E } Igr:.:?:"gns

[ 1Advanced EDS

Course dates
Instrument | choose GMCA instrumnt from list

s oo

L

e S

CMCA Swipe Card Access [ 1CcMCA@ Bayliss
CMCA@Perkil
What area(s) are swipe card access required (tick all that apply) E }cm: A@P;;,"I“;
[ ICMCA@IOMRC

Samples

hammlmmmmmmzmmum

frs

T i

‘Additional comments
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1411 To Set Up Registration Pathway

Registration pathway is a process of approving the user registration request. By default, the
system has the first built-in step “Received registration”. Admin staff can amend and add the
registration process steps to suit your labs.

Go to System Settings -> CMCA Registration Pathway.

You are able to define the step number for each step. ACLS shows the step order in the
pathway.

Step 1 (1):
Step 2 (2):
Step 3 (3):
Step 4 (4):
Step 5 (5):
Step 6 (6):

Pathway Chart

Electronic application submitted and being processed
Academic in charge scheduling the Mew User Meeting
Training and access is confirmed through NUM

Waiting for the signed form to be submitted by the User
Signed form received

ACLS activated / re-activated and user notified

To add a new step:

Bi CMCA Registration Pathway

Q Edit/Add pathway

9 Pathway Chart

CMCA Registration Pathway |

Pathway Step

You can have up to 20 steps in the registration pathway.

14.1.2 To Register

According to the requirements, 4 pages of the form are defined and implemented. Users

must fill the entire form to register.

Bi To Register

[ Before continuing to the Registration page, ensure you have the fallowing information on hand:

T O
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Page 1: Registration

oy

Users can save a temporary copy for later use. The system keeps the temporary copy for

max 14 days.

At o cuseny & regerd e of B canive feciies T

ok s
LGS et WL

@ Pleaze provide for someone we can contact in the event of an emergency

Mume Ot mmergenCy contect pemon -

Thmr relshonuhg o you®

§ Which CMCA laboratory will you mainly use?

Suinct wll that mopiy*

@ Which Centre facilities do you expect to use during your project?

Suinct wll that mopiy*
Vol o e M L Courses belons you can cas e naiusents

*: audpvad hidda

3L am curnenthy 3 regetirod wer
O3 ho, Dam a new user of CHOA faciblies
T3 b, 0 ma sogsbere in the past Bul am not corenthy registaned

¥
[
[
i B st ot e ]

[ arry Sorkins Irestituti of Midical osiarch

[ Indan Ocsans Harine Research Contre [10MRC]
[ s Bsheing Crambey canspus

[ Sl of Mobincsti Semisrmns - Buayliss Busitiveg

[ AIME Gptical Miremsepen

[ tustemmanod S Seannee

[T enea Solwane

[ eytomeny

[ EDS/SEM Koriy inicrasibrsin

[ s Prous [enly b apgrcved wisrs
[ v gt Bnanicas Lssarging (MBL)
[ muss Spectramstry

[ Muckear sagrete desonane: [MHIL)
[ Gptizal / Confocal missescogy

[ deaman Imaging and Spectroscopy
[ Secariniat Pristis Mupascony [SM)
[ S Elactaion Hicsisscary (SEM)
[ Sesall anamsal anagng

[ Tearasmsion Elten Misesspy (TEM)
[ WOS/EMMA X-ray meroanabyis

[ Xray Diffracsien

[ Seray micrescopy [XRH) fmicralT

_WI Sann e InComplete Pagistration documaent for 14 days to alow furthar details to ba compietad afer that fima & is complotaly caloted

Page 2: Project Description and Risk Assessment



@ Project information (Please ensure all applicable fields are filled in)

e T [Academic staff -

Expectad project complstion date™
Project category™ Biomedical Sciences ¥

Project fitle™ [

Project description™
Required - Enter 2 description of your project

@ Principal supervisor details

Title f—‘,
‘Given name [
Family name [
Email Address [
9 Risk nent for sample/reag that will be brought into the Centre

General sample description™

Where will the samples be prepared?*

Is this a PC2/PC3 laboratory?*

If yes, the Office of Gene Technology Regulator (OGTR) number
must be provided™

Sample Form* Sold v

Sample concentration™
(f applicable)

AT

Are the samples hazardous?* o

If yes, provide details*

Are the samples classified as dangerous goods?™ G

If yes, provide details™

Are the samples registered as part of a GMO project?™ [Nu

If yes, provide dealing type and registration number™




will be a agent?™
Includes viral infection of animals and transformation of culture:

If yes, provide details™

Will the samples be fixedpreserved?™

If yes, provide fixative details™

Does this research require Institutional Biosafety Committes
approval?=

If yes, provide approval number®

Provide a risk assessment for your project samples by selecting
one of the following™
Select the most accurate assessment

*; required fields

ontinue

i

[eNeNeNe]

Significant and needs improved controls

Significant but controlled

Uncertain about risks

Not significant

Will save the incomplete registration document for 14 days to allow further details to be completed after that time it is completely deleted

Page 3: Fund Sources and Payment Details

9 Fund sources (please ensure all applicable fields are filled in)

Are you or do you intend to use ancther AMMRF noderfacility ?*

It yes. please specify (AMMRF Nodes)™

Please specify all sources of funding™

Please specify the name of the company
If specified 13 or 19

01-NHMRC: Project Grant

02-NHMRC: COE

03-NHMRC Development Grant
04-NHMRC Program Grant

05-NHMRC Fellowship

06-Targetted Government Funded Program

07-Trust or Scholarships (generic)
08-ARC DP

09-ARC COE

10-ARC LP

11-ARC Special Research Initiative
12-Internal University Grant {inc UPA)
13-Industry Sponsored. Please specify the name of the company
14-Australian Postgrad Stipend
15-5elf-Funded

16-Multiple Grants

17-Medical Research Institute
18-Co-operative Research Centre
19-Other. Please specify

20-Funding from a external university

) doooogoooodoooododooo



@ Payment details (for UWA users)

et appiopiiale

Call Sorng rate operated by CHCA staff §135 7 hour

Figurly rate mstament - user operated $55

Hourly rate MRl Biumageng Faclity (user aperated) $50
Hourly rate M1 Biimageng Faclity including aperator rate $120
TOHRC - Macrescopes Only

Ton Probes rate

Per-samgle rate sngle crystal X-ray dflracton £330
Scanscope OF (100x) Per-shide « CHCA operated onfy 517
Scanscope XT (20x) Per-shide - CMCA cperated §7
SCMNSCO0E KT (20x) Per-slide - user opermted 54
Scenscope XT Block purchece min, 1,000 siide scens - $2.000
Subscripion - Individual HOR student $1.000

Subscription - Individual researcher §2,750

Sutncrption © Indondual undergraduate studerd §220
Subcription « Research group (100 hre ueage cap) §3,300
Subscription « Research Group Member

COO00000000C 00000

» ¥ ) 33,0007 &0 e i UWiA Hesearch Group Mame ™ here

Business uma (BU)" I
Project grant (PG)" 7

@ Payment details (non-UWA users)

Options*

Cell Sorting rate operatad by CMCA staff $275 / hour
‘select sppropriate

CSIRO subscription for probe

Curtin University Hourly rate payable diractly to Curtin Univrsity
Curtin University Subscription - Individual HDR student $3,000
Curtin University Subscription - Individual ressarcher $8,250

Curtin University iption - Individual studert $660

Curtin University Subscription - Resssrch group (100 hrs usage cap) $10,000
Curtin University Subscription - Research Group User

ECU / Murdoch University-Subscription - Individual HDR Student $1,000

ECU [ Murdech Universil ription - Individual $2.750

ECU [ Murdech Universil iption - Individual student $220
ECU / Murdoch University - Cell sorting opersted by CMCA staff $135 /hour
ECU / Murdoch University - Hourly rate instrument-user operator $55

ECU / Murdoch University - MRI Bicimaging Facility (user operated) $50

ECU / Murdoch University - MR Bicimaging Facility including operator rate §120

ECU / Murdoch University -Subscription - Research Group (100 hours usage cap) $3.300
ECU / Murdoch University Scanscope 05 (100x) Per-slide - CMCA operated only $17
ECU / Murdoch University Scanscope XT (20x) Per-slide - CMCA operated §7

ECU / Murdoch University Scanscope XT (20x) Per-slide - user opersred $4

ECU / Murdoch University Scanscope XT Block purchace min. 1,000 slide scans - £2,000
Hourly rate - Including operator {CMCA Academic Staff) $330

Hourly rate - Including operator {CMCA Research Officer) $275

Hourly rate instrument - user operated $110

Hourly rate MRI Bioimaging Facility (user operatad) $150

Hourly rate MRI Bioimaging Facility including operator rate $290

TOMRC - Microscopes Only

Ion probe rate

Per-sample rate single crystal X-ray diffraction $440

Scanscope 05 (100x) Per-slide - CMCA operated 535

Scanscope XT (20x) Per-slide - CMCA operated $14

Scanscope XT (20x) Per-slide - user operated §7

Scanscope XT Block purchace max. 1,000 slide scans - $3,500

Subscription - Publicly Funded Researchers-Individual HDR student - $3000.00
Subscription - Publicly Funded Researchers - Individual Researcher - $8250.00
Subscription - Publicly Funded Researchers - Individual Undergraduate Student - $660.00
Subscription - Bublicly Funded Researchers - Research Group (100 hrs usage cap) - $10,000.00
Subscription - Publicly Funded Researchers - Researcher Group Member

COoOCCOCCCO0O000O0O00O0C0O0CCOCCOOCCO0O0O0O0O0O0QO0O0OCCCO

UWA | Non UWA Research Group Name

Invoice to the attention of [

Address®

*; required fields
Con

Page 4: Terms & Conditions/Submission
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Bi To Register

@ Tesrns & Conditions

Upon final submission, users can see the final page.

B Completion of Registration Submission

A short printable registration copy is available as a hard record. If a user signature is
required, then it can be printed. Also the registration reference number is shown on the
screen and an email notice is sent to the user for their records.

The registration reference number can be used to check the registration pathway status.

A copy of the registration notice is sent to the contact us email defined in “Configure
System”. If you wish to add more staff to receive the new user registration request email, you
can go to “System Settings” -> “Email Receiver” to set them up.

14.1.3 Approve Registration

Due to the introduction of registration pathway, to approve the user registration, you need to
go to User Profile -> Registration Pathway Manager, and select the user to continue.

Bj Registration Pathway Manager

¥ Update registration pathway.
¥ Approve/Decline registration.
¢ Set up new user meeting.

@ Pathway Chart & New User Meeting & Existing User Meefing User Meefing Records

Unapproved User Registration: [Choo&e user from the list ¥ m

On the next page, you are able to see the status of each registration pathway. Until all the
pathway is closed, you are able to approve the user registration.
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Bi Registration Pathway Manager

@ Update regiation patey
¥ AportvmTcine regnttation

Taning and wah s tiard, .
Wating bor the sgred farm to be submutted by the User Wtland, Cambne Rad-unbisFbbalB-Torks Clone

e Sz recerend Buttand, Caring Riad-enl§oFbbal B Torts Open
ALLE aitiated [ fe- activated snd usar nabhed Btard, Carthne B nDYaFBbaLRl - Torty Opan

Should you need to contact the user, simply click Contact User.

Contact User

Subject:

Message Body:|

Should you need to access user registration form details, go to “Click to access registration
form”. For admin, you are able to update the form details; for staff, you can view form only.

14.1.4 New User Meeting (NUM)

NUM is accessible via Registration Pathway Manager. To set up new meeting, click on
New User Meeting or Existing User Meeting.

Bj Registration Pathway Manager

§ Update registration pathway.
§ Approvel/Decline registration.
9 Setup new user meeting.

@ Pathway Chart & New User Mesting User Meeting Records

Unapproved User Registration: [Chua«se user from the list |+

New user meeting is for the unapproved users. Existing user meeting is for the registered
and active users.
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New User Meeting

napproved User Choose user from the list vl

Choose CMCA Course Date from the list |:|

[
rechnical Group [ choose cMca Technical Group from the list |1|
[

Choose CMCA Instrument from the list |:|

ny special arrangements or comments

Choose CMCA Course Date from the list |:|

Course Dates [
[ choose cMca Technical Group from the fist | |
nstrument [ choose cMca tnstrument from the list |:|
[ choose cuCA Course Date from the list |+ |
rechnical Group [ choose cMca Technical Group from the list |:|

[ choose cMCA Instrument from the list |:|

ny special arrangements or comments

Training Plan (Electron Microscopy)

Training Plan for SEM

[ Choose cMcA Course Date from the list t|

[ Choose CMEA Instrument from the list |:\

[ choose cMCA Discipline from the list ||

any special arrangements or comments

Training Plan for TEM

Course Dates Choose CMCA Course Date from the list |

Choose CMCA Instrument from the list |:‘

Choose CMCA Discipline from the list |:|

[
[
l{

CMCA Swipe Card Access

hat area(s) are swipe card access required CMCA@Bayliss
(tick all that apply) CMCA@Perkins
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Samples

Has sufficient information been provided on the [r
samples to be studied o

Date the sampels will be ready for analysis 22/01/2018

Which preparation facilities (if any) will be used [
-- Main

[2E

Choose CMCA Preparation Facility - Main - from the list |~

Which preparation facilities (if any) will be used

B S eeandary [Choose CMCA Preparation Facility - Secondary - from the list |~

What additional heanth and safety related
information is required before the project can
commence?

Additional comments

You are able to access each NUM records by click on User Meeting Records button.

Bs User Meeting Records

9 it ot parmised for mestng records craated earier than & mees

Shew SO0 [l enmes
| eniries
Any speciai sEM sEm
Uner Course Technical arrangemsents Course M M Hegured
. B Wame Bate Greap Inatrumen ' e cammesa Bate Irestrurmen: ] Bescipling Widules
0 m b Bahman Traneg OptcakConio
- -
euner
Tranesy =0 ug we are hagey Trameg Bav uS Bescences BmakEDS
ree 1 o curse 1 Hicrmas VO
Aurcapec

Days Tranes Cytomnetry
o s

SEM - Any

special TEM
arrangements Course Tiu
[Ep—— ™ [ [

The NUM form is required to complete for new and existing user meeting. Each NUM form is

required to select the user from the dropdown list.

14.1.5 NUM Settings

All the related dropdown list settings can be configured System Settings.

Each list set up is the same way, for example, set up CMCA Swipe Cards.

B3 CMCA Swipe Cards

CMCA Swipe Card | Choose CMCA Swipe Card from the list |1|

Choose CMCA Swipe Card from the list

i)

Task Code

CMCA@Bayliss
CMCA@Perkins

Record Created
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14.1.6 Set Up Business Time and Multiplexer

Go to Staff -> System Settings -> Configure System -> Business Hour Settings.

B Configure System

¥ Business hours

Business Open Time (Monday to Friday) | 9:00 v
Business Close Time (Monday to Friday) | 17:00
Charge Rate Multiplexer {Out of Business Time) | 0.50

Weekends are considered as off business time.

14.1.7 Usage Reports

According to the proposal (ACLS Change of Order (201606-CMCA) — Final.pdf), booking
reports and batch reports are modified to include the calculation for business hours and off
business hours separately.

B Booking Report

% Report by month

Penod Booking Report

Month: | February

Year: [2017 v
Booking Report by Individual User
L Booking Report by Facility

Booking Report by School/Organization

Facility Booking Report
User Booking Report
Training Booking Report
Group Booking Report
Commercial Booking Report

o Service Booking Report

A new reporting platform is implemented so you can easily search (or shortlist), export/print
to CSV, EXCEL and PDF. This new technique has been applied to all the report tables.

In addition, as the multiplexer is newly added to ACLS, so if you go back to the previous
report in batch report mode, then all the business time and off business time calculations are

set to 0 as no data are available unless you re-run the batch reports.

Snapshot of booking reports by resource:
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B Booking Report - Facility
¥ Raport for February 2015

¥ BAY NMR Varian 400 9 8T Busness Tane

0% BT Mulipiger. 0.59

Show| 500 v enines Sparce Coy G5 Bl PDF

Showing 1 la 36 of 36 srivies

o e

At Mame ‘Schogt Diganizanan Superviver Aczour Lyl o L] an Howrs Crages

stiach cuc. cuca nos o208 e

s, quangetn Fots - Conmutry ana Tt Dots 4. BrTISI08S s el a1 250 52 a0

Biaarntn, biarmet Fei - Chasatry snd Pggett Lathew 43, INASETSS s a0 127 oo 12 im0
Dischemistry

O, aam FuS - Chmmiry and ke Dol e 00 w0 208 100 150 a0
Diochemesiry SUBSCRFTION

ain " Swecart Scot 433 DUTIESIS oo e 1250 e 1308 00

Biechemvutry

e, Gimtert Fok . Comesmiy s oo Dol mAvLEES 300 10 1 050 120 10
Bischermisiry SUBSCRFTION

Pullefa. Glenn Fo5 - Chemistry snd Pugofl MaShew 433 DUTIS515 5000 00 1015 10 ns s
Biachamisiry

MR Gy P CUCA - CUCa Bymelindsay  CMICAADMBNISTRATION 3000 w0 108 200 w0 w0

Mageed. Fo5. Dater Muray AXF. BPT151085 5000 80 TS L] Hw s
Ezchematr;

Sautts, Keth Fu5 - Caemsiry and Hna A% UWAIS2500 s00d 0w 00w a0 an 040
Hacchermraby

De Marh. Crista® Fof - Chamatry and Shiste Keth AN - HUWASSD 55000 £=-1. 3 12 000 125 25

sk, dsreey Fef - Cammmstry s St Seon AT UWASSTSS o0 0 hos o0 (] o
Hischermatry

Hgreiey, Astsah FoS - Chemmlry ind Floralti Govin 433 BPTI3I045 0 0w s L] 378 EE
Facchermatry

Wl Sickban Fofi - Chamattry snd Ghbba Kt UAYLESS 003 00 LL L o0%0 w0
Dschamistry SUBSCRETION

Curwai Sana Ful - Chmemntry and Pgsn iathes 430 UWASETSS 0o we 18 L1 130 w0
Diachemesiry

Snapshot of batch reports:

B Batch Report

@ Provde optng for dets soring

@ Montniy Bocking Data Report: Feonsary 2015

QUT Fumnas Tms

900 BT Mullplexer. 0.50

@ Exprt o EXCEL

S - - |

Ehew 500 o anines Esarch: Cogy OV Eeesl POF

Shosang 1 1 303 of 103 enires

Aecomnt Hocked

Chargetlos Moy Heours ot Chages Charpes Bocked Crarges
Fzinty User Mame. Supervisse Sehosbing Aseount L] Lyl BT} 51iBT} 51O BT} Hours. Ll
Crawtey S0M Zwn 55 Zeiss S0M Cryo Peta Chide. CMCA - CMCA KA INTERNALLOY 008 o nos (1] (] W (1]

RATE
Crawiey SEM Tsis 55 Lighbort Sieshen Joun Waing. Fof - Foranwic Science. T 433 UWAPSS00 (L] om0 11 oo a0 180 1]
Coawiey SEM Jena 55 Fromational hatnibes Nane EMCA - Operasens A 000 () oo 000 L) L) oo
ADMERISTRATION

Crawtey SEM Zsan 55 Sufana Rumans iz I FECM wwa (13 oo oo [17] wio 1m0 1]
Cramiey SO0 Tane 85 U, Vupin. Marn Rarmwe Fof - Plard Biciogy A3 UWAPSEDD Ll LT L L1 a0 "o Ll
Comty $E0 Toma 86 Cooper Crystal s Cioce CMCA . CMCA WA SURSCRIETION 000 0o noe [ B0 0o 11
Comley SEM Zotn 55 Bl Nalesa Anbhoery Ko Fol - Earth * Ennisrmet A3 INRAPISDS noe nse 1] (1] (] 280 11
Cramiry S2M Jenn 53 B Pigens Wartn Barerty Fofi - P Bilogy A9 UWAPTSON Ll 080 L Ll L nm Ll
Comwtey SEM Zenn 55 Posey Geegary Mo CUCA - Conveling CMCACONSILTNG D00 00 11 1] L] om o
Cramwy SEM Znmn 55 Fostey Gevgary® Fauy, Stave WAL a0 () ooe 008 L 180 new

[T [T oo (1] a0 590 o

‘Raska firsann Gun
Comutey 560 Tunn $5 Lifinin bpor Swaminaian P . Chemniry and A% IWARSS0H b8 [ 6os [T ] EE b0
Beochemstry

Crawsey SEM Tgan 55 Shehiow Drian Gary Kendrick Fo3 - Fam Biology 475 UWAF00 oo (1] noe oo 000 380 (1]
Total 0200 no0e

14.1.8 User Registration Form

User registration forms are accessible via each user profile. The new meta data form design
is implemented for a polished finish.
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Bj User Profile Manager

Eal Thumbnail Photo 4 Add Account Il Add School/Org & Add Supervisor

Approved Registration Form
Updated: 12/08/2014 11:26
Submitted: 06/08/2014 09:43

Set New Password Send Confirmation Notice To User

& Diana, Jacobs

Profile Pinboard Supervisor Form Publication Account Certificate Usage (Booking) Invoice

User Photo

1419 FAQ

1. How can | set up “Funding Source”?

This is available to admin only. Go to System Settings -> Funding Sources.

2. How can | set up “Special Requirements”?

This is available to admin only. Go to System Settings -> Special Requirements.

3. How can | set up “CMCA Facilities”?

This is available to admin only. Go to System Settings -> CMCA Facilities.

4. How canl set up “CMCA Labs”?

This is available to admin only. Go to System Settings -> CMCA Labs.

5. How can | set up “UWA Payment Option”?

This is available to admin only. Go to System Settings -> UWA Payment Option.
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6. How can | set up “Non-UWA Payment Option”?

This is available to admin only. Go to System Settings -> Non-UWA Payment
Option.

7. Why can’t | approve the registration?

The pathway needs to be closed before you can give an approval.

8. Upon approval, can the user access the form?

Yes. He can go to User Profile Manger to access his profile, and also his registration

form. However, he cannot change the form details.

B User Profile Manager

Eal Thumbnail Photo 4 Add Account I Add School/Org & Add Supervisor

Approved Registration Form
Updated: 22/03/2017 00:00
Submitted: 23/03/2016 10:32

14.2 2020 Requested Changes

e Each instrument will now be on a tier system 1, 2 or 3 and depending on what tier it is.
Instruments can only be on one tier. The amount to be charged will be different for each
tier.

e Users will be able to pre-purchase block of hours for instruments for each tier separately
i.e. They would need to “pre-purchase a block of hours” for Tier 1 instruments, if you
then want to use a Tier 2 instrument, you would need to either purchase a “pre-purchase
a block of hours” for Tier 2, or do hourly rates, if you will be using < 50hrs....or any of the
possible combinations. So any user can have multiple hours and multiple tier
subscriptions.

e There will be different amounts for UWA and external rates.
o When there is 10 hours left the user and admin will be notified by email

o When users are booking an instrument they will be able to see how many hours they
have left on their subscription for each tier.

e We won’t be using group subscriptions any longer.
e There will be no difference between in-hours and out of hours rates.

e We can determine and change instruments tiers, rates and hours per block
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Working principles:

e Instruments are grouped into Tiers depending on their complexity and operating costs.

e Options: (1) pay in arrears by the hour, or (2) pre-pay for a block of hours to get a

discount.

e The larger the block you buy, the more the discount.

e Block hours can be used on any instrument within that Tier.

e Block hours must be used by a single researcher (no shared blocks).

e Blocks must be used within 12 months of purchase (to prevent large blocks being
purchased in Year 1 of a multi-year project)

e You cannot upgrade from one block size to another when you run out of hours (you must

buy a new block of hours)

UWA internal rates:

Tier 1 Tier 2 Tier 3
Hours Instrument A Instrument D Instrument H
Instrument B Instrument F Instrument |
1 $x $x $x
50 Fxx $xx $xx
100 Pxxx Fxxx Fxxx
400 Pxxxxx Fxxxxx Not available

External rates:

e Standard 3:1 multiplier is used to reflect UWA’s 2/3 contribution to CMCA operating

costs.
Tier 1 Tier 2 Tier 3
Hours Instrument A Instrument D Instrument H
Instrument B Instrument F Instrument [
50 Fxx Fxx Fxx
100 Pxxx Pxxx $xxx
200 Fxxxx Fxxxx Fxxxx
400 Pxxxxx Pxxxxx Not available
Flow charts:
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Tier Hour Array H[n}:

1p Tie
T[n] = R[n] = H[n] rate,50,100,2

User Purchas
Rate or Tier, U[n
Hn] ~ T[]

mary tier
runs out of balance

Pre-purchased hours valid
only M months? M default
value is ould be
changed to user profile

14.21  Set up tiers

Go to Staff tab -> Utility -> Charge Category Manager, set up multiple tiers.




Bj Charge Category Manager

@ Set up charge categories.

Category: tier 1

Category: tier 3

Active Categories

14.2.2 Set up resource tier and rates

Go to Resource Manager -> Charge Rates to set up rates. Each resource is entitled to

one tier only at any time.

AIMS Leics DM LB Microscope
Lab Space  C

Training Certificate  Trainer  Cartified Users  Java Tracker  Python Tracker

Tier Sebection: ® ber 1 O perz O per3

Ehagabau (5] (b 1 - st |" Chasgabiacr (3] (i 1 . sotwinsl| |’= 1 ot “
ChageMaur (5 (ber | - mema) [!_ ChameMeur (5] (ber 1 - extwenal) ’5_ 0 b “
Chasgatau (51 (b |- sl [‘ Chagabeur (3] (e 1 . sl [‘ 0 Boury n
ChameMaur (5] (ber | - memal) ’n_ ChameMaur (5] (Ber 1 - exteemal] |n 200 heury “
Chargabiou (5] (b | . srierealy [u Chargsbeu (5] (e 1 - sriwal) |'° 400 bouny “
Selected tier and rates are shown in the resource list table.
Resource Resource Category
Group Charge/Hour ()
Edit AIMS Leica AIMS OPTICAL  tier 1 (1 hour, internal):
DM LB MICROSCOPES  $1.00
Clone Microscope tier 1 {1 hour, external):
. $2.00
Archive tier 1 (50 hours, internal):
$5.00
Delet
SEE tier 1 (50 hours, external):
$6.00

tier 1 (100 hours,
internal): $7.00
tier 1 (100 hours,
external): $8.00



14.2.3 Purchase hours

Go to User Profile -> User Tier Manager to update the purchased hours by the user. In

the following example, user “Aati” purchased the hours for various tiers.

Bj User Tier Manager

& &

Active Users Inactive Users

2

[ Choose user frem the list ~ [Choose user from the list w

Purchase Tiers (Balance & Logs) Balance & Logs

Select tier and hour to purchase the hours and the current balance. The purchased

records are logged for reference. The logs also include the usage hour by bookings.

14.2.4 Expiry date of the purchase:

The expiry date of the purchase is set to one year. If users top up the purchase, the expiry

date would be updated accordingly.



User Name

Purchased Tier

Purchased Hours

Current Purchased Tier and Hours

‘Current Purchazed Hour Balance

‘Current Purchased Hour Expiry Date

Current Purchased Tier and Hours

Current Purchased Hour Balance

Current Purchased Hour Expiry Date

‘Current Purchased Tier and Hours

‘Current Purchased Hour Balance

Aati, Sultan

O ter1 O tierz O tiers

O soHours O 100 Hours O 200 Hours O 400 Hours

tier 2: 100 hours

100.00

20/01/2022 (Days left to expire: 364)

tier 3: 200 hours

200.00

20/01/2022 (Days left to expire: 364)

tier 1- 50 hours

69.00

‘Current Purchased Hour Expiry Date

21/01/2022 (Days left to expire: 364)

® by tier
® by tier
® by tier

14.2.5 Charge by hour or by tier:
By default, ACLS runs charge by hour to all the users, by doing so, users can continue
making bookings as usual. Once charge by tier is switched on for the user, the user must
have the balance hours in the purchased tiers.
User Mame Category Charge By
Aati, Sultan tier 1 O by hour
Lzt Sultan tier 2 D by hour
Aati, Sultan tier 3 O by hour
14.2.6 Charge by internal rate or external rate:

By default, ACLS enables the internal rate to all the users. Admin is at position to enable

the rate selection for resource vs uset.



Charge Rate

®  internal | external

®  internzal | external

D internzl  ®  external

User Name Category Charge By Charge Rate

Asti Sultsn tier 1 ) byhour @ byter ® internal () external
Ast, Sultzn tier2 () byhour @ bytier ® internal (O external
Asti, Sultan tier3 ) byhour @ byter ) internal @ axternal

14.2.7 Balance logs for the purchased tiers:

Full log snapshot.

User Name Purchased Tier Purchaged Hours Balance Hours Updated By Updated Time

Dong Zheng 4900

Dong Zheng tier 3 200 200.00 Dong Zheng 2822020 09:18:53
Dong Zheng tier 2 100 100.00 Dong Zheng 28M 22020 09:18:48
Dong Zheng tier 1 50 50.00 Dong Zheng 2822020 09:15:42
Booking Resource Booking Tier  Booking Start Time  Booking End Time Booking Hours ~ Booking Ref Booking Status
Perkins Nikon A1 Si Confocal  tier 1 07/01/2021 09:00:00  O07T/01/202110:00:00  1.00 1609107546717

At this page, you are able to define the booking charges by hour o by tier, apply either
internal rate or external rate. By default, settings go to by hour and internal rate so this

won’t stop users to make bookings even if they haven’t purchased any hours.

14.2.8 Cancel the purchased hours:



3

Admin could cancel the purchased hours anytime, however, the balance hours will stay

at Zero hours if the cancelled hours are more than balanced hours.

Aati, Sultan

O tier1t O tierz O tier 3

Purchased Hours

O 50 Hours ) 100 Hours O 200 Hours ) 400 Hours

Current Purchased Tier and Hours tier 2: 100 hours

Current Purchased Hour Balance 100.00

Current Purchased Hour Expiry Date 2000172022 (Days left to expire: 305)
Current Purchased Tier and Hours tier 3: 200 hours

Current Purchased Hour Balancs 0.00

Zument Purchased Hour Expiry Date 20/01/2022 (Days left to expire: 305)
Current Purchased Tier and Hours tier 1: 50 hours

Curment Purchased Hour Balanc= 35.00

Current Purchased Hour Expiry Date 1032022 [Days left to expire: 362)

B3 User Tier Manager
§ Cancel purchased tier hours.

Return

User Name Agti, Sultan

Furchased Tier O tiert Otierz O tiers

Purchased Hours O soHours O 100 Hours O 200 Hours O 400 Hours

Curmrent Purchased Tier and Hours tier 2- 100 hours.

Current Purchased Hour Balance 100.00

Current Purchased Hour Expiry Date 20/01/2022 (Days left to expire: 305)
Cumrent Purchased Tier and Hours tier 3: 200 hours

Curmrent Purchased Hour Balance [l

Cument Purchased Hour Expiry Date 2000172022 (Days left to expire: 305)
Cument Purchased Tier and Hours tier 1: 50 hours

Cumrent Purchased Hour Balance 28.00

Current Purchased Hour Expiry Date 10/03/2022 (Days left to expire: 362}

In purchased logs, the cancelled purchased hours are marked at minus.



Show| 500 W aniries

Showing 1 to 115 of 115 entries

User Name Purchased Tier Purchased Hours Balance Hours
Dang Zheng 38.00
Dang Zheng 35.00
Dong Zheng 38.00
Dang Zheng 41.00
Dang Zheng tier 1 =50 43.00
Dong Zheng tier 1 50 23.00
Dang Zheng 43.00

14.2.9 Alternative ways to check balance and logs

Users are able to check the purchased hours balance and logs via My Profile. Staff can

user’s balance and logs at user profile page.

14.2.10 Booking with tiers — operation calendar

While making the bookings, booking lightbox window indicates the tier and balance as

shown here.

PERKINS NIKON A1 51 CONFOCAL

Description | Aati, Sultan

Purchased ter 1: 49.00 hours

Hour
Balance

Notes |

Time period |®DEI:EIO - |? -

Confirmation [

Reminder []

DELETE CAMNCEL n
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The booking hours are deducted from the balance each time, and recovered to balance

if the booking is cancelled.

Resourece tier is displayed on the calendar page for information.

Perkins Nikon A1 Si
Confocal

¥ Accept future bookings only

¥ Switch to dayfweek view by clicking on DATE as
link

@ Permitted Hours: 9:00 - 17:00

= Account for Booking: 439 - UVVAStd
(Rate/Hour: 30.00)

¥ Resource Charge Category: tier 1

If user has no balance remaining, he won’t be able to book the resource as indicated

here.

Bj Crawley SP Crit. Pt. Dryer

¥ Accept future bookings only

You have ZERO purchased balance hours to make any bookings! Please contact us for assistance at admin-cmca@uwa.edu.au.

14.2.11 Booking with tiers — user and training calendar

Once the tier is enabled to the user, staff could book for the user and also make training

bookings for the user, ACLS deducts the balance from the purchased automatically.

14.2.12 Booking with tiers — timeline calendar
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For timeline calendar, the tier and purchased hour balance is dynamically displayed for
all resources on the calendar, that is different from the single resource operation calendar.

No bookings can be accepted if the balance is zero, or less than the booking hours.

RESOURCE BOOKING

Description Aati, Sultan
Purchased #Bayliss SPM Keysight SPM: tier 1, 19.00
Hour hours
Balance #Perkins Nikon Al Si Confocal: tier 1, 15.00
hours
Resource | gayliss SPM Keysight SPM -
Notes
Time period @ 1500w |7 w |January » (2021 -

|@'I6:ED - ‘— -

DELETE CANCEL “

January - 2021 -

14.2.13 Booking cancellation

Once the tier is enabled to the user, the cancelled booking hours are restored to the

balance automatically.

14.2.14 Training Bookings

Training booking calendar will not process with the user purchased hours and tiers.

14.2.15 Retrospective Bookings

Go to Data logbook manager to edit the retrospective bookings made in the past. The

purchased hours are handled accordingly.

14.2.16 Batch report
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Batch reports are run with the automated calculation for the bookings charge by hour

and charge by tier. The tiers and rates are included in the reports.

Bi Batch Report

@ Monly Eccking Data Flepart: December 2020

Brevsut | 1 Nt

how | 1000 v e m-.-.mmmmm
S 10212 s s om0 e
— e - Spereer semosttng P G oew e pan o
;&;:»WW CRAWLEY SPM A, Sasttans S MDETCHT s 00 SU x.—; Fraes - Gestad 4 inas :':“ anm a0 L] 500
Charge Charge Balance Booked Charges
Category Rate Hours Hours (5)
(s)
tier 1: 4.00 5.00 B.00 32.00
50hours
{internal)
tier 1: 3.00 5.00 5.00 15.00
50hours
{internal)

Previous 1 Mext

14.2.17 Registration page
The following changes are made upon the request. The relevant changes also apply to
the registration forms in user pathway manager and user profile manager.

e On Page 1 Remove totally

Are you currently a registered user of the centre facilities? O I am currently a registered user

O Mo, I am a new user of CMCA facilities

O Mo, I was registered in the past but am not currently registered

This will remove the default payment option of $275 for all new users

e OnPage3

@ Payment details (for UWA users)

Change the text to Payment details (internal)



oy

e Alsoon Page 3

@ Payment details (non-UWA and WA Research Partner users; incl. Murdoch, ECU, Curtin and Notre Dame)

Change text to Payment details (associate)
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15 Appendix G — Modification for UTS

This appendix intends to cover the information about changes for University of Technology
Sydney to ACLS.

15.1 User Profile Manager

Sorting after search is arranged by alphabetic order of user name instead of user title.

lacep

Bamses O o 1oanis abtmancguts sy s [ € N 1as sttt ey b
......

15.2 Customised Resource Fields (Item 3)

A new technique is used to add or remove the new fields for resources by yourself.

Step 1: Add new customised fields

Go to Resource Manager, click on Customised Resource Fields to add new fields.

[4] sal.Fieds: 2
Linked Booking Resources Customise Resource Fields

For new fields, you need to enter field name and length of field (max number of characters).
Please use letter and digit for field name only.
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Add Fields
Field Name [
Max Field Length [

Upon creating the new fields, you can delete them anytime if they are not in use for any
bookings.

B Customise Resource Fields

9 Oy usar ITarS for S mAMma, S0 Rl LS8 BNy SDASAI CATREAM

Field Name. M Fiedd Length

e : L

Step 2: Add customised fields to Resource

You need to confirm if you want to set up new customized fields to any resources for its
booking form or for its report respectively. If you don't tick the relevant boxes, then the new
customised fields won'’t be effect to the resources.

Customised Fields

cast code. (Tick to include into booking form) (Tick to includ into report)

mobii phone {Tick o include ino boking orm) [ (Tickfoinclude o repor

This is all you need to do for adding customised fields.

Step3: Change the customised field order on popup booking window

You are able to change the customised fields order on the form. Click on “Set Field Order on
Booking Window” button to make the changes.

E Customise Resource Fields

§ Cinky usar betines for i rams. do nol wse any specal craractnn
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B Customise Resource Fields

9 Change field order on the booking window.

Return

Field Name cost code Order [ 2w

Field Name mileage Order 1v

15.3 Customised Resource Fields on Booking Form (ltem 3)

The customised fields will show up on the form depending the resource settings. Please note
that all the customised fields are compulsory entry. Without the data entry, the bookings
won't be accepted.

(L6) DIVING DAN 02 KIT - CLONE

Description | Daong Zheng

cost code ‘

mobile
phone

Notes

Repeat DISABLED
event

Full day |@00:30 - |2 - |March - |2019v

|@00.45 - |2 - |March - |2019v

Confirmation

Reminder

DELETE CANCEL n

15.4 Customised Resource Fields on Report (Item 4)

Go to Report Manager, a new report tile is added for the resources which have the
customised fields enabled. By doing so, the standard reports remain unchanged.

ACLS shortlists the resource groups (that are enabled with the customized fields) for
selection.
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B Customised Booking Report

@ Report for April 2019

Return

Select Resource Groups

O s pving

] Tramers

finue

[y pe——

Vaar

J

The monthly report example is shown here. You can export to EXCEL anytime.

1LE) DIING DAN
02 it - Cloe

L) OVING DN
02 K- Clone

ILB) DIVING DAN
07 ¥t - Clone

(L) IVING DN
07 08 - Clane

L) DIVING DAN
O Kt - Clane.
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16 Appendix H — ACLS Python Tracker

ACLS Python Tracker is a cross-platform software desktop app written in Python which
working with ACLS web server to provide a web-based desktop app. The tracker is to record
user’s usage of the instruments, to restrict instrument access, to alert any OHS related
issues in lab to the lab staff through the email, to show the next booking on the current day
booking calendar, to show trainer contacts, to provide QR code for mobile device to scan and
check lab resources, and also poster feature which is useful for today’s COVID-19 outbreak.

Reload tracker

.............. -
Prevent the spread UNSW
of COVID-19

Electron Microscope Unit

Avizo 1(No charge) PleaiieyZiefi;Tz:i:aellIhEIp

User ID

If you feel unwell, even with mild symptoms:

Password

Contact Healthdirect

16.1 Working Mechanism of Tracker with ACLS Server

Through the tracker, you can implement a secured access to instrument or equipment by “No
Login, No Operation” policy.

Before user can operate the instrument or equipment, he needs to login through the tracker.
The tracker checks if user has a valid account, if user has the valid certificate to operate the
equipment by himself or require the supervision of the staff member before permitting. During

the period of operation or experiment, user can record the experimental notes, see the next
booking to better manager his time of operation, and receive the notification sent by staff.

16.2 Tracker Operation
e Login process

Upon executing the tracker program, home page shows up as illustrated below. Home
page indicates the following information:

0 Reload tracker: click Reload tracker button to refresh the home login page if you
encounter any issues
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0 COVID-19 Poster: this is the default setting in ACLS resource manager. It can be
customised by lab to set up different posters

0 QR code: use mobile phone to scan QR code and access to resource dashboard
0 Trainer: show the trainer contacts

0 About: app name and version

0 Lab name: ACLS Demo in the snapshot

0 Resource name: 3D camera in the snapshot

0 Last login: show last login user name, school or organisation name and login day
timestamp

Last login: Hui Kong, Matarial Sciences, 25/068/2021 Friday

Electron Microscope Unit

Avizo 1(No charge)

User 1D

o Enter User ID and Password to sign in.

o Depending on the tracker settings in ACLS resource manager, you might need to
select account or project to continue.
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Reload tracker

Electron Microscope Unit

Avizo 1(No charge)

=it

Account select

e Upon accepting the login, Tracker stays at the top corner of the right-hand side of the
screen. Tracker shows the escaped time at the tracking app bar.

B [0:00:01] ACLSTracker -

Avizo 1(No charge)

14082020 11:55:53

e Logout timer (optional)

A logout timer can be activated to logout the tracker automatically when timer runs out of
the pre-set hours. It is featured to give the option control to the labs where instrument or
equipment operation may need to end at midnight without the human interference.
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B [0:02:41] ACLSTracker -

Awizo 1(No charge)

14082020 11:55:53

e Select the desired hours, and click ‘Start Timer’ to begin the countdown. Tracker logs out
user automatically when countdown ends.

B [0:05:14] ACLSTracker -

Avizo 1(No charge)

14082020 115553

SET TIMER FOR AUTOMATIC
LOGOUT
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B [0:07:03] ACLSTracker —

Awvizo 1(No charge)

140822020 1155253

AUTOMATIC LOGOUT IN:

Oh 59m 56s

To stop timer, simply click on ‘Stop Timer’.
e Lock screen (optional)
Lock-screen feature is available as an option. The lock screen is useful for staff and

users to lock screen while they are away for lunch break or any other short break. Staff

can unlock screen anytime no matter whoever login.

B [0:15:59] ACLSTracker -

Avizo 1(No charge)

14NS2020 11:55:53

Lock screen
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Click Lock Screen to get the screen locked. The entire screen becomes semi-
transparent in lock-screen mode.

e Record Notes
You can record and submit notes during an experiment by clicking the ‘Note’ button.

Enter your experiment notes in the textbox provided, and click ‘Submit’ to save the notes.

Submit Notes

Close

The user can make simple notes by clicking the ‘Submit Notes’ button. Once the submit
button is clicked the note will be submitted to the server, saved and available in ACLS
web tracker notes.
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e Logging Out

Once you are finished using the instrument, click the ‘Logout’ button to terminate the
session.

B [0:00:07] ACLSTracker -

Awizo 1(No charge)

14082020 1125553

16.3 Tracker Configuration in ACLS Web Portal

This is for lab admin or system administrator to set up. Login to ACLS, go to Resource
Manager to edit the resource property.

Avizo 1(Ne charge)

General Profile Booking Profile Lab Space Catalogue Profile Booking Form Training Certificate Trainer Certified Users Java Tracker Python Tracker

Resource Avizo 1(No charge)
Host ID 42984634
D Type ®  HosiiD
Block Hot-Keys ®  Blocked
Block Task Manager ®  Blocked ) Unblocked
Enable Account/Project Selection (Enabled, users must select account/project on tracker login)
Enable Locking Screen (Enabled, lock screen feature is enabled so users can lock screen after tracker login)
Enable Auto-Logaut [] iDisabled. auto-logout feature is disabled)
Allow Connection
Note
|
Tracker Installation Status Installed
Tracker Connection Status Connected

—————

The obsolete Java tracker is still on the page for information. The new tracker is configured
with the Python tracker page. Here is the explanation of the configuration parameters.
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e Resource: instrument or equipment name

e Host ID: it is auto-generated by system used for tracker connection, you can reset the ID
if needed. However, if the tracker is already connected, ID reset will make the tracker
disconnected.

e ID Type: fixed and not changeable

e Block hotkeys: block all the hotkey combination to stop users from bypassing the tracker
login. However, this is only effective if the tracker runs on pc admin account on the
instrument or equipment Windows pc.

o Block task manager: tick to block task manager on Windows pc when running Tracker on
pc admin account.

e Enable account/project selection: tick to enable account/project selection if you simply
use tracker to record instrument/equipment access, or/and safeguard the access.

e Enable locking-screen: tick to enable locking screen feature.

e Enable auto-logout: tick to enable auto-logout. This is different from the timer feature.
Timer is controllable on site by staff and users. If auto-logout is turned on, tracker logout
upon auto-logout timer countdown is over.

Enable Auto-Logout (Enabled, auto-logout featurs is enabled upon login, tracker lgout automatically after pre-defined logout hours)
Auto-Logout Hours |ﬁ

Allow Connection

hote |

Tracker Installation Status Installed

Tracker Connection Stafus Connected

e Enable Full-Screen Mode: This option is enabled by default. If it is ticked, the tracker will
be full screen on the login page and the user cannot bypass it. If it is unticked, the user
can freely bypass the tracker without logging in. You should only untick this if you plan
on disabling the tracker temporarily.

e Allow connection: If you don't tick this checkbox, tracker connection would be declined.

e Notes: for admin use

Since the tracker is web based, a web URL is available for demo purpose, or used for the
other devices such as tablets. Please contact us for the further discussion if you want to run
the tracker for the non-computerised equipment or tools.

Tracker installer Please coniact ACLS support feam for ACLS tracker installer. ACLS tracker can be used to safeguard the equipment and resources. Tracker supports Windows, MAC and Linux OS.
Tracker demo Tracker for 4000 QTRAP LC-MS (G27)

Important notes Please do not sign in the fracker demo after you install the fracker onto this resource as your legin/logout might be conflicted with the frue loignfogout on the fracker of the resource
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e The tracker adds back the missing logout when the next user login. However, this might
cause the incorrect usage time. For example, user A login at 12pm, then reboot pc when
leaving without logout at 1pm. User B login at 3pm, tracker automatically adds the logout
for user A at 3pm instead of 2pm.

e Connection logs are available for cross-check for the situation that users might reboot pc
after usage and system logs the longer time session than the actual usage.

16.4 ACLS Tracker Status

You are able to check tracker status including installation status, connection status and IP
address of the connected equipment/devices and tracker version.

Resource Tracker Sefting & Status

Resource IP Address Tracker Installation Tracker Connection Tracker Version
Avizo 1{No charge) 129.94.164.57 Installed Connected 0.7
Avizo 2(No charge) 129.94.164.77 Installed Connected 07
EPMA 8500 12994 1653 Installed Connected 07
FIB Auriga 12994 164.105 Installed Connected 07
FIB Auniga - Oxford 12994 165.77 Installed Connected 07
FIE NanoLab 129.94 164.64 Installed Connected 07
Leica Lift-Cut 129.94.165.181 Installed Connected 07

16.5 ACLS Poster

You are able to change poster menu and poster image at tracker status page.

Resource Tracker Seffing & Status
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Post Menu Name

COVID-15 Poster (if you set to none, the poster menu is disabled on tracker menu)

Prevent the spread UNSW
of COVID-19

Please seek medical help
if you feel unwell

& 'Upload Poster Image (jpg)

1 you fasl n with mild symptoms:

rmgtema 0 fock out for inthude

16.6 ACLS Tracker Server

ACLS tracker server requires the special configuration with Abyss Web Server X2. ACLS
tracker is web based and https connection on the separate port. Please contact ACLS team
for assistance.

16.7 Automatically setting up user folders with ACLS Tracker

ACLS Tracker can automatically create folders for each user that logs onto the lab computer.
The user can store their files in the folder designated for them.

To enable folder creation:

e Loginto ACLS

¢ Navigate to Staff, then System Settings, then “User Data Folder Setting (Tracker)” in the
bottom right corner

e Tick “Create user folder” and press save.

o After these steps, you will need to set up a default directory for the user folders to reside
in.

e Loginto ACLS

¢ Navigate to Staff, then Utilities -> Resources, then “Resource Tracker Home Drive” at the
bottom
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Resource Tracker Home Drive

e Alist of resources will be displayed. For each resource, you must input a directory that
will contain all the user folders. This directory will be created on the resource computer.
The director can be local folders or on networked drives.

e For example, to have all the user folders placed into the data drive, input “D:\".

Resource Home Drive Folder
Avizo 1(No charge

vizo 1( ge) (o:\
Avizo 2(No charge

Y ( ge) {D:\users

e System admin will need to select a naming format for the user folder on System Settings
-> Configure System -> User Folder Setting (Tracker). The green button on the right.

About ACLS License

Google Analyfics

Reset Public Calendar Script
Update Mobile Browser Scripis
Resiore User Cerlificates

Scan Resource Images
Enable Certificate Confirmation
Disable Cerfificate Confirmation
Initialize All User ID

Initialise All User Moxy Code

Delete Duplicated Rezource OR Codes

Extend All Cerlificate Expiry Dates

User Diata Folder Sefting (Tracker)
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e There are three options available:
0 “User name” will create folders based on the user’s first and last name
0 “Login name” will create folders based on the user’s login e.g their zid

o “Alias” will create folders based on their provided alias, if it is registered in ACLS.

Bj User Data Folder Settings

9 The settings work with ACLS tracker only
% This feafure helps fo create the standard format user data folder on resource/insirument computers according fo the defined format
¥ Admin could view all the user folders on the fargeted drive on resourcefinstrument computers

Create user data folder (fick fo enable)

Select user data folder name format

user name @ ogin name ! Alias

0 Press Save to accept the changes
0 After these steps, ACLS Tracker will automatically create user folders for users
to store their data in.
16.8 ACLS Sensor: keeping track of user folders
If automatic folder creation is enabled (see previous section), then the ACLS Sensor feature
can be enabled in order to keep track of user folders. The folders are regularly scanned by
ACLS Sensor to keep track of how large they are. This information is uploaded to the ACLS

website, allowing you to keep track of disk usage on each lab computer.

To enable ACLS Sensor:

e Loginto ACLS

¢ Navigate to Staff, then Utilities -> Resources, then “Resource Tracker Home Drive” at the
bottom

Resource Tracker Home Drive
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e For each resources that you want this feature enabled on, tick “Scan user data folder”

Scan Home Drive

e Press Accept

ACLS Sensor scans once every 24 hours. The scan takes place overnight.

To view scan results, press “Scan Home Drive” on the Resource Tracker Home Drive page.

Bi Resource Manager

@ Python tracker home drive settings
@ Home drive folder format: c:\data\microscope, could be local folder or network drive
@ Home drive folder scan results (scan once a day)

Resource Home Drive Folder

Avizo 1(No
charge)

[C \test\test2\test3

This will take you to a page showing:

e User folders

e The size of each user folder

e The number of files in each user folders
e Scantime

e Last 30 days scan logs: By clicking this button, you will see a list of all scans in the last
30 days.

B Resource Manager

@ Python tracker home drive scanned results

Resource Home Drive Scanned Results Scanned Time
Avizo 1(No charge) m admin (0 files, OMB) 15/03/2021 13:56
m Dong Ming Zheng (0 files, OMB)

m dong123 (0 files, OMB)

m Dylan (0 files, OMB)
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16.9 ACLS Tracker Installation: Windows XP/7/8/10

ACLS tracker can be downloaded with the dedicated download link provided by ACLS team.
Please contact ACLS team if you want to try out.

Upon download, unzip the package, Copy ACLSTracker to System Drive C. The new python
tracker does not require installation, it simply double click and run.

i | (A O = s _ o w

n Home Share View ~ @
» % D i:twm 1 ||%'] x '?E ] T Mew item ~ a 'IﬁOnen' [ setect ai

47| Easy access = |2 Edit HH Select none
Pinto Quick Copy Paste Move Copy Delete Rename  Hew Properties
tow - -

P [F] Paste shortcut | tgv folder @ History | Invert selection
Clipboard Organize MNew Open Select
« < A hm o ThisPC » SYS(C) » v B | Search5Vs(Cy) o
Mame Date modified Type Size -
# Quick access
mo . SWINDOWS.~ET 20/08/201911:10...  File folder
* | ACLSTracker 21/07/2020 10:57 ...~ File folder
_‘ Dovmloads | apPOR 26/07/2019 Z00 PM  File folder
=] Documents A cyguin 2/11/2018 11:48 AM  File folder
|& Pictures # | JEOLab 20/10/2017 5:18PM  File folder
| ACLSTracker | MatrisScreenermages 14/11/20121:220 PM  File folder
I microCT dat MSDCache 16A0/2017 1100 .. File folder
| GQuentin | mssm 16/08/2018 1:25 PM  File folder
[ YACHAD_QUENTIN | Perilogs 13/05/2020 5:43 PM  File folder
- |_. Program Files 21/07/202011:13 .. File folder
@ OneDrive | Program Files [«36) 21711/201912:39 ... Filefolder
ProgramData 24/07/2020 1403 ... Filefolder
I This P | SelfTest 14/11/20181:20 PM  File falder
3D Objects | TEMP 21120191239, File folder
[ Desktop || Unilab 26/07/2019 200 PM  File folder
=] Documents || Users 25/05/2018 G:2TPM  File folder
& Downloads | Windows 16/07/2020 5:42 PM  File folder
b Music | SWINRE_BACKUP_PARTITION.MARKER 10/10/2017 14:38 .. MARKER File 0KE
" | SYSTAGEIN 14/08/2019 230 AM  BIN File 1KE
[&= Pictures
B videos
Za SYSI(C)
-
= DATA [D:)
= emunit_images (\\129,94.164.111) (M)
= Local Disk (Z:)
B Network
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& cut
1 Wi Copy path

Clipboard

- - » ThisPC » S¥S(C)

# Quick access

I Desktop

& Dowmloads

= Documents

= Pictures
ACLSTracker
microCT data
Quentin
YACHAO_QUENTIN

o Onelrive

B This PC
J 3D Objects
I Desitop
2| Documents
& Downloads
B Music
= Pictures
B videos
= S5 (C)
== DATA (D)
= emunit_images (11129.94,164,111) (M)

s Local Disk Z)

o MNetwork

Application Tools ~ ACLSTracker

» ACLSTracker »

Mame
certifs
Inchuce
locales
qt4_plugins
el
tk
F _init_py
P _init_ Py
[# _bsddb.pyd
[# _ctypes.pyd
[# _hashii.pyd
[F _sockerpyd
[F _ssLpyd
[ _testcapi.pyd
[P _tiinter.pyd
L ACLSTrackes. e
ACLSTrackes. exe manifest
[# ka2 pyd
cef.pak
| cef_100_percent.pak
_ cef_200_percent.pak
| cef_extensionspak
[# cefpython_pyaT.pyd
[# cefpythen_py3dpyd
[# cefpython3.cefpython_py27 pyd
[# cefpythond.cefpython_py34.pyd
@ config.ini
¢ d3dcompiler_43.dll
d3dcompiler_47.dll
debug.leg
default_params.json
| devtools_resources.pak
| icudt dat
5 libeef.dll
libEGL.dII
libGLESV2.dll
License
= LICENSE bt
_ Microsoft.VC90.CAT.manifest

Create a shortcut to the desktop

ACOME|
Hackupp...

Twast - match

units

Manage
- “[ New item ~
& -
1 | Easy access =
Move Copy [Delete Rename  New
to~  to - tolder
Organize Ne

Properties

Set up ACLS tracker as the startup program app.

£ History

e Press START + R to open the Windows Run window.

e Type in “shell:startup” and press OK.

e Copy the desktop shortcut and paste it in this folder.

[Eopen~  HHselectal

Select none

nwert selection

This will make the computer run ACLS Tracker automatically every time it turns on.

e For the first time run, tracker brings up the resource selection page, simply select and
save the selection, and close the tracker. If the resource is not listed, you need to go to
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ACLS web portal to check the resource tracker settings s described in the Tracker
Configuration chapter.

8 ACLSTracker

SELECT RESOURCE

ENSE AGREEMENT

End User License Agreement:

Do not install or use the software until you
have read and accepted all of the license
terms. Permission to use the software is
conditional upon your agreeing to the license
terms. Installation or use of the software by
vonl will he deamed tn he arcentanre of the

e Tracker is ready to run.

16.10 Disable Task Manager for Windows 7 and Windows 10

The tracker needs administrator rights to disable the task manager on Windows 7 and
Windows 10. Instead, you can manually disable it by following these instructions.

e Press WINDOWS key and R (WIN+R) to open the Run window.
e Type in regedit.exe and press OK.

e Click and expand the folder named ‘HKEY_CURRENT_USER'.
e Click and expand the folder named ‘Software’.

e Click and expand the folder named ‘Microsoft’.

e Click and expand the folder named ‘Windows’.

e Click and expand the folder named ‘CurrentVersion’.

e Click and expand the folder named ‘Policies’.

e Click and expand the folder named ‘System’.

e On the right panel, double click ‘DisableTaskMgr and change the value data from 0O to 1.
Press OK.
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NOTE: If there is no ‘DisableTaskMgr’ in the right panel, then follow these steps:

¢ Right click an empty space in the right panel.
e Select New > DWORD.

e Give it the name DisableTaskMgr.

To re-enable task manager, follow the above steps but in step 10, change the value data
from 1 to O instead.

16.11 ACLS Tracker for Linux

ACLS Tracker is available to run on Linux platforms such as Ubuntu and CentOS. Please
contact the ACLS team if you would like to inquire about specific Linux platforms.

The Linux tracker supports the main ACLS Tracker functionality of logging in and tracking
login time.

The Linux Tracker does not support the following advanced features:

e Automatic network drive mounting
e Hotkey blocking

e Automated folder creation and ACLS Sensor functionality

ACLS Tracker Installation: CentOS 7:

ACLS tracker can be downloaded with the dedicated download link provided by ACLS team.
Please contact the ACLS team for a download link at acls.analytical@unsw.edu.au

e Place the application folder in the home directory (/home/[user])
e Open the terminal

e This step will add a desktop launcher for ACLS Tracker.
Type and run “sudo nano /home/[user]/Desktop/ACLSTracker.desktop”, substituting
[user] with the user of your account.

¢ In the text editor that appears, type in the following bolded block. Substitute [user] with
the user of your account. When you finish, save the file by pressing CTRL+0O and then
enter. Then exit by typing CTRL+X.

[Desktop Entry]

Type=Application

Name=ACLS Tracker
Icon=/home/[user]/ACLSTracker-0.8.3-CentOS7/icon.png
Exec=/home/[user]/ACLSTracker-0.8.3-CentOS7/ACLSTracker

¢ Run the desktop launcher at least once, and select Trust so that the launcher will be
usable. If the application fails to launch, see the troubleshooting section.
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e This step will make ACLS Tracker launch automatically on login, so it can be skipped if it
is not required.
Type and run “sudo nano /etc/xdg/autostart/ACLSTracker.desktop”.

e In the text editor that appears, type in the following bolded block. Substitute [user] with
the user of your account. When you finish, save the file by pressing CTRL+O and then
enter. Then exit by typing CTRL+X.

[Desktop Entry]

Type=Application

Name=ACLS Tracker
Icon=/home/[user]/ACLSTracker-0.8.3-CentOS7/icon.png
Exec=/home/[user]/ACLSTracker-0.8.3-CentOS7/ACLSTracker
X-GNOME-Autostart-enabled=true

Troubleshooting (Linux):

Confirm the tracker is compatible with the operating system by manually running it. This can
be done by opening a terminal and running “/home/[user]/ACLSTracker-0.8.3-
CentOS7/ACLSTracker”.

If the tracker is able to run manually, then ensure the [Desktop Entry] files are formatted
correctly.

If the tracker does not run manually, then the Linux system may not have the correct
package prerequisites. These prerequisites are met by most Linux distributions, but some
systems may not meet requirements.

One required package is libXScrnSaver. This is a small utility package with few requirements
and it comes preinstalled on most Linux systems, so it should not cause any disruption to
existing systems. It can be installed through a package manager e.g On CentOS, type and
run “sudo yum install —y libXScrnSaver”.

16.12 Troubleshooting

e Tracker can’t connect to the ACLS tracker server, why?
e Answer:
There are a number of causes for that as followings:
0 Loss of network
o Tracker server down

o Tracker server reject tracker request due to the wrong Host ID setting in tracker
configuration file

o Firewall of network
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17 Appendix | — Data Drive Connection through ACLS Tracker (UNSW)

To establish a dynamic network data drive connection, you need to set up a Data Server to
store and share experiment data with users. A single Windows share folder set up is
sufficient on the data server. When a user logs in, the tracker communicates with the ACLS
server to obtain full authentication information to make the network data connection; and
when they logout, it disconnects the network drive.

Create user
folder with

login name

Data Server ACLS Server

Resource

This enables you to reset the network drive connection password regularly for security
reasons.

e Process of network drive connection:

e Tracker login

e Tracker requests network drive settings

e Tracker connects to network drive according to the settings in ACLS system, for
example, drive “M”, IP of the data server, etc.

e When successfully connected, the Tracker renames the map drive using the
name defined in the settings in the ACLS system

e Tracker logout

e Tracker disconnects the network drive

e Case #1: Set up network shared folder in Data Server

Assuming that you have a Windows data server or computer with IP address “10.1.1.1”, two
local drives are available, C and D. On D Drive, create a folder named “results” and then set
up sharing to this folder over the network. You then add password protection to this shared
folder “results”, for example, abcdefg, and user name as “mydata”.

When you connect or map to this shared folder on other computers, you need the following
information:

= Folder destination: \10.1.1.1\results
= User name: mydata
= Password: abcdefg

e Case #2: Set up network shared folder
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Using the information from Case #1, you now need to configure ACLS to the network drive
through the web interface.

The following checks and set up are required when your logon to ACLS web interface:

e System Settings -> Configure System: To turn on “DataStorageCtrl” parameter

DataStorageCtrl

e System Settings -> Configure Data Links:

Net Drive Settings: You need to define the following parameters for the console to
connect to the network drive as follows:

Bi Links & Directories

¥ Net drive settings.

Drive (example: M, N) |M7

Folder (example: \\server\share) ‘ \1129.94.164.178\images| x
User Name | o

Password | sfsvdd

Per Facility _ (if checked, net drive is per facility; if unchecked, net drive is one for all facilities)

e Dirive: tells the console what drive label is used for connection, don’t use C to G
as most Windows computers take them for local drives

e Folder: as a protocol of network drive mapping, you should set out the full path
as standard

e User Name: authentication of connection
e Password: authentication of connection
e Per Resource: this is optional, you can set up an individual folder connection for

each individual equipment or resource listed in Resource FTP Access
Directory.

e Case #3: Set up individual network shared folder for each resource

Continuing with Case #2, go to Resource FTP Access Directory Settings to set up
individual resource folder connection. The individual resource folder setup is optional
depending on your preferences.

For example, instead of saving data to the root directory, such as \\129.94.150.15\emunit,
you can go further and set up each individual resource folder to make future data sharing

and archiving clear and easy, such as \\129.94.150.15\images\afm.

Here is an example of this setup:
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JECQL1400 TEM

Focused L[on Mill

Multimode AFM

Duszl Beam FIB

JECL 7001F SEM

OOOOOOOOOOOOOOOOOE

ACLS takes “Physical Directory” setting and keeps “afm” for example to conjunct with

priemuimagesiesem
prlemuimages'jeal1400
SEM Hitachi 5300 pilemuimages\s500
JEOL 8500F Hyperprobe priemuimages\jecl3500f
SEM Hitachi 54500 piiemuimagesis4500
Atomic Force Microscope priemuimagesiafm
piiemuimagesifib
TEM Philips CM200 pilemuimages\cmz200
p:lemuimages\mmafm
SEM Hitachi 53400-1 pi\emuimages\s3400-i
pi\emuimages\dualbeamfib
Lift-Out Microscope piemuimages\liftoutscope
SEM Hitachi 53400-X pilemuimagesis3400-x
pilemuimages\jecl7001f
JEOL 5400-11 SPM pi\emuimages'jeol5400
Fei Nova NanoSEM 230 pilemuimages\sem230

Fei Tecnai G2 TEM p:\emuimages\tecnai

FACILITY FTP ACCESS DIRECTORY SETTINGS

Physical irectory

ESEM Quanta 200

emuimages/esem
emuimages/jaol1400
emuimages/s300
emuimages/jecl8500f
emuimages/s4500
emuimages/afm
emuimages/fib
emuimages/cm200
emuimages/mmafm
emuimages/s3400-1
emuimages/dualbeamfib
emuimages/liftoutscope
emuimages/s3400-X
emuimages/jeol7001f
emuimages/jecl5400
emuimages/sem230

emuimages/tecnai

Link Description Last Archive Date m

ESEM Quanta 200 20/09/2004
JEOL1400 TEM 30/09/2004
SEM Hitachi 5900 30/09/2004
JEOL 8500F Hyperprobe 10/08/2008
SEM Hitachi 54500 30/03/2004
Atomic Force Microscope 30/09/2004
Focused Ton Mill 20/09/2004
TEM Philips CM200 30/09/2004
Multimode AFM 30/09/2004
SEM Hitachi 53400-1 29/10/2007
Dual Beam FIB 30/03/2004
Lift-Out Microscope 08/10/2005
SEM Hitachi 53400-X 20/09/2004
JEOL 7001F SEM 21/07/2008
JEOL 5400-11 SPM 23/07/2010
Fei Nova NanoSEM 230 24/08/2010
Fei Tecnai G2 TEM 06/12/2010

\\129.94.150.15\emunit set out in ‘Net Drive Settings’.

e Case #4: Set up individual user folder in the network shared folder

O

Continuing with Case #2, through ACLS, you can set up an auto-added user folder feature so
that you can save results or datasets to their own data folder on the connected network drive.

To achieve this, you need to map the same drive to the ACLS server, and establish the same
settings as for the ‘Physical Directory’ in Case #3. When receiving the request from the
console, the ACLS server adds a user folder with their login name. When the user logs out at
the console, the server also checks if the folder is empty. If so, then the folder is removed.

The obvious benefit is that you can easily archive the data in those inactive user folders and
just keep the active user folders, reducing storage space. Please contact us if you wish to do

this.
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18 Appendix J — About LDAP Implementation
The Lightweight Directory Access Protocol (LDAP) is an application protocol for accessing

and maintaining distributed directory information services over an Internet Protocol (IP)
network.

What is the implication of LDAP implementation?

It means that you can achieve a single authentication access for ACLS in your organization.
For example, we run 11 copies of ACLS at UNSW, with LDAP a researcher can simply use
one university-wide login ID and Password to access ACLS regardless of which ACLS copy
they intend to access.

The benefits of ACLS LDAP:

e Single logon on if you run multiple ACLS to different labs on the same campus
e Authentication control is managed at university level instead of at local ACLS

e Org file system access: researchers can access their home drive through ACLS LDAP
(not part of LDAP module)

To establish LDAP, you must run a connection test between ACLS and LDAP service at your
organization.

Go to System Setting -> Configure System, then scroll down to the bottom of the page and
click on IDAP Setting button.

To make LDAP work, you need to seek help from your local IT service to set up the following
LDAP parameters:

LDAP Connection Test
LDAP Settings

| eaameter | vake

Acti\reDirectoeromainName|ad.unsw.edu.au |

LDAPEnable [+] (Please do the LDAP connection test before switching on LDAP!)

LDAPLoginPrefix |aduns-.-.' |

e Active Directory Domain Name: the domain name for LDAP server, or IP address
o LDAP Enable: check the box to turn on LDAP in ACLS
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e LDAP Login Prefix: depends on your local LDAP configuration, for example, some may
need a prefix to form the login format as adunsw\z0000000. So your entry is adunsw in
this example

Before turning on LDAP in ACLS, please click on “LDAP Connection Test” to confirm
LDAP is working.

If LDAP connection is successful, then you can see a return message “SUCCESS”.

You can easily check the LDAP status of each user and staff by clicking on LDAP User
Status. A full status information table shows up as below.

Bi User Profile Manager

@ LDAP user Eable

Abhijith Prakash School of Medica nces 25075823 onN
Abu wifat Ullsh Physics pFIETET ory
Abu Sadat Md. Sayem Rahman 25038806 onN

Adam Coprey 73455725 on

Adam Shaw 25130035 oN

Adam Younis Material Sriences 3388051 on

To migrate ACLS from non-LDAP to LDAP, you need to pre-configure the user LDAP setting
by clicking on LDAP Pre-Configure.

In addition, through a keyword check mechanism, you can lock local staff and users to
access ACLS through LDAP only. In other words, once you switch on LDAP to those who are
local staff and users, their access to ACLS is subject ONLY to the organization ID system
check.

For example, at UNSW, local staff and students must use their zID/zPass to access ACLS.
zID/zPass is an universal authentication ID system at UNSW.

To make this work, you need to provide the keywords to ACLS through Configure System:

LDAPCompulsoryCheckText M

Once the system detects this setting, then it locks up any users’ access whose email address
contains this key text string. For example, in the above example, “unsw” is the keyword to
search for lock up and any users who have the email address xxx@unsw.edu.au are
subject to this lock up. In other words, they must access ACLS through the UNSW ID
system.
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SSI aims at achieving a single access point to the trusted ACLS nodes. SSI is useful for
multiple ACLS nodes access at university or organization level to replace multiple individual
ACLS access. The diagram below demonstrates the concepts of SSI:

Node 1: BMIF

Node 2: BMSF

ACLS Node Access

Global Equipment Connecting to
Catalogue and ¥ Node 1 and Node
Search P

SSI supports the following authentications:

e ACLS local authentication
e LDAP authentication
e AAF authentication

AAF stands for Australian Access Federation which provides a single access authentication
process for all Australian universities and government bodies. The advantage of AAF is that
users can access ACLS with its own organization Uni-Key and Uni-Pass as long as they are
registered in ACLS.

ACLS and AAF working mechanism is illustrated here.

AAF
selected

ACLS SSI AAF org
landing @ selection

page page

ACLS
auth/jwt [ ACLS nodes

org auth

e page

The institutes/units/centres/labs which need to provide multiple-universities service can
benefit from the AAF integration, no additional costs to implement ACLS and AAF integration
as long as you are ACLS customers.




Login to Federated Services D Wity e e
Tre servlee pou ane brylng to sooess s cannecied 1o 1P
Buptialisn Ascew Fegderation Select your of gashuation
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0 Ssarch for v erpnhatian ®

i SATHALUN ACCESS FIGEATICN Federalion Salis

CSIRO AAF Identity Provider

CLIRD

LERGIN |

Fricoma e e (IR0 AP [dorisy
s By, e e T
IR g B 8 AAF
wmabors wryor Sotbed By axterre
= jarintorn
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Ppdrewne whls pepsar, sy T r“"'""'""‘
iy, Pedurwled sceew {rrer—

e Fappmes 'th-j
wrd rea ey et Rrard whirnd wittipaes [
Frded s or Fuir

LR AN PR
L wbuls

19.1 SSI Prerequisites

The following steps are recommended to set up SSI:

o Install and configure 64 bits server (VM or physical) to host SSI on Windows OS 2012
e Install IS

e |[nstall PHP engine to IIS

o Install PostgreSQL ODBC driver

e Configure Windows ODBC connection to ACLS SQL server

19.2 Deploy SSI

As SSl is written and run on PHP scripts, we provide the service to customize the scripts to
meet your needs. Please contact us for assistance.



19.3 SSI Working Examples

Welcome to AC Lab System

New User - please register HERE

Registered User
UNSW staff and students use zID/zPass to sign in

User ID

Password

To view bookings, please go to View Bookings Page
Download iPhone App

Download Android App

Mark Wainwright Analytical Centre, UNSW, Sydney, NSW,
2052, Australia | Email: analytical@unsw.edu.au |
Last Update: 21 May 2017 15:34:44

Access Nodes:

[ Biomedical Imaging Facility

[ Bioanalytical Mass Spectrometry Facility
[ Biological Resources Imaging Laboratory
[ Electron Microscope Unit

' Flow Cytometry Core Facility

' Nuclear Magnetic Resonance Facility

' Spectroscopy Laboratory

[ solid State & Elemental Analysis Unit

[ Biological Resources Centre

& Molecular Surface Interaction Network Laboratory
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Dong Zheng

& User ID: admin

@ Login Time: 03 July 2017 08:30:54 am (Australia/Sydney)

19.4 Enable SSI for ACLS Node

It is easy to configure ACLS node for SSI deployment. Go to Configure System page and set
up the following parameters Access Portal URL.

e e

AccessPortal URL |htl|:|s,:,’,’ac|s,.anally‘tit:a\.unswtzdu.alu;r |

Next, you check the box to the parameter Enable Single Sign In.

EnableSingleSignin ]

Upon enabling SSI, the ACLS own login page is switched off as users must sign-in via SSI.

BIOMEDICAL IMAGING FACILITY - Sign-In Portal

Your session is logout!

Please access system at Sign-In Portal,

19.5 Catalogue Resources

In the previous chapters, 4 access controls are described to manage the resource catalogue
access.

e Local

e Organisation
e Universe

e Disable
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View all research nodes, apply to access a node here

Organisation chart for all research nodes

Research Resource Catalogue

20 Research Nodes | 10 Accessible Node(s) |

653 Resource

Research Resource Catalogue

Home Research Resource Catalogue

Show 25 -«  entries

Showing 1 to 25 of 653 entries

Research
Node

Resource Image

Bicanalytical 4000 QTRAP LC-
Mass MS (C27)
Spectrometry

Fadility

v B

Bicanalytical 5600 TripleTOF
Mass LC-MS/MS (E26)
Spectrometry

Fadility

+ B

19.6 Organisation Charts

Item
Number

Description Specification

AB SCIEX 4000 QTRAP Quadrupole mass filters provide a
robust means of sorting ions in a mass spectrometry
experiment. When these mass analysers are incorporated in a
triple quadrupole (QQQ) setup, which consists of three
quadrupole mass filters in series, various specialised forms of
quantitative and qualitative mass spectrometry can be
conducted. This is achieved via the use of the first and third
quadrupoles (Q1 and Q3, respectively) as mass filters, whilst
the second quadrupole (Q2) is utilised as a collision cell in
which precursor ions undergo collision-induced dissociation
to produce fragment ions.

AB SCIEX 5600 TripleTOF

Organisation charts are available in SSI as snapshots here.

Location

Room 401,
€27 (wallace
Wurth Bld)

L2,
BioSciences
Building



Bioanalytical Mass Spectrometry
Facility

Mark Faculty of Faculty of Division of
Wainwrignt science Engineering Research
Analytical
Centre
| Biomedical Imaging Faciity | ‘ School of Biotechnology & ‘ ‘ Schoal of Mechanical & ‘ | Biological Resources Centre
: Biomolecular Sciences ing Engineeri

School of Chemisiry

‘School of Photovoltaic &

Energy E

Molecular Surface Interaction
Network Laboratory

Biological Resources Imaging
Laboratory

Electron Microscope Unit

MICROSCOPY
Vo) AUSTRALIA

Flow Cytometry Core Facility

Muclear Magnetic Resonance
Facility

Spectroscopy Laboratory

Solid State & Elemental Analysis
Unit

School of Medical Sciences

| [,

School of Materials Science &
Engineering

School of Minerals and Energy

School of Psychology

| school of Biomedcial Engineering |

Resources Engineering

- Research Imaging NSW

o

Health
South Eastern Sydney
Local Health District

® NeuRA

N Discover, Conquen Cure,
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20 Appendix L — Central Finance Integration
This feature provides account or general ledger code validation against the organization
central finance records. The major drive for this implementation is to reduce the account
code errors in ACLS so to reduce the central finance journal errors.

Here are the steps and details to run the weekly central finance record updates and the
ACLS validation change process at UNSW.

e UNSW Finance

UNSW finance sends in the finance account records in excel to the designated admin staff
once a week as a scheduled task configured in PeopleSoft. The point of contact at finance is
Melissa Yau, her email is m.yau@unsw.edu.au.

e Convert EXCEL sheets to CSV format

Lab admin opens the sent-in finance records sheet in MS Excel and save it as CSV (MS-
CSV) format, the file name remains unchanged.

e Upload and Publish

Login to ACLS SSI or ACLS Account Manager to upload the finance record csv file and
publish to ACLS account book.

My Nodes:

Upload UNSW GLC CSV Files (Max 10M)

LID_PROJECT_COMBQ-9412780.csv

Select to Publish
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Go to Account Manager, open UNSW Finance Account to access the stored finance
account details. The loading of the entire finance records might take a minute, there are over
30,000 active finance ledge codes.

Bi Account Manager
9 113 active accounts 9 111 actve internal ccounts 9 2 active external accounts

sotpcom e [r———

LNSW Finance Accoonts

Click on Build Account Correction Table to continue, system auto-picks the suspicious
accounts for editing or updating. If there are no matching records found in the finance
records, then you edit the account. If there is close-call matching results, you can update the
current account name with the correct account name as indicated in the table.

Bi Account Manager

@ UNSW finance accounts

Build Account Comection Tabie

It is admin staff call to edit, update or leave as it is. System checks any new account creation
against organization finance account records to minimize the unwanted or human errors so
to reduce finance system journal processing loads for using the unidentified or expired
accounts.
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Deparment Fung
Active Accaunt || Finance Accoumt || Praject || F i It | Fund || Descripion it

H
=

2018 4-MTH SUB $1000 T0 24 Aug Mo maiching records
2018 4-MTH SUB $1000 TO 24 Aug Na malching reconds.

- Clane

2018 USER HON $1000 70 31 DEC Mo malching records

2018 USER 5L §1500 TO 31 DEC Mo maiching records

2018 USER SUB $2200 TO 31 DEC O MAIChing recons

2018 USER SUB $2500 TO 31 DEC NG malching reconas.

APPR-IR001-PS17719 No matching recoras

AEPE-RELDS-RMOG37S Mo matching records:

APPP-RF122-PS 18645 2921-00001- PSI0G4E | Runing Expenses sz Ovr Studert Recratment | DODOT ADFA Operatng

PE18646

APPR/REIDS/RGT50330 APPRREND. RGS030 Dynarmics of comeal siem cell  APPP Sehool of Mescal RE109 NHMRC Projaces.
RE1S050 Sciences.

Lab admin expects to run the account correction once week against the central finance
records.

User Registration

If you enabled account entry for user registration form, system does the account validation in
the registration form before even submitting the form. By doing so, that really free lab admin
from the future account validation workload.

No matching records in finance account records.
Please get the comect account from your
supervisor and submit.

oK

System is able to prompt the user for the similar account for the minor errors.



Similar account found in finance account
records: FM_SIBPROJ-CPFO1-FMO0D02

o  Weekly Exception Alert

System runs weekly exception checks on each Sunday morning, and send the account
exception alerts to the lab admin for the further actions.

Should you wish to implement this feature for your ACLS, please contact us for assistance.
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21 Appendix M — WHS Document Manager (UNSW Medicine)

WHS document administrative tool is developed for UNSW medicine. This feature could be
available to all in the second half of 2020. It has a great user interface to create folders,
upload draft, approve drafts with two level controls, maintain user declaration records, and
more. The detailed guide for WHS will be available when the feature is available for ACLS
community.

Here are the flow charts for the process.

s Document Manager - Library

Author Administrator

Document search

Author = Able to search library, create drafts, review existing documents and edit.
Approver = access of an author + be able to approve documents for publishing in the library.

Administrator = access of an author + approver + be able to create authors and send documents to
authors for review.

Author, level 1 approver and level 2 approver, and administrator is configured in ACLS

Bj WHS Approver Manager

9 WHS feature needs te work with ACLS SSI. 9 The approval process requires two steps, level 1 approver endorsing the WHS document first, then level 2 approver does the next endoresement.

Level 1 Approver Level 2 Approver
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Set up WHS folders

Upload document as draft

Document sent to level 1 for
approval. Level 1 approver is set
up in SOMS ACLS

Upload revision to user inbox, Approved by
user uploads new draft level 17

Document sent to approver 2 for
approval

Upload revision to user inbox, Approved by
user uploads new draft level 27

Yes

Dratft is published

Searchable by all users
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Search all published WHS
documents

Open selected document

Tick to declare as read

Competency
Accepted? —_— awarded by
approvers?

Record to database of user profile

Document acceptance records Document acceptance records
available on my profile (user login) available on each user profile
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Snapshots: documents, view and upload, approve, edit folders and rejected doc

AC Lab System

i Documents

View and Upload Drafts

Approve Drafts

Edit Folders

Approve Drafts

View and Upload Drafts

Home / WHS File System / View and Upload Drafts

Upload New Draft

Choose File | Mo file chosen

Drafts Pending Approval
No pending drafts
Rejected Drafts

No rejected drafts

Home WHS File System / Approve Drafts
AC Lab System
B Documents Drafts Pending Approval

o 1d Upload Drafts

v Approve Drafts

I Edit Fo

Documents

AC LAB SYSTEM

Na pending drafts

428
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Edit Folders

Home WHS File System Edit Folders

AC Lab System

WHS Folder Structure

I Create Folder

i B Medicine

Ea—

cken

ch
@ chicken.pdf

doct.docx

1 doc2.pdf

Rejected Documents

Home WHS File System / Rejected Documents
AC Lab System

Appr

Edit Folders

jected

YETEMm Documents

WHS Documents

4 B chicken
- |=] chicken.pdf

& doct.doce
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Docl

Page 1 / 1 Qa +

Ll hereby declare that | have read and accepted the above WHS document

The file is marked as declared to the user who declares.

nents

Pocuments

Home | WHS File Systemn Documents

AC Lab System

§ Documents

WHS Documents

View and Upload Drafis

3 docl.dock Declared

........
........
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