Instrument Booking Rules

YOU MUST BOOK ONLINE BEFORE ANY USE OF THE FACILITY.
This includes evening and weekend sessions, all instruments, all software, and lab benches.

Go to: http://hosting.brownbearsw.com/Biotron

Login using your group name:

Password (same as your group name).

10.

11.

RULES:

Instrument Log Sheets— All instruments have a calendar-style log sheet posted next to them. Users
must fill in the logs at each use EVEN IF THE INSTRUMENT MALFUNCTIONS so we can track
problems and bill appropriately.

Book in Advance-- All sessions MUST be booked in advance on our calendar to assist us with book
keeping regardless of duration, time of day or type of instrument/service.

First Time Users-- First-time users must book directly through our staff for training and orientation,
regardless of prior experience. Users are given a login account for the calendar during orientation, but
we encourage them to coordinate the first few visits with staff.

Book only for yourself-- Users may not book time for other users or expect to train them themselves.

If you require any assistance-- We require 48 hours notice to schedule our time. Do not book last-
minute if you require assistance.

Drop in sessions-- We will accept drop-in clients if and when time is available on the instrument on a
first-come, first-served basis. These users MUST add their time to the online calendar AND fill in
the log sheets. Technical assistance may not be available for drop-in clients as staff may be busy
elsewhere, however.

Lateness-- Latecomers forfeit their time after 30 minutes if they have not contacted us with a valid
reason. We reserve the right to bill no-show users for the time scheduled.

Cancellations-- Appointments may not be changed or cancelled within 24 hours of occurrence,
except by directly contacting our staff. We reserve the right to bill for last-minute changes to
scheduled appointments.

Overbooking Time-- While we try to be fair for unexpected sample failures and mishaps, users who
overbook time and do not use it may be charged for the full number of hours reserved. Consistent
over-booking of time is unfair to other clients.

Instrument Maintenance Sessions—We try to book service visits in advance and to provide current
information about the status of instruments requiring repair on the calendars. Please refer to the
calendars for updates on repairs. Periodically we may have to cancel a user session to make room for
maintenance visits when service technicians are available on short notice.

Instrument Malfunctions-- If an instrument malfunctions during use, notify us immediately
BEFORE you close any error screens or change anything. If we can’t fix it, we will refund your time.
After hours, please take detailed notes about what happened and note this on the log sheet by the
instrument. DO NOT REMOVE YOUR LOG IN from the calendars —we may need to contact you for
information.
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The Home Screen Looks like this: =

At any time you can return to this screen by
pressing “Home” at the top of the calendar.

This screen will appear even if you aren’t logged
in, but you won’t be able to book time.

Select the calendar you require:

Click on any start time and an “Event Screen”
will pop up:
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Please fill in ALL frames with information and be sure to e
indicate AM or PM on the time.

The bottom drop-down area can be used for repeat
bookings.

*If this screen will not appear for you: Either you aren’t
logged in, or we made an error setting up your booking
permissions-please contact us!

If you require ANY ASSISTANCE at all, please indicate

EIEREESSISeaNees in the categories. This places the

booking into our personal calendars to ensure someone is
onsite to help.

Facility Closed/Holiday

ONLY INDEPENDENT USERS MAY BOOK LAST-
MINUTE

Maintenance/Repair
| New User Training
| Software Use Only

If you experience any problems, contact:

Karen Nygard, knygard@uwo.ca, x88061
Richard Gardiner, rgardine@uwo.ca, x82241
Carrie Hamilton, carrie.hamilton@uwo.ca, x83777




