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Preface

Welcome to the latest edition of the Analytical Centre Laboratory System (ACLS) Guidebook.

The ACLS is now over 10 years old and is now firmly established as one of the leading advanced
resource management tools available and it is now used in laboratories across Australia and the
world. ALCS is constantly being developed and improved to meet the ever changing needs of
research facilities whilst still offering unparalleled support as a management tool for large multi-user
research facilities.

The latest developments in this latest version of ACLS include, a new user-friendly and intuitive
booking calendar, the live calendar broadcasting through the ‘lab cast service’. Important for the
managers is the new consumable tracking and the ability to validate and generate information for
financial reporting. It is now possible with the latest version of ACLS to interact with videos for
outreach and training.

UNSW gratefully recognises the achievements of the ACSL development team at UNSW, especially
the leading role of Dong Zheng, in continually developing ACLS. The feedback provided by the many
users of ACLS has been the vital to its ongoing improvement and we would encourage all users to
continue to provide feedback. ACLS is recognised as a reliability and user-friendliness of the system
and this has been recognised by the incredible list of major facilities that have adopted it all over the
world. The user-friendly nature of ACLS has been especially appreciated in our electron microscopy
unit in enabling a maximized use of expensive infrastructure and the ease of use from a student
perspective.

Professor Richard Tilley
Director of the Electron Microscope Unit,
The University of New South Wales
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Labcast is the first collaborated service that might shake and change the way we work at research
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Labcast

Display anything you want on any screen, from anywhere, anytime.

In the coming year, more features and capabilities will be implemented with the cooperation with
UniLab. We will develop centralized reporting SaaS, a smart data agent for metadata collection and
categorization, and enterprise solutions for catalogue, schedule and share the research equipment
and resources.
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1 Introduction

Mark Wainwright Analytical Centre proudly presents the AC Lab System (ACLS): an 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 program processing, survey creator, Corea analytics,
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
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:

¢ 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 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

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 Labcast (powered by UniLab) integration to cast the live calendar to the indoor or
outdoor screens.

e Special plug-ins for:

e DbDRT: batch data report tool, an efficient tool to compile full data reports

e DbIST: batch invoice statement tool, an efficient tool to compile invoice
statements

e eDM: Excel data manager, to export user and system data information in excel
files

e iCAL: calendar sharing and export through iCAL protocol

e iSurvey: survey creator, survey result analyser

e Publication: collect publications and analyse the collections

e IDAP: active directory authentication integration through LDAP

e MobileLight: web version for mobile phones

e tEB: training event booking tool

e UuEB: user event booking tool
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e iConsumable: consumable tracking module

1.1 Version Series

The latest web version is SQL 2.25.x

1.2 Internet Browsers

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

Firefox Safari Chrome

@ @9

For IE, please ensure that compatibility mode is disabled.

1.3 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.
1.4 News Channel

News channel is available for ACLS at htip://news.acls.analytical.unsw.edu.au/. The channel
provides the latest updates of the ACLS development, features and announcements.

AC LAB SYSTEM 8



1.5 Terminology

Over years, facility is used to define the equipment, items. From 2018, resource is used to
replace facility 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 Server/client application - ACLS tracker
e Smart Phone applications: iPhone and Android app

21 System Requirements

2.11 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)

AC LAB SYSTEM 10
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2.2 System Installation

The order of installation for ACLS is:

221

e Web server

e PHP engine

e PostgreSQL engine
e System server

Web Engine

ACLS web portal certifies the Abyss Web Server for web service, and IIS for the smartphone

app.

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.

223

Logon Server

ACLS Logon Server fulfils the following major functions:

224

Communicates with ACLS Tracker to register the user login/logout details, user
information, resource information, project and account information, booking information
and live notification.
Based on the system configuration settings:

e verifies invalid user folders

e verifies user photo availability.
Ports 1024 and 35120 are reserved for network communication with ACLS logon client.
Generates log files, which record all the tasks undertaken.
The Logon Server refreshes the parameter Tracing_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. However, you can disable
the logon server check through the parameter LogonServerCheck on Configure
System.

Email Server

ACLS Email Server performs the following tasks:

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

AC LAB SYSTEM 11
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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.

2.3 ACLS Tracker

ACLS Tracker is installed on resource computers to work with the ACLS Logon Server. If
your lab opts for ACLS Tracker configuration, the provided installer of ACLS Tracker makes
the installation straightforward. The tracker is written in JAVA and the JAVA JRE is bundled
with the tracker installer.

ACLS Tracker v1.031 [IDmmiimminii] B

Facility: (FLOW) BD FACSCanto || Status: NG

Mext Booking: ..
WELCOME

AC Lab System

The tracker supports Windows, Mac and Linux OS. To set up the server and tracker,
complete the following:

2.3.1 Server Settings

e Logon to ACLS through the web browser

e Add the resource or instrument through Resource Wizard, or

e Add the resource through Resource Manager and logon control through Resource
Console Manager

e Verify the server firewall configuration to ensure the logon port 1024 and 35120 is On
for the range of resource networks, for example, 10.1.1.0/24

2.3.2 Tracker Settings

o Edit the settings.conf to replace the default server IP with your ACLS server IP

AC LAB SYSTEM
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Following successful connection between the server and the tracker, the resource name will

display on the tracker window.

If you are unable to view the correct resource name, please verify the resource settings
through the web interface.

ACLS User Login =

Login: [

Password:

| Continue | Cancel

Refer to online documentation about the operation of ACLS Tracker at
http://www.analytical.unsw.edu.au/for-users/ac-lab-system/acls-tracker-download

ACLS Tracker will be replaced by LabSensing App powered by UniLab Pty Ltd in 2019.

U

Unilab

2.4 Data Backup
ACLS system data should be backed up daily by the stacking option. We recommend an

easy-to-use and efficient backup software named “Argentuma Backup” at
http://lwww.argentuma.com/backup.html.

AC LAB SYSTEM
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3 Getting Started

Before you start running ACLS, it is important to understand each of the functions and

features, and what 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

e Dashboard
@

My Home My

e Booking

2 Refresh | resetfacility list
0 My Calendar | new

O Lab Event & Holiday Calendar

£ Support & Publication & Sample & Survey EExcel B Staff

A & & 4

Attertion My Profile My Pubiications Wy Pinsoar

S @

ce Catalogue Approve Bockings Cores Analytica Vides CLips

L3 All Facility Timeline Calendar [ new

» 300 NMR - Pines

> 400 NMR - Prodigy

» 400 NMR - Rabi

» 400 NMR - Weber

> 500 NMR - Hertz

» 600 NMR - Emst

> 600 NMR - Tesla

» 700 NMR - Felix

» EPR - Bohr

> NMR 300 - Gyro

» Spex - Cryomill

AC LAB SYSTEM
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Geneml documents

DI Resource documents

[ A

© Upkeaded on May 14, 2018
B IMC 18 Siydnay 5§ -14 Septembor 201

Coves Anaites Top 10 most beakns iessure

xpint resource calengan 16 Duleok

Resource Catalogue

& Resources.

Users

AC LAB SYSTEM

Wirards

=

Invnices

Syshem Bettings

0 Labeast i a unikque feature to a8 stalf members. it provides a
e calendar cast of the inleesled rescurces o a display screen
be a geskiop. 3 lplops, 3 tabel, of 3 standalons screen via a
cloud service

My Laboasts

L atEsae resource

m Inaravital 3| VIVO ﬂ

My Appointments 5 Bookings

15



Getting Started O

3.2

3.21

3.2.2

3.2.3

3.24

3.25

3.3

Selecting the Business Model

Prior to commencing using ACLS, you must consider which business model you will use to
establish your laboratory. 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:

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.
Project Manager is only available to the system configuration using ACLS Logon Console to
form a closed-loop user log.

Account-Based (commonly used)
The account-based model calculates the rates according to the user accounts. The final
billing is tied to the individual 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 (instrument)-based model ties the actual billing to the resource (including
instruments) charging rate rather than the account rate or project rate.

The billing is tied to individual user accounts. For further information, refer to the Operating
ACLS chapter.

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

Resource vs User Category-Based (ANFF MCN Customization)

This is a special modification for ANFF MCN. Please refer to Appendix A for details.

Membership vs Project-Based (ANFF QLD Node Customization)

This is a special modification for ANFF QLD Node. Please refer to Appendix A for details.

Authentication Access

There is a pre-defined accessing policy for each function as follows:
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Authentication Groups Dashboard
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
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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 shortlogin name, e.g. abcd

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

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 Regisiration  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:
cer Name (Farmat: Granhams FamdyName

Choose school/orgenization from the list

Checse group frem the list
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42.1

42.2

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 & Add Account Il Add School/Org & Add Supervisar

Set New Password Send Confirmation Notice To User

& Dong Zheng

Profile Pinboard Supervisor Form Publication Account Certificate

User Photo .I

Title |'Mr. ~

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 FAQ 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:

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 logon console
on resource computers without being assigned to a project.

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

Profae  Pinboad  Supsrvisors  Forms  PublicaBions | ACCOUNES | Cerfificabes  Tralners  llsage (Booking)  nvoices

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

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.
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Bramal dsesunt ' ELTETEE

[m] O
4NTH SUBSCR. TO 31 DEC 2012 129 4 meeths subsenptioe to 31/12/13 ($600) L] Ll 322012
[Dmmﬁwnmln  if you wish to add new account

4.3 Register Users Online
ACLS controls the online registration by a process divided into the following stages:

e User data entry

[ Bty sesomis e prpmamit) o it 13 ternate ot o BT

= e heidy

e School/Org selection/entry

You can either select or enter a school or organization name.
= T

or Emte aehssiiimganpatm ssme

= eguerea fwidy

e Supervisor selection/entry

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



Separmar [ necan soparaaer from e bt

e

= rrgerni fuids

e User photo (optional)

> Registration > Terms & Cenditions > School/Org > Supervisor > Photo > Account > Facility > Submission

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™

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



NEW USER REGISTRATION

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

User Photo 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—— J T —— » Sutw areh

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
A [T A G ey (it £ see e steust |
A ] e i o e i st
BOICEICES [ ] | e gt 3 5 e )
BoscEcES | 7] owmnan P okl i s it and. el
BOSCENCES [ Juma L300 THS (ot to see coorw st |
BOSCENCES (7] Juau BOTEF (pick o swe e sbot |
LG | 7] Dt ety Gomputer (28 80 500 oy st |
LOWY [ potgwe T otk o aey mere st .
LOWY | [] Photenties 4. ik 0 awe s abond |

LOWY ] Loa Do, (b o e ey bt |
LOWY | [7] Luca 503 39 370D (it 10 e e st |
10w 7] Lmes 54 o g5TERT (ol £ aew e it |
VO[] oo Msitres 290 {cich 5 sne snare gt |
LOWY | ] T perss TP Skl b e i et
VBN [7] s Loner sberatnamchon [t 50 30w coee st |
VoW ] wee Paiie Cot Gt 0k e
WALLACE WURTH | (] Guatten (ich 13 o sy it
WALLACE WUTH | [ e 3 U kot 0 e s b |
WALLACE WURTH | ] it e A1 (i 2 S o]
WALACE W [ ot By SO (S (3 s S sbet o
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e Confirmation and submission

The user is asked to confirm the registration details before making the final submission.

TAL COMFRMATIEN

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-QulvKgaySNiIW-755kIX,

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.

o 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 has built an auto-
approving mechanism which applies to the local organization users only. For example, for
ACLS deployed at UNS, UNSW user registration feeds through the auto-approving 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
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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 corect;

Tell system if
you are UNSW user, sysetm ACLS approves
asks for UNSW registration
credential i
login 7o e
access to ACLS

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| Organisation name for regstration

form, for example, UNSW

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

Bj To Register

> Registration > Terms & Conditions > School/Org

® 1am a UNSW user U Iam not a UNSW user

Title Mr. v

Given Name™ [

Family Name™

UNSW User ID= [
Confirm UNSW User ID™ [

Email™ [

—_—

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

Maobile Phone

Work Fax

Work Address

Project(s)
Account Type

Facility of Interest

4.4 Register Supervisors

> Terms & Conditions

FINAL CONFIRMATION

| am a UNSW user

Mr.

heilo

ity

2123456

L

Industry (AUS)

BABS - Biotechnology and Biomolecular Scences

0293856560

MEE Chemical Science building

Andrew Brown

External Imvoice

> School/Org

To Complete Registration, Please Sign In

User ID: z123456

A supervisor can be registered through Supervisor Manager.



B Supervisor Manager

9 196 supervisors

[ Search Supervisor

School/ ization: [Choose schoolf ization from the list

ganization Maobile Email

4.5 Loginto ACLS

Enter your login email and password and click on Login.

UNSW ACLS DEMO

SYDNEY

User ID ]< Welcome

[Password

Sign In

To View Bookings
To Regisier

Access Denied?

™= To Order Consumables

& To Download iPhone App

& To Download Android App

Upon login, you will see the Booking Tab page.



OLzlxasns a unique feature to al s1aff members. it provides 3
v calendar cast of the inlefested resources 10 a display screen
b & geskiop, 3 lpIOpS, 3 tabést, of & standakons screen via
cloud senvice.

Favorite

W General documents
O Rescurce documents

IMC19 from Arinex Pty Lid on Vimeo,

D Upleaded on May 14, 2018
B IMC 15 Sysnay § -14 Seplember 2015

Lt aCresasd escarce.

*Mﬂm

My Appoirtments. & Bookings

Resource Catalogue
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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 delivered 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:

e CGl Directory: Directory for ACLS web access to retrieve the CGl files, including book.dll
e 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 CGl files,

including book.dll.

For example: if hyperlink is
http://localhost/cgi/book.dll,
CGlIDirectory 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

Directory for logon server
program to search for inactive
or illegal folder in the user's

folder.

Only applied to ACLS configuration with ACLS
logon console, and subject to “Data Storage Ctrl”
settings. If “Data Storage Ctrl” is set to “Yes”, then

it takes effect.

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.
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System Pass Date

No longer in use

Tracing Data Date

For information only.

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

corrupted database.

Active Users For Training

Booking

User selection list for training

bookings.

6: 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.

6: 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.

@: Usage data through logon console

@: Booking only

Calendar Multiple Days

Show multiple day event on

calendar.

@: 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

Enable/disable creating user

folder and checking user folder.

ONLY effective to server

programs.

6: Disable
@ Enable

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

@: Disable
@ Enable

AC LAB SYSTEM
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only when SSl is enabled for
organisation GLC or account

feature is enabled

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.

6: 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.

@: Disable
@: Enable

Enable Consumable Module

Enable/disable consumable
module used for managing
consumable store and ordering

consumables

6: Disable
@: Enable

Enable Corea Analytics

Enable/disable Corea analytics

feature

6: Disable
@: Enable

Enable Current Hour Booking

Change

Enable/disable event change

permission in the current hour.

@: Disable the change permission

@: Enable the change permission. For example,
itis 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

@: Disable
@: Enable

Enable Resource Catalogue

Enable/disable resource

catalogue feature

6: 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

Enable Resource Status Privacy

Enable/disable user photo on

status page.

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

view photos.

@: Enable user photos display.

Enable Help Link

No ionger in use

Enable iPhone App

Enable/disable iPhone app

indication icon on login page

@: 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 Material Calendar Theme

Enable/disable new material
calendar theme or style. By
default, the calendar style is

material theme

@: Disable
@: Enable

Enable My Data

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

@: Disable
@: Enable

Enable Nextcloud

Enable/disable the feature to
access data clusters
onnetxcloud service (UNSW

only)

6: Disable
@: Enable

Enable Online Reg Project

Enable/disable project field in

online reg form.

@: Disable
@ Enable

Enable Order Consumable Login

Enable/disable consumable

order logo on login page

6: Disable
@: Enable

Enable Org Master Account

Enable/disable the organisation
GLC or account validation

feature

@: Disable
@: Enable

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

6: Disable
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calendar

@: Enable

Enable Public Calendar

Enable/disable the public
access calendar without the

need of login

6: Disable
@: Enable

Enable Q&A Search

No jonger 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

@: Disable
@ Enable

Enable Sample Details In Report

Enable/disable sample details

in the sample report

@: Disable
@: Enable

Enable Sample Job Alert

Enable/disable sample job
overdue alert. System does

checks once a day

6: Disable
@: Enable

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

@: Disable
@: Enable

Enable Staff Calendar

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

@: Disable
@: Enable

Enable Survey

Enable/disable survey module.

6: Disable
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@: Enable

Enable Term Condition

Enable/disable term and
conditions display at footer and

on dashboard menu

6: Disable
@: Enable

Enable Title For Login

Enable/disable Title bar on

login page

6: Disable
@: Enable

Enable Track Sample

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

@: Disable
@: Enable

Enable User Portrait Photo

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

photo.

@: 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

@: Disable
v

& Enable

EXCEL Password Protection

Enable/disable password
protection of the exported
EXCEL data files.

6: Disable
@: Enable

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.

@: 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

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
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Logbook Manager To Staff

Enable/disable general staff
access to data logbook

manager function.

@: Disable
@: Enable

Login Using Email

Enable/disable email as login

name.

6: Disable
@: Enable

Logon Server Check

Enable/disable logon server
daily synchronization check. If
not running ACLS logon server,
this should be switched off.

@: Disable, this is the default

@: Enable

Logon Timer Ctrl

Enable/disable timer for ACLS

Logon Client program.

@; Disable
@: Enable

Multiple Click Prevention

Enable/disable multiple form
submission through “Accept”

button.

@: 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.

@: Not compulsory

@: Compulsory

Project Manager

Enable/disable

“Project Manager”.

@: 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.

6: 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.

6: 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

Training Support Request

Switching on/off the function on
My Dashboard

@: OFF
@: ON

User Account For Reg

Enable/disable account entry in

the online registration process.

6: Account entry not required

@: Account entry required

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

@: No cross check on user photo availability.
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availability check.

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

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

AC LAB SYSTEM

37




Configuring ACLS

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

Data access through FTP

e.g. ftp.unsw.edu.au

FTP Login

FTP access user name

FTP Password

FTP access password

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

Contact Us Email

Used for “contact us” in the

footer section

Should be a general email address for the lab

Org Reg Name

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

enabled

Default sets to UNSW

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

Reg Account Field 3

Used as account field for
account entry in the online

registration process

If blank, then this field entry is disabled

Reg Account Field 4

Used as account field for
account entry in the online

registration process

If blank, then this field entry is disabled

Adv Booking Reminder Day

Days for sending booking
reminder out prior to the

booked session time

Default: 2 days

Data LogBook Back Days

Max back days for data

logbook calendar

Default: 360 days

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

Default: 5 minutes
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time after login to instrument

computer

Reg Copy Delete Days After users save a temporary Default: 14 days

copy of the reg form, the form
will be deleted in the days
defined here (UWA

modification only)

Report Depth Range of years for generating Default: 1 year
reports
Server Calendar Date Format The format should tally with the | Default: mm/dd/yyyy (US format)
server time format in regional
setting
User Access Expiry Alert Set the user access expiry For example, if it is set to 0, the alert is OFF. If set
advance alert days. 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.

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

2. Second Step 3. Third Step 4. Finish

Resource Selection: ‘ Choose resource from the list v

or

Resource Entry: ‘

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.

Go to Utilities -> Resource Manager -> Resource Group.
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B Resource Manager

@ 44 booksble resouces § resources § 45

[Mym-mmm,mmwm m

B Booking Rescurce  Nom-Booking Resource  Archived Resource

Resource groups are used 10 Group resources in similar types, or capabiies, of locations, of ressarch methods.

Resserce Group Training Certfcate Cwnershg. Note Resource Group Code Record Created. -
AP Disatied 2 CAUNG 1245 m
BIOSCIENCES. Disatled 1 OMONZE 1655 n
BlIF Disabsied 1 2602009 0935 m
use s ] DA 1247 m
DATA ANALYSIS Disabled H ESN2E6 1237 m
Lowy Diabled T BRONI0IS 1857 m
WHLLACE WURTH Eatied 4 040120181314 m
B Edit/Add Resource Group
Resource Name [“
Training Certificate =}
It checked, rescurce Group training cerrtificate (s enabled and the individual reseurce raining certificate is disabled; it training is
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.

Resource Manager:

An experienced administrator can jump to Resource Manager and Resource Tracker
Manager to make changes. Resource manager indicates the certificate titles and trainers to
each resource upon selection.
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Booking resource refer to operational and active resources that open to accept bookings.

Set Up Registration Resource List Booking Resource Chart

Booking Resource [Choo&e resource from the list v
Charge/Hour (5) (UNSW Account) 0.00
Charge/Hour (5) (External Invoice) 0.00

Resource Group

Resource Image "

Resource Type Research Equipment
Catalogue Access Local

Item Number

Description

Location

Custodian

Min Hour per Session 1

Min Booking Unit 1 hour

Multiple Bookings At Same Time Not Permitted
Compulsory Booking Confirmation No

Booking Alert No

Training Certificate Required
Pre-Approval Booking Not Required
Booking Enable Yes

Operation Status Active

Last Update on 30/12/1392 00:00
Resource Code 0

Record Created

[= === =]

The resource information is described as follows:

Field
Resource Name Full name of resource
Resource Group Resource group name
Resource Image Resource image, one per resource
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.

AC LAB SYSTEM 41



Configuring ACLS

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

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

If enabled, users can make bookings to the same time. This is useful for the special space

Same Time booking.
Compulsory Booking If this setting is enabled, booking confirmation becomes compulsory for each booking made; if
Confirmation 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 if 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.

Booking Enable

Enable or disable resource availability for booking

Operation Status

Active or inactive. For active resources, training certificates and trainers can be set up.

Last Update

Records last staft name and time to change resource properties

Resource Code

Resource ID for each resource identification (system administrator only)

Recorded Created

Original date of resource creation ( system administrator only)
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Booking resources and non-booking resources are processed separately. If the Resource

Charging Scheme is selected in the system configuration, you will be prompted to enter the

charge rate for both internal and external accounts.

In the example below, the internal accounts are UNSW accounts.

Booking resource refer to operational and active resources that open to accept bookings.

Booking Resource Chart

Set Up Registration Resource List

Booking Resource [AFM_MMB (F10)

Certificate details ...
B AFM MMS - AFTERHOURS
B AFM MME - GENERAL
B AFM MMS - PALL GROUP (E)

0 Go to Training Manager to update cerificates ...

Trainer details ...
& Alex Macmillan
& Celine Heu
& Florence Tomaszetig
& Renee Whan

0 Go to Training Manager to update trainers __.

Charge/Hour (3) (UNSW Account) 40.00

Charge/Hour (3) (Extemnal Invoice) 40.00
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A chart of booking and non-booking resources is available to give you a complete view of
each resource setting.

Ressurce
1L Geoun

Bosiing
Aler

Booking Form:

Booking form might be used to record metadata of booking sessions while users make

bookings. You are able to set up a default booking form with the following entries.

Tracker Configuration:

Set up the console controls using the Resource Tracker Manager.

B Resource Tracker Manager

@ Resource backer configuration

Ristource

BMEF HEC 1

There are two ways to set up a resource ID to connect to the ACLS Logon Server: by its
network IP address, or its Host ID generated by the console. The following parameters are
required for setting up the console control:

Field ‘ Description
Resource Resource installed with console
IP Address: TCP IP addresses for the instrument login computer; You can set a

pseudo one if you decide to use booking data for reporting only.

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

a random one the very first time.

ID Type: Either IP as resource ID or Host ID as resource ID.
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Connection Allowed: ON/OFF.
Note Notes relating to the console settings.

5.3 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

e Equipment Supervisor

e General Staff Group

e Supervisor Group

e User Group

Bj Access Group Manager

¥ 16 Access groups.
@ Access groups set up access permissions.

@ Access groups set up booking restrictions for facilities that are not required training and for staff who do not require cerfificates.

| system Administrator -~

Max. Hours/Day 24

Max. Days/Period 90

Max. Hours/Period 1344

Booking Start Time 0:00

Booking End Time 16:00

Booking End Time Offset 3

Booking Cancellation Booking can be cancelled anytime
Weekend Booking Yes

Group Code 6

Group of Privilege System Administrator Group

ocoes

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

Each group has the following attributes:

e  Group name

e  Maximum hours per day

e  Maximum days per period (calendar days)
e  Maximum hours per period

e  Booking start time for each day

e  Booking end time for each day

e  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

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

cancelled

o  Weekend booking: whether weekend booking is permitted

e  Group code: unique group ID
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e  Group of Privilege: access authentication

5.4 Upload System Files

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

e Bannerimage

e Logo image for invoice statement

e Terms & Conditions text file

e Terms & Conditions PDF file

e Customized user title text file

e Customized type of researcher text file

e Customized form type text file (CMCA only)

[ System Files

## Upload Banner Image

## Upload Invoice Logo Image

# Upload T&C Text File

by

“' Upload T&C PDF File

I
i Upload User Title File

® Delete User Title File
, Upload Researcher Type File

® Delete Researcher Type File

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

e Undergrad. Student
e Hons Student

e Visiting Researcher
e Masters Student

e PhD Student

e Postdoc

e Research Assistant
e Professional Officer
e Academic

e Others

5.5 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.
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Bi Configure Email Receivers

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

¢

5.6 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.

5.7 Configure Data Links (UNSW Only)

The objective of this function is to implement the future experiment data secured access and
sharing. There are 5 functions as follows:

Bj Configure Data Links

-~ & (at &

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

e Access resource data:
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This is designed for FTP research data access. With the new version, FTP is no longer
supported

Access general data:

Through this function, you can set up data access with nextcloud service
B Configure Data Links

@ Access general aata semings

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.

B Configure Data Links

9 Online registration HTTF link

URL [

Resource Link:

e 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.

e Setting up is straightforward:

B Configure Data Links

@ EotAgd Resource nformaion ink

Hesource | Choote rescurce from the list
URL

Mate
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The external resource information is shown on Resource Status page.

e Net Drive:

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:

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.

Bj Links & Directories

9 Net drive settings.

Drive (example: M, N)

User Name

—
Folder (example: \\server\share) |

\

\

Password

Per Facility [ tif checked, net drive is per facility; if unchecked, net drive is one for all facilities)

For further information on net drive configurations, please refer to

Appendix H.

e ACLS + Nextcloud

Nextcloud is a renowned cloud data storage platform. ACLS takes the first step to work
with ACLS to achieve the single sign in via ACLS to access the research data on
Nextcloud so you don’t have to build each user profile of ACLS onto Nextcloud.
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Key features are worthy of mentioning about Nextcloud:

e Powerful searching to find files in a few seconds among millions

e File preview: File previews of typical file formats (maybe not of much use yet for our
standard microscopy file formats — but possibilities for the future).

¢ Download multiple files/Folders at the same time [simply tick the checkbox near the file
icon and after selecting all desire files click download at the top of the file list

] 2files 4 Downlosd 135368
m 05.12.16.nd= e 79.9GB a year ago
m 21.11.2022.nd2 555GB a year ago
. 28.11.2017.nd. e 49.1 GB a year ago
. 2016.11.01007 1. e 101.5GB a year ago

ACLS + Nextcloud is mobile browser ready.
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6  Operating ACLS

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 & & ' d 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)
S A s
& 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.

e 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.

Update Contacts & Change Password

Retype New Password:
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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
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Bi My Publications

o erarstand P yous ws oo el o plan o o laie-cd Bhe-arl acs

e Erpmpie: Mytreal Charpctetelion

Details”

Register for

Staff can register publications for any users.

B Search Publications

Ll Bar Chart

€ Pie Chart
Key Words: (part of ID, author name, or journal name, or details, or year)

e When done, you can see all your registered publications upon clicking on
Publication.

e Approve Bookings:

B Approve Bookings

» Bookings pending approval: (0)

o 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

O iy ol i for nfo offy NG 0oes not Bcoep! any beokings.
O Suect e facity o Me eAhand Site mns 10 bosk
@ SWRh b Aayhwbek view by dang a0 DATE as Wk

DAY | WEEK MONTH usT | o] July 2018 ToD&Y €« /\_

Monday Tussday Wednesday Thursday Friday Saturday Sunday

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.
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4 All Service Calendar [rop—

oar | wex m usT o) July 2018 TOOAY « o A

Thursday Friday

17200 - (900 Service Event: Zeis LSM 880

17:00 - 05:00 Service Evenit: Leica SP8 DLS

17200 - 05:00 Service Event: Leica 593 WLL g5TED
17400 - 05:00 Service Event: Leica 593 2P STED

17200 - 059200 Service Event: TILL photonics TIRF

17200 - 07200 Service Event: Picoquant Microtime 200
17200 - (900 Service Event: Nikon ATR

1700 - 09:00 Service Event: Zeias Laser Microdissection

1800 - 0500 Service Event: Zeiss FALM

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:

3 My Calendar export is outioox

3 Resource Timeline Calendar | new

3D My Bookable Resources rewssn rssourcs nat

AFM

BIOSCIENCES

BSP

DATA ANALYSIS

LOWY

WALLACE WURTH

2 My Calendar | Exportto outioox.
2 Resource Timeline Calendar | new
2 My Bookable RESOUTCES | refiesh resource sl

n Plus CD

On the Booking Calendar, there are 6 bookings tool tabs available for staff members.
General users can only access Resource Booking tool and book for themselves.
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Fauility Booking UserfApprove Boolang Training Booking Group Booking Service Boolang

6.3.1 Facility Booking

Facility 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.

DAY WEEK MONTH o) TODAY <y A

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 Clickon orange rounc_j_ + button to add

1330 - 1630 Lskmall Aspathy
[T Event by Celine Hhou)

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

1030 - 1400 Liskrmall Alagatt
{1zairung fverd by Celne o)

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

Description | Dong Zheng

Notes

Repeat DISABLED
event

Full day | 00:00 - |30 = |ume - |201Ev
| 00015 = |30 = |ume - |201Ev

DELETE CANCEL “

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.

e Business hour indication:

Click on Booking Quota button to view the details with the fly-in slide.

Booking Quota

& Dong Zheng

Max Allowed Booking Hours/Day: 10

Max Allowed Booking Hours/Period: 1344
Allowed Booking Period: 30/06/2018 to 28/09/2018
Booking Start Time on Day: 8:00

Booking End Time on Day: 18:59

Booking on Weekend: Allowed

Min Hour per Session:

6.3.2 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.

6.3.3 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.
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6.3.4

6.3.5

6.3.6

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 Farahan
Abhijith Prakash
Abhirup Das
Abigail Keogan
Adam Martin
Alamaia Cullan

Selected
Users

Clear

Notes

Time period | 08:00 = |SDV

June - |2018v

| 0815 = |?>DV

DELETE CANCEL n

June - |2D‘ISv

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
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.
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6.3.7

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 « |'\6 - |Juﬂe - |2015v
| 0815 w |16 v |June A |2018v

DELETE CANCEL n

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 | 0000 - |SD - |June - |ED‘IS -
| 0015 - |3D - |June - |2018v

Block Time:
17:00 - 20:00

Reminder

DELETE CANCEL n
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6.3.8

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
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

Repeat Booking

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

e Daily: this is default option
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AFM_CATALYST (LOWY)

Description ‘ Dong Zheng

Notes

Repeat ENABLED

event
® Daily () Weekly ) Monthly

() Every IT day

® Every workday

End by |27/09/201¢

Time period ‘@oa:oo - |30- ‘June - ‘zomv
‘@08:]5 - |30~ ‘June - ‘2013-

Reminder [

DELETE CANCEL n

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

AFM_CATALYST (LOWY)

Description ‘ Dong Zheng

Notes ‘

Repeat ENABLED

O Daily ® Weekly O Monthly

Repeat every IT week next days:

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

End by [27/09/201¢

Time period ‘@ua:uu - 30~ |June - |2013v
‘@oans v 30w |June - |2013v

Reminder [

DELETE CANCEL n

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

Description | Dong Zheng

Notes

Repeat ENABLED

event
Daily Weekly @ Monthly

® Repeat Ig day everle month

End by |27/09/201¢

Time period | 0800 -+ (30 = |June - |2018v

| 0815 + (30 = |JLIHe -

2018 =

Reminder

DELETE CANCEL n

The definitions of repeat booking per day, per week or per month is the same as Outlook.

“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 form while booking the resource.
The form might be used for capturing metadata of the sessions. You can design the form
using PDF, word document or the online form builder. 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.

%} Bruker APEXII

¥ Accept future bookings only
¥ Switch to day/week view by clicking on DATE as link
= Account for Booking: X-RAY #1

[3) Single Crystal Form

To Attach Form:
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Booking lightbox window asks user to tick the box for ‘Fill up or upload the form’ when they
save the booking. If it is online form, then lab admin needs to reference the form to each

booking session manually. For docx or pdf form, users can upload the form.

AFM_CATALYST (LOWY)

Description | Dong Zheng

Notes

Repeat DISABLED
event

[ Full day |@00-00 v 30~ ‘June - |2ms-
|@00.15 v 30w ‘June - |2013v

Reminder [J

Haveyou [
completed or
uploaded the

form?

n CANCEL UPLOAD SAFETY FORM

DELETE

Click on Upload Safety 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) ww ‘

Access Uploaded Forms:

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.

¥ Hesowte Detas Hrtr Oaasn
@ AFM_Catalyst (Lowy) 6 oA - —

W ok ks

& Ui Contactn

o Colod Codes

st Piobcanon.
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6.5 Ongoing 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

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

Plug-in Module License
Booking Tool Access Conirol
User Booking Edit Permission

eDM Setiing

IDAP Setfing

Turn on IDAP for All Users

Booking Cormrection

About ACLS License

Google Analytics

Reset Public Calendar Script

Update Mobile Browser Scripts

Restore User Ceriificaies

Scan Resource Images

Enable Certificate Confirmation

Disable Cerfificate Confirmation
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e Set up user confirmation to each training certificate

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 AFM_Catalyst [Lowy

Certificate Tl | AFM CATALYST - EXPERIENCED

Thes certificate = 1o be msued o users of the &FM Catalyst (in Lowy] who have besn tramed and ar=
competent using the microscope without supervison. Pror to msue of this cerbificate, the registered
traner must be sabished that the

Deetails

5000 {max char SO00)
Max Hours/Day |B_
Max Daye/Pariod 30
Max Hours/Perod | 60
Booking Start Time |oro0.
Booking End Time |‘23:0'('
Booking End Time Offset |-:_v

Booking Cancellabion unbick to alfow beokeng cancellabion anyhime

1< J

Weekend Booking

Uzer Baclong Confirmation [ ] [tick to enable advanoa user booking confirmatien]
User Booking Confirmation Days |3 {default ic 3 dayz)

Valid Fenod (Month) | 12 ~ |{Zero means certificate never expires)

Tracker Cnsite Supervision
Booking Alert

Certficate Invalid

Explanation of two new parameters:

e User Booking Confirmation: to enable or disable the confirmation reminder to the
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
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
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System sends out the reminder in the following context as example. The user can

cancel or confirm the booking.

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

Vour boaking will ba sutomatically eancallad at midnight unlece you canfirm the caccion uting tha link balau:.
TO CONFIRM BOOKING, click h

TO CANCEL BODKING, click http://129.94.165.9/userconfirmationscript/usercancellation-1517102227585.php
Kind regards.

Mark Wainwright Analytical Centre: Bioanalytical Mass Spectrometry Facility

THIS IS SYSTEM GENERATED USER CONFIRMATION NOTICE. PLEASE DO NOT REPLY.

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

Booking Confirmation

your following booking session is confirmed. Thank you

Booking Resource: Eclipse TiHE
Booking Start: 2018-02-20 D0ON:00
Booking End: 2018-02-20 D0:15:00

Click on the embedded URL to cancel the booking by itself.
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Booking Cancellation

Booking Resource: Friipsa Ti-E
Booking Start: 2018-02-20 00:00:00

Booking End: 2013-02-20 D0:15:00

The above booking is cancelled

Close

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.,

6.6 Calendar Settings

9 Rezource Details
£ Calendar Seftings
¥ Booking Quota

& User Contacts

& Color Codes

B Email Nofificaiion
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ACLS provides a way to customize your calendar. There are 2 settings related to the
calendar that you are able to control:

e Calendar View: default calendar view upon the first access, week view only or month
view
e Calendar Popup: single mouse click or double click to open the booking event window

Calendar Settings

calendar View O week

® pMonth
Define the calendar view when accessing the calendar, either week or month view.
Calendar Popup ®  Ssingle Click

O Double clicks

Define how calendar window is popped up, by single click or double clicks on the calendar cell.

Single Click vs Double Click:

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

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

6.7 Resource Details

9 Resource Details
£ Calendar Seffings
9 Booking Quota

& User Contacts

J Color Codes

B Email Nofification

You are able to view resource information by clicking on Resource Details.
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Bruker APEXII

Facility Group: XRD LAB

Description: The Bruker Kappa Apex is fitted with a molybdenum sealed X-ray source and graphite
monochromatoer to determine the molecular and crystal structure of materials from a single crysial

Location: Office M67 - access via Lab G&5, Chemical Sciences Bldg F10

Trainers: Chris Marjo; Mohan Bhadbhade; Dong Zheng;

6.8 Booking Quota

¢ Resource Details
£ Calendar Seftings
¢ Booking Quota

& User Contacls

& Color Codes

B Email Nofificafion

You are able to view booking quota by clicking on Booking Quota. Booking quota defines all

the booking permissions and quota.

Booking Quota

& Dong Zheng

Max Allowed Booking Hours/Day: 24

Max Allowed Booking Hours/Period: 1344
Allowed Booking Period: 22/06/2017 to 20/09/2017
Booking Start Time on Day: 0:00

Booking End Time on Day: 24:59

Booking on Weekend: Allowed

Min Hour per Session: 1

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.
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Refresh Balance

BN Booked

Balance

Balance: 1344

6.9 Color Codes

9 Resource Details
£ Calendar Seffings
@ Booking Quota

& User Contacts

J Color Codes

B Email Nofificaiion

Different types of bookings use colors for easy differentiation. You are able to view color

codes quota by clicking on Color Codes.

Booking Color Codes

Allowed edit/change/delete:
Facility/User bookings:
Commercial bookings:
Service bookings:
Training/group bookings:

Lab event bookings:

6.10 Change Others Future Bookings

This is available to staff only. The nominated staff group can change anyone’s 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
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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):

Go to System Settings -> Configure System, click on User Booking Edit Permission.

Access Records

Plug-In Module License

Booking Tool Access Condrol

User Booking Edit Permission I
eDM Setting

IDAP Sefting

Booking Comection

Update Single Sign In

About ACLS License

Google Analylics

Reset 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

6.11 Pre-Approval Bookings

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

Saved as unapproved booking till

Need Approval? ) -
equipment supervisor’'s approval

Email booking notice to the

: equipment supervisor for action
Booking as normal

Exclude the unapproved bookings
from 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.

Saturday Suniday

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:
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(FLOW) BD FACSARIA lll

Description ‘ Matthew Graus: Unapproved Event

User | Matthew Graus -

Notes | Sort by Alexa Flour 647 as many as possible

2018+

Full day ‘ 1000 v |6 ‘uuy -
‘ 1400 -+ (6 = ‘UL‘}' - ‘ZD'\B'

Decision @ Approved

DELETE CANCEL “

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.

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.

» Bookings pending approval: (4)

To Approve Mow ...

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

APPROVAL OF UNAPPROVED DOOKING EVENT
Facility 134-1.073 Li-Cor 6400 (1)

Start Time 11/08/2045 09:00

Fndl Timn 15 10:45

Booked Time 10/08/2015 11:18
Notes

Bouked by Cave Mulire
Approve (Decline Notes

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

Direct Links To Approve/Decline Unapproved Bookings:
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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 mobile browser version is being replaced by the smartphone app. You are encouraged
to install the iPhone app or the Android app which gives you better Ul and bulletin features.

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.

Bookinos on
B

NEYAE M T
2/ _.,r"u.- v il

Ta Cancel

Ta Book

| = o y
DOOKINES Of
£

- i.j_-':':'_::l_J."r:-'_}U | I_." I El:

Available

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

6.12 Set Min Booking Unit 15m vs 1h

ACLS used to set 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.

AC LAB SYSTEM 76



Min Howr per Sessin r@-l’ v

Min Bosking Und ® isMnsies O 1How

Muitiple Ezokings At Same Time ) Peomsed @ ot Pemitied
Corpehary Bedng Conferaton =

Teskng 2t [ ik 80 anabie boaking asert for trainens)
Pre-pproval Booking o

Training Certitcals =

Bosking Exasie =

e |[f setto 15 minutes

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

DISABLED

ordey [@oon0 =|[30w [wne = [za

I [ac - |Ju|m - |zu|av

breaen

DELETE

e |[fsetto 1 hour

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

|®nm e e e
won - —
U‘$ lan_'|m v |miew

DELETE m CANCEL n
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6.13

6.14

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.

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.

UNSW ACLS DEMO

SYDNEY

| Welcome

Upon clicking on To View Bookings, the calendar shows the bookings for the next 7 days.

£4 Booking Timeline Calendar

S [N TN i s W T s o (P PP ——E
To View Bookings on Mobile Browser Version:
AC LAB SYSTEM
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Refresh Facility List

100 AFM_Catalys

20 May 2017

01:00

0200

000

6.15 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).
B Resource Status

9 My bookabie rescurces

Previcus 1 Hext

Show  qpg v entries search: | pfib Copy  CHV Excel PDF  Prnt

Shawing 1o 1 of 1 entries (filtered from 29 total entries)

Resource 1L about Resaurce Group Current Bocking Current Tracking Current Status
R Helois Gd PR - FOVR05-31 1300:38 “
m 0 hun Hua Kong Charle

6.16 Set Up Accounts

There are two ways to set up accounts: through User Registration, or through Account
Manager.
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Bj Account Manager

113 active accounts § 111 active intemal accounts § 2 active axtemal accounts.

L N o

UMEW Finance Accounts.

The 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

6.17 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
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e Budget Envelop:
e Create budget envelops
o Edit budget envelops

% Budget Envelop

PO12345 hd
Account INDUSTRIAL INTERN R*D
Discount To Booking Charges (%) 0.00
Start Date 08/02/2015
Expiry Date 21/04/2020
Mote PO12345
Rollover Enable Yes
Rollover Schedule Enable Yes
Rollover Scheduled Date of Month 1
Email Alert Enable Yes

Alert Threshold of Budget Balance () 500.00

Days to Deactivate Account ]
Budget Envelop Code 41
Record Created 09,/01/2015

o
Reactivate Recent Expired Budget Envelops

e Parameter descriptions:

e 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.

e Account: account for the budget envelop.

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

o 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.

e Note: for any special notes.

e 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.

e Rollover schedule enable: not in use.

e Rollover scheduled date of month: not in use.

e 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
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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.

e 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
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:
:4'- Received Payment & Operation Cost

PAYMENT & COST UPDATE

Active Budget Envelop: | Choose budaet envelop from the list v

®) Received Payment () Operation Cost

e Bookkeeping for received payment:

.~ Received Payment & Operation Cost

PAYMENT UPDATE

Budget Envelop Name |ALISON FUNMSTOM - MONASH

Received From \Choose supervisor from the list

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 & Dperation Cost
PAYMENT & COST HISTORY FOR BUDGET ENVELOP: ALTSON FUNSTON - MONASH
Received  |Operation Cost| Purchase | Invoice Received | Recorded
From Note
Amount (§) (%) Order Ref Ref Date By
Alison Tnitial payment for $2,000 Dwayne  Locked on
2000.00 23/02/2012

Funston  prepaid sccount Kirk 07/03/2012

Back.

AC LAB SYSTEM 82



Operating ACLS O

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.

 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 d Monthly Received Payment Last Balance Booking Charge Sample Service Charge Current Balance
ccoun
Envelop (%) (%) (%) (%) (%)

-305.10

NMR #1 NMR £1 0.00 0.00 -305.10 0.00

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

HDnt_:th Last Booking Saml?le Current Rollover | Recorded
'year Received Balance ch ) Service Bal (%) Note . -
Payment (%) (%) arge Charge (%) alance ate v

This is test

January 2010 0.00 0.00 -305.10 0.00 -305.10

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

28/04/2010

Dong
Zheng

Rollover
Account Rollover Email | Alert Last
Budget Account | EXPIrY |Siart Datel Expiry RD"o"erSchel‘]uled Schetgu;ed Alert BalanceUpdated Updated Created Created
Envelop Date Date ©| Enabie Enable Month Enable| (%) Date Date

NMR #1  NMR #1  20/11/201201/01/201020/11/2012 g;’;ﬁg
UNSWA-  UNSWA-

CHEMSCI- CHEMSCI- Dong
OPODL.  OPOOL.  U9/07/201401/01/2010 09/07/2014 Yes No 1 No 000 o

PS51212 PSS1212

6.18 Register a Project

Dong

22/04/2010 Zheng 22/04/2010
Dong

23/04/2010 Zheng 23/04/2010

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.

B Project Manager

@ 266 active projects.
¥ 266 expired projects.

Sort Projects By Supervisor

Active Projects  Expired Projects

Project Full Title
Supervisor
Other Researchers

Avzilable Accounts

Project Description

&

valid Frem Date
Project Due Date
Project Code

Record Created

Con oo [ T

Search Project

[Choose project from the list

no researchers

no accounts

22/06/2017
10/02/2027

0

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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B Project Manager

@ EdiltAnd project

Wm GI123-BMSF-PS12762 2008-100%;
System is out of service and undergoing maintenance.

acischangelog 5 pdl
Added: Dong Zheng on
1242047 11:20013 PY
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Bi Project Manager

@ Add project forms

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

Documents Upload (pdf,doc only) ...

Save Form to Project

Mote: Form Mame MUST NOT contain any single quote character!!

acischangeiog 5 pal

Added: Dong

g Zheng on
1242017 112013 PM

6.19 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

o Newly Reg User Summary

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

Level of Access

User Profile Manager n

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 n

Explore user training records

Staff group and above can access this function

Find By Supervisor u

Supervisor group can view a user’s profile under
their supervision
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= Staff group and above can access this function
Newly Reg User Summary n

Staff group and above can access this function

6.19.1 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..

e EEEEEEEE—S—S—S—
There are two options to display the search results: Short Form and Full Form.

6.19.2 Find User Training Records

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

6.19.3 Newly Reg User Summary

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

Bi Newly Reg User Summary

From: |I]une hd |2017 W

To: [lune w2017 ~

6.20 Export User Data

Through eDM, you are able to export user data to an Excel file that is protected by a strong
random password. Go to User profile, and click on Export To Excel to continue.
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Bi Export User Data To EXCEL

Mote: Be patient while exporting data taking & few minutes to complete!

CURRENT FXCEL TEMPLATE

Type of Researcher School/ rganization Supervisor Name

@ User EXCEL Files

First, you need to define your Excel template. Simply select the data field of your choice, and
save. A template is specific to a staff member. In other words, if Jane and Mary want to
export user data, then they need to set up individual templates. You can change the template
each time before exporting the data to suit your needs.

EXCEL TEMPLATE - FIELD SELECTION

User Title D
User Name Included
Student/Staff No. D
Type of Researcher
Loegin Name D
School/Organization
User Group |
Account
Work Phone D
Mobile Phone D
Email ]
Publication D
Indicative Project Title D
Supervisor Title D
Supervisor Name
Supervisor Email I:l
Exclude From Broadcast D
Year of Registration
User Status
Active User Only D

Generating Excel data may take a while depending on the volume of user data. ACLS sets
up each Excel file with strong password protection, and you can download them at any time.

Password protection of the exported Excel file is optional. By default, the system enables
password protection.
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6.21 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.

Click Send Message to complete the broadcast.
Bj Broadcast Messages

% Sed up my signatum o

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

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.

e 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.

6.22 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.
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6.22.2

Bi Data Logbook Manager

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

W02 usape logs recomed by 1o vacker  [ITSTRRTRRI—,

[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:

o  Without clicking on logout button on tracker, the user logs off the computer
o 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:
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Facility [QSTAR Elite (U)]: October 2015

ERROR LOGS TABLE

Louiﬂ Date|Login Time Login Project Logout DateLogout Time|Logout Pruil:ctil.ls.qc Howurs Login User|Logout User Notes

e Have error logs:

Faciliny [TE0 Quantum Access (L] Oclober 2015

DR L T ABLE

Lowin Dabel Login Tins

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
e Check against the local tracker log file on the instrument computer
e 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).

Facility [Lift-Out Leica]: May 2016

g e pmeroe (opeetii: EogsatRamar e M oy T I =g

02/05/2016 9:55:27 AM  UNSWA-MATSC+EN-RF112-PS39473 03/05/2016 10:22:14 AM UNSWA-MATSC+EN-RF112-P539473 24.4 Esmaeil Adabifiroozjaei  Esmaeil Adabifiroozjaei
03/05/2016 10:23:08 AM UNSWA-ELECMICR-BA101-PSW1733 | 03/05/2016 10:57:42 AM UNSWA-ELECMICR-BA101-PSW1733 0.6 Chun Hua Kong, Charlie  Chun Hua Kong, Charlie
03/05/2016 11:36:42 AM UNSWA-MATSC+EN-OP001-PS33515  03/05/2016 12:34:03 PM UNSWA-MATSC+EN-OP001-PS33515 1.0 Fuyang Cao Fuyang Cao
04/05/2016 10:29:42 AM UNSWA-ELECMICR-BA101-PSW1733 | 04/05/2016 10:59:16 AM UNSWA-ELECMICR-BA101-PSW1733 0.5 Chun Hua Kong, Charlie  Chun Hua Kong, Charlie
04/05/2016 11:00:53 AM UNSWA-ELECMICR-BA101-PSW1733 04/05/2016 2:04:04 PM  UNSWA-ELECMICR-BA101-PSW1733 3.1 Yin Yao Yin Yao
04/05/2016 2:04:54 PM | UNSWA-MATSC+EN-OPOOL-PS33515  04/05/2016  2:46:01 PM  UNSWA-MATSC+EN-OPO01-PS33515 0.7 Arslan Khalid Arslan Khalid
05/05/2016 9:05:15 AM UNSWA-MATSCH+EN-RE118-RM10037 05/05/2016 9:28:30 AM UNSWA-MATSC+EN-RE118-RM10037 0.4 Thuan Dinh Nguyen Thuan Dinh Nguyen
05/05/2016 10:56:29 AM UNSWA-MATSC+EN-RE191-RG124091 05/05/2016 11:17:14 AM UNSWA-MATSC+EN-RE191-RG124091 0.3 Jian Yang Jian Yang
05/05/2016 4:04:29 PM UNSWA-CPVE-RES85-RM09984 05/05/2016 4:34:04 PM UNSWA-CPVE-RES85-RM09984 0.5 Yuanxun Liao Yuanxun Liao
05/05/2016 5:57:13 PM UMSWA-CPVE-RE120-RM09537 06/05/2016 | 4:09:30 PM UNSWA-CPVE-RE120-RM09537 22.2 Jialiang Huang Jialiang Huang
07/05/2016 10:55:31 AM UNSWA-MATSC+EN-OPO01-PS33515 07/05/2016 11:29:45 AM UNSWA-MATSC+EN-OPO01-PS33515 0.6 Mohammad Sharear Kabir Mohammad Sharear Kabi
07/05/2016 11:40:38 AM| UNSWA-MATSC+EN-OPO01-PS33515 | 07/05/2016  12:43:40 PM UNSWA-MATSC+EN-OP001-PS33515 1.1 Mohammad Sharear Kabir Mohammad Sharear Kabi
08/05/2016 11:39:58 AM UNSWA-MATSC+EN-OPO01-PS33515 08/05/2016 11:40:39 AM UNSWA-MATSC+EN-OPO01-PS33515 0.0 Mohammad Sharear Kabir Mohammad Sharear Kabi
09/05/2016 10:29:57 AM UNSWA-ELECMICR-BA101-PSW1733 | 09/05/2016 10:53:03 AM UNSWA-ELECMICR-BA101-PSW1733 0.4 Chun Hua Kong, Charlie  Chun Hua Kong, Charlie
09/05/2016 1:05:45 PM UNSWA-MATSC+EN-RF112-PS39473 09/05/2016 1:24:39 PM  UNSWA-MATSC+EN-RF112-P539473 0.3 Esmaeil Adabifiroozjzei  Esmaeil Adabifirooziaei
10/05/2016 2:55:38 PM | UNSWA-MATSC+EN-OPOOL-PS33515 | 10/05/2016  4:34:36 PM  UNSWA-MATSC+EN-OPO0L-P533515 1.6 Arslan Khalid Arslan Khalid
11/05/2016 9:40:03 AM UNSWA-MATSC+EN-RE118-RM10037 11/05/2016 10:05:13 AM UNSWA-MATSC+EN-RE118-RM10037 0.4 Thuan Binh Nguyen Thuan Dinh Nguyen
11/05/2016 10:25:59 AM UNSWA-CPVE-RE783-RM10003 11/05/2016 11:06:38 AM UNSWA-CPVE-RE783-RM10003 0.7 Ziheng Liu Ziheng Liu
11/05/2016 2:49:19 PM UNSWA-MATSC+EN-RE118-RG132848 11/05/2016 3:35:46 PM UNSWA-MATSC+EN-RE118-RG132848 0.8 Chun Hung Samuel Ho  Chun Hung Samuel Ho
11/05/2016 4:24:29 PM UNSWA-CMBB-RE120-RG114737 11/05/2016 = 4:51:44 PM UNSWA-CMBB-RE120-RG114797 0.5 Benjamin Pace Benjamin Pace
11/05/2016 5:31:14 PM UNSWA-MATSC+HEN-OPO01-PS33515 11/05/2016 5:45:15 PM  UNSWA-MATSC+EN-OP001-PS33515 0.2 Arslan Khalid Arslan Khalid

Important Notes
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6.23

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 Data 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 = Lab Manager group can access all sample job
reports
" Admin group can access all sample job reports,

and generate invoice statements

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 Sample report

e Training certificate report

e Commercial booking report
e Group booking report

6.23.1 bDRT

AC LAB SYSTEM

Through bDRT, you are able to run monthly reports overnight or instantly.

e Step1:

Select Month and Year, then choose if running report Overnight or Now, and click on
Accept.
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6.23.2

B Batch Report

¢ Batch report feature offers full booking and usage reports

Access Monthly Data Reports Access Period Usage Data Reports

Month of Report: | May R
Year of Report: | 2017

Run Report Now

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:

B Batch Report

% Gaicn raport deature cfiers kil booking and wIage repors

Last Kun By Accnss Booking Data Report Aciess Usage Data Repart

Luciars Hadalin Rooking Dats Report

s cantine, Laxt buill rpurt will be oyererition 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

% Select yeat io st ol bulch monthly reperts

Year: (2017 -

Accrsa Booking Data Report

Innuary o7 10/03/3017

Booking Data Raport

Usage Dals Raport

Usage Dats Report

February w1y axeyey Luciana Nadalin Booking Data Report

Usage Data Report

March 2017 on/oar01? Listiara Hadalin Boaking Data Repert

gl 2017 ou/0s2017 Lusiana Hadabn Boking Datn Repoet isage Data Rrport
sty 2017 on/os/a017 Lusciana Hadalin Booking Data Report Usage Dats Report

Furthermore, the system provides you with sorting options to assist with your reporting
needs.

User Report Snapshot

Bi Booking Report - User

9 iapen B June 2018

& ABDULAZIZ ALATMAN - School/ Srganizalion: Petroleum Engimeering

Booknd Cust Lnd Tume Dosknd Hours
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6.23.4

Resource Report Snapshot
Bi Booking Report - Resource
' Raport for June 218
QSEM W
Prevon. . L

Show 500 Rl S Copy CFV Caoml  PONF
Storei 119 73 60 73 iy

bt Marmes Sehoct Crgamtaben igarenad Ascaunt Changes
g I Weacne Tomg U AT TGO ALY RG 168 n im an M
Carsin Szermer rgrestng. ddenom Levean LS CIVE BE N BT ) P20 s am 180 e 09
Than Jun Mecre Ve Lper LMYHA BOWOH THO BEAS0HG T3 I8 e am iw s
Ity g Ceire o Fhotuotas Ereprasnyg. nEw 1. e s
Tow Yarg Cramep Esgraerag Rons Crmma b NS CEIC IR0 PS8 sam L] ] 00 50
Tieong He PRoATotiy Soeos Resesh Conter Sty Hoemy VSHLCIVE-RE NG 11084 EEE ] kL] " NN
b ten CRame s Lagaaeneg. £ Wenng LSWA RELLARS. 0PSO PELLE i 1m 1 rese
Yig Fan. Mamral Saniey e O AWHITWAMATEC-Lh RETH RO HII0H W e AT RRW
School Report Snapshot

Bi Booking Report - School/Organization

@ Fapon tor June 2008

¥ Bomaacal Eng

Freviws . ot

Show 400 e Sasch Copy CSV Qe POF
Showng 110 75T snires

Lier Mamas Sugareincd Acccans Bencurce AL Canl R M Merckad Momrs. Charges.

Ardan hasharaen Webssa Pinaie Tai WNENA-GOICM RE 1T ARG 16128 SN N N kL) e

- - -

Marrina Bagbsts Jeiera Rryab-Kovatns UNTVWADBIOMRE 13RO 1410810 SEM MK 000 200 L]

Sub-Tolsl 200 =

Total 400 $168.00

Freama . ot

6.24 Export Data Report

Through bDRT, you can run monthly data reports with a few clicks. Now you are able to
export onscreen reports to password protected Excel files through eDM.

Simply click on Export to Excel File to start the exporting process or export as onscreen
EXCEL. After running, you are prompted to access the file.

B Batch Report

D Proviae bptins i data song
W Monthty Bocking Data Feport Apl 2018
9 Export 1 EXCEL

R -

Shaw 500 v enires

Showing 110 435 £ 433 enmies.

Uner Name. ‘Supervisar SehosiDeg

C. P Dryer. Mingdi (Cindy) Wamg Vedran Leanie Medene

P Dyee vian Sun Vedran Lowric Medicine.

Totad

Micratores C Michalss fecmi Rzt Tey Einctron Werocops Unt
Mrrstore O

Totsl

Aezount
UNSHA POWORTHO-RESEN-RO131385

UNSHA-POWORTHO-RESSI-RE 111085

SEXTERNAL

NS ELECHICH.BABPEWITES

Account Chargeiiour
L]

10

10

800
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6.25 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
invoices related to Booking Invoice Statement/Usage Invoice Statement, and Sample Service
Invoice Statement (if any).

Bj 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)

6.25.1 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

Month: | May v

Year: |2017 v

A printable copy can be obtained by clicking G)
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STATEMENT

May 2002
TO: Barbara Messerle

TEL: 93854653

FAX:

EMATL: b.messerle@unsw.edu.au
DATE: June 19, 2009

DETAILS:

This Statement covers the work by your groups in May 2009.

Details of Bookings:

User Name Facility Date Booking Start Time|Booking End Time|Hours Booked

-
-

Hui Hui Jeanne Ho  Flip 300 NMR. 11/05/2009 4:00:00 PM

oot torason R RGO o s
e e R T
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Thi Ganh Nguyen Flip 300 NMR  04/05/2009 £:00:00 PM 12:00:00 AM 6.00
Thi Ganh Nguyen Flip 300 NMR 05/05/2009 12:00:00 AM 11:00:00 AM 11.00
Thi Oanh Nguyen Flip 300 NMR  07/05/2009 £:00:00 PM 12:00:00 AM 6.00
Thi Oanh Nguyen Flip 300 NMR  08/05/2009 12:00:00 AM 10:00:00 AM 10.00

Summary of Bookings:

Flip 300 NMR Bradley Yat Wah Man UNSWA-CHEMSCI-OP001-PS51212 $25.00 75.00
Flip 300 NMR Thi ©anh Nguyen UNSWA-CHEMSCI-OP001-PS512132 $25.00 33 825.00
Flip 300 NMR  Hui Hui Joanne Ho UNSWA-CHEMSCI-OP001-PS51212 $25.00 a7 2175.00
Sub-Total 123 $3075.00
Hertz 500 NMR Bradley Yat Wah Man UNSWA-CHEMSCI-OP001-PS51212 $25.00 82 2050.00
Hertz 500 NMR Hui Hui Joanne Ho UNSWA-CHEMSCI-OP001-PS51212 $25.00 85 2125.00
Sub-Total 167 $4175.00
Tesla 600 NMR Hui Hui Joanne Ho  UNSWA-CHEMSCI-OP001-PS51212 $25.00 87 2175.00
Sub-Total a7 $2175.00
Gauss 400 NMR Bradley Yat Wah Man UNSWA-CHEMSCI-OP001-PS51212 $25.00 72 1800.00
Gauss 400 NMR Hui Hui Joanne Ho  UNSWA-CHEMSCI-OP001-PS51212 $25.00 16 400.00
Sub-Total 88 $2200.00
TOTAL 465 $11625.00

An internal transfer from the fund details you have provided will be organized. Details are as follows:

- S ==

UNSWA-CHEMSCI-OP001-PS51212 $11625.00

Invoice No: 00000001

&

6.25.2 Supervisor Invoice Snapshot: Sample Jobs

Click on Sample Job Invoicing to commence.

B Sample Invoicing

Sample Job Invoicing:

Supervisor:

1: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.

|n P
B Sample Invoicing

Select Sample Job for Invoicing:

D BSP-SAMPLE-2016-32 n

Col
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6.25.3

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:

Bj sample Invoicing

SAMPLE JORS STATEMENT

To: Grainne Maran

TEL: 9385 4642

FAX:

EMAIL: g moranPunsw.edu.au
DATE: ine 72, 3017
DETAILS:

This Statement covers the sample jobs completed for vour groups.

Details of Jobs:

Customer/User  School/Organization Acco Sample Quanbty  Sample Type ethod Charge Rate/Sample  Charge
BSP-SAMPLE-2016-32  Alexandra Stacy | BMIF - Biomedical Imaging Facility BRIL PS23971 OPOOL 4 Paratfin Shdes(Animal Tissue) Shide Seanning [Apenn XT $10.00 $40.00
$40.00
Invaice Mo STO0O00004
Kind Regards,
Dang Theng

Fhone: to be defined

Emnail; dm.zheng@unew.du.su

Email To Supervisar

Batch Data Invoice Statement (bDIS)

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

B Batch Invoicing

Access Monthly Invoice Statements

Month of Invoicing: [May v
Year of Invoicing: [2017 ~

Tick to Run Batch Invoicing: () Overnight (0 Now

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.

AC LAB SYSTEM
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B Batch Invoicing

13/oa/2017

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

B Batch Invoicing

Month Year Supen rganization nkRun By

Barbara Messerle Macquarie University |00001375 M

00001375

DDI)I)1378

MM ayashree Arcot Faculty of Engineering |0000137% M

00001380

ook oot o vt

DDI)I)1382

00001384

MM Field Chemistry 00001385 m

DDI)I)ISBE

00001388

DDI)I)139l)

00001392

Sophla Gu Faculty of Engineering | 00001393 m

DDI)I)1394

MM eena Sahajwalla Material Sci and Eng | 00001395 M

00001395

D Tick to send a copy to self as record

Email To Selected Supervisors Email To All

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.

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.
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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.

Group certificates supersede the single resource certificates. The same rules apply to
trainers.

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.

Bi Training Manager

[l

Siman Hager P 8500

Chtoss mat dram tha et ¥ 4

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.
vEdil Trainer: Sean Rezal Lim

AFM FIB SEM TEM TOOLS XRAY

Facility Group: AFM

SPM 5400
SPM Icon
SPM MMode
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6.26.2 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

Certificate Invalid The date of certificate deactivation.

Last Update Staff who made last change and change time

B4 Training Manager

@ Salect 10 et contticane

Awl  Coxdn Cortificate Tilin Detais Booking Setlings Tracker Onsite Superviion  Booking Alerl  Valid Pered [Month)  Siatus  Last Updatn o Craaterd

EMFYREAN 11 TRAZHING CERTIFICATE

Haimum Booking Hours/Day: 14
Maximum Rooking Periad (Day): 24

Con Lo Lo Lo i e o
Booking Start Tene:
[

Doy Cansellation:
Booking can be cancelled anytime
‘Weekend '3

Bermited

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

6.26.3 Live User Certificate List

The live search user certificate does help the trainers to find the very certificate quickly when
there are a large number of resources and certificates set up in the system.
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Go to 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

@ Edit user certificates

Certificate Title Cos - lzsued Time

AFM CATALYST - GEMERAL 23 D 09/02/2018, 13:27:07

[Chouac cerbficate from the list *~  if you wish to add new certificate

AFM CATALYST - EXPERIENCED

AFM CATALYST - GENERAL

6.26.4 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.

B Training Certificate Report

@ Cortficate Raport By Mosih. May 7017

Shew 500 -  enives Search: Cop GV Fum POF

Showang 11243 of 43 enires

Faciity Fachity Group User Hame Certificate Maea Time Trainer
NRO-EmgyTean ¥RD LAD Xiacheng sm. EMFYREAN TRABING CERTIFICATE TWOSTT 8907 fu hang
HRO-Emgyrean HRD LAD Kinpue Wen EMPYREAN TRARING CEATINCATE 2L0ETNT S 4T Vi Wang
D Emgyraan XD Lt s Chan EMITREAN TRABING CESTIFICATE SEOiIT 1 T g
HRO-Emgyrean HRD LAD Chringe iting Lan Lau EMPYREAN TRARING CERTINCATE HREENT 1313 u Vang
HRD Emgyrasn ARE LA Vuilaag Wasg EMPYREAN TRAMING CERTIICATE IBOLPNT 1547 u Wwang
ARO-Emgyem AND L8 drrmmy Rogmmesc EMIYTREAN TRABING CEMTIFIGATE WO B ST Vi Vang
AR Empyrasn D LA lasyus asg EMEVELAN TRABING CERTWICATE TWOE017 B 5E u g
AR-Empyrean D La Vet rong EPYREAN TRARING CERTIFICATE BaTATOIT 1317 Yu ang
HRD-Emgyreen HRD L8 Max Serremers. EMPYREAN TRABIING CERTIFICATE IEINT 1128 Y Wang
ARD-Emeyresn ¥RD L8 Ceoege Tacutsan EMPYREAN TRABING CERATIFICATE BL0S0017 0945 Fu Vang
HRD-Emgyreen RO L8 by Warg EMPYREAN TRAMING CERTIFICATE D057 8058 Yu Wang
NRO-Emgyrean HRD LA Mamid Zekoi EMFYREAN I TRAINING CERTIFCATE AWSENIT 8905 Fu ang
ARO-Emsyrean Bl RO LA Mexmner Craze EMFYREAN I8 TRABING CERTIFICATE BAUSEIT 1530 “Fu Wang

6.27 Record User Forms
There are two ways to do so.

Through User Profile Manager, add form to the user.



INAUCon Form-2846.-28.09. InduCTion Foam. 28463905
20ME-1115.pdl 2015-T08. pdl
Addud. Michasl Zhi on 02072018 habded. Mt MecBusk on
4T3 AM SEU015
&
Typn of Form [induction Form
upen upload, you MUST click an Dutton [Save To Form Reglstry ] plete 1
| 1na Farm Upload (pdf only) ... |
Form in POF
Mate

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.

B Form Repository Manager

Register Forms (Induction,OHS, Training,Subscription) Search Forms Deleted Form Records
;lr’

= /

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

MNote

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.
B Form Repository Manager

@ Search forms
Key Words: (user name)
- =

User Name Forms

IABDULAZIZ ALAZMAN

Induction Form-3513-20-06-

20736 PM

Abhijith Prakash
Induction Form-3245-19-04-
2017-1285.pdf
User: Abhijith Prakash
A el Zhi on 4/19/2017

6.28 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
o Register General Documents

e Register Resource Documents

e Search Documents

e Deleted Document Records
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Click on General Documents to register:

B Document Repository Manager

9 Manage general document folders and documents

Return

General Document Sub-Folders Regisier General Documents

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

General Document Folder [Roat

Upen upload, you MUST cick on Bulton [Save To Do Registry] to complete dociment registration:

|Bocuments Uplsad (pdfdoc only) ...

Dueument Hame MUST NOT conbain any single quote character!

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

e 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
<« © M i ThisPC > Local Disk (C) > ~ @]  Search Local Disk (C:) )
Organize Mew folder = O @
~
T ThisPC A Name Date modified Type Size
> [ Desktop SAVG 30/03/2017 7:35 AM  File folder
» [E| Documents || AMD 17/05/2017 :05PM ~ File folder
5 [ Dong Zheng (Ga | | AVG-Client-017-2015 18/08/2016 3:40PM  File folder
|| DON 20/09/2016 11:16...  Filefolder
> 4 Downloads 0 ey )
; pub 14/02/2017 9:38 AM  File folder
> & Music MSOCache 18/08/201610:46 .. File folder
> [&=] Pictures || Perilogs 16/07/2016 247 PM  File folder
> @ Videos || Program Files 24/05/201710:36 ... Filefolder
5 i, Local Disk (C) || Program Files (x6) 17/05/2017 306 M File folder
» m Dats Disk (E] ProgramDate 4/05/20171:14PM  Filefolder
» = emunit (112992 | PuTTY 19/08/2016 7:55 AM  File folder
i | Users 14/02/2017 230PM  File folder
> = aclslogin (129, . )
|| Windows 14/06/20175:38 PM  File folder
> B auth (WI2094 | windows10 18/08/2016 10:45 ... File folder
> == reporting (\1129,
> e aaf (W128.94.164
> = aclsloginshared
> & emudata (\129
File pame: | |Anfites () “|

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:

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

Documents Upload (pdf,doc only) ...

@& Vehicle Disposal Tax Advice.PDF 3,6
& UniWide-Wireless-1.pdf ®
& UniWide-Wireless-F10-Basement.pdf F-4

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:

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

Documents Upload (pdf,doc only) ...

Vehicle Disposal Tax Advice.PDF is successful uploaded
Uniwide-wWireless-1.pdf is successful uploaded

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

e 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:

= £30HS
g Risk Assasments

-3 Facality Documents
- AFM_Catalyst (Lowy)
[y SWPOG.
= 3 Hiostation

[ Péostation Complote Manual pd!
0 Aacstation user manual pdf

= e Ecipse TLE

BMIF_AFM Catalyst Mecroscopa.doc

[y SWPDE.20_BMIF_Nikon_TiE_Micrascope.doc
=i IncuCyte
[y 98- Well WoundMakes lnstruction Manual !

y Cell P
3 Migration Invasion Processing Metrics.pf

) SWPDG.23 BMIF IncuCyie FLR Microscope.doc

) User Manual 2011 paf
; oy Leica DMIL

i Feiss SOHTIRF

[} SWP08.11_EMIF_Zeins_SDTIRF_Microscope, dor

6.12_BMIF_Letca_DMIL_Mscroscope.doc

24_BMIF_Zviss_| SM_TE0_Micrascope.doc

Browse Documents

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.

6.29 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 8 Support B Publications = B Survey B Excel B Stall

Attention: Mease reload the ealendar page if you sanne

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

o Create the groups (System Administrator only).
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B Define Operation Group

|I Choose operation group from the list
Password
Operation Group Code o
Note

Record Created 30/12/1899

o Tooee L [

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

e Create the sample type.

B Define Methods

@ Operation Group: ICP

[somltubesales  ~
Charge per Sample ($) 12
Facility by Method To be defined
Method Code 240
Note
Status On

Record Created 25/08/2012

Co [ T

e Create the method of analysis.

B Define Sample Types

9 Operation Group: ICP

[Air bon particulate
Type Code 32
Note
Status 21

Record Created 12/10/2009

Ecaem

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.

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.

6.30 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.
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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.

SMART-RE183-RG140852

Upload Sample Photo

Upload Sample Quotation

Scheduied Completion Date 23/01/2018 =

Rabeyz Akter v

LA-ICPMS-zemiQ

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

6.31 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.
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Bi Update Jobs

LhLA SCEHE SamiQuar Sarin i Crackasin 2/t a2de abase ainar

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.

B Update Jobs

¥ Operation Group: ICP

Processing Method for Job No. ICP-2018-19
Method U-LA ICPMS SemiQuant Setup

Sample Quantity c 0

Note

2000 (max char 2000)

Select the Confirm button and ACLS updates the job. The status of the selected method is
marked as Processing.

6.32 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:
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1- Digestian M ] o Checkes-In Da/0772018 11113 Rabeya Ziter

Joa iy 1Er-3058-414
Cantosteris g o
SencalOrganasin Macquans Unecersty
Acoount WCPLTAX BIVOICE-1
Sarnpin Quuarily =

Sarvgen Ny

Sarigie Lab 10

Samgie Lcaten

Qustason b

Samgls Trie BChar

Har oA T Chectmin |« Dol L Chnehetdn,
Dt in seurone
Scneduted Competn Date et
Reeser Fzeeys Abter

o Nskes

ot St CheekedIn

Lol Updials Tims: LTI B ST

Uipdaten #y Naeys bter

Select the Check-out button. ACLS proceeds to final check-out and no additional updates
can be made to the checked out job.
6.33 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.



Bj Upload Job Results

§ Operation Group: ICP

JOB DETAILS:
Job Mo ICP-2018-10
Customer/User Terry Flynn
School/Crganization Analytical Centre
Account CCL-ACCOUNT-2014
Sample Quanfity 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 10/01/2018
Scheduled Completion Date 1710172018

Date Qut 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 12:00

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.

o Select the Document Type using the drop-down list.
o Enter the Download Link Description.
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Bi Upload Job Results

¥ Operation Group: ICP

Update Document

Document Type |dac e

Document Name Doc-ICP-2017-299

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.
6.34 Access Experiment Data (UNSW Only)
Provided that you run an FTP service, or Nextcloud service for registered users to access
experiment data, you can set up this in ACLS so that users can download data through the

browser.

Through Configure System, you can easily update FTP service information as follows:

FTPHostMame |f'tp.analytic:al.unsw.edu.au

FTPLogin | HAHAK

FTPPassword | YYYY

Or refer to Chapter 5.7 to set up Nextcloud for data access.

Click on My Home -> Data to access experimental data.

6.35 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.
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Bi Lab Event & Holiday Calendar

Catentar 2017

4 Calendar 2017 Add To Calendar

]
Australian Day (Public Holiday) B3 2220
Thu 260172017 o Thu 26012017

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 11:00
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 eRIEELEETE
Fri 23/06/2017 00:00 to Sat 24/06/2017 00:00
N2 Fill
Wed 28/06/2017 0800 to Wed 28/06/2017 11:00
=] N2 Fill
July

Wed 05/07/2017 08.00 to Wed 05/07/2017 1100

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.
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Lab Calendar

Lah Openning Day
Fri 23/06/2017 00:00 to Sat 24/06/2017 00:00

Wielcome o 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, close all resources for booking, or just close for the

selected.

In the following example, only one resource is selected to be closed for booking.

Summary

Description

[SET UP CALENDAR: 2015]

Public Holiday D(fchacked, event is regarded as public heliday. Holiday water mask is marked on calendar)

Start Time
Start Date
End Time

End Date

Action

Set up public holiday:

11/08/2015

11/08/2015

All Facilities

Bruker APEXII
ESCALAB250i-XL
LC-0CD-Dual
LC-OCD-Single
Stylus Profiler
XRD-Bruker-D8-TXS
XRD-Empyrean
XRD-Empyrean II
XRD-MPD-Scherrer
XRD-MRD-Debey
XRD-PW1830

[
=)

=2

O Close for booking

) Close for booking
) Close for booking
() Close for booking
) Close for booking
) Close for booking
O Close for booking
) Close for booking
) Close for booking
) Close for booking
() Close for booking
) Close for booking

() Reset to open for booking

ACLS can watermark public holidays on the calendar. This is handy to indicate to users the
dates of public holidays.

AC LAB SYSTEM
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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.
m : 4 June 2018 TOOAY ¢« v A

(Trainineg Event by ¥in Yao)

6.36 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.
Bi Open Requests

Subject Status Request Date Last Action

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.
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£ Dashboard £ Booking

(# New Request

& My Requests

s Open Req

Q Search Solutions

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.
However, in future versions, we’ll improve this feature, including analysis reports to improve
the quality of service by your organization.

B New Requests

Type: ®  Training Reguest ()  Support Request

Subject: *

Message Body:

My Requests:

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.
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6.37

Different colours apply to differentiate the users’ requests and staff responses. Yellow refers

to users’ requests, and blue to staff responses.

Open Reguests:

This staff-only function allows staff to respond to user requests.

Search Reguests:

This staff-only function allows staff to search for any requests made by users.

Bj Search Solutions

Key Words: (subject, message body)

Search Solutions

Subject Status Request Date

Search Solutions:

Last Action

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.

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.

6.37.1 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.

AC LAB SYSTEM
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Step 1: Create/Edit Survey

[EDIT/ADD SURVEY]

Survey Title BMIF 2015

Survey Body

Start of Survey |10/08/2015 =)

L

End of Survey [0%/0%/2015 =
Survey Type ® pnonymeous ) Compulsory (Only effective upon login to ACLS)

Access Survey ® on Login Page Con 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 ) Upen Login ® on My Dashboard Page

Targeted Users ® all

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

q3
answer 31
answer 32

q4
answer 41

q1 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
hgree
Indifferent
Disagree

oOoOooo

Strongly 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

Q0QCO0O0

Strongly Disagree

4, I learned about AMMRF and it's microscopy services from?

The Internet

My academic supervisaor

A colleague or friend

Serninar

AMMRF showcase, presentation or publication
Staff at AMMRF

Other

00QoC000

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

Survey Selection: |TEM SURVEY 2012 ~

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 WVCR 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.

@] Strongly Agree
0 Agree

O Disagree

2. test2

Q Strongly Agree

@] Agree
O bisa gree

Survey Comments:

Congratulations, the survey is ready for publishing!

6.37.2 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.

M y
SEM SURVEY FOR UNSW
TEM SURVEY

UNSW MEDICINE SURVEY
Note: Have reached max 4 surveys being published concurrently!

6.37.3 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.



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

40

Resutt (3)

30

20

10

0

AD

AL Az
Multiple Choices

A0: Strongly Agree
Al: Agree
A2: Disagree

2. test2

100

90

80

70

60

50

Result (%)

40

30

20
10
0

Al A2
Multiple Choices

AQ: Strongly Agree
Al: Agree

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.

® a0: 16.7%
0 AL 50.0%
O A2 33.3%

AD

AO: Strongly Agree

2. testz

® A0: 16.7%
1 AlL: 50.0%
O 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 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.

O An: 16.7%
AQ
0 AL: 50.0%
2 @ A2:33.3%
AD: Strongly Agree
Al: Agree
A2: Disagree
Al
2. test2
O An: 16.7%
AL 50.0%
@ A2:33.3%
AO: Strongly Agree
Al: Agree
A2: Disagree
Total Responses: 6
Survey Analysis:
AO: Strongly Agree
Al: Agree
A2: Disagree
Questions A0 Al A2
1. Text fil id le, t way of storing textual data. They d d ha for reading and writi I data
iles 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 Bedy: Simply put, text files contain readable ASCII characters. We can think of working with text file in Delphi as analogeus 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).

Total Responses: 6

Survey Response Rate:
10 Rate0: Survey Response vs Active Users

g Ratel: Survey Response vs Active Staff & Users
] .

E Total Locked Active Users: 318

19 is Total Locked Active Staff & Users: 334
a
Rated Ratel

Note: 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
<
% S2: TEM SURVEY 2012
&
= S54: UNSW MEDICINE SURVEY
i)
0.3 | | 0.3
o = = =
55 52 54
Total Survey Responses vs Total Active Users
10
55: MKAC SURVEY
=yl
&
% 52: TEM SURVEY 2012
&
= S4: UNSW MEDICINE SURVEY
18
0.3 | | 0.3
o = =
55 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 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 =~ TEM SURVEY 2012 (6)
records when storing anything other than plain text strings.

100
90
80
70
60 AD: Strongly Agree
50 — Al: Agree

40 333 A2: Disagree
30 =

20 16.7
10 ‘
0

Result (%)
u
=

AD Al A2
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

90
a0
70
60
50
40
30
20
10

0 0.0 0.0

AD Al A2

Multiple Choices

AO: Strongly Agree
Al: Agree
A2: Disagree

Result (%)
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6.38 Analyse Publications

£ Dashboa

Ll Bar Chart

e Search publications:

ACLS provides the following ways to run the analysis:

You can type in any search texts to start search and export to EXCEL.

Bj Search Publications

Key Words: (part of arthar name, or journal name, o details, or year)

Ioural Hame

Gingle-Partie Study of Pi-Madihed Au
o era 10, J021/HS0ZT0N | 1, Am. Chem, Soe.

2014, 136,

Hancrods for Flasmen- Erianced Hydmgen
Generation m Visib

DOl 10.1021/5117199

e Bar charts:

Zhatis Zhees, Takashi Tachikama, .= and Tetiurn

Tnarice Theng, Takashi Tachikaw snd Tetsurs Mayma 2015 anaary

Oasid; Smenders, Haetin Kong, Chaclie;
Bewcier, Almearder; frasier, Harsin produced & b X V.38, ppite-

hy, Ying Muang, Esmae
I01GEentambar

n ¥aa, Craries Chrstopher Soereil

08118

v ol Tetsary Mapma, #Singe Fartice

201aMay

Rrssar, Alesssdar: Brasiar,

Marting "3.46 Ga Apex chart 'microfossile’ rmicssepreted s miceral sriefacts
2018 sanuary g

213, 2016

Through bar charts, you can easily zoom into publication statistics by journal or by

school/organization.

i Publication Report - Bar Charts

By Jowrnal Name
Al Years:

2018

1 1 1 1 i
= = = [ =
wa:e.&hma

AC LAB SYSTEM

A Advanced Hatarials Interfsces.
A1 Applied Physics Letters
A2 Case Studies in Nondestruetes Testing and

A3 Conmpl ol Culng 2
A: Fabrication of a CulnS2 with cantrolled calein
AS: Geslogy

Atz Gondwana Research
2 Journsl of Cosl Geslogy
3 Sournal of ydrogen [neray

g the praparation parsmeters during the synthasss of Culns 3 thin fils photoslectredes
of Alleys and Compsunds

AL1: Jeurnal of Hydrology

ALZ: Materials Seience and Engineering A

ALT: Metall. Mater. Trams. &

AL4: Pasman Enhanced Formic Arid Anisstrogic Pd
ALS: plos one

ALG: Scientific Reports.

A1T: Scientific reparts

A18: Scripts Materialia

AL%: Sadimantary Geslogy

AI0: Nimgle-Particle Sudy of ¥1-Moddied Au Nancrods for Plaumen- Fnhamted Hydrogen Generation in Visibl
A2 Wear

Studied at Single-Par

Al Case Studies in Nondestructive Testing and Dvaluation
Al Gondwans Resesrch

mational Journal of Cosl Geology

A Internationsd Sournsd of Mydrogen [naray
A4z Jowmal of Hydrology
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e Pie charts:

oy

Through pie charts, you can easily zoom into publication statistics in % by journal or by

school/organization.

Bi Publication Report - Pie Charts

By Journal Hame

All Years:
AD: Advanced Materiabe Intarfaces
AL: Applied Physics Letters
AZ; Case Studies in Nondestructive Testing and Cvalwation
A of Zn by pulsed ulnS  for visible light
A4y of a Culns2

ap MM A5: Gealogy

A\
- ﬁ‘ﬁ”ﬂ

A2 gy D

6.39 Mobile Browser Version

A%: Gomdwana Rescarch

A7: International Josrnal of Coal Gealogy

AE: Internationsl Journal of Hydrogen Energy.

an th during the ynthasis of Culas 2 thin film photoslactrodas
A10: Journsl of Alloys snd Compounds

AlLL: Jowrnal of Hydrobogy

ALZ: Haterials Science and [ngineering A

ALI: Metall Mates. Trans. &

wsing
ALS: plos one
A6: Scsentific Reports
AT Scsentifi reports
Au8: Scrigta Haterialia
A19: Sedimentary Geology
of Pr-Hasdified Au Plasasan- wissbl

ATL: Wear

Al: Cave Studies in Hondestructive Testing and Evaluation
Al: Gomdwana Rescarch

Az internationsl Josrnal of Coal Geology

A% International losrnal of Hydeogen Eneray

24: Jaurnal of Wydralogy

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.

Welcome to AC Lab System
Registered User

UNSW staff and students use zID/zPass to sigr

User ID

Password

Download iPhone App

Download Android App

Mark Wainwright Analytical Centre: Biomedical Imagii

Facility | Email: bmif@unsw.edu.au

A S S )

<

Refresh Facility List

100 AFM_Catalyst (Lowy)

Aperio FL Slide Scanner

Aperio XT Slide Scanner

Biostation

BMSF HPC 1

Chemicon Advanced Tissue Arrayer




Scroll down to the bottom of each page, a function menu is shown for selection.

Facility List

My Bookings

Dong Zheng

Desktop Version

About ACLS

Logout

My Bookings: showing your own bookings from now into the future.

My Bookings

100
AFM_Catalyst

(Lowy):

Event: From 20/05/2017 Sat 17:15
to 20/05/2017 Sat 18:00

Event: From 25/05/2017 Thu
03:45 to 25/05/2017 Thu 07:15

Data Analysis
Computer:

< > tom O

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):

AMTH SUBSCRTO 31 DEC 2012 -
expired on 31/12/2012
Internal Account - expiring on
30/11/2022

< % il ime T

Desktop Version: click on the link to switch you to the desktop version (full ACLS version).

About ACLS: shows ACLS version.

Make Bookings: click on the resource you want to make and view bookings.

BOOkingS on Allowed Booking Hours per Day:
25/05/2017 %
Thu: ?;I;;v;: Booking Hours Balance:

Event: Booked from 25/05/2017
03:45 to 25/05/2017 07:15 By Mr. .
Dong Zheng Make BOOkW]g

Now:

Account:
(ntemal Account B

Start Time: | Start Time R

End Time: =

Bookings on
26/05/2017 Fri: Reminder: O

Note: [ ]

To Book

6.40 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.
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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
registration process. Through Pathway, users and staff can zoom in to the process to
improve the registration process transparency.

¢ 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.
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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:

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

[Chuuse registration pathway from the list ¥

Pathway Step (1]

Mote

Task Code 0

Record Created 30/12/1899

e Lo Lo T e

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
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e To add a new step:

Bj Registration Pathway

9 Edi/Add pathway

@ Pathway Chast

[
IRegistration Pathway [Apprmal by manager

‘\3!]

You can have up to 20 steps in the registration pathway.

e Pathway on Registration Page

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.



B Registration Pathway Manager

@ Update regisiration pathway.
@ Approve/Decline registration.

9 Pathway Chart

Unapproved User Registration: [Choose 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.

B Registration Pathway Manager

SNt emai o Altxandra Marn and Jeremy 1
canfirm what we see doisgi 1l 212017

O Training and acocess is confimed thevegh NUM Bowdn, Lss  Ref-2WNCUICualyR-INBZEr In progress

. -

o

Bemde, Las RNy ING IO Clate.

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.
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6.41 iPhone App

iPhone app aims to replace the current mobile browser version and serves as a single

gateway to access all ACLS nodes, and bridges the research community.

Welcome Splash

Science Has No Borders

Org Page

AC Lab System

Please select your organization

<@~ Ingham Institute
rEn INGHAM

Detmold Family Imaging Facility
DFCF

“ Macquarie University

mcoume MU

. Melbourne Centre for Nanofabr...

mcC MCN

Monash University
MONASH

[ell) ] Queensland University of Tech...
QuT

sSuUT

University of Oslo
OSLO

AC LAB SYSTEM

Swinburne University of Techn...
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e Login Page

X INGHAM

Ingham Institute

Username

Password

Remember Me? O

Version: 1.1.471

Bulletin ... Contact Us View Boo..

e Bulletin Page
App bulletin feature gives you the power to outreach your research, activities, news and

updates on your campus and beyond your campus. Bulletin can categorize the list and
make the search quick and easy for app users.

Bulletin

About Transgenic Animal
Unit

27-03-2016 22:32
EXPERTISE MWAC

Dr. James Hook, Nuclear
Magnetic Resonance
05-04-2016 10:32

EXPERTISE

Key Researchers in Nuclear
Magnetic Resonance
05-04-2016 10:48

EXPERTISE UNSW .

2016 Nikon Small World
Competition

05-04-2016 13:35
INDUSTRY

EQUIPMENT EXPERTISE INDUSTRY l
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e Resource Page

Upon login, facilities are listed to book.

-
= Facility List ¢
inVia Raman (325, 442, 514nm)

Raman R2000R (633nm)
Spotlight 400 FT-IR
Lambda 35 UV/VIS
RamanStation (785nm)
Chirascan Plus CD
e Setting Page
[ |
UNSW - EMU =
{1 Dong Zheng inVia
Rame
Facility List
Spotli
m My Bookings
Lamb
(i) About
Rame
Chira:

C—} Logout
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e Calendar Page

Two views are available: list view and day view. List view is the default.

& 4000 QTRAPLC-MS (U) + | ¢ 4000 QTRAPLC-MS (U) -+

4 27 - November - 2015 27 - November - 2015 >

9:00 AM

Dong Zheng
Operation Event 9:30 AM
From 27 November 2015 10:00 AM

To 27 November 2015 12:00 PM 10:00 AM

ong Zheng
Operation Event

10:30 AM

11:00 AM

11:30 AM

12:00 PM

Booking Page

Cancel New Booking
User Dong Zheng
Facility 4000 QTRAP LC-MS (U)
All Day A
Starts 27 Nov 2015, 12:00 AM
Ends 27 Nov 2015, 2:00 AM
Remind -
Add

6.42 Android App
Android app aims to replace the current mobile browser version and serves as a single
gateway to access all ACLS nodes, and bridges the research community. In addition, special
feature to access UNSW Research catalogue is implemented for UNSW students and staff to
sign in with UNSW zID and zPass.

e Login page

AC LAB SYSTEM 139



LOGIN

Remember Me @)

Version: 0.1.216

e Bulletin Page

ACLS
BULLETIMN
Brightest Rising Star
AN/OTIONE 206 PM
RESEARCH
- UNSW researchers vie for six
Eureka Prizes
R e
Seientia Professor Rose Amal
TAADEIIONE 12435 P

- | EXPERTISE 185

$16.6 millicn to research new
cancer treatments

do poAams IEEM

Sclentia Professor Veena
Sahajwalla
KR
 Don't wipe out solar research in
mwmwﬂ ®

e Calendar Page




Ultraview

Altune

134-3.060 DissectionMicroscope
Confocal Microscope

Biaxial Instron

134-2.060 Monochrome Camera
134-3.060 Colour Camera
134-3,060 Compound Microscope
134-1.073 Li-Cor 6400 (1)

134-1.073 Li-Cor 6400 (2)

>
>
Z
>
>
>
>
>
>
2
>

_d44-247 ABI 3130x| Sequencer

Booking Page

Make Booking

Thursday, 1 September 2016 12:00:00 AM

Thursday, 1 September 2016 121500 AM

Remind

SUBMIT

Profile Page
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System Administrator

Certificate(s)
WA

Account(s)
Internal Account
Trainer For

Biaxial Instran
134-1.073 Li-Cor 6400 (1)
Confocal Microscope

Type of Researcher

Others

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.

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. That is it.

AC LAB SYSTEM
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Y
B Configure System
@ Upload Google analytics script
rcscript:s
(function(i,s,0,g,r,a,m){i['GooglefAnalyticsObject']=r;i[r]=i[r]] |function{){
(i[rl.g=i[r].ql1[1).push(arguments)},i[r].|I=1*new Date();a=s.createElement(o),
m=s.getElementsByTagName(o)[0];a.async=1;a.src=g;m.parentNode.insertBefore(a,m)
F){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 compl pdat:
Upload Script Google Script Upload (txt only) ...

Here is an example of Google Analytics for UNSW ACLS SSI.

Sessions v | V5. Selsctsmetic Hourly | Day Week Month
@ Sessions
500
250
Jun 5 dun 12 Jun 18 Jun 26

W Returning Visitor B New Visitor

Sessions Users Pageviews Pages [ Session

6,948 1,641 16,921 2.44

BusEumEE | SRS | BB EuE e

Avg. Session Duration Bounce Rate % New Sessions

00:01:35 9.04% 16.78%

e Y 4 % W

Demographics Browser Sessions % Sessions
Language 1. Chrome 4103 I 59.05%
Country 2 Furefox 1712 [ 2454%
City 3 Intarnet Explorer 560 [ 8.06%
Systom 4 Safari 444 ] 639%
Browser L 5 Edge 89 | 1.28%
Operating System 6. Opera 32 | D4E%
Senvice Provider 7. Android Browser 4 | 0o6%

6.44 Catalogue Resources

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. The
total resource number is indicated on the catalogue tab.



Resource Catalogue

Corea Analytics: Top 10 most booked resources

Export resource calendars fo Ouliook

Resource Catalogue

32 Resources

Further breakdown of catalogues is in line with the resource groups as shown here.

Facility Catalogue

AFM BMIF BSP DATA ANALYSIS

INTRAVITAL

Go to each resource group to explore individual resource details.

Bi Resource Catalogue

Show SO0 v eekes Saaren Copy SV Eseel  POF

Soowng 13 45 of 15 sctrey

deszuree Rasowree

il

Cumest
Vescurce L s Greup Trew [ Deserption specicasan | Location wetane || Upgrasies || Cusiomen | fesners
Tooes [ P —— [ —— & Cresn e aeg Charie @
Erunment e Seiences Butsng (F10) [ ™
& ong g Jhesg &
£ changGuunam 8 21
Ao Tones | — A 10 g aespes Basement Chamest & Chu s Kseg Charke B
ﬂ g | Exupeenl i Screces Butgng (F10] P e )
Tooes Fesearcn Dasemers Chamcsl
g I [ Scierces Buldey (FID)
Tomes LS Dasaciecs Chames Pree—
Enspment Seisnces Butsing (F10) [ ———,
& Nhota snett I
oot perne o b
& irsarnen Preces Kune &
m [r——
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6.45

On catalogue pages, you are able to find resource description, location and trainers. Subject
to the edit and booking permissions, system provides the edit access and book access.

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.

Manage 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.

> Register New Consumables
» Search/Edit Consumables

> Order Consumables For User

» Change Consumable Orders

» Consumable Order Report

B Register New Consumables

Consumable Code

Description

Price per Unit ()

Unit | {unit refers to minimum user order quantity)
Stock Quantity |

Reorder Quantity

Admin Only D

Consumable parameters are explained below.

Consumable Code Short code or barcode for the consumable, for example,
AT2070
Description A short description for consbumables, for example,

ATnLOF2070 100ml

Unit A min order quantity as unit, for example, 100ml
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Price per Unit

Stock Quantity

Re-Order Quantity

Admin Only

Search/Edit consumables:

3 searching ranges are provided.

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.

If it is enabled, the consumable can be ordered by lab
admin only. It means that the consumable is Not available

for users

Bj 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: L

Active (3) O

Inactive (0) O

All (3)

You are able to edit the consumable profile through the search results. The consumables

with low stocks will be flagged for attention.

Bj Search/Edit Consumables

Key Words: (consumable code, description)

To see all consumables for the selected range, leave search field blank and hit [Search]

SearchBy: ® Active (3) O

Inactive (0)

All (3)

Description

N123448 Acid

N123445

NB23626

dish wash detergent

ml

Toilet paper roll

litre  5.00

Price per Unit () Stock Quantity Reorder Quantity Admin Only Status  Low Stock Flag

100.00 0 1 - Active |
110 10 - Active

2.00 o5 o Yes Active

Click on Edit, you are able to update consumable profile and upload the images.

AC LAB SYSTEM
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B Register New Consumables
@ Update consumables.

Top Up Stock Quantity Q, Price Change Logs

EDIT CONSUMABLE

Consumable Code [N 123448

Active Status bl (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.

N823626
Toilet paper

Top Up Stock Quantity: [

op Up Stock Quantity

Price change logs are shown via flying-in modal window.
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N823626
Toilet paper
Consumable Code Proce per Unit ($} Valid From valid To Changed By
NB23626 2.00 23/12/2016 Mow Dong Zheng

Users to order consumables:
There are 3 ways to place order for consumables.

- Through frequent access links on Booking tab

% Frequent Access Links

¥ Built-in frequent access links for quick access.
¥ Create favourite facilities by searching facility on the left side.

% My Profile

% My Usage

% User Profile Manager

% Registration Pathway Manager

% Account Manager

%, Facility Manager

% Data Logbook Manager

% Order Consumables

il Clear Favourite

- Through Dashboard

AC LAB SYSTEM
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# My Home

A My Attention

& My Profile

& My Publications

el Iy

& Fac

[# Approve Bookings

= Order Consumables

M Terms & Conditions

- Through Login page

User ID:

UNSW stalf and shudents use zIDzPaes to sign in

Password:

Consumable direct access page is implemented for wet lab situation so users can record the
consumable usages on the computer consoles without the need to login the system.

Order Consumables

User ID:

Password:

[

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.
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'™ Order Consumables
Q Add consumables to cart.

Step 1: Add items to cart ‘Step 2 Updale quantity Step 3: Select Account Step 4: Submit order

My Orders My Carl

[search consumables

=5 N

N123448 N123445 NE23626
Acid dish wash detergent Toilet paper
[0 Addtocart [0 Add to cart [ Addto Cart
Stock Quantity: 0 Stock Quantity: 35

Continue

Users are able to check his order records via My Order, and check the cart status via My
Cart.

Bi My Orders

& Al orcers dutt

£5.00 24/12/2018 14:50

2015 Doerg Theng BABS-RELCT RMOTELL [ ELT s wash detergent bre

] #5.00 1

B 2016 Demg Theng BABS-RELS RMOTE14 MBZ3SIE Tailet pager el 4200 1 200 24/12/12016 14159
7 2016 Dong Theng BADS-REL0S RMOTS14 NEENSZE Toilet pager el $2.00 1 32.00 TALZE016 14157
7 2016 Dong Theng BADS-RELOS RMOTS14 N1ZH45 dish wash detergent ltre 45,00 1 45,00 2411212016 14:57
- & Dong Theng BANS-RE 109 RMOTE14 NEZIE Tailet pagar rell §2.00 tl $2.00 ANW016 14:55
s 2016 Dong Theng BADS-REL09 RMOTE14 NI Toilet pagar rell ga.00 1 F2.00 2412/3016 03:50
a 2016 Does Theng BABS-REI0Y RMOTSIE (QEETY dith waeh datergent i §5.00 ] $25.00 24712/3016 02:47
. 2038 Doeg Theng BABS-REL0Y RMOTS14 N1Z3esS acid ml o $100.00 1 $100.00 24127016 G247
2 2016 Dows Theng BABS-RELDD RMOTSIL N1ZBME s wash detergent Wre  $5.00 1 45.00 22/12/2015 15:09
2 2016 Domg Theng BABS-REL09 RMOT514 N123443 And m 410000 5 4500.00 22/12/2016 15:09
1 2016 Dong Theng BABS-REL0S RMOTS1S N1zBess Acid m 410000 1 100.00 2122016 22:56

Total 4748.00

My Cart shows the selected consumables, and users can update the order quantity or
remove the items.

™ My Cart

9 Update order quantity.

- S —— Sop & Submi e

Continue Shopping

Description Unit  Price per Unit Order Quantity
NB23626 Toilet paper roll  $2.00 1 Save Changes After Changing Quantity $2.00

ol 5200

Back Continue

3 steps are required to confirm the order after adding items to cart.
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= My Cart

9 Select account for billing

Step 1: Add items fo carl Step 2: Update quantity Step 4: Submit order
Confinue Shopping
onsumable Code Description Unit Price per Unit Order Quantity Total
NB823626 Toilet paper roll $2.00 1 $2.00

Total $2.00

Account for Billing: | BABS-RE109 RM07514 Submit Order

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

9 Placed order details.

Step 1: Add flems fo cart Slep 2: Update quantity Step 3: Select Account
Continue Shopping
User Name Account Consumable Code Description Unit  Price per Unit Order Quantity
14 Dong Zheng BABS-RE109 RM07514 NB23626 Toilet paper ol $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.

» Register New Consumat
earch/Edit (

> Order Consumables For User

» Change sumable Orders

» Consumable Order Report

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.
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™ 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 Cart

(sear[:h consumables

N123448 N123445 N823626
Acid dish wash detergent Toilet paper
] Addtocar ] Addto cart [J Addtocart

Stock Guantity: 110 Stock Quantity: 94

Lab admin can check any users’ order via User Orders.

B User Orders

@ Select user to access his/her orders.

Continue Shopping User Cart

Choose user from the list
Abbas Barfidokht
Abhirup Das

Dong Zheng

3 steps are required to confirm the order after adding items to cart.

'™ User Cart

Q Update nn‘l?r quantity

S e Stop 3 Select Accaunt Stop 4: Submiorder

Confinue Shopping

[Consumable Code Description Unit  Price per Unit Order Quantity

N123448 ‘Acid ml  $100.00 1 Save Changes After Changing Quantity $100.00

Back Continue

Step 3 is to select the user and his accounts, and submit order.



'™ User Cart

@ Select user account for billing.

3. Third Step: Select Account

pping

user for Billing: [BMIF Teaching ~  Account for Billing: BMIF STAFF

Upon placing the order, system sends the notification to the user and lab admin on the order
details.

Update consumable orders:

Lab admins are able to change the any order details. Go to Staff -> Consumable
Resources -> Change Consumable Orders.

B3 Update Consumable Orders

9 Update orders for 2016.

Year: |2016 v

umabl Uni

ot ur unt TiCK nit Ord ite

(# Update

 Update

(# Update

(Z Update

@ Updale

Z Updale

@ Updale

2016 Dong Zheng BABS-RE109 RM07514 A $100.00 21/12/2016 22:56 (# Update

Click on Update to edit the order.



Update Order #9

User: Abhirup Das
Account: 2016 USER SUB $2200 TO 31 DEC

Unit price ($): a0

Order quantity: |4

To cancel the order, simply change the order quantity to zero.
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.

B Update Consumable Orders

@ Update orders for 2017.
9 Update order delivery status.

Year: (2017

Consumable Orders - To Be Delivered

Order Number ~ Year User Name Account NS e Cox C Unit Price per Unit  Order Quantity Total Order Date

2 2017 Alex Macmillan  BMIF STAFF  A101 Water Chemical ~ 10ml $20.00 1 $20.00 [12/07/2017 23:25 Closed
1 2017 Alex Macmillan  BMIF STAFF  A101 Water Chemical ~ 10ml $20.00 2 $40.00 12/07/2017 22:27 Open [# Update
Records Found: 2

For the closed orders, you can see the staff who records delivery and recording date.

Update Order #2

User: Alex Macmillan
Account: BMIF STAFF

Unit price ($): 20
Order quantity: |1

Delivery Status:
Updated By: Dong Zheng
Updated Date: 12/07/2017 23:25
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For the open orders, you can record the delivery by ticking the checkbox of delivery status.

Update Order #1

User: Alex Macmillan
Account: BMIF STAFF

Unit price ($): 20
Order quantity: |2

Delivery Status: D (tick to close delivery)

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 -~
Consumable: [Choose consumable from the list

User: |Choose user from the list

Account: [Choose account from the list ~

onsumable Code Description Current Stock Quantity Re-Order Quantity Low Stock Flag
N123448 Acid 0 1 -
N123445 dish wash detergent 110 10
NB23626 Toilet paper 04 0

Consumable details including the stock quantity and low stock flag are provided.

Description Current Stock Quantity Re-Order Quantity Low Stock Flag
N123448 Acid 0 1 -~

N123445 dish wash detergent 110 10

NB23626 Toilet paper 54 0

Graphic presentation is available for the reports.

Sort by User:
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B Consumable Order Report

Q Report for Dong Zheng.

Dong Zheng

Student/Staff No.

School/ ization BMIF - ical Imaging Facility
Supervisar Grainne Moran

Work Phone to be defined

Mobile Phone

Email dm.zheng@unsw.edu.au

Order Number Nam ount sumable Description r Unit Order Quantity rder Date

e N S T =T
R o e e
e mowi e e mse o an e
S e e e R g

2016 Dong Zheng BS-RE105 RM0O7514 8 $2. '4/12/2016 14:55

N123445 dish wash detergent

February Mar Aps 3 T November
0 i) o 0 0 0 0 0 0 0 0 9
10
g 9
£ 8
g 7
2 6
S s
4
3
2
S 1
0
January February March April May June July August September October November December
Month

February Apri May June August November
(] 0 ] o 0 0 ] 0 0 0 0
10 |
g |
5 B
g 7
2 6
& s
4
3
2
S|
0
January February March April May June July August September October November December
Month

Sort by Consumable:




B Consumable Order Report

‘9 Repert for Toilet paper.

Consumable: [Toilet paper -

[Order Number r Name Consumab de tio Unit Price per Unit Order Date

n nbes r e it n
8 2016 Dong Zheng BABS-RE109 RM07514 N823626 ‘oilet paper m— $2.00 24/12/2016 14:59

Abbas Barfidokht RENEE_LIN TO ACTION $2. $2.00  23/12/2016 02:37

January

CrRrMNLwAUo N® 0D

Order Quantity

January February March April May June July August September October November December

Sort by Account:

B Consumable Order Report

‘9 Report for APPP-OP001-PS41500.

Account: | APPP-OP001-P541500 v
Account Type UNSW Account

Account Expiry Date  30/10/2021

Order Number Year User Name 3 Consumable Code Descriptio Unit Price per Unit Order Quantity Total  Order Date

2016 Dong Zheng AFPP-OPOD1-PS41500 dish wash detergent I $5.00 29/12/2016 10:42

N123445 dish wash detergent

February

5

Order Quantity

CRENWRAVD NG S

January February March April May June July August September October November December
Month

Consumable stock check:

System sends out a daily email to the lab admin on the consumable stock quantity.
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Hi Admin,

System runs daily stock check. The current consumable stock quantities are detailed here.

- Consumable: CBL4003 4 inch chrome mask (soda lime) with holder, @stock quanity: 100

- Consumable: DISHOG Crystallising dish for 6, @stock gquanity: 200

Kind regards.
ACLS Demo

THIS IS SYSTEM GENERATED RESPOMSE. PLEASE DO NOT REPLY.

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.

Profile Pinboard Supervisor Form Publication Account Certificate Usage (Booking) Invoice

Add Pinboard Message

Message Title

Message Body (compulsory)

200 (max char 200)

B 7 12:4%
Saturday. sanwsary 28 201

experiemnt
atways late 12 €%

Dong Zheng @
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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.

!. .... ‘3 = Logout

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

My Pinboard > Add Messages to Pinboard
ary 28, 2047 1238 Saturday, January 28, 2017 1233
saturday. Januaty Saturday, January 28, 2017 12,34 = Saturday, January 28, 2017 12.3,
nyone .
| got a spare gogm; cﬂ\ ﬂv\E i | just cancefleg Bookings for About TEM2 Dong sick tody
o

interested can & SemS3400, anyane keen can bogk TEM200 camera is faully. service

all train
041032324 o angineer is on site oW 2"ing boakings are cancelleg

for dong

pas Barfidoknt Deng Zheng
L 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.
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Add Pinboard Message

(1 unchecked, message is open to all users and staff on the pinboard for next 7 days.)

Saturday, January 28, 2017 1233

S
Alunday. January 28, 2017 12:32

Dong sick tody

L2017 1236
Saturday, January 26 ‘ ‘Salurday, January 28, 2017 12.34
one i M200
lgmmmmijgw 1just eanceled bookings for About TE! .
interested can oo ::"‘5400- anyone keen can bagk TEM200 camera is faulty, service al dining bookis
0410023234 w engineer is on site oW for dong, inGs are cancelled
Barfidokht Dong Zheng &
Apbas Dong Zheng & Dong Zheng @
—

6.48 Most Popular Resources
Core Analytics is the latest collection of ACLS. Users and staff are able to look at the most

bookable resources and its trend over a year span.

9 Corea Analytics

;nn ot ke sutsgs h
Zeiss LSM 880 Zelss LSM 780
Operation Howrs: 1529.75 (53 74 days) Operation Hours; 1240.00 (51,67 ays)
KR 14.76%

Eclipse TI-E
Opération Hours: 2250.58 (93,17 days)
P 76 79%

I Dparaton

vt
Amancs

D

Olympus FV1200
Operation Hours: 976.75 (40.70 days)

KPL 11.63%
[ Opesabon

I Cutige
Balance

»,

HAL (Data Analysis Machine 2)
Operation Hours: 651.50 (28.40 days)
HPL B11%

N Operaton
I Cuitige

Zeias Lightsheet 2.1

Cperation Hours: 156174 (65.07 cays)
W 18 5%
I Oparation

I Cutage
Raiance

°

Orac (Data Analysis Machine 1)
Operation Hours: 340 25 (39,16 days)
KPI: 11.15%

I Operation

W Outags

Data Analysis Computer
Operation Hours: 650 23 (27 51 days)
P 7.85%
T Operaton
W Ctage

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.

P18 21%

WS Opaestion
I Ctage
Ralanze

N

Marvin {Data Analysis Machine 3)
Operation Hours: 874,25 (35 43 days)
KPE 10.41%

I Operation
I Outage

e Oparaticn
W Outage
Tatseen

4

Leica SP5WLL gSTED
‘Operation Hours: §13.75 (33.91 days)
KFI: 9.69%
I Operation
[
Balance
7



Zeiss Lightsheet Z.1
Training Hours: 701,00 (8 348 days)

AFM_MMB (F10)
Training Hours: 77.00 (3.21 days)

Balance
[ Training

!

Leica SP5 2P STED
Traneg Hours 34 50 (1.44 days)
Dalsnes
I Trainng

Eclipse Ti-E
Training Hours: 139,00 (3 79 days)

Malsece
. Traking

Aperio XT Slide Scanner
Training Hours: 55.75 (2.32 days)

Balance
g

Orac (Data Analysis Machine 1)
Traming Houwrs. 30 75 (1 28 days)
Taisecs
. Traking
|

6.50 Most Outage Resources

Leica SPA DLS
Trainmng Hours: 53,50 (3 48 days)

Leica SP5 WLL gSTED
Training Hours: 33,00 (1,63 days)

EBalance
N Training

|

Zeiss LSM T80
Training Mours: 81,50 (3.40 days)

Zeiss LSM 880
Training Hours: 34.50 (1.44 days)
Balance
I raiing

|

Core Analytics is the latest collection of ACLS. Staff are able to access the most outage

resources and its trend over a year span.

Zelss LSM 780
Outage Hours: 1165.75 (48.74 days)

I Cutage
Hoemal

»

AFM_Catalyst (Lowy)
Cutage Hours: 445,00 (18,58 days)

. Outsge
Neemad

Olympus FV1200
Qutage Hours: 225,00 (9.38 days)

- Outee
Hormal

I

Zelss Lightsheet Z.1
Cutage Hours: 56675 (23 61 days)

™™
Hormal

Leica SP8 DLS
Oulage Hours. 397 75 (1657 days)

I Outage
Heemal

Leica SP5 WLL gSTED
Outage Hours: 217.50 (9.06 g¢ays)

[T
Hormal

Zelss SDITIRF
Outage Hours: 507 75 (21,15 days)

- utags
hormal

Leica SP5 2P STED
‘Outage: Hours: 381 50 (15 90 days)

N Cutage
Hommal

Zelss PALM
Outage Hours: 445 75 (18,61 days)

L™
‘Nomad

TILL photonics TIRF
Outage Hours: 245,00 (1031 days)

N Outage
Heems

J
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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.

MC 13 from &

© Upioaded on Favorks Rescurces

I 15 Sydney § 14 Saplember 2016

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.

B Video Repository Manager

3 vidae caps

BILINSY. 2 Gictal To 52 Univarsey

Sampiss with dghtshast Mcroscopy.
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T e

Nenvoutibe @ outibe

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’.

Copy video URL

Copy video URL at current time

Copy embed code

Loop

Traubleshoot playback issug

Lauren Choh% X
Fifth year Medici D5 e ok
and N|C Stats for nerds

I » o) ooz

Year 12 Medicine Information Evening 2017

Firw
NISBUIIJNSW i SUBSCRIBE 7.3K

In this video prospective students are given an overview of the undergraduate medicine program,
application process and helpful myth busting
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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 Labcast (Powered By UniLab)

Labcast

Display anything you want on any screen, from anywhere, anytime.

o

Labcast isn’t just a screen display
tool. It brings people together and
a step towards a digital campus.
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SCHOOL OWNER
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DISPLAY
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BENEFITS

G

LABCAST CLOUD

DOCUMENT
CONTROL
No more searching
through endless
emalis. What you
want lo display is all
stored here

| |
» @

EASY TO CONNECT WORK FROM

ANYWHERE
Connection o WI-Fi or Cantrol your screens
wired internet is all it from anywhere you are,
takes, Maoblle it's a flaxible workspace
broadband version with us. Real time &

does not take up any of
your storage

also available Tor
endless possibilities of
locations.

80

EASY TO MANAGE

Easily manage display
styles and when do
different people get to
use the screen ”‘RDLIgﬂ
our web platform or
app.

|
G

DISASTER
RECOVERY

All contents are protected
In our cloud, aven if you
lose your laptop.

What can this bring at the end of the day?

AC LAB SYSTEM

SUPPORT
& TRAINING
Training services and
ongoing help through
phone and email with
our Unilab support
leam.
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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 on Login Page.

Complete the reactivation form and select Submit to send the request.

Bi Request for Access

9 ITyou ever registered with Mark Wainwright Analytical Centre: Bioanalytical Mass Spectromatry Facility and operated our instruments, please type in your login name, password and email address below.

Full Name:

Password:

Login Name: ‘

Email:

2. How can | exit the system?

Simply close the Internet browser windows, or click on the Logout button as shown
below.

!. ... .‘3 = Logout

7.2 Online Registration

3. | 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.

4. 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.

5. 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.
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6. 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.

B Resource Manager

¥ 29 bookable resources § 32 operational resources

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

Booking Resource

| Choose resource from the list ¥

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.

Resource Group

Resource Image

7. 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.

8. 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.

9. 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.

10. Are there any photo sized restrictions?

No, users can upload any sizes of the photos and system re-sizes automatically.

11. 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

Biomedical Imaging Facility
Bioanalytical Mass Spectrometry Facility
Biological Resources Imaging Laboratory

Electron Microscope Unit
Flow Cytometry Core Facility
Muclear Magnetic Resonance Facility
Spectroscopy Laboratory
Saolid State & Elemental Analysis Unit
School of Chemistry
School of Biotechnology & Biomolecular Sciences
Biological Resources Centre

Molecular Surface Interaction Network Laboratory

7.3 Booking

12. | 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.

13. 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 m MONTH LIST ] July 2018

Monday Tuesday < July 2018 > Thursday Friday
Mon Tue Wed Thu Fri Sat Sun 7| 28 29

12:00 - 14:00 Sajjad Seifi 25 26 27 28 29 30 01

Mofarah (Training Event by Yin

02 '03 04 05 06 07 08

0z 23 24 25 26 27 28 29 s 05 B

09:00 - 12:00 Sean Re all
3 31 0 02 03 04 05
12 13

16:00 - 18:00 Rong Mou 11:00 - 13:00 Rong Mou
(Training Event by Yin Yao) (Training Event by Yin Yao)

09

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)

14. | am unable to make bookings as | wish. What are my booking limitations?

You are able to see your own booking quota through the booking calendar page.
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@ Facility Details
£ Calendar Settings
@ Booking Quota

& User Contacts

& Color Codes

== Email Mofification

Booking Quota

& Dong Zheng

Max Allowed Booking Hours/Day: 24

Max Allowed Booking Hoursi/Period: 1344
Allowed Booking Period: 27/06/2017 to 25/09/2017
Booking Start Time on Day: 0:00

Booking End Time on Day: 24:59

Booking on Weekend: Allowed

Min Hour per Session; 0.25

15. 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.

16. 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.

17. 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.
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18.

19.

20.

21.

22,

23.

Type resource name, select to book

@ My Calendar | Export fo Outiook

2 Resource Timeline Calendar  new

%

> S5PM lcon
< FIB

o SEM

L TEM

d TOOLS

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.

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.

| 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.

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.

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.

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.
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24, 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).

25. 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.

26. 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.

27. 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.

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.

28. 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
Cartificatels '1_::.:\-.-....-:->::::'.:z:-u

Cortificate: FLUCROMAX - 4 . EXPERIENCED

isswed o users of the FluoroMax - § microscope who have been brained and are competent using the microscope without supervision. Prior 1o tisue of this certificate, the regsbered brainer must be satisfied that

Onsite Supervision: No
Valid Period (Honth): 12
Current Status: Ensbled

Haimum Booking Hours{Day: &
Haxinwm Booking Period (Dayk: 30
Haximum Booking Hours [ Period: 60
Boaking Start Ti D

eaking Frd Th
Boaking Cancellation can be cancelied amytime
Weekend Booking: Permited

29. 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.
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30.

31.

32.

33.

34.

Being a staff member, can | book for other users?

Yes, you can do this through User Booking tool.

Can | disable some booking functions as they are not relevant to us?

Yes, you can. Go to System Settings -> Configure System, then click on Booking
Tool Access Control.

Access Records
Plug-In Module License
Booking Tool Access Control

Uszer Booking Edit Permission

eDM Setfing

IDAP Setting

Booking Comection

Update Single Sign In

About ACLS License

Google Analytics

Reset Public Calendar Script

Update Mobile Browser Scripts

Check the functions you wish to make available to staff and users.

B Configure System

@ Booking ool access control

[ -]

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.
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35.

36.

37.

38.

39.

40.

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.

| 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.

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.

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 1 v

Min Booking Unit (O 15Minutes ® 1 Hour

Multiple Bockings At Same Time ) Permited ®  Not Permitied

Compulsory Boaking Confirmation [ (Tick to make email booking confiration compulsory)

Booking Alert D (Tick to enable booking alert for frainers)

Pre-Approval Booking O
Training Certificate O
Baooking Enable O
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41. 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.

42. 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.

43. 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 (FL0) (Business Hours: 0:00 - 17:00)

Description User Event

Timo period (0000 /][54 | [iey ] (285 | - [05 V][5 v |[1y ][5 ]

e

44. Can | change an “approved” booking to “unapproved”?

No.

45. 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.

OK

The message means that users certificate only allows them to book no more than 2
days in advance. For example,
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46. 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

A A & & y‘ il

My Home Wy Attaton Wy Protie

4

47. 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.

48. 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.

49. Can | book multiple resources on the same calendar page?
Yes. Resource timeline calendar offers the solution.

“ WEEX WONTY ) 6.Jul 2018

[

d 0800 | 1000 - 1200 SPM | 1200 - 1400 SPM
10:00 | icon- Opertion | ion - Operstion
oM | et hegeshi | Event Nanue
teom - Chen
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50. 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 e

Year: |2017 v

Facility: | Choose facility from the list g

Cancel/Restore Faulty Bookings

Bi Configure System

[ o ] o [ o ]
7.4 Group Booking

51. Is an email notice automatically sent to the users who are booked for?

Yes.

52. 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.

53. 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.
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7.5 Update User Information

54. 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.

6
A = Logout

Dong Zheng

System Administrator Group

My Profile

Update Contacts & Change Password

Work Phome R — New Password:

Mobie Fhane

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.

55. | 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

56. 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
Picture Period settings, then that user’s access to the system is deactivated
automatically. However, this does not apply to System Administrators.

57. s it possible to restrict certain user access?

Yes, uncheck the box activate user entry through User Profile Manager.
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58. Why can’t we see ‘Export To Excel’ in the dropdown menu of User Profile?
ACLS checks against the signature excel file before giving you permission. Simply, run

eDM test to resolve this. Please refer to Appendix | for detailed information on how to
create an Excel signature file.

59. Can all staff access ‘Export To Excel’?

No, this is only available to admin staff.

60. Which MS Office versions are certified with eDM?

eDM only works with MS Office 2007 or MS Office 2010. Earlier versions are NOT
supported.

61. 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.

7.6 Update User Supervisors

62. 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.

EDIT USER SUPERVISORS:

m Supervisor Code School/Organization Default for Irveicing Suspended Delete

63. 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.

AC LAB SYSTEM 179



Frequently Asked Questions

64.

65.

66.

67.

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 |or.

Supervisor Name | Carola Holstrom

School/Organization | cMB ~
Work Phone |

Work Fax

Email

|
Mobile Phone |
|
|

Work Address

Status

(e [

7.7 Data Report and Invoice

68.

69.

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
a job.

AC LAB SYSTEM 180



Frequently Asked Questions O

70. 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.

71. 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.

72. 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

73. 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.

74. 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.

75. 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 console logs for reporting and billing.

AC LAB SYSTEM 181



Frequently Asked Questions O

bDRT produces two kinds of reports so that you can compare them against each
other: booking vs usage.

76. 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.

77. 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.

78. How can we export the reports?

You can easily export a report to an external Excel file. First, you need to go to Batch
Report, continue as detailed at Chapter 6.22.

79. 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.

80. How can | access the EXCEL files generated previously?

Click on Excel Tab to access, then click each link to expand for details.

8 Dashboard 8 Boolong @ Support I Publication @ Sample @ Survey B 8 Stadt

Bi Access Excel Files

[ o s 0 e

Datch Roport  Faclity  Publication  Trainisg Report  Training Record  Linar Prole

¥ Monthly Booking Reports

¥ Menthly Usage Reporis
@ Period Booking Reports
¥ Facility Booking Type Period Booking Reports
81. What if | export the data report more than once on the same day?
If you export the same monthly report on the same day, then the previous report will be

overwritten. However, if you do so on a different day, then you will have multiple
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copies of the same monthly report. This can be used to track the changes of data in
some cases.

82. Can |l export in my template?

You are not able to do this yet. If you wish to, please contact us to discuss further.

83. Can the invoice statements be PDF instead of HTM?

Not yet. A PDF converter will be introduced to ACLS in the future.

84. 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 Inveice

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

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

Selection of Cancelled Sample Job Inveice: |Choose cancelled invoice from the list +

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

85. 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.

86. What if | want to change the format of an invoice statement?

Please contact us to discuss this further.

7.9 Manage Account Budget

87. 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.
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88.

89.

90.

91.

92.

93.

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.

7.10 User Training & Certification

94.

How do | 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.
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95.

96.

97.

98.

‘ 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 - GENERAL

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 Go to your profile through User Profile Manager, the 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.

B Training Certificate Report

@ Conicate Aason By Loan June 2017

Faciey Graap U Mame Covtitcate
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99. 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.

100. | 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.

101. 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 t| if you wish to add new certificate
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

The possible cause is that either you haven't set up the training certificate, or the
certificate is disable.

102. 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 I find this?

There are two ways to get this information.

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 ~ Otherwise search amang all schools/orgs

Account Name Choose account from the list v Otherwise search amang all accounts

Group Name Choose group from the list ' Otherwise search amang 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)
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.
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Facility: 2E 37C Bacterial Shaker-249

fsel Code Certificate Title Details

160 2E 37C BACTERIAL SHAKER-249 CERTIFICATE
R

Lisa Suh
Mira Holliday

Anne Harasta
E Peter Sara l m
Kimi Tanaka
Elle Macartney
ANITA CHITSAZ
Troy Butler
Ashleigh Swain
Holly Stefen
Yijun Lin

7.11 Register Forms and Documents

103. 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.

104. 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

105. 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




Frequently Asked Questions O

106. 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.

Bi Document Repository Manager

9 Edit/Add folders

Folder Name | (single

Note: Max levels of sub-folders are up to 3 after root directory.
Parent Folder | Root ~

Status

[E=-25 General Documents (Folder View)
Eioy Microscopes
: =3 IncuCyte
Boy OHS
=5 Risk Assesments

107. What documents should | upload as general documents?

Examples of documents for general access are lab operation policy, safety work
requirements, induction procedures, etc.

108. What should | upload as resource documents?

Resource documents are grouped per resource. Examples of documents are
instrument operation guide, tutorial materials, etc.

109. 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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110. What is the maximum file size for upload?

The maximum size is 20MB per file.

111. 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.

112. 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

113. 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.

114. 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

115. 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.

116. 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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117.

118.

119.

120.

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:

o Xls/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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121. 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 Documents Diata Involces

7.14 ACLS Tracker

122. 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

e Wrong server IP setting in tracker configuration file

The tracker has a built-in feature that detects connection with the ACLS server at all
times.

123. 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
users under training certificates, as they won't be able or allowed to perform the
experiment alone.

124. Are there any local log files for the console so that we are able to track the operation in

case of network loss?

Yes, you can go to c:\program files\acls lab system\acls tracker\logs to retrieve the
logs. A log is created each day and updated every 5 minutes. For example, a user logs
in and fails to logout properly due to network loss, then the log file provides the user
login/logout information as backup.

125. Why does the tracker show ‘Invalid certificates’ when the user does have the certificate of

the instrument?

This is caused by the reserved characters used in user’s password. The following
characters are reserved for the tracker:
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To login through the tracker, a user password cannot contain those characters.

7.15 Access Experiment Data

126. How can we integrate our FTP service and Nextcloud service with ACLS?

Data storage and access is a complex subject. Please contact us for more details.

127. How can users access data through ACLS?

Through Access Data on My Home, users can retrieve FTP access information, or
use the provided FTP link to access data through Internet browsers.

128. Is FTP secure?

FTP is a kind of non-encrypted data service, so it is not secure. However, FTP offers a
handy tool to users to access non-classified experiment data and reports. Secure FTP
(ftps) will be integrated into ACLS in the future.

7.16 LDAP

129. Where can | find LDAP implementation information?

Please refer to Appendix | for detailed information regarding LDAP implementation.

130. 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.

131. 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.
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7.17 Conduct Surveys

132.

133.

134.

135.

136.

137.

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
e Set Access Survey upon login

Then you simply broadcast the access link shown at the publishing survey page to the
targeted users.

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.

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.

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.

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.
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138. 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.

7.18 General

139. What could be the cause if | cannot see the web page properly?

140.

141.

142.

143.

144.

145.

146.

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
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 | 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.
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147. 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.

148. 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:

e 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.

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.

149. How can | set up 3 parameters for each user group in Group Manager, Max hours/day,

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.

150. 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.

151. | 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.
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152. How can | replace the system banner, invoice logo, and terms and conditions for online

registration?

Please refer to Chapter 5.4 Upload System Files for details.

153. How do | check ACLS web logon access information?

Go to Configure System, click on Access Records button to check the last 100
access records.

154. 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
guote is not accepted. Remember to select the Enable Scroller option before saving.

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,

155. 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.
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¢t Announcement

The AC Lab System Community

NSW

The University of New South Wales

The University of Wollongong

llawarra Health and Medical Research Institute
Kolling Institute of Medical Research

The University of Sydney

Macquarie University

The University of Newcastle

The University of Western Sydney

Ingham Instituie (Applied Medical Research)
vIC

Deakin University

Swinburme University of Technology
Melbourne Centre for Nanofabrication
Monash University

ACT

Australian National University

QLo

The University of Queensiand

Queensland University of Technology

SA

Detmold Family Imaging Facility

WA

The University of Western Australia

Curtin University of Technology

CSIRO - Earth Science and Resource Engineering

Others
University of Oslo, Norway
Central Washington University, USA

156. What should | 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.

(= Logout

Flease contact admin staff asap

3 user registratons for prgoaes”
27inenrmT

A& Send Aleris
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157. 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

o Resource Manager: Only one default resource
e Group Manager: Only four default groups

e School/Org Manager: Only one default school
e Resource Login: Only one default for example

158. 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.

159. Why do we need to set up different receivers?

This is useful 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.

160. 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.

161. 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.

HomePageLink https://www.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 Wainwrnght Analybical Centre: Bioanalyhcal Mass Spectrometry Facility |
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162. 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.

163. 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.

Add To Calendar

Add Public Holidays

Add Lab Evenis

Copy Public Holidays To 2018

Clear Lab Events From Calendar

164. 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.

165. 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.

166. 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.
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Terms & Conditions

While working in the Biological Resources Animal Holding and Imaging Facility, all users are required to comply with the University’s occupational health
and safety (OHS) procedures. 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 reoms and related equipment.

Users are not allowed o 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 (ii) 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 irregularities in equipment to a staff member of the facility. Samples are the responsibility 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 loss or damage of data that has not been removed/copiedrarchived. 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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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

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.

Usage tracking with web portal ACLS provides a client version of tracker to be installed onto the

(design is illustrated below) equipment. However, this requires additional efforts to the lab

infrastructure and complexity of the system deployment. A web
tracking Ul will be implemented to track the usage. A similar
design will be done for the smartphone app. So users can click
start button when they start to run the experiment and click end
to stop. This Ul can be set up at the entrance of the web lab or
clean room to track the usages and to make the next users
aware of the situation in the lab.

TEM 200  Start Stop Elapsed Time: xx:xx:xx Status: Available

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.

Machine learning Major enhancement working with the specialist group at UNSW,
further details will be provided in due time
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Node 1: BMIF

ACLS Node Access

Node 2: BMSF
ACLS SSI+AAF

Global Equipment Connecting to
Catalogue and === Node 1 and Node
Search 2

Centralised lab reporting Working with UniLab, a centralised

reporting service is anticipated to be
I established so management can
Unilab consolidate the multiple nodes reports.

Super User

module
API Module PDF module

N

Business F
Model Module Reportlng Excel Module

/‘\

Global
Configuration aizﬁg
Module
Data Feed

Module

Enterprise system integration Working with UniLab, the capability to

integrate the enterprise systems will be
available




Labsensing Working with UniLab, Labsensing app

replaces the current ACLS tracker to
| provide secured connection, online chat,
Unilab and data sensing solutions.

8.2 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

Excel Data Manager

eDM offers an Excel data export tool, which can
be used to export user data, booking data and
usage data via Excel files.

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

Incident Report Ticket
Monitor

iRTM provides a platform between users and
staff to report and respond to incidents at
different levels.

To be 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

tEB is the training booking tool

Implemented

Booking Tool

User Event Booking UEB is the user booking tool Implemented
Tool

Video Player vPlayer is the video player and admin tool Implemented

8.3 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
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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).

SQL Server
App Server

Public Access

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) and ANFF Queensland Node.

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

9.1.2

Equipment Booking A B C 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.

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

|' Choose user category from the list

Note

Status Active
Charge Category Code 1]
Record Created 30/12/1899

Cese e Lo e

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.

o Go to Resource Manager to set up charge category for each resource:
Charge Rate ¥

User Category Charge/Hour ($)

Industry (AUS) | 100.00

Industry (non-AUS) I

| 100.00
Public Funded Researcher (CSIRQ, ANSTO... non |
Universities) CLEL
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

o 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.
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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 :

Charge Category Usage (Booking) Invoice

[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

% il Lsar charpe categany
L @ nccuns Tubde of Fae

Induistry (AUS) Snsustry (ne-AUIS) , ANSTO... non Uesyersties) ) Useversty (mon-ALIS)

&

Artec 30 Spider
Bio AFM/TIRS _T
Bose Elextrefores 3200 &
Sruker Conteur GT1 |=
Cleanroem AFM [«
Chemt Tems= abay Stk [
Chient Time: Bernie Orelue G
Chient Times Dan Smith a1
Chant Tamss Fatims (takhari [E
Client Teme: Guangyuan Si [«
it Tams eyt &
Chent Tame: John Zhu [El

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.

AC LAB SYSTEM 210



Appendix A — Modification for ANFF O

9.15

9.1.6

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

Pubiie Fuded Resesrcher (CSIR0, ANSTO... san Universties] |_D!

0|

Uneversity {mon-A415]

Accept Changes

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.

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.

Facility Group Booking Facility Non-Booking Facility

Booking Facility Chart Facilities vs Charge Category Chart

Set Up Online Registration Facility List

Set Default Charge Category to All Users

Search Facility

AC LAB SYSTEM 211



Appendix A — Modification for ANFF

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

Dong Zheng AC/DC Sputtering

jack test AC/DC Sputtering

test ok AC/DC Sputtering PhD Student Assisted

trish test AC/DC Sputtering PhD Student Assisted
Total: 4

Charge Category

University/ Private Funded Researcher Assisted

University/ Private Funded Researcher Assisted

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.

Facility Group Booking Facility Non-Booking Facility

Set Up Online Registration Facility List Booking Facility Chart

Set Default Charge Category to All Users

LAGEHIP FACILITEES

Search Facility

Facilities vs Charge Category Chart

D 200 CLEANROOM FACILITY
Astee 30 Spider OTHER FACILITIES

B0 APW/TIRF MICROSCORY FACILITIES
Base Diectroforoe 3200 BI0-CHIM LAD FACILITEES
Bruker Cantour GT-4 CLEANROOM FACILITY
Cinanrocm AP CLEANROOM FACILITY
Chant ehuppang (sbatitite] TR FACILITIES

Chent Tima: At Sades MO STAFF TIME

Cherd Tima: Bernie Greiep HOH FTATY TIE

Chent Tima: Dum Smith MO STAFF TIME

Cherst Tma: Dam Smith-Lis of ook Chert: S0 FTAY TIME

Chant Tima: fatma fekbar MO STAFE Thiag

N STAPF T

BN GTARF Tieg

N STAI To

Charet Tima: Jebe i MM STAPF Trog

9.1.8 Reports and Invoice Statements

(T

a0

nsos

80

sose

nsom

80,00

The system calculates the charges and generates the reports with the charge category.
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Failay Bouksny Repert fur June 2017

Facility [AC/0C Sputterng |

Hashem e L ———— Uneversity (fus) $90.00 .00 A720.00

Faena GlennCIIng Fion Glesn MCN Encknd Tech- Ambassader-Fons Glesn Mnwversity (Aus) 9000 500 450,00

Fons Gleen MCN Techeambacsadsr-Fiona Glenn Uniyersity (Aus) 9000 800 “adn.o0

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.



Bi To Register

> Registration > Terms & Conditions

itle Mr. ~

Family Name*

Login Password™

ype of Researcher [1ndustry (aus) v

Address

. m** |

:
:
£
E
F
A

Abu Sadek

Bernie Orelup

Dan Smith

Fatima Eftekhari
Gediminas Gervinskas
Guangyuan Si
Hemayet Uddin

John Zhu

Lachlan Hyde

Local Contact®

Paul Spizzirm
Ricky Theodare Tjeung
Sean Langelier

Taryn Guinan

Yang Choon Lim

*: Indicating the compulsory data fields

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

Q Edit/Add supervisors
I'l'lﬂe Mr. v
[Dmihi Gordeev
chool/Organization |[Cl\nosu school/organization from the list

0395417813

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 FLacsmip FaciLmes [ EBL

CLEANROOM FLAGSHIP FACILITIES | [] Mot Embosser folck to see moce about )

GENERAL FLAGSHIP FACILITIES | (] FIB-SEM (olick 1o see mare about v

micRoscory FAcILITIES | [ Gio APMITIRF (hiok t0 see mons about v}

microscoey FAcILITIES | [ Light Field Microspectroscape (click t0 sae mare about ..}

aier FaciLIES | [] Design House-PC1 folich to see more about ...)

[ Do you want this to be perdormed by MEN Stalf?

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.



i To Register

FIRAL b AT TN

il
‘
il

T [
|
i

{
i
=

i
!

i
||
{

i

l
I

o
i

When you click on the Submit button, ACLS will send an email notice to the following

parties:

e 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:

Bi Local Contact Manager

¥ 58 up for online ragistrasion fom.

B
H

Alizan van de Heene ]

g
i

;
E

|
3

5
:|§

{
i

Mathew Sze Ming Lui m|

{
§

i
]

H
;

{
i

|

¥ang Chogn Lim 1]
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9.1.11 Register Supervisors

Supervisor details can be added or edited in the following format:

Bi Supervisor Manager

¥ Edit’Add supervisors

| Search Supervisor

Title |Mr

Supervisor Name |

School/Organization I' Choose school/organization from the list v
Work Phone |

Mobile Phone |

Email |

Address 1|.

Address 2|
5uburb|
State| Australian Capital Territory *~

Postal Code|

Postal Address

Status D

The supervisor address format on the invoice statement is the same.

9.1.12 Discount Field for Budget Envelop Manager

A discount field has been added to the budget to deal with discounted charges to the

bookings upon monthly rollover. In Budget Manager, you can set up a discount with up to two

decimal points.

% Budget Envelop

AQUA DIAGNOSTICS STIUP ACCOUNT v
Account AQUA DIAGNOSTICS STIUP ACCOUNT
l Discount To Booking Charges (%) 0.00 I
Start Date 01/10/2011
Expiry Date 31/12/2012
Note To accrue charges against Agua Diagnostics STIUP account only.
Rollover Enable Yes
Rollover Schedule Enable No
Rollover Scheduled Date of Month 1
Email Alert Enable No

Alert Threshold of Budget Balance ($) 0.00

Days to Deactivate Account ]
Budget Envelop Code 26
Record Created 17/11/2011

Once you have done the rollover, the discount field is locked to prevent any further changes.

So the discount can apply consistently to each rollover.
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9.1.13 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 - |2013v
Reminder [
DELETE CANCEL “




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

Deseription | Assisted Event

User | - - |
Account | — -
Staff Time [ A
Facility
Staff Time | _ -
Account
Staff Time ‘
Hours

Notes ‘

Bockingfor [
Training

No MailtoUser [

0 Full day |®12:00 - |13v |July - |2013v

|®13:DD - |13v |.Ju|y - |2013v

DELETE CANCEL m
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A few new concepts are introduced to this template:

o Staff Time Facility: you need to set up the staff time facility through resource manager.
e 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.

Furthermore, the booking report shows bookings for work for an industry partner separately.

Operation Bookings:

Facility Booking Report for June 2011

Facility [AC/DC Sputtering]

Facility Booked
School/Org Account Charge Category
Charge/Hour Hours

Melbourne Centre for

Internal

University/ Private Funded

Dong Zh test 50.00 48 2400.00
e MNanofabrication Account Researcher Assisted § §
Internal University/ Private Funded
$50.00 1 $50.00
Account Researcher Assisted
Melbourne Centre for
Sasikaran Kandasamy Dwayne Kirk MCN STAFF $0.00 5 $0.00
MNanofabrication
Sub-Total 54 $2450.00
Bookings for Industry
Partner:
Melbourne Centre for Internal University/ Private Funded
Dong Zheng o test $50.00 5 $250.00
Manofabrication Account Researcher Assisted
o Stan STAN i
Chathurika Abeyrathne University of Melbourne PhD Student Assisted $33.00 1 £33.00
Skafidas SKAFIDAS
Sub-Total [ $2383.00
Total Service Booking Hours 0
Total Operation Booking 0
Hours
Total 60 $2733.00

9.1.14 Define Business Hours for Reports

Go to System Settings -> Configure System, click on Business Hour Settings to set up.

Access Records

Customization Records

Plug-In Module License

eDM Setling

IDAP Setting

Booking Comection

Business Hour Settings

About ACLS License

Google Analytics

Reset Public Calendar Script

Update Mobile Browser Scripts

AC LAB SYSTEM
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The Business Hour Settings will be used at the next stage for reporting.

9.1.15 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.

9.1.16 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 D {if checlked, user access expiry setting is ON) Expiry Date:| 05/15/2014
Activate User Entry
Exclude from Broadcast

(if checked, user excluding from the list of broadcast messages)

Black Listed (if checked, all trainers receiving booking confirmation whenever the user makes bookings)

g
g
g
g

Lock User Entry Permanently {Once locked, users can not be reactivated through the system auto-reactivation)

Online Registration

9.1.17 Account Discount

MCN introduces a discount concept to the account setting. Initially, all the discounts are set

to zero.

Bi Account Manager

¥ 241 active accounts @ 61 active internal accounts @ 180 active external accounts

| Search Account

Active Accounts Expired Accounts

[ choose account from the list v
Account Type Internal Account
Job Type Client Job
Discount (%) 0.00
Note
Expiry Date
Account Code o
Record Created
Last Update on 28/06/2017 00:00

[
Active Accounts List Active Accounts Analytics

If you wish to change the discount, edit the account.
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Bj Account Manager

¥ Edit/Add account.

. Click to edit account discount iog ..

Account Name
Account Type
Job Type
Discount (%)
Note

Expiry Date

Make Account Expired Now

3

Search Account

® clientiob O

[ALAN COWMAN (WEHI)

) Internal Account ®  External Invoice

Non Client Job

("&" shall not be used!)

28/04/2015

3

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.

9.1.18 Reports and Invoices

All the reports and invoices are integrated with the account discount.

Terst (Oparation Deckings)

AC/DC Spittering
AL/DC Sputtesing

ACOC Sputtenng

Cleanrnam AFW
Clmansuom AR
isanroam AFH

Deanrom AFM

Canfaeal/lis AFM

Confoosl/Bo AFM
ALD - Fip F200
Tetal

Chant Tima: Allieon v.4 Haana

Cliert Time: Dam Smith

Totsl

AC LAB SYSTEM

Boag Ihang

Adaya vathi

Deng Zheng

Abhisheh
Tiwari
Abdulish Al
Amin
Abdubisk 41

Bang Thang

Dmg Ther

Abduliah Al
Amin

Zdnya Vashi

Duayna Kirk

witiam Shieh

Warkmaister

Dwvayne Mirk

Wilim Shish

Jerume
Werkmamster

Honthiy Dooking Data Report}

School[Organizatian

Malbourne Centre for
Hancfabrication

Unversity of Melsoume

CHIRD

Melbourne Certre for
Manslakricaber

Mcrth Liniversity

University of Melboume

University of Melbourme

Uinrvarsy of Malbours

CEiR0

Inbarral Aecount

WILLTAM SHIEW
{UNIMELE}

CTHIRO CMSE ACCD

Intermal Account
RAMAN SINGH
(MONASH)
WILLLAM SHiEN
(UNIMELB)

ALAN SOWMAN (WERH

Intarmal Acsaurt

ALAN cowman (welll

Interral Sgzgur

WILLIAM SHIEW
{uhIMELD)

CEIRO CMSE ACCOS

iy Facility: October 2013

[N —

(%)

Charga Catagory

reraty/ Private Funded Ressarcher

Studert Unnseted

sfaseity/ Brvate fundad Rasanrchar

Lssimted
oermty/ Prrvate Fumsed Researcher
#aanited.

Facility Charge/ Hour

[£3]

0.00

| maoked
| itours

240

)

no
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9.1.19 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.

9.1.20 Broadcast Messages To Newly Trained Users

B Broadcast Messages

@ Set up my signature for outgeing mails.
¥ Set up my mailing user list.

To Newly Trained Users | My Signature | My Mailing List

Type of Group Omy Mailing List ®Generic Group Osingle Certificate Group (including trainers)

Group | choose group from the list ~

Subject \

Message Body

Cheers.

Dong Zheng

‘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

To Newly Trained Users

Last Period in Month 1~

Subject |

Message Body

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.

9.1.21 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.

Aerounl | Discount (%] Valid From Valid To

AD&LAN NEILD 0.00 01/02/2004 How Dang Zheng

Accuunt | DHscount (%) Valid From Vabid Ta | Changed Dy

Deng Thang

9.1.22 MCN Instruments — Hours of Usage

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:
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Bj MCN Instruments-Hours of Usage

» Hours of Usage for multiple facilities ...

» Hours of Usage for individus! facility ...

Facility: [Choose facility from the list

From: January | 2017 v
June w2017 v

To:

The process between single resource and multiple resources is the same. Choose the

resource, select start month and end month, then click on Continue button.

In the example below, two facilities are selected:

Scheduled Seoice 0.00 18.00 0.00 112.00 £4.00
Available 133,00 12600 104.00 AB.OD G200
Agsigted - Out of Hours 0.00 0.00 0.00 0.00 0.00
Unassisted - Out of Hours 4.00 0.00 26.00 0.00 200
No. of Hew Trained Users 1 H 1 L L]

1 September- 3013

Arvsted Q.00 .00 €.00 0.00

Unansated 34.00 600 £2.00 8.00 200
Euaff Bockings/Develooment 0.00 0,00 _om _ﬂ-@ _0-00
Unscheduled Service 0.00 0.00 0.00 0.00 .00
‘eheduled Service ©.00 n.00 .l.m 0.00 .us.ne
Available 120,00 103.00 90.00 132.00 49.00
Assted - Out of Hours a.00 o.00 804 .00 a.00
Unassisted - Out of Hours 23.00 700 24,00 3700 _0-00
Ho. of New Trained Users 1 z .x 1 .u

Assisted: 4l nssisted beakings including training backings, with the selaction of staff time facility, during business hours (Manday to Friday):

Unassisted: All unassisted beokings by users, inchuding the asested beokings without staff trme faclity, excluding non-chent job account related boskings, during business hours (Manday to Friday):
Stall Bookings. All buokings for non-chent job account relsted bookings, dunng busness hours (Monday to Friday);

Unschadilod: Al gmrvscm boskings ae dum ta disrang businees hours (Monday ta Frday;

Scheduled: All sores bockings categonsnd as scheduled (mamtenancs) disnng busmess hairs (Monday to Frday ]

Availabie: [ E g

Assisted Out OF Hours: All aut of hour Assisted backings, with the selection of staff time facility, for dient-job account.

Unassisted Out Of Hours: Al ut of Mour unassisted bocking by all users, excluding nen-client job sccourt refated bockings:

No. of Hew Training Users:  Number of users who receives the certificates issued for the month.

Export to Excel:

You are able to export the hours of usage to Excel anytime. Two file naming protocols are

defined as follows:

e Single resource: The format of the file name is ‘resource name-startmonthyear-
endmonthyear-dateofcreation’
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e Multiple resources: The format of the file name is ‘multiplefacility-startmonthyear-
endmonthyear-dateofcreation’

9.1.23 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 FOBreg date

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

. 03/ s
FOB Expiry Date 31/03/2018 =
FOB Reg Date 25/06/2017 E

Staff and users can view FOB information through My Profile.

@ A & & 4
My Home My Attention My Profile My Publications My Pinboard My L
o] o

oM ¢ 9 Update contach 9 Rosislar pubcatio T — v
W Wi
¥
@

n S - ¢

S
Facility Status Facility Catalogue Order Consumables Corea Analytics

9.1.24  Set Up Multiple Booking Permission

Go to Resource Manager to set up multiple booking at the same time, once the
checkbox is ticked, the selected resource can be booked multiple sessions at the same time.
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Booking Resource

Resource Group

Staff Time Resource Type

Resource Image

[3D Printer Autodesk Ember

Certificate details ...
B EMBER 3D PRINTER STANDARD CERTIFICATE

o Go to Training Manager to update cerificates ...

Trainer details ...
& Gediminas Gervinskas
& John Paul Teodosio
& Lachlan Hyde

0 Go to Training Manager to update trainers ...

BIO-CHEM LAB FACILITIES

Physical Resource

Resource Type Research Equipment
Catalogue Access Local

ltem Number

Description

Location

Custodian

Min Hour per Session 0.25

Min Booking Unit 15 minutes

Multiple Bookings At Same Time Mot Permitted

c v Booking Ci No

Booking Alert Mo

Training Certificate Required

Booking Enable Yes

Operation Status Active

Last Update Lachlan Hyde on 13/02/2017 15:27
Resource Code 137

Record Created 13022017

User Category Charge/Hour ($)

Multiple Booking on Calendar

Timeline calendar:



El o] w0 13 Jul 2018 Tomwy ¢ s A

o) MO0 BI00  SROD  GMDY  GAD0  S400 S0P  GADD 0900 1005 1108 1200 1108 400 1500 1ABO 1700 MAS0 1900 w0 Tiod 0 1o

30 Pmter destocbent Ember

30 Frses Ot Eden

At ot it

MY Prtemetst

“omact degie Uearammen

a

oroe Trst ROSE ElactrForce

s Puer liaratige
o

Sy Puler Butier P

e Unassisted calendar:

. Eocked
I paencr

. 3D Printer Autodesk Ember

" P e
© Parmingd Hours: 2000 - 24 00
&5 Account dor Booking: Intemal Account

Eo ey
o [ weee IS v | B July 2018 Tooar < b

Mondyy Tustsday Wednesday Thursdsy Friduy Saturdsy Sundsy
E E]

o o

e Assisted calendar:



' 3D Printer Autodesk Ember

9 Accest uture Bogkings oriy
© Swilch 10 Sirphwek viw by CRcng on DATE a4 bk
O Paerated oues: 03002405

El — IR 25 Jun 2018 - 1 Jul 2018 TooAr IS
Mon, June 25 Tise, June 26 Wed, June 27 The, Jure 28 Fri, June 29 Sat, June 30 Sun, July 1
2000
w00
o300
00
s
450
700
“m

Taining Event by

"

Edit booking calendar in logbook manager:

ALD - Fiji F200

@ Open past calendar to edit bookings
@ Switch to day/week view by clicking on DATE as link

Day | week | wonn | st | [ 12 Jun 2017 — 18 Jun 2017

Mon, June 12 ‘ Tue, June 13 ‘Wed, June 14

| 00:00-02:00 00:00-07:00 00:00-01:00 00:00 - 04:00 0
|[Bazhen awgm|mmém BouZhana Doy Ak) mmm|mmm

01:00

02:00 |

|
| |
\ |
| |
| |
| |
04:00 | ‘ |
| |
| |
| |
| |
|

n7-on |
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9.2 Modification for ANFF QLD Node

9.2.1 Background

ANFF QLD Node requested to modify the ACLS (MCN) version to meet its own operational
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:

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
e 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

9.2.2 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.
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]

B Charge Category Manager

9 List all charge categories.

Return

industry Australian Industry Funded Contract Research

xternal university Publicly funded research for non-Host universities
Industry linkage {university)

&.0. ARC Linkage Grants, NHMRC Development Grants...

International other Research for international clients who are not industry funded

e Step 2: Set Up Charge Tier

Through Charge Tier Manager, you can set up charge tiers.
Bi Charge Tier Manager

@ List &l charge bers.

CONTRACT AUS (ASSISTED) 161 of 202 Adtive

CONTRACT INTERNATIONAL [ASSISTED) 202 or 403 Active

CONTRACT RESEARCH UQ (ASSISTLD) 11600 Active

CONTRACT SERVICE AUS (ASSISTED) 202.00 Inactive

CONTRACT SERVICE INTERMATIONAL (ASSISTED) 403.00 Inactrve

MEMBERSHIP ACCESS RATE 100MR Active

MEMBERSHIP ACCESS RATE 100HR TOPURE Active

MEMBLRSHIP ACCLSS RATE SOMR TOPUP Active

STANDARD ANFF ACCESS RATE 55.00 Active

e 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.



Bj Project Manager

9 268 active projects.
9 72 expired projects.

Project Code

Bi Project Manager
9 500 L0 rates wih CRarDS 1S v CRArge Categones

AL (ASSISTED)

141,80 40.00 .00 0,08 hee 282,00 008 40.00
Clriek ts e Clrick ts gz Clrick 15 6t Clrick vs e

2

|

#0.00
Dlrickc t= nae Clrick t= nae

$11600

40.00
Crick t= 8 Clrick t= 1

U;'nu!m D;'\ﬂb.!ﬂ

MEMBERSHIF SCCESS $0.00 $0.00
fere : Clriek es £ Clriek es £

#0.00 #0.00
Criek bo Bt Clriek to Bt

Click on checkbox next to Edit to change the rate.
Bi Project Manager

CONTRACT AL (ASSISTED)

RATE CHART OF CHARGE TIER VS CHARGE CATEGORY

CONTRACT AL (ASSISTED) #6350 RE) 4000 1000 #4200 #382.00 (e #0.00

CONTRACT INTERAMATICHAL (ASSESTED) 120000 EE= w000 #0.00 00 #4200 (e 30.00

CONTRACT RESEARCH LG (ASSISTED) #1600 000 $0.00 s0.00 3000 30.00 $0.00 30.00

MEMBERSHIP ADCESS RATE 100HR. 30.00 000 $0.00 33000 1300 3000 s0.00 30.00

MEMBERSHIP AOCESS RATE 100HR TOPUPY 20.00 #000 $0.00 $18.50 $16.50 2000 000 50.00

MEMBERSHIP AOCESS RATE S0HR TORUP 20.00 #000 $0.00 £33.00 13300 2000 000 50.00

Click on Accept to save the rate.
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Through Project Manager, you can define which supervisor has membership of the
project.

Bi Project Manager

@ Edit/Add project.

Return

Project Name ‘

Charge Category {Chaase user category from the list »

Charge Tier (Chwse charge tier from the list w

Charge Rate/Hour £0.00

Membership (Tick te be inclusive)

Supervisor {Chaase supervisor from the list s
Project Status (Tick te 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

Charge Tier Charge tier, set up through charge tier manager

Charge Rate/Hour Auto-loads after the selection of charge category and charge tier
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
manually set it as ‘inactive’ to switch it off and prevent it being used by users to

book facilities.

9.2.3 Register Membership

Through Utilities -> Supervisor Manager, you can set up memberships.
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9.24

Bi Supervisor Manager

218 suparvisor

School/ Orgasization: |ANTT-Cptafat

Code  Record Crested

Each supervisor can have charge of only one membership, but each membership can
connect to multiple projects through the project settings explained above.

B Supervisor Manager

@ Edit/Add supervisors

Title

Supervisor Name
School/Organization
Work Phone

Mobile Phone

Email

Search Supervisor

|- Mr. W

| David OConnor

| ANFF-Optofab o
| + 61 2 8374 5308

| 11111

| 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
Suhurhl Eveleigh
State | New South Wales v

Postal Codel 2015

Bandwidth Foundry International Pty Ltd, Suite 3
Biomedical Building

1 Central Avenue, Australian Technology Park
Sydney

Eveleigh

Postal Address

Membership Settings

Start of Membership

D [

End of Membership
I 0.0

» click to view top up logs:
— —

Topup Hours

Remaining Hours 0.0 (Last Update Date: 28/05/2017)

Alert Threshold 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.
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9.25 Online Registration
The three steps to complete online registration are coded according to ANFF QLD
requirements.
> Registration > Terms & Conditions > Submission
NEW USER REGISTRATION
Title
Preferred Name ‘ |
Student/Staff No. [ (oo for visitors anly)
Email* ‘ |
Retype Email™ ‘ |
Login Password™ l:l
Retype Login Password™ l:l
Type of Researcher
Contact Number® l:l (Digits Only)
Supervisor® [ e
Project™ ‘Chuuse 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.
9.2.6 Update Project to User Profile

All the functions in User Profile are revised for this project.

Profile Form

Project(s)

Edit User Projects

Publication

_ Project | Certificate  Usage (Booking)

FERRO n

You are able to add projects to the user through Edit User Projects.

B User Profile Manager

@ Et user projects

Prapect

FERRD n
Chosse pragect from the et

Acorpt Changes

Praject Code

Suspended Delete

The information icon contains detailed project information, simply click on icon to view.
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Bj User Profile Manager

@ user projects

Charge Calgeory: Host uniersty

Charge Tier STANDARD ANFF ACCESS RATE
Chargs Rate/Hour: §55.00

Membership: Inclusive

Supervisor:
Vieo Femo

Start of Membership:
0T/2008

End of Membership:
IT0T[ANG

Remaining Hours: .
(]

9.2.7 Newly Reg User Summary

Search New User result is modified to the requested format as below.

Bi Newly Reg User Summary

Dats Regstersd 30

nject Project Code Suspended Dielete

Asac Frabepase Amioen Trosh » < ganu v, a Australan Hatcral Unnersty TRICOU Extermal yreversty
renaSun.edua T Ermat Walvetang
Mr Darved Edwartds & stchaonsut.eda s our Ol Cdwands Extenal ursversty
rPE— NOGITA
Men Deerva 2 demyurem. At Crtes: Unvversty Colim Jom Wk wees Extemal usversty
Woes Jusreng U i ug

4 bl Praten et e et s w v hustin Cosper-White  COOPER-WHITE - GENERAL

r Bebecea Gedfehs g it Wisnen STEseCARE

KEATING Fxtenal umcenrnty

9.2.8 Consumable Resources

Consumable Resources is specially implemented in response to ANFF QLD Node

E T

A

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.
Consumable Resources
» Register Consumables
» Search Consumables
» Change Consumable Orders

» Order Report By Consumable

» Order Report By Supervisor

» Stocktake Active Consumables

cktake Inactive Consumables
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9.2.9 Register Consumables

You can register new consumables, and search and edit existing consumables.

Bj Register Consumables

% To top up stockc .
i\ To view consumable price change log ...

_'._To edit last consumable price change log ...

EDIT CONSUMABLE

Consumable Code | Arrow

Description ‘ Arrow

Unit ‘ 1 item

Price per Unit () "27.50
Stock Quantity 14
> click to view top up logs:
Reorder Quantity "u
Admin Only L]

Active Status (Tick to be active)

=

The consumable parameters are explained in the table below:

Parameter

Consumable Code

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.

9.2.10 Search Consumables

This function is open to all staff in case they need to check consumable information or

stock quantity.
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9.2.11 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:

Bi Order Report By Consumable

i [

!

Report Period: 24/06/2017 To 30/06/2017

- Rla ol LETTEL CHE  Choose consumable from the list
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 v
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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.

9.2.12 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 ATIELE per & 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 £} [——
360 180m 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

Consumabie Code Stock Quantity

» Stocktake Records: 2017

» 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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Coraumatis Order Chart 301%
* Weekly Order Ovtads!
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Corgumable Oeder Chart 2014

* Wealdy Grder Detads:

ety
mhusvavewl

Cormuratie Ordee Chant 7013
¥ Weekly Order Detadds:

9.2.13 Order Consumables

Any user can order consumables through My Dashboard.

e Step 1: Select the project:

Select User: Choose user from the list [+
Select Project: [Choose project from the list (%]

Quantity

6" Dry film PerMX 7050

____I:-

DBRZO01 Dicing blade - Resin

___I:-
Diced Si Wafer 1x1 cm Diced Si Wafer 1x1 cm 1 item $1.10

TnumAudepestion o |
Electricont Electricont 1 item 00
Belen e hen g
FMOS01 5" Film mask each 60
moor gEmeaskea e 0 |
GCS100 Cover slips 24x50 mm Box of 100 pes $8.00 o ]
Geeos  weskapheboples e mss
GPPOOS 5" HRP-SN-2 photoplates each $16.50

CE o

GSL050 Microscope slides - Large 100x76x1 mm Box of 50 pes $60.
G0 Boxofw0pes  gesod s
GSS050 Box of microscope slides - Small Box of 50 pes $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.

9.2.14 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
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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. Ifl 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
o 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:

The parameters of the settings are described in detail as follows:

¢ 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.

£ Dashboard £ Booking

Q, Search Incidents
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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:

Bj Report Incident

Submission of Incident

Resource Group | Choose resource group from the list ¥

Resource | Choose resource from the list ¥

Unit Responsible

Incident Category | Choose incident category from the list ¥

Incident Description

Incident Date 16/07/2018 fot

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.

- D ~
d
) A - ]
My Home My Attention My Profile Resource Status Resource Mlerts
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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

Facility: 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
¢ 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
¢ 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
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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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B Search Incident

[Choose incident status from the list

[ choose facility from the st v

[Choose incident category from the list ~ Search By Incident Category

From: | June | 2017
To: June | 2017

d Incidents Show All Reported Incidents

See example below, searching all open incidents:

B Search Incident

165 cumpatible.
_ -BOC Freezer Monitornng System, J2.218 & paloiaoe Open
Telstra

3%
_ Mill-@ Advantage ALD Water System LAB LAB Poppy Dobozy 1370672017 Open

244 ALO unit in 32,210 sppcers to
_ Milli-Q Advantage A0 Water System Lag L have caused the display on the Poppy Dobozy 23/06/2017 open

246 received Bt 1:45 am.

_ -BOC Freezer (4), 32.G57 LAn LA Clare Atlongon Iafoefao? 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.
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Bj Search Incident

@ Incident details for processing.

Incident Processing Details

Incident Details

Asset Details

Status

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 30/06/2015

Asset Number: 20013078 ﬂ

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:

e Register Company:

Go to Maintenance Resources -> Register Company.

Bi Register Company

Add Company

Company Editor:

[Choose company from the list

Vm

You are able to add and edit companies as required. Here is the template to enter the

relevant data:
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Bi Register Company

iven Name Family Name Position

Individual Contact Registry

EDIT COMPANY

Company Name™ | 3M

Manufacturer

Nature of Business™ [ service Provider
[ pistributer
ACN [ 118 135 283
BN (61 118 135 283
Phone™ [136 136
Mobile [-
Fax | -
Email (-
Website | http://solutions.3m.com.au

Building A / 1 Rivett Road

Nrth Rudy NSW 2113
Address HE

Note ‘

Operation Status (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.

Bj Resource Manager

¥ 191 bookable resources 9 413 operational resources

[.ﬂ.ny 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

[Choose resource from the list
Charge/Hour (3) (Infernal Account) 0.00

Charge/Hour (3) (External Invoice) 0.00

Resource Group

Facility Category

Resource Image ,

Resource Type Research Equipment
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Here is an example of the resource assembly chart:

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:

[Chouse asset from the list

" m

Asset data fields are defined as following:

Purchase Date 15.7.10

Original cost of item

$155,000

Depreciation

5%pa

what it covers

Details of service contracts — cost, and

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 63516112
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
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0S10.4 or higher.
Yes, data point number A-226
Password for software is: ihmri446

Here is the template to enter the asset data (resource as asset):

B Register Resource Profile

ADD RESOAMICE PROFILE

Fiesowrne “[Cl-u_uuﬁ-‘hu .

~

E

180772018

i

B (Fick if retweorkend ped untick #f not eetworked)

|
3

g

Status B (miek ks be cperatioeal)

!
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Data entry is explained as below:

Resource

Not editable

Parameter Description

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

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.

Bi Register Resource Profile

9 Contract record desk

CONTRACT RECORD DESK
Resource: -80C Freezer (5), 32.GS8
Asset Number: 20004514

Contract (Consumables), and details ...
Contract (Maintenance), and details ...
Contract (Other), and details ...
Contract (Breakdown), znd details ...
Contract (Warranty), and details .

Contract (Funding), and details ...

There are 4 types of contracts defined as follows:
e Consumables:

Total Cost

Purchase Date Description Quantity

Calendar Drop down list of active $ = Automatically calculated based on
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selection consumables from registry quantity entered and total cost in registry

01/01/12 Formalin, 5 L bottle 2 $24

e Warranty / Maintenance:

o u
- T
o 2 £ I3 5
8 288 & 2 S s 8
o 253 2 = 5 o E
© o =
& =%y 3 S L ] 3
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
¢ Maintenance

e Service
e Purchase
e Warranty
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B Register Facility Profile

§ Contrct recond desk
CONTRACT RECORD BESK
Facility: -00< Freazer (1), 32.657
mnu-u—.m:ﬂ
Cantract {Cansumables], and detals .

Contract {Haintenance],

Iractie1. 330

THERMO FISHER
IH/0S/I015 SCIENTIFIC AUSTRALIA  OL/07/201530/06/201612/08/2016 Iractiet.& 330
BTV LTD

nactvel.e 0

THERM FLSHER
DLOR/I013 SCIINTIFIC AUSTRALIA  DL/02/300330/06/2014 Iractiel.l J04.06
BTY LTD.

nactvel2 0

Click on and details to see each contract under contract type. Through this option you are
able to register contracts by different types.

e Fund:

Bj Register Resource Profile

9 Contract record desk.

CONTRACT RECORD DESK
Resource: -BOC Freezer (5), 32.GS8
asset number: [

16/07/2018

Choose funding category from the list ¥

e

Funding Category

Cost Centre Number

Accept

e Register Consumables:

You are able to register new consumables, and edit those with active status.



Bj Register Consumable

Register Consumables

Key Words: (description,

Appendix B — Modification for IHMRI

ber, notes)

[

Search By:

®  active (65) O

Inactive (32) O

All (98)

To find the registered consumables, simply type keywords to find them. If keywords are not
entered, search for all.

R———— 53 o st D =
LD FEAT! PACK OF 55 ARTHUR BAILEY SURSICO PTY LTD SMICELDENS E
BOXES - CRYOGENIC (LARGE) + EACH 587 DeCSH AUSTRALLA FTY LTD 5011016 (110434351} n
OF-00088332
CALIBRATION BIADS - UNIVIRSAL - PROLING -15 M Ly BIO-RAD LABORATORINS PTY LTD 1451086 2XONME 011012019 Active B atas el
LImaATION unv: OUINE -5 1y 10- AL LABORATOREES PTY 1451006 A0S DU Active (Rt MRS L,
OF-DODE4513
CALISRATION KIT 2133 ABATUS ALS PTY LTD an2TS ISOWT0OIS OLIOIIOLY Active :—::.v e ﬂ
25 Doses.
CHEMICAL - ALCORDX B VWR INTERMATIONAL FTY LTD ALCO1104 14701/2015 0LADL/2019 Artrve ﬂ
W frmght for ordmre suer §500
CHEMICAL - CITROLENE - Z.5 L H POINT OF CARE DLAGHOSTICS AUSTRALIA PTY LT CITRIZ.S 0LOL2014 DLOL0LT Active ﬂ

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 Supplier Catalogue Status
Number
Text box (at $ Drop down list of Calendar Calendar Automatically
least 75 manufacturers from selection selection calculated based on
characters) company registry valid until date <
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.
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Fadility: Balance, Analytical, X5105DU, 32.316

Description New event :

Company

Booking Type (O Intermal Maint=rance

O Extemal Maintenance
Material Cost(5) &
Labor Cost (8) &

Notes

Repeat event

O Full day 13 v |[august v [2015 v - [o0s v][13 v [august |20 v

Confirmation  []

n Cancel Delete

£ Disabled

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.
Bj Search Contract

Key Words [

Key words can be any part of facility name, company name, incident number, and notes

Facility Group [Choese reseurce group from the list ¥

Facility [Choose resource from the list ¥

Facility Assembly [ choose resource assembly from the list ¥

Company [ choose company from the list v

Type ® 2l O consumable O Breakdown (O Maintenance (O Other (O Warranty
Start Date 01/01/2018 =

End Date 31/12/2018 [

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)
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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)

|
Access to Excel File

If you don’t enter any keywords to search, the system will show all facilities.

B Facility Lifespan Summary

Key Words: (faciy, asset number]

LAB - THERMO FISHER

BOCTreenee (), LAB- BOC
i WON: 30004349 SCIENTIFIC AUSTRALL FORMA 00 SERIES OIS 613000 OT/OMI010 830% BI441 13 OUMIST 1814 Adwe
new mrezs
cone FTYLTD
L
Lan
o 300 SNBENIS 30% s 12 salea203 13
= mEEZE
con
Lua -
pAmE Fmamac k5 L0 S oo erona0is B 30n VIl 8 oNeRIem e Adwe
snesr mgezins
CORE
s
80C Freaser (8),  LAB - <X
- ! 24 =
rheezes s
LB -
B0C Froaame (6),  LAD-BSC
e P L non 181201 B30 friass. 1 wmaen i Actee
.65 RrEsies
coRr
s
wp
on 1nr2013 8 1 a
ragrzias
cone
B0CFreezer (7). LAD.-BOC  GLOVES e
non 1072013 10.00% 3431073 0 aend a8 A
P INIRS  CRYOGENC s : . s -
cont
Las
non. n2/2014 5.20% FOELLOS 20 e Active

10.11 Finance 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
o [|temised report

Through the option table as below, you can sort the report by a number of options.
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B Finance Report

Report Type

Resource Group
Resource

Resource Assembly
Company

Type

Start Date

End Date

®  summary By Resource
(O Summary By Contract Type
) ltemised Report

(O Funding Report

[ Choose resource group from the list

Choose resource from the list ¥

[‘choose resource assembly from the list v

[choose company from the list

® Al O Consumable O Maintenance

01/01/2018 =)

E
[

31/12/2018

[k

O Breakdown

Report Type

Radio buttons: Summary by Resource (default)), Summary by Contract

Type, Itemised Report

Resource

Search Criteria (optional)

Resource Group

Search Criteria (optional)

Resource Assembly

Search Criteria (optional)

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:

e |f a resource group is selected ONLY, then the report runs against the selected resource

group

e If aresource is selected ONLY, then the report runs against the selected resource

o If resource assembly is selected ONLY, then the report runs against the selected
resource assembly

e If no resource group is selected, then the report runs against all the resources

Summary by Resource:

The screenshot below is a summary by resource for the resource group ‘LAB —

CENTRIFUGES’.
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Summary Cost Report (Facility)
Facility Facility Group Contract Type Total Cost Per Year Total Amount Spent

Centrifuge, Biofuge Prime, 32,315 LAB - CENTRIFUGES 5394‘16

Centrifuge, RC6, 32,209 LAB - CENTRIFUGES 51594‘15

Centrifuge, RCE, 32,311 LAB - CENTRIFUGES $394‘15
Centrifuge, ¥3R, 32.200 LAR - CENTRIFUGES $394 16

Company Selection: Any
Date: 01/01/2013 to 31/12/2014

Summary by Contract Type:

The screenshot below is a summary by contract type for the resource group ‘LAB —
CENTRIFUGES'.

Contatuge, Buofuge Pamo, 32,315 LAB - CENTRIFUGES Materasnen $3M.16

Total Centrifuge, MTX150, 32,311 $394.18 $394.16

Centifuge, RCH, 32,209 LAB - CENTRIFUGES Maiilansnin 15818 $a06.18

Cantnfugs, RCE, 37.311

Tatal Centrifuge, RCG. 32.311 #5112.36 #5112.36

Conlnfuge, K38, 32300 LAB - CENTRIFUGES Mainitonancs $3M.16 316

Tabal Centriluge, X301, 32.321 430418

Tatal FLFIERTY LELLTRTY
tompany Selection: Any

Date: 017012013 to 31 /12/2014

Itemised Report:

The screenshot below is an itemised report for the resource group ‘LAB — CENTRIFUGES'.
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Ttemised Cost Beport

Tatal Centrifuge, Diafuge Prime, 32,315

Centrifuge, MTX150, 32.311

Tatal Centrifuge, MTRI50, 32,311

Contrifuge, RCS, 32200
Conrifuge, RCS, 32.30%

Tatal Contrifuge, BEG, 12,200
Centrifuge, #C6, 12,311
Centrifuge, RCE, 32,311

Tatal Centrifuge, RCG, 32,311

Contrifuge, %30, 32209

Tatal Contrifisge, X390, 33,700

Centrifuge, X3R, 32.321

Tatal Centrifuge, X3, 12.321

Tetal

tempany Selection: Any
Dake: 010172013 to 317122014

Facility Group

LAD - CONTRIUGHS

LAB - CENTRIFUGES

LAB - CENTRIFUGES

LA - CENTRIFUGES

-3

LAB - CENTRIFUGES

LAB - CENTRIFUGES

LAB - CENTRIFUGES

LA

s

- CENTRIFUGES

By

Facility Assembly

Tor

FL0%-xs00T

THERMO FISHER SCIINTINE AUSTRALLA BTY LTE

THERMO FISHER SCIENTIFIC AUSTRALLA FTY LTD!

THERMO FISHER SCIENTIFIC AUSTRALLA FTY LTG

THERMO FISHER SCIENTIFIC AUSTRALLA BTY LTD

THERMO FISHER SCIENTIFIC AUSTRALLA #T7 LTD

THERMO FISHER SCIENTIFIC AUSTRALLA FTY LTD!

THERMO FISHER SCIENTIFIC AUSTRALLA FTY LTG

THERMO FISHER SCIENTIFIC AUSTRALLA PTY LTD:

Contract Type | Total Cost Per Year | Total Amount Spent

Msintensnes

Maintenance

Service

TETETY

LRI

$394.15
394,16

$1200.00
%06

EIELTRTY

§754.16

$208.20

$1202.36

TRTY

FEITATY

.20

394,16

$4373.16

(ERTY

LRI

439418
394,16

$12.00
3806

EELTNTY

75416

$308.20

#1202.36

TEETY

FEITATY

FEL BT

39416

$3185.16

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.

Note: The finance report can be exported to EXCEL. This capability is not available

yet.

10.12Booking Report

Booking Report is modified to provide an option table, so you can generate the following

report types.

e Summary by resource
e Summary by booking type
e Summary by supervisor

¢ [|temised report

B Booking Report

¥ Report by month

Month: |June hd
Year: |2017 v
(

Summary Report (Facility)
Summary Report (Booking Type)
Summary Report (Supervisor)

Ttemised Report

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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Description

Facility Type arch Equipment

Min Hour per Session

Report - Hours per Day

Compulsory Booking Confirmation

Training Certificate

Booking Enable

Last Update

Summary by resource:

IOLOGICAL SAFETY CABINETS .78 o.00%

IOLOGICAL SAFETY CABINETS 10,78 0.00%

IOLOGICAL SAFETY CABINETS 16,76 0.00%

Fotal BSC Cytotoxic, 32,214 LAB - BIOLOGICAL SAFETY CABINETS 18.25 0.00%

Fetal BEC Quaranting Resm, 32.319 LAB - BIOLOGICAL SAFETY CABINETS. 1350 0.00%

Fetal Cryoetat, Leica, 323931 LAB « OTHER EQUIPMENT T8 o.00%

Fatal PPLC (1), 32222 (Windon) LAD - CHROMATOGRAFHY 0.00%

Summary by booking type:



ARF Procedures Room 1 (R) ARF - ROOMS User 4,50 207%

Total ARF Precedures Roem 2 (M)

BS< 1 Primary Tissue Culture, 32211 LAD - BIOLOGICAL SAPETY CABINETS s G.00%

Tatal DSC 1 Primary Tissue Culture, 32.211 2%

BE< 2 Dacterial Sukure, 32348

Total 0S¢ 2 Dacterial Cubture, 32,315 450 G.00%
—
BEC 2 Establshed Tissue Culture, 32,204 LAl - BIOLOGICAL SAFETY CABINETS 1025 G.00%
Total BSC 2 Established Tissue Culture, 32.214 . 10.75 0.00%
—
BSC 3 Bacterial Cukure, 32,305 LAS - BIOLOGICAL SAFETY CABINETS 2.50 0.00%

LAS - BIOLOGICAL SAFETY CABINETS

ARF - ROOHS HiarFong Huang 450 207%

Totasl ARF Procedures Room 2 (M) 9.00 0.00%
B5C 1 Primary Tissue Culture, 32.211 LAB - BICLOGICAL SAFETY CABINETS .00 0.00%
Tatal USC 1 Primary Tissue Culture, 32,211 L 0.00%
BSC 2 Bactarisl Culturs, 32918 LAB - HICAOGICAL SAFETY CARINETS teasth ferayd 1.00 0.00%

BEC ¢ Established Tissus Culurs, 32214 LAS - BICLOGICAL SAFETY CABINETS

BEC P Establiihed Tiisus Culurs, 32214 LAB - BICLOGICAL SAFETY CABINETS Huonaes Tohe 1.00 0.00%

Total BSC 3 Established Tissue Culture, 32.214 16.2% 2.00%

BSC Cytetoxic, 32214 LAB - BICLOGICAL SAFETY CABINETS Marie Rangon 550 0.00%

BSC Cytetoxic, 32214 LAB - BICLOGICAL SAFETY CABINETS Sue Baker-Finch 7.00 0.00%

ltemised Report:



Tawarra Health and Medral

pFang Hushy Ineti LABORATORY f0.00 a.80 000 Forw Uger

Total AlIARE Procedures Rosm 7

A% - BIGLAGECAL SAAITY Jessica Hughes kylie Mansfisld d ‘School of Hedicine L 40,00 200 000 0.00% User

Tlawarra Heaith and Medical
HuFong Huang l:ﬂlﬂﬂl Igtitute LABORATORY $0.00 1z.00 $000  0.00% User

BSC £ Evtablished Tisur Culture, 188 - BIOLOGICAL SARETY L s awe Tahsi LimoRaToRY  §0.00 L0 o0 op0n use

Sehool of Chamistry

Daninlle Shrepsta School of Chamidry

10.13 Resource Category

Resource category is added to the resource profile for reporting purpose.
Bj Edit/Add Booking Facility

Facility Name “ADMIN {single quotaticn mark ' shall not be used1)

_

Min Howr per Session 025

Report - Hours per Day .00

O (Tick to make email bosking conlamation compulssry)

10.14 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

e Who responds to Incidents
e Who issues Training Certificates
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Go to Staff -> Unit Responsible Manager to set up.

Bj Unit Responsible Manager

¥ Set up unit responsible

nit Responsible [aDMIN
Unit Staff Emma Hawksworth;Janine Tehovnik;Clare Atkinson;Katie Cicero;
Task Code 1
Record Created 09/08/2016

Coe Looee [ [

Go to Resource Manager, Unit Responsible is assigned to each resource group.

B Facility Manager
@ 179 bookable facilities 9 362 operational facilities

| any tetters about facility group, facility name and description Search Facility

Facility Group  Booking Facility ~ Non-Booking Facility ~ Research Equipment Catalogue

Facility Group Name Training Certificate Unit Responsible Note  Facility Group Code Record Created

ADMIN - EQUIPMENT Disabled ADMIN 6 14/07/2010 07:12
ADMIN - HOT DESKS Disabled ADMIN 5 23/06/2010 15:36
ADMIN - MEETING ROOMS Disabled ADMIN 1 26/10/2009 09:35
ARF - ROOMS Disabled ARF ] 21/05/2012 09:43
CRTU - ANTHROPOMETRY EQUIPMENT Disabled CrTU 18 07/01/2013 12:36
CRTU - BLOOD LABORATORY Disabled ARF 28 08/10/2015 09:25
CRTU - KITCHEN Disabled CrRTU 27 08/10/2015 09:25
CRTU - OTHER Disabled CRTU 29 08/10/2015 09:26
CRTU - VITAL STGNS Disabled CRTU 20 22/08/2013 11:01
CRTU - YYYY Disabled CRTU b 16/08/2012 14:46

10.15Set Up User Theme

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.
Bi User Theme

User Theme |’Choose user theme from the list
Task Code 0

Record Created 30/12/1899

Con Lo [ Lo

10.16 FAQ

1. 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.
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10.

1.

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 naotification 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.

Can we search resource profiles by keywords?

Yes, you can search easily using keywords as illustrated below.

Can we search contracts by keywords?

Yes, you can.
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12. 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.

13. Can we upload more than more documents per contract?

Yes.

14. Can we issue training certificate to the user to record trainer and training date?

Yes. Go to user profile to edit user certificate.
Bi User Profile Manager

@ Edit user certiicates

INCUCYTE, TRAY A (FRONT), LEFT, 32.214 162 [} 0a/08/2016 Kate Cicere

INCUCYTE, TRAY A (FRONT), LIFT, 32,214~ i you wish to add new certificate
[woszorr  I88lcosecs srainiog dete
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11

11.1

11.2

11.3

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.

Define Business Hours

Go to System Settings -> Configure System -> Business Hour Settings to set up.

Access Records
Customization Records
Plug-In Module License
Booking Tool Access Conirol
User Booking Edit Permission
eDM Setting

IDAP Setling

Booking Comection

Business Hour Settings
About ACLS Licenze
Google Analylics

Reset Public Calendar Script

Update Mobile Browser Scripts

Business hour settings will be used to identify ‘Out-Of-Hour’ bookings.

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.

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.
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B Training Manager

9 Swad in sde cantteats

Faciliby: A2ES-G7 Bhasmater

o ARES-GI RHDOMITER (BASIC) |, ]
EL n Training topics mcluds inatrumint bosking, sampis n Vee Ha 12 Cieabled Erabled on 17/02/2017 31:57  18/002047

There are two options for certificate expiry mechanism:

e Valid Period: user certificates expire after the valid period following the last access to
ACLS.

e 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.

B Training Manager

@ Edit/Add certificate
Return
acility ARES-E2 Rheometer
[ARES—GQ RHEOMETER (BASIC) .

This basic certificate is issued to users who have been trained in basic use of the ARES-G2
Rhoemeter. Holders of this certificate can book the instrument Monday to Friday 8am to 6 pm.
Training topics include instrument booking, sample preparation, use of instrument and limited
method development. This certificate is only available to experienced users of the Discovery
Rheometer

Details

5000 (max char 5000)
O T
o
T
[]

eekend Booking D

I alid to Expiring Date D (if checked, user certificate is expired from the issued date to the last date of valid period); if not, user cel

-

Booking Alert D
[
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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 Last 6 hours
e Current
e Next 6 hours

B4 Booking Summary - Lab Trainer View

cHE DowKIRg SR

EAD/EAE Lan AP Bg MAE 310

ma1210

€A £30-1 rat 310

Security View:

Security view is the security officer’s view of bookings. This view is grouped and sorted by
resource locations.
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Bi Bookin:

g Summary - Security View

T ——

=

Ayndabie

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 FAQ

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.

121 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 respurce 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

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

e Online registration
0 Add microscopy type selection
0 Add charge category selection

e User profile
o0 Add microscopy type selection
o0 Add charge category selection

e Booking calendar
0 Replace all the tools with ‘Unassisted’, ‘Assisted’ and ‘Service’ booking tool
o0 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

[Andor Spinning Disk

icroscopy Type

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.

B Charge Category Manager

@ Setup charge categories.

|[dioose user category from the list

EBI])’ 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

e 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

!9 Andor Dragonfly - Spinning Disk - Room 3103

DY m MONTH usT = 9 Jul 2018 - 15 Jul 2018 TODAY L
Wed, July 11

The, by 12 Fri, July 13 Sab, July 14 Sun, July 15

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 ‘@0900 - “Idv ‘July - ‘ZD‘ISv
‘@1000 - “Idv ‘July - ‘ZD‘ISv

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.
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e No booking session can cross 13:00. This rule applies to weekdays only.

on tme can not cr

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 +- Charge/Hour (NOK)

Confocal Mandstory training package (3h) +

Confocal Mandstory training package (3h)

0.00
=0
Hour based - W
Hour based W
BV user - T
i 400.00
|EV user with azsistence +

IBV uger with assistence £50.00

Industry user +

[=}

Industry user 1150.00

Industry user with assistence +

=
=
=]

URRIEEEEEEE RO

Industry user with assistence 1150.00

Other Academic user + a

Other Academic user 400.00

Other Academic user with assistence + o0

Other Academic user with assistence

B800.00
Platform staff + 0.00
Platform staff 0.00
Superuser Basic +

Superuser Basic
Superuser Basi 400.00

Superuser Plus +

0.00

Superuser Plus

[=}

UiD user +

=]

LRI

UiD user 400.00

UiD user with assistence + a

=]

UiQ user with assistence £50.00

=3
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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.

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:

Internal Aecount o.50

Ll 08:00 13/02/2015 08:30 Internal Account .50

Summary of Bookings:

Facility

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 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:

CMCA Online registration form: 4 pages to complete the registration form
Registration pathway:

o Create pathway

0 Users and staff are able to see the pathway status

o Upon the completion of pathway, admin staff can approve the registration
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.

o If user access date is expired, user access to ACLS is disabled.
Account selection for bookings

o 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.

Active users only for booking:

0 We want to set the active users for selection to all the booking tools instead of all
users to the current ACLS.

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.

Apply a special multiplexer to the standard charging rate for the off-business time

o “We'd like to automatically apply a % 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 V4 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

Build all the reports to display usage hours and charges in terms of business time and off
business time
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o Flow Chart of User Registration Process:

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 user can
access it for view only

14.1 2018 Requested Changes

e 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

e 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.

e 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
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Staff member present ( text change)
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

Technigue Group (pull down menu)

o0 Optical / Confocal

0 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
o Tescan

o 2.3 Discipline: (Pull down menu)
0 Biosciences
o0 Physical Sciences

o Geosciences

Required modules (tick box, one or more can be ticked)

o Imaging
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o Basic EDS
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)
o 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)

0 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

Training Plan CMCA Courses

Course dates | Ghoase cmcA Course date L

list %
Inmrumant [Emcmm-nnmm )

Training Plan (Electron Microscopy)

Training Plan for SEM |

Course dates | choose cmca Course date E
Instrument u Choose CMCA instrument from list ~ #

Dmebine e

Required Modules (Tick ) All that apply E } IB“;:?:E'DS

[ 1 Advanced EDS

Course dates

Instrument

Osdpine o ¢
CMCA Swipe Card Access [ 1CMCA@ Bayliss

CMCA@Perki
What area(s) are swipe card access required (tick all that apply) E }CMG A@P:;s'::;

[ 1ICMCA@IOMRC

Additional comments
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14.2 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.

» Announcement - Popup Windov
» Announcement - Scrolling Text
» Configure System

> CMCA Facilities

> CMCA Labs

» Email Contents
> Email Receivers
> Email Logs

» Funding Sources

ecial Requirements

m Files

» UWA Payment Option

> Non-UWA Payment Option

You are able to define the step number for each 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

To add a new step:
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Bj CMCA Registration Pathway

§ Edit’Add pathway
@ Pathway Chart

You can have up to 20 steps in the registration pathway.

14.3 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

{Z Before continuing to the Registration page, ensure you have the fallowing infarmation on hand:

v Contact deta

o YOUI WOENISOr AAME 300 (ONTACT Oetaly (Su0ents and viadors onky)

 Emengency contact detain

v Ashon ¥ oscopy needs)

o A st of o TP you Ror your propct

~ " ke

- B Une - Uik users)

Page 1: Registration

Users can save a temporary copy for later use. The system keeps the temporary copy for
max 14 days.



At o ety  reppbered Lsen of i resive sectien O 1 am ity & bgundnad s
O M, a2 new user of CHCA facillis
O3 Mo, mas regisbered in the past Bul am et currently ragisiend

e —

e |

Fmmty [

- e ok, i il o s e aem B sy

Loagn pmmwn I—
Haatypre g pamwerd '7

L [ o
Wby s, '7

Wark wéts I
LI, i WL

¥ Pleaze provide for someone we can contact in the event of an emergency

R ot EarERnC SO ntest serean I

I"hone numiber Ii

Ihmr ratsbonstug 1o you® [

@ VWhich CMCA laboratory will you mainky use?

Seinctul tht mppiy [ Harry Purking bttt of Mintical Rasiarsh
[ inian Oewars Marins Rissarch Centri [IDMAC)
L sryes Swlding Crambey campus
[ Sectuscd of mchisdar Sewreas - Bayliss Building

@ VWhich Centr faciliies do you expect to uss during your project?

Sninct ul that weply [ Al cptical Mcrescenss
Yis, sl iz L WS pISEraes g =i ks s an s e manamans 0 & S
[T eMeca Sofware
e

[ EDS/SEM Moray micioamabysis

[T tean Probes (only to approved wsrs)
[ magnetac Resonancs Ieagng (MRL)
[T muss Spwctrammtry

[ Muthear Magretic Basorang: [MHIL)
[ optieal / Confzal misoscopy

[ s Imaging and Spectisengy
[ Scanrmint Probe Mooy (S0M]
[T Scanning Electron Micrsscopy (SEM)
[T Semall anamal anagng

[T Tt Elaten Mitnomy (TEM)
[ WOSEMMA Xray muraanabris

[ Sray Cilfractasn

[T X-ray microseogey (XRM) jmicrecT

_'\Mllmhinmmmrhul'nnmlbrIldlmhsilo-mllhnrﬂﬂahbhﬂmmd:ﬂnrumﬁmllhnumyﬂm

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* solid v

sample concentration®
(f applicable)

2080885

Are the samples hazardous?*

If yes, provide details™

Are the samples classified as dangerous goods?™ o

If yes, provide details™

Are the samples registered as part of a GMO project?™ oo

If yes, provide dealing type and registration number™




will be with a

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 Committee

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

i

[eNeNeNe]

Significant and needs improved controls

Significant but controlled

Uncertain about risks

Not significant

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 another AMMRF nodeifacility ?*

It yes. please specify (AMMRF Nodes)™

Please specify all sources of funding™

Please specify the name of the company

If specified 13 or 19

Will save the incomplete registration document for 14 days to allow further details to be completed after that time it is completely deleted

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-Self-Funded

16-Multiple Grants

17-Medical Research Institute
18-Co-operative Reszarch Centre
19-Other. Please specify

20-Funding from a external university

T JOodoooodDoooooooooogo



@ 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

Q Payment details (non-UWA users)

Options™

Cell Sorting rate operatad by CMCA staff 5275/ hour
select appropriate

CSIRO subseription for probe
Curtin University Hourly rate payable directly to Curtin University

Curtin University Subscription - Individual HDR student $3,000

Curtin University Subscription - Individual researcher $8,250

Curtin University Subscription - Individual undergraduate student $660

Curtin University Subscription - Research group (100 hrs usage cap) $10,000
Curtin University Subscription - Research Group User

ECU / Murdoch University-Subscription - Individual HDR Student $1.000

ECU / Murdoch Universi iption - Individual $2.750

ECU / Murdoch Universi iption - Individual student $220
ECU / Murdoch University - Cell sorting operated by CMCA staff $135 /hour
ECU / Murdoch University - Hourly rate instrument-user operator 55

ECU / Murdoch University - MR Bioimaging Facility (user operatad) $50

ECU / Murdoch University - MRI Bisimaging Facility indluding operator rate £120

ECU / Murdoch University -Subscription - Research Group (100 hours usage c=p) $3,300
ECU / Murdoch University Scanscope OS (100x) Per-slide - CMCA operated only $17
ECU / Murdoch University Scanscope XT (20x) Per-slide - CMCA operated $7

ECU / Murdoch University Scanscope XT (20 Per-slide - user operated $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 Bicimaging Facility (user operated) $150

Hourly rate MRI Bicimaging Facility induding operator rate 5290

10MRC - Microscopes Only

Ion probe rate

Ber-sample rete single arystl Xeray diffraction $240

Scanscope 05 (100x) Per-slide - CMCA operated £35

Scanscope XT (20x) Per-siide - CMCA operated $14

Scanscope XT (20x) Per-siide - 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 - $B250.00
Subscription - Publicly Funded Researchers - Individual Undergraduate Student - $660.00
Subscription - Publicly Funded Researchers - Research Group (100 hrs usage cap) - $10,000.00
Subscription - Publicly Funded Researchers - Ressarcher Group Member

C0CCO0CCOCOCCOOO00000000CC0O0OCCOCCOCO0O0O0O0O0O

UWA / Non UWA Research Group Name

Invoice to the attention of

Address™

*; required fields
Contin

Page 4: Terms & Conditions/Submission
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14.4

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.

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.
9 Set up new user meeting.

@ Pathway Chart & New User Meeting & Exdsting 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

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.

14.5 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.
§ ApproveiDecline registration.
9 Setup new user meeting.

@ Pathway Chart & New User Meeting User Meeting Records

Unapproved User Registration: [Chua@e 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

{Chonse CMCA Course Date from the list \:|

{Ch&xﬂe CMCA Instrument from the list |:‘

[ Choase 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 |1\

Choase CMCA Discipline from the list ||

[
[
[

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
-- Secondary

[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.

Bj User Meeting Records

& Eif not penmied for meeNing recorns created sarier man § monins

Show| 500  |w|enwies

Snewing 1 12 4 of 4 enimes

Ay special SEM
user Course Technical armangements Course stu s
i Name Dute Group mstrument er comments Dare Instrument Desciphine

OptcafContocal  BAY M5
iernmass V0

we are hagoy Traning Bovoerces

esorse 1

i)
Regquired
Motules

Baac EDS.

SEM - Amy

suecal TEM
arrangements Course
or comments Date

TEm
Instrument

]
Déscipling

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.

14.6 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

MLA SWIpE L

ard | Choose CMCA Swipe Card from the list |1|

Task Code Choose CMCA Swipe Card from the list

CMCA@Bayliss
CMCA@Perkins

Record Created
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» Configure Popup Announcements

» Configure lling M

onfigure Popup

onfigure

reparation Facilities

A Instruments

EM Modu

cial Requirements

>A Training Co

echnical G

14.7 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) I 0.50

Weekends are considered as off business time.
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14.8 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.

Bi Booking Report

¥ Report by month

Period Booking Report

Manth: | February

Year: | 2017
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 Bocking Report

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:

B Booking Report - Facility

...... e -
Aot Chagrtme Acesunt Chasertiour (O Boskrd Hours B faurs {010 Bookea
Uner Name SchuatbCuganizanan Supervissr Aczoum T n 1o, an Howrs Crages
sERc] o o200 o
Tiete Dorts 430 rTISI0S 000 w0 ars 250 s8
Pigge Liamhes 433 UWASETSS 00 w0 1235 aso s
Hake Diarla o 190 208 0 50
Sekapafmdl ol .Chamiymd  Sieswl, Scok o a 1250 2 1308 080
e, Cimtert Hate Diorta BATLIES s o) 1% 00 180 w0
Pulela. Dienn Fiogofl MaShew 433 DUTISS1S 000 5000 s a0 ns 5080
Biochemistry
o cr Byme Lirsivay CHICA ATMNISTRATION 3600 e 108 200 0 080
Mageea. Asmed Hassoon Dater. Mumay 435 DFT151085 5000 050 i ]
Suitbs, Keth Moo A3 - UWAIS2S00 5600 EE) (13 e i i
De Marh. Crista Snts Ken 434 HUWASSS SE000. 50 125 (1] (E5 L1
s deree et Sectt am sran 0 T 0 0 0
iy, A Flomalti Gorin 433 BPTISI085 "o 20 s (1] s W
e, Sisbhan St KA navLES oo ) noe 0s0 L] w0
SURSCRETION
Cameent Phgpsh MaShes 439 UWASETSO 0m W 150 [T 140 Wi
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Snapshot of batch reports:

Bi Batch Report

# Provde cotns for dats soring

@ Montniy Bocking Data Report: Feonsary 2015
T Bewnass Tms

90 BT Mulicleser 0.50

@ Epet 1o EXCEL

|

Shew 500 o enires Search Cogy O Eaeel PON

Shosang 1 1 303 of 103 enires

Chargetlos Moy Hour {1t Chages Charpes Bocked Crarges
Facitty User Mame Supervisse Sehosbing Apeount L L.yl LUl [%1¢6T} S)om BT} Hours. L]
Crawtey S0M Zwn 55 Zeiss S0M Cryo Peta Clde CMCA - CMICA WA INTERNALLOW 008 L) oo (1] w0 (] 1]

RATE
Crawesy SEM Zsms st Lignwost Smsnen Joun amng. FoS - Foranue Seieoce CF | 439 UWAPSS09 oo 00 ooe oo om0 1m0 oo
Crawiery SEM Jena 55 Framatianal hatriiies Hart CMCA - Operatians EMCA oo (L] oo LT o w0 L]
ADMERISTRATICN
Crawtey SEM Zsan 55 Sufana Rumans iz I FECM wwa (13 oo oo [17] wio 1m0 1]
Commbery S0 Tonn 56 LI Yupin Marin Rartets Fot . Pland Misiogy A3 UWARSESY [ [ bos [T ) "o ooe
Commimy S50 Tona 6. Cooper Crpstal Pt Cloie cuca . cuca WA SURSCRIFTION 000 0o noe [ a0 0o 11
Comley SEM Zotn 55 Bl Nalesa Anhory Kers Fol - Earth * Ennisrmet A3 INRAPISDS noe nse 1] (1] (] 280 11
Comtey SEM Tona 55 B P Markn Barterty Fi - o Bisiog 430 UWAPIS08 000 00 ooe 000 000 nm o8
Comwtey SEM Zenn 55 Posey Geegary Nere CUCA - Conveling CMCACONSILTNG 000 00 11 1] L] om 1)
Cramwy SEM Znmn 55 Fostey Gevgary® Fauy, Stave HAL a0 () ooe 008 L 180 new
Crawiey SEM Tsma 55 WEE Fo - Flant Biology 430 UWAFS08 [T [T 11 (1] w00 580 (1]
Fauka tirsahas Gun
Comutey 560 Tunn $5 Lifinin e Fob ¥ 2% 04 b8 [ Bod [T a0 280 bos
Beochemstry

Crawsey SEM Tgan 55 Shehiow Drian Gary Kendrick Fo3 - Fam Biology 475 INAPSS00 (1] 080 oo (1] a0 300 117
Totst 0200 008

14.9 User Registration Form

User registration forms are accessible via each user profile. The new meta data form design
is implemented for a polished finish.

B User Profile Manager

E Thumbnail Photo 4 Add unt [l Add School/Org & 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
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14.10FAQ

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 |l 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.

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.

Bi User Profile Manager

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

Approved Registration Form
Updated: 22/03/2017 00:00
Submitted: 23/03/2016 10:32
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15 Appendix G — ACLS Tracker with ACLS Server

ACLS Tracker aims to provide a client/server solution to record the actual
resource/instrument/equipment operation time by users. Through the ACLS Tracker, you can
implement more secure access to resource/instrument/equipment by the “No Login, No
Operation” policy.

ACLS Server J

Login/Logout
Account
Entry

Note Entry

Equipment

N ¢4

Equipment

#2
Equipment \_/
»

When a user comes to use equipment, they need to login at the equipment computer through
the ACLS Tracker. Tracker checks if the user has a valid account, if the user has a valid
certificate to operate the equipment, and checks against bookings (optional). During the
period of operation or experiment, a user can submit experimental notes, or send in an
Incident Alert (future version).

Tracker operation guide can be found at hitp://www.analytical.unsw.edu.au/for-users/ac-lab-
system/acls-tracker-download

LabSensing app powered by UniLab will replace ACLS tracker in 2019, should you wish to
know more about the LabSensing, please contact us for more information.
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16 Appendix H — 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

Login/Logout
Account Entry
Note Entry

Connection
Disconnectio

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

o Case #1: Set up network shared folder in Data Server

Assuming that you have a Windows data server or computer with IP address “10.1.1.17, 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
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e Case #2: Set up network shared folder

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 you logon to ACLS web interface:

e “System Settings” -> “Configure System”: To turn on “DataStorageCtrl”
parameter

DataStorageCtrl

e “System Settings” ->"“Configure Data Links”:

e 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 seftings.

Drive (example: M, N) I

Folder (example: \\server\share) ‘ 1129.94.164.178\images| X

User Name |

Password ‘ sfswdd

_‘ (if checked, net drive is per facility; if unchecked, net drive is one for all facilities)

Per Facility

= Drive: 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

= 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: 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.
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Here is an example of this setup:

OOOOOOOOOOOOOOOOOE

ACLS takes “Physical Directory” setting and keeps “afm” for example to conjunct with

FACILITY FTP ACCESS DIRECTORY SETTINGS

ESEM Quants 200 plemuimagesiesem

JECL1400 TEM pilemuimages\jeol1400
SEM Hitachi 5500 priemuimages\s300
JECL 8500F Hyperprobe pr\emuimagesijeol8500f
SEM Hitachi 54500 pilemuimagesis4500
Atomic Force Microscope priemuimages\afm
Focused Ion Mill prlemuimagesifib
TEM Philips CM200 pi\emuimages\cm200
Multimode AFM piiemuimagesimmafm
SEM Hitachi S3400-1 plemuimages\s3400-i
Dual Beam FIB piemuimages‘dualbeamfib
Lift-Out Microscope prlemuimagesiliftoutscope
SEM Hitachi 53400-X prlemuimages\s3400-x
JEOL 7001F SEM pi\emuimages)jeol7001f
JECL 5400-11 SPM pilemuimages\jecl5400
Fei Nova NanoSEM 230 prlemuimagesisem230

Fei Tecnai G2 TEM pilemuimages\tecnai

FTP Directory
emuimages/esem
emuimages/jeol1400
emuimages/s500
emuimages/jecl8500f
emuimages/s4500
emuimages/afm
emuimages/fib
emuimages/cm200
emuimages/mmafm

emuimages/s3400-1

emuimages/dualbeamfib

emuimages/|iftoutscope

amuimages/s3400-X
emuimages/jeol7001f
emuimages/jeol5400
emuimsges/sem230

emuimages/tecnai

Link Description Last Archive Date m

ESEM Quant= 200 30/09/2004
JECL1400 TEM 30/09/2004
SEM Hitachi 5300 30/09/2004
JEOL 8500F Hyperprobe 10/06/2008
SEM Hitachi 54500 30/09/2004
Atomic Force Microscope 30/09/2004
Focused Ton Mill 30/09/2004
TEM Philips CM200 30/09/2004
Multimode AFM 30/09/2004

SEM Hitachi S3400-1 29/10/2007

Duzl Beam FIB 30/09/2004
Lift-Out Microscope 08/10/2005
SEM Hitachi 53400-X 30/09/2004

JEOL 7001F SEM 21/07/2008
JECL 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’.

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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17 Appendix | — 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.
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Access Records

Plug-In Medule License
Booking Tool Access Control
User Booking Edit Permission
eDM Setting

IDAP Setfing

Booking Comection

Update Single Sign In

About ACLS License

Google Analytics

Reset Public Calendar Script

Update Mobile Browser Scripts

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
e

ActiveDirectoryDomainName |ad.unsw.edu.au |

LDAPERable [+] (Please do the LDAP connection test before switching on LDAPL)

LDAPLoginPrefix |adunsw |

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
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.
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Bi User Profile Manager

@ LDAP user Eable

Abhijith Prakash School of Medical Sciences 25075823 onN

Abu wifat Ullsh Physics pFIETET ory
Abu Sadst Md. Sayem Rahman Chemistry 2503B806 onN
Adam Coorey Material Sriences 23459729 on
Adam Shaw Material Sriences 25130035 oN

23388061 oN

Adam Younis

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 Y

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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Appendix J — About Excel Data Manager (eDM)

eDM offers a wide range of data exporting services within ACLS. Through eDM, you are able
to export all kinds of data directly in Excel files, instead of using copy and paste of the screen
data to your local Excel.

To set up eDM, you must install Microsoft Office 2007 or 2010 to your ACLS server, as ACLS
eDM works with MS Office to generate Excel files.

e SetUp eDM:

Go to System Setting -> Configure System, click on eDM Setting button.

Access Records

Plug-In Medule License
Booking Tool Access Control
User Booking Edit Permission
eDM Setting

IDAP Setfing

Booking Comection

Update Single Sign In

About ACLS License

Google Analytics

Reset Public Calendar Script

Update Mobile Browser Scripts

You then click on eDM Test to continue if MS Office is installed.

Bj Configure System

Q Enable EXCEL module

Microsoft Office is NOT installed yet, please check!
Before running eDM, you must install Microsift Office 2007. After Microsoft Office 2007 is installed onto ACLS server, please click on eDM Test button to create first sample excel file.

eDM Test

If eDM runs successfully, the system generates a signature Excel file for confirmation.

You must click on the following url to confirm eDM working before switching on eDM.

eDM Excel Test Sheet
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SSI aims at achieving a single access point to the trusted ACLS nodes. SSl 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

ACLS Node Access
Node 2: BMSF
Global Equipment Connecting to

Catalogue and 2 Node 1 and Node
Search 2

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
org auth

page

ACLS SSI AAF org
landing iy selection

ACLS
auth/jwt M ACLS nodes

page page 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.
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19.1 SSI Prerequisites

The following steps are recommended to set up SSI:

¢ Install and configure 64 bits server (VM or physical) to host SSI on Windows OS 2012
e Install IS

e Install PHP engine to IIS

e 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.
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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

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:

AC Lab System

[ Biomedical Imaging Facility

[ Bioanalytical Mass Spectrometry Facility

[ Biological Resources Imaging Laboratory

[ Electron Microscope Unit

[ Flow Cytometry Core Facility

[ Muclear Magnetic Resonance Facility

[ spectroscopy Laboratory

[# Solid State & Elemental Analysis Unit

[ Biological Resources Centre

[ Molecular Surface Interaction Network Laberatory
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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.

4ccessPortalURL |https:h’ac\s.analy‘c\cal. unsw.edu.au/

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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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_COMBO-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 accounts 9 2 active external accounts

e e

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

Bulld Accound Comection Table

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 TO 24 Aug o maiching recorcs
2018 4-MTH SUB $1000 TO 24 Aug Na malching reconds.

- Clane

2018 USER HON $1000 TO 31 DEC Mo malching records

2018 USER 5L §1500 TO 31 DEC Mo maiching records

2018 USER SUR $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-RMO67S Mo matching records:

APPP-RF122-PS18645 2921-00001- PSI0G4E | Runing Expenses sz Ovr Studert Recratment | DODAY ADFA Operatng

PE18646

APPR/REDS/RGTS0330 APPRREND. RGS030 Dynarmics of comneal 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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We work with UniLab to provide LIVE booking calendars casting to one or multiple display
screens and kiosk console displays. 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 on Labcast

e Dark Calendar Theme
July 12 2018 - Thursday

0 0900 10:00 400 | 1690 | 0
i |

| P gy || o i | | v e 31 s [T

Dark theme suits for darker lab area environment, such as microscopy rooms. New clocking
theme is under development by UniLab for more analogue and animation display.

AC LAB SYSTEM 320



Appendix M — Labcast Powered By UniLab Pty Ltd O

Labcast feature is only available to lab staff. To set up Labcast, you need to configure the
Labcast in ACLS and also sign in to Labcast service (free service) provided by UniLab.

e Setup Labcastin ACLS
Upon sign in to ACLS, the landing page shows Labcast feature tile.
Labcasts: 2

o 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 Labcasts

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.

Bj Labcast Manager

||
|

Labcast code: Labcast cade:
labcast Glosd e 1485167007 18 TE2I30107 £268633c014 labeast DGMpRaU0 a2NIEcIcSaBEC 343 TE T Sdenty

ACLS URL: hitps:iswww.Damif. unsw. adu au ACLS URL: nitps iiwww. Denif. unsw.edu au
© AFM_Catsiyst {Lawy) B Laien AFST

& AFM_ME (F 18] © Lasca OMIL
@ Aperio FL Sie Scannet

R E— i

That is all you need to do in ACLS!
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e Setup Labcast in Cloud Labcast Service

A cloud casting service powered by UniLab is implemented and available to operation at
https://labcast.unilab.com.au/.

Currently, Labcast service is still at development stage, more features and capabilities will be
provided over time. However, ACLS live calendar casting is completed. If you don’t have
accounts in Labcast service, just sign up to see the live demo.

Your Cast Starts
With Us.

To cast your design to a separate screen (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.

First, contacting UniLab at support@unilab.com.au to request for a cast unit which will be
posted to you. Each ACLS installation is entitled a free cast unit.
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Provided that you have a cast unit now, go to My Cast -> My Device to set up any casts
to the device for casting to the screen.

|03 pEmMo ~ MY GALLERY = SW] MY CAST - EY MY PROFILE~ B Aomin-

Add Gallery Cast

Add Calendar Cast

/' Editcast

P Preview Cast
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