Navigating CoreAdmin Calendar for LCA core

· Quickly scan availability of the desired time slot on a calendar for desired device in detail by clicking on “View Core Device Calendars” from the top main menu.

· Select the desired device from the pull down menu and click “Submit”

· Click on the date (the actual number) to see details of reservations for that date

· Determine the desired time slot on that date

=============================================================

· Submit a work order on CoreAdmin by clicking “View Work Orders” link from the top menu

· Click “Request New Work Order” button to submit a new work order

· Select “Laboratory for Cell Analysis” from the “Select a core facility” pull-down menu, then click “Order Work” button for account (FUND/DPA or PO number) that you would like to be charged

· If you are not authorized to any accounts (FUND/DPA or PO number), please contact your PI (or your PI’s designee) and ask him/her to authorize you to valid funds.

· You will now see “Work Order Request Form For – LCA Core”

· To view price for each service offered by LCA core, click “view billing rates” at the bottom left corner

· Choose a desired service from the pull down menu under the label “Select a service for this work order”

· In the small text box (with the label “qty”) to the right of the pull down menu, enter quantity of the service you want to use.  One hour equals 1 unit.  For example, if you want to use the device for an hour, fill in 1.  If you want to use 30 minutes, fill in 0.5.  If you want to use 15 minutes, fill in 0.25 and so on.  

· Click “Add Service”

· The selected service should pop up in the yellow box on the right

· Fill in your desired reservation date in box for “Date Needed by:”

· Enter text messages for core personnel if you have any

Note:  Information you put in for needed by date, account name, and message to core will apply to all services you have chosen in yellow box.

· In the yellow box, click on the calendar icon that is located in front of the service

· A weekly calendar should pop up

· Select the desired machine/device from the pull down menu

· Click the “submit” button

· Click “previous” or “next” to scan previous week and next week

· Determine the availability of the time slot you want by looking at the weekly calendar.  

· Click on the date (the actual number) you want to make a reservation

· You will see a pop up window with the label “Add Reservation” 

· Fill in phone number that you can be reached

· Choose desired date, start time, and duration of the reservation

· Click “Add Reservation” button.  Now in yellow box, you should see that a green checkmark appears where the little calendar icon used to be.

· Click on the “Submit Work Order” button.  It will bring you back to “View Work Orders” screen and you will see that you just successfully requested a service from the LCA core.
Important: please do not forget to attach the reservation you just made to a work order by clicking the “Submit Work Order” button.  If a reservation is not attached to a work order (that is – if you did not click the Submit Work Order button), the reservation you just made will be deleted when you log out.
============================================================

· To edit an existing reservation, click on left most icon for the work order that your existing reservation block is attached to.

· A new window called “Work Order Information” will pop up

· Click on a small calendar icon that is next to “Instrument time:”

· A new window labeled “Edit Reservation” should pop up

· Choose desired date, start time and duration 

· Click “Update Reservation” button.  Your old reservation is now gone and your new reservation is now attached to that work order.  You should see this fact on “Work Order Information” page.  Close the “Work Order Information” page.

=============================================================

· To cancel an existing reservation, click on right most icon (the icon under the “Delete” column) to delete the work order that your existing reservation date is attached to.  

· When you click on the delete button, the corresponding work order goes away from the “View Work Orders” screen.

· When a work order is deleted, the reservation block that accompanies that work order is also deleted.  

Note:  When you want to request a service with operator’s assistance, propose the time slot that you are available on the calendar.  Then call the LCA at  476.2631 or email lca@cc.ucsf.edu to check if the operator is really available during your proposed time slot. 

      Important Points to Remember:

· Enter 2 separate work order requests if a block of time spans off hours and regular hours

· Each work order request should accompany ONLY ONE continuous block of reservation

· CoreAdmin application => Application for billing as well as scheduling

· Remember to fill in the QTY window:  Since CoreAdmin is used for both billing and scheduling, please remember to fill in the QTY (next to the select service pull down) for the service you are ordering.  This is in the unit of per hour and it is used for accounting purpose and should match what you schedule in the calendar. For instance, if your reservation is 3 hours, please enter 3 in the QTY window.
· Remember to select Off hours rate when appropriate:  Enter two separate service requests for a block of time that span both regular and off hours.  Regular hours rates apply to hours between 9am and 6pm, Monday through Friday with UC holidays excluded.  All the rest is considered Off hours.
· Include your phone number and usage of 2 photon laser:  In the Add Reservation window, please fill in your phone number and in the Description, indicate if you are using 2photon laser or not when reserving the LSM510 microscopes.
· Editing in CoreAdmin:  You can delete any request up to the day prior to the reservation.
· Finally if your actual use is different from the QTY you originally requested, notify Jane Gordon by the end of the month in order to make this correction before billing is sent out.
