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INTRODUCTION

1- INTRODUCTION

Thank you for choosing one of AgileBio’s solutions for the management of

your lab. Scheduler add-on is a web-based solution allowing efficient management
of all your equipment booking in the lab. An unlimited number of reservations can
be created. A reporting tool is included allowing equipment traceability. An
equipment usage costs option can also be added for costs invoicing.

The Scheduler add-on is suitable for research projects and technical platform service
activities. Scheduler add-on is fully integrated with LabCollector, the LIMS we
developed for life science research labs and Biotech industries. Indeed, you can link
information from LabCollector equipment database to a reservation.

Note that AgileBio also offers an autonomous version of the Scheduler Add-on called
LabCal. LabCal is built on the LabCollector framework and can be used at a
department or Institute scale. The only difference concerns the equipment and user
database which are directly integrated in LabCal whereas in the Scheduler add-on
these data are picked up from LabCollector database.




GETTING STARTED

2- GETTING STARTED

You can get Scheduler add-on simply by downloading from

www.labcollector.com. LabCollector software has to be installed first as it contains
the framework. LabCollector support documents for installation are available on our
website. Scheduler add-on can be installed on any operating system (Windows,
MacOS X and Linux).

1/Automatic mode from LabCollector interface:
You can also use LabCollector Menu
Admin > Setup > Upload/Add Addons > Upload Addon ZIP > Add Addon

Return to LabCollector, the Scheduler add-on module is now activated. Click on the
modaule to finish the installation.

2/Manual mode:
Unzip and paste the Scheduler add-on folder in the extra modules folder. For
Windows it would look like:
C:\Programs\AgileBio\LabCollector\www\lab\extra_modules\scheduling

Open LabCollector, the Scheduler add-on module is now activated. Click on the
modaule to finish the installation.

The add-on will remain in a 30 days free trial mode until you save the final license in
Setup > License. To obtain a valid license, you have to copy and send the activation
key from Setup > License menu to AgileBio.
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OVERVIEW

3- OVERVIEW

The Scheduler’s home page offers you an overview of statistics on reservations: the
number of reservation for the current month and the current week, and the most
reserved equipment.
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Scheduler’s menu is composed of 5 main tabs:

m Select Equipment Tools Setup Contact Admin

e The equipment finder, “Select Equipment”
e The equipment tools with: Reservation info, EQ notifications and a reporting tool
e The setup option with sub-menu relative to permission level:
e For all except Visitor : My favorites
e For super-administrator only :
=  Equipment and alerts setup
. Equipment maintenance
" Users setup
. Reservation administrators setup
. Reservation time limit setup
= Multiple reservation setup
= Scheduler setup
=  Equipment usage costs definition
= Custom fields creation
. License
e The “Contact Admin” button allows users to contact their super-administrator




OVERVIEW

Note that Scheduler add-on is available in English, French and Portuguese languages.
Switch from one language to another using the language select list on the upper
right of the screen. The orange bar menu is related to the LabCollector framework.
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As a LabCollector independent version, LabCal integrates another tab to manage
contacts, users and equipment.
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SETUP

4- SETUP
4-1. My favorites

Each user can define favorite equipment to quickly access to his list when he needs
to reserve equipment. From Setup > My Favorites do the following:

1. Activate the option

2. Search for your equipment (by name, serial number or location) or

3. Select each favorite equipment

4. Save

FAVORITE EQUIFMENTS

|

1 Mo Favorites
(® Select Specific Favorites o

Name | Serial / Location °
@ M e
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B CasterBio 321
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[ Gcoss vaierssiuinsten Datecten Sysan Rsen 21
[0 Besd Beaser

B Costiitege sa12m
[ Cestitege 53127
[0 Espensort Thesmatimer C
[0 usstercycer o2

[ Fasfres-24 nstrument

Additional related information in chapter 5-1.

4-2. Equipment and alerts

The super-administrator can choose to allow the reservation of all the lab equipment
or select only some equipment that can be reserved. Each time equipment is
reserved, the person in charge can receive an email alert of reservation, just tick the
box ‘Send an email for all reservation” and save the choice.
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@ EQUIPMENT AND ALERTS SETUP

@ AnEquipment can be Reserved [ Send an email for all reservation

(O Only Specifically Selected Equipment can be Reserved

With the second option, you just have to:
1. Search for the equipment or category of equipment (autocomplete fields)
2. Select the equipment accessible to the reservation. The same option of
sending an alert email when the equipment is reserved is also possible.
3. Save

() A1 Equpment canbe Reserved

) Ony Specthesly Seiecied Equpment san be Reserved [ Canbe
T —— >

°! Fouipmant & [ E s

J Send alert
email

" =
Centrifugs S412 R Cenritage: H O
Cenirfupe S418 R Canirtiage H 0
ATAP futcamepier Chrsmaograpny 8:0
Diomex IC5-5000+ Chremansgragey (B[ |
Doas Universal Wutitos Dalection Syatsm Libctrapharesa & Dltirg (= g =]
Bead Beatier Fatractan B |
Eppendar Thermotior Extraction oo
P p— etenctin OEg
Cactairtie 321 ] o a0
P squpmant Hybridizann changer o 0
L] Microsenpe 0o 0
Contsesl Merescope Mieroscops 00
VEB Microscope o g
Micronjecton complex Microscope oo
1008 Touch Thes et Cycier e oo
Wamercycer oo PCR OO
Qubl 3.0 Fluorometar Quanttsscn o Qg

Plute]. yous LakCinlbrutes emmail el sl e sorrrst. The smail is sen be i ersan in shange for e oquismel

Users will thus have a restricted list of equipment.

4-3. Equipment in maintenance

Three options are possible to block equipment on maintenance:

- No blockage, all equipment can be reserved

- All equipment in maintenance in Equipment module are blocked
- Super-administrator can block specific equipment in maintenance
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@ BLOCK EQUIPMENTS ON MAINTENANCE

Block Equipments On Maintenance

(® Block None Of The Equipments On Maintenance

(O Block All Equipments On Maintenance
(O Block Specific Equipments On Maintenance

Blocked equipment cannot be reserved.

B@ Please select an equipment you want to check and add or edit a reservation

Equipment:

EX51 [Room 5.38]
Centrifuge 5413 R
BA@ Please select an equipment CATEGORY you want to che il LRI LS
Dionex ICS-5000+ [Room 2.0]
C1000 Touch Thermal Cycler
Category: [ AS-AP Autosampler [Room 2 0]
Bead Beatter
CaptairBio 321
Confocal Microscope
DCode Universal Mutation Detection System [Room 2.1]
Eppendorf ThermoMixer C
FastPrep-24 Instrument
FISH equipment
Mastercycler pro
*| MEB - ref: 126547
Microinjection complex [Room 2.1]
Qubit 3.0 Fluorometer

B& Search for available equipment

4-4. Users

Two options are offered:
- All users can reserve any equipment
- Or super-administrator can defined specific rules

USERS SETUP

@ All Users can Reserve Any Eguipment

() Specific Rules defined below

In fact, with this second option, the super-administrator can restrict access to some
user or group of user to some equipment or category of equipment. You just have to
click in the right boxes. To select an entire row or column, use boxes just near the
user name or the equipment respectively. Validate your choice by clicking on Save.
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(C) AllUsers can Reserve Any Equipment

(® Specific Rules defined below

Filter By

User | | Equipment | | category | |
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Here, for example, ALS user can only reserve two centrifuges.

4-5. Reservation administrators

This function helps you to configure equipment
Equipment reservation can be managed by their requester ONLY or by their
requester AND specific users to define.

]

(® Only requester can manage its own reservation (No Reservation admins}

reservation management.

RESERVATION ADMININISTRATORS SETUP

(O Reservations can be

by specific Ri

Admnistrators (in addition to the requester)

As above, you just have to click in the right boxes. To select an entire row or column,
use boxes just near the user name or the equipment respectively. Validate your

choice by clicking on Save.
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() Only requester can manage its own ressrvation {No Resarvation admins)

[C] an be jedited by specific K i {in addition to the requestery
user [ [ | category | ] | Display
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4-6. Reservation time limit

To configure users’ reservations time limits for each equipment category.
You can define that there is no time limit for all category or define specific
time limits per category per user.

@ RESERVATION TIME LTMIT SETUP

@ No Time Limit for All Equipment

O Specific limit Rules as described below

You need to enter time limits values as hours. Times such as 0.25 or 1.5 hours are
allowed.

If you need to define time limits for all users or for all equipment categories, you can
fill the grey box and click on ok button. This function allows you to fill all boxes with
the same time limit. Click on the Save button to validate.
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() No Time Limit for All Equipment

@ Specific imit Rules as described below

User | category | L pemsy
2
é
z 2 2 g
E) g i H
2 3 H] £ 5 H g ]
- H E g g E g o E
= g £ ] = z 8 £ =
£ g 3 £ 3 H H [ 2 ]
8 5 & & g b - g £ 3
e | mEimmE e E T T=]
ALS (Anne-Laure Sauvadet)
gy, e [z_] [ [ ]
PrsG (Pris G) [z ] [z ] ] ]
MarineS (Marine S) [ ] ] ]
NicoV (Nicolas V) ] ] ] ] 2 [
123
= =
Plote]: ime fmit unit i im Hours.

For more information, please read page 20.

4-7. Multiple reservation

The LabCollector scheduler offers you to allow multiple reservations at the same
time for the same equipment. If necessary, the super-administrator can cancel one
of them.

M PLE RESERVATIONS SETUP

@ Muttiple Reservations Not Allowed

O Specific Mutiple Reservations Rules As Defined Below

If you choose this option, you have to define which equipment can deal with
multiple reservations (check the box in Allow column) and the number of
reservations possible at the same time (Value under Maximum column). Save to
validate your action.

12



SETUP

O Multiple Reservations Not Allowed

@ Specific Multiple Reservations Rules As Defined Below

BX51

Confocal Micoscope

MEB

C1000 Touch Thermal Cyder
CaptairBic 321
Microinjection complex
Dionex IC5-5000+

AS-AF Autosampler

DCode Universal Mutation Detection System
Bead Beatter

Centrifuge 5418 R
Centrifuge 5810 R
Eppendorf ThermoMixer ©
Mastercycler pro

FastPrep-24 Instrument

‘Qubit 2.0 Fluorometer

DDDDDUDDDUDDUDEHIEI

FISH equipment

4-8. Scheduler

In this section, you can configure time slots reservations for equipment booking. You
can define the day which the week starts, time step as well as hour format.
Click on Update button to validate.

@ ‘SCHEDULER SETUP

Calendar Daily View Options

Start Hour: n

End Hour: |20

Weeks starts on:
Time Step: O 15 mn ® 30min Osomn O other min. (Note]: cannot be applied in Timeline view.}

Hour Format:

13




SETUP

4-9. Equipment usage costs (option with fees)

This section could interest service laboratories or platforms that charge for the use
of their equipment. This may also be useful for labs or departments that use internal
recharge.

@ EQUIPMENT USAGE COSTS
Pricing Rules

(@ No Costs
(O Same Cost for All
(O Specific Costs Defintions

You can choose between:
e No costs (by default).
e Same cost for all: same price per hour or fixed unit price for all the
equipment. You can charge minutes per minutes by checking the box for
Bill elapsed time only and not full hours.

Pricing Rules

(C) Mo Costs
@ Same Cost for All== Per Hour: l:l { Fixed Unit Price: I:I ! D Bill elapsed time only (minutes) and not full hours

(O) Specific Costs Definitions

e  Specific costs definitions: specific prices per hour or per reservation unit
can be defined for each equipment. Again, check the box Elapsed only to
charge per minutes. This choice allows for only fixed costs, only hourly
costs or fixed plus hourly costs.

14




SETUP

Pricing Rules
() Mo Costs
() Same Cost for All
(@ Specific Costs Definitions.

Filter By

Equipment | | category | | _
/M| Uit ] lapsed only|

.

Centrifuge 5412 R Centrifuge 1 1 O

Centrifuge 5810 R Centrifuge l:l l:l O

AS-AP Autosampler Chromatography [ [ O

Dionex ICS-5000+ Chromatography 1 1 O

Click on Save button to validate.

Equipment usage costs option can be correlated with billing reports (see section 6-
3).

4-10. Custom fields

Custom fields can be created to add some information to the reservations. Click on
Custom fields link.

@ CUSTOM FIELDS
@ Custom Field ﬁ

On the same format that custom fields for LabCollector, you can here create 3 types
of custom fields:

e Text field
e Select list
e Date

Click on Create Field button after filling the form to validate.




SETUP

New Custom Field

Name

Helper Text

ill be displayed in a tooltip shown when mouse is over the field name
Field Type Text Field

[0 Select List

O Date

Create Field

Once created, all the custom fields can be deleted with the D icon. To configure your

o o
select list, click on ™ and add values.

See the section 6-1 for details on using these custom fields.

4-11. License

From this screen, the super-administrator can manage the Scheduler license.

A new license key is needed for critical updates or when the lab decides to switch
from the demo to the commercial version.

Moving the application to another machine (PC or server) also requires a new
Scheduler License.

Send your machine key at support@agilebio.com and when you receive your license,
copy/paste it under Enter a New License Number and do Save License.

16
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EQUIPMENT BOOKING

5- EQUIPMENT BOOKING

There are several ways to make a reservation with the Scheduler add-on

through Select Equipment menu. Indeed, users can choose to select from favorite
equipment, equipment directly or by equipment category. Another possibility is to
find available equipment by date or period of interest and equipment category.

5-1. Reservation using My Favorites

Chapter 4-1 explains how to configure your favorites.

Now, when you want to have an overview or reserve one of your favorite pieces of
equipment, in Select Equipment menu, you just have to click on Calendar. All your
favorite apparatus are listed in the calendar view.

BA& My Favorites

Calendar with all equipments selected as favorites

* | Calendar

If you want to reserve, just choose your day and time (by drag and drop) and in the
reservation form, select your equipment in the select list.

Details for Mew Reservation

Description |[Edit a note...

Repeat event £ Disabled
O Full day 23-09-2016 12:00 |v| — [23-09-2016 15:00 |v
-* Equipment ‘ ~

BX51

CaptairBio 321
m Centrifuge 5418 R

When you select an equipment which is not in your favorite, your favorite
equipment is listed as a series of tags for quick access in the top right.

R O B G [T T 8l C1 000 Touch Thermal Cyc) «. Select
Favorite Equipments: Centrifuge 5418 R | CaptairBio 321

17




EQUIPMENT BOOKING

5-2. Reservation using equipment selector

Users can directly select equipment in the equipment list.

A& Please select an equipment you want to check and add or edit a reservation

Equipment: | Select from List Select
Select from List
My Favarites

C1000 Touch Thermal Cyder

Confocal Microscope

i Blocked (Mai )

BX51 [Room 5.38]

Centrifuge 5418 R

Centrifuge 5810 R

Dionex IC5-5000+ [Room 2.0]
AS-AP Autosampler [Room 2.0]

Bead Beatter

tion Detection System [Room 2.1]

erC

FastPrep-24 Instrument

FISH equipment

Mastercycler pro

Microinjection complex [Room 2.1]
R W Qubit 3.0 Fluorometer

Equipment reservations scheduler is now displayed. More functions are available on
this screen: calendar view (current and next month), 5 possible views, and full screen
view. You can also change the equipment on the top right.

COUSPMENT SCHEDULER el st § quipeers aaiy ng. Cantact ddmin
Import/Export/Print functions

Possible view

[ Day | Week | Mankh | | imelinw | Agerdds I 17 Ot 2016 — 23 Ot 2016

Ve, Otebe 17 Ten. Duisker 18 Wik Cuter 7 Th Cetobes 2 Fri. Cotsbar 31 S Cvtsber 22 Sun. Cutsbor 21

Reservations can directly be made by selecting time periods on the scheduler. Just
choose your start hour and drag and drop until the end.
A reservation window opens.

18




EQUIPMENT BOOKING

Details for New Reservation

Description Need to aliquote my primers

Repeat event 3 Disabled

O Full day 21-10-2016 17:00 §VI - [1-10-2018 19:00 iVl

Fill the form: description, reservation recurrence (disabled/enabled button) and save
it.

Your reservation is saved. If you click on it, a list of icons appears on the left. You can
then access to (in order):

e Reservation additional information (see the chapter 6-1)

e Reservation details (form)

e Description edition

e Deletion button (with confirmation)

17:00 - 19:00
Need to aliquote my primers

User: Anne-Laure Sauvadet

An active reservation can also be quickly modified (in time) by drag and drop.

All the past reservation are in grey and cannot be altered. Except, if for example you
finish your job before the end time, you can “kill” the reservation using the red cross
on the top of the scheduler view.

19




EQUIPMENT BOOKING

B P S A s you are timited o 22 hreservation max

BV LB C1000 Touch Thermal §o sem
Favorite Equipments: Confocal Microscope

Day | Week | Month Timeline Agenda 21 Oct 2016 Today < >
210z 2018
08:00
N A A A ACATATATATATAY N \ " N A A AT AT A AT ATATATATATATAY A
A AAAAA A/ AAAAANAANMAAAAAAAAZAAAZNANANAAANAANANAAAAANAN
16:30
17:00 17:00 - 20:00
i7ap | EQEETOE..

As you can see on the main screenshot, if reservation time limit is activated (see
chapter 4-6), a message alerts that the user cannot reserve more than the time limit
on the top of the scheduler. Moreover, if the user tries to reserve beyond the time
limit, a popup message appears.

[WARNING] reservation too long!

Your scheduler can be exported and/or printed in PDF. Just use the icons on the
bottom left respectively - and =
To export, just check the form (if you are in category, you can change the category)

and you can also choose for all users or one of them with the icon ‘@ Export your
scheduler in iCal format.

Scheduler Exporter

Category &
‘ Extraction ht |
User Reservations V4
‘AH Users Reservations V|
Time Period

Day

Export Type

ical

20




EQUIPMENT BOOKING

In the same way, you can import a scheduler in LabCollector Scheduler using the icon

% _Fill the form and upload your iCal file to import it.

Scheduler Importer

Set Equipment of Imported Reservations &
| Bead Beatter V‘
Set User of Imported Reservations &
| My Reservations V‘
iCal File
Aucun fichier sélectionné.

(S import T

5-3. Reservation using category selector

Reservations can be made using the equipment category selector.

-

B8 Please select an equipment CATEGORY you want to check for schedules

Category: | Select Category . Select

| Select Category |

Chromatogray
Electrophoresi lotting
Extraction

Hood

Hybridization chamber
Microscope

PCR

Quantitation
(uncategorized)

The reservations scheduler of the selected equipment category is now displayed.
Create reservations by selecting equipment and by clicking and dragging on the
calendar.

Timeline 22 Oct 2016 Today <4 >

Drag and Drop

08:00 |08:30 | 09:00 09:30 10:00 |10:30 11:00 11:30 12:00 12:30|13:00 13:30 14:00

6:00 16:30 17:00 17:30|18:00| 18:30 19:00  19:30 20:00

Centrifuge 5418 R

Centrifuge 5310 R

21




EQUIPMENT BOOKING

You can quickly change start/end dates by drag & drop. To have more information on
the reservation, modify it or delete it, click on the equipment reserved to go back to
the view by equipment (see chapter 5-2).

5-4. Reservation using available equipment finder

With this option, users can define a date, time and an equipment category.
Regarding these settings, the Scheduler add-on automatically finds available
equipment in the category. To make a reservation, users have to click the ® icon.
Then select the desired time in the calendar. Make notes about the reservation if
desired.

B@ Search for available equipment

Doy
From: [ &:00:00 To: [20:00:00
Equipment Type:

LT_ Available Equipment

;
‘t

Search for 2016-10-24
[ 8:00:00 To 20:00:00 ]
Equipment Type: Extraction

Bead Beatter

Eppendorf Thermolixer C

LEIO)

FastPrep-24 Instrument

22
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6- TOOLS

The Scheduler add-on has some tools to help you deal with reservations. You

can add more information with the help of custom fields, notify some remarks on
equipment and create reports.

6-1. Reservations additional information

Using the menu Tools > Reservations Info, you can access to a form (Add reservation
info) to add some additional information on a reservation.

@ EQUIPMENT SCHEDULER seiecrimera | (I Cartact himin

Reser ns Additional Info at FYTey ——

You can quickly access additional information on your equipment reservation by
using the icon on the left.

17:00 - 19:00
)N eed to aliquote my primers
User: Anne-Laure Sauvadet
@ EQUIPMENT SCHEDULER Fome soteat tqusenent | ([ sarap Contact Admin
Reservations Additional Info Search Dt 4 Add Bevssyaton Inlo
MEB 2096-03-25 M0 2016-03-25 18.30.00 Edt a note. Manne

Dggur

ents | B resu pdf

By default, you access a form where you can upload/download a document. You can
also add more data by using the custom fields option (see chapter 4-10) and edit the

form by clicking 3

MEB

E

2016-03-25 14:30:00 2016-03-25 18:30:00 Edit a note... Marine S —* 1S
Documents: | resu pdf
xperimentation: | Extraction DNA kit
Text field: | what you wan to write

Date field: | 2016-10-27

23
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6-2. Equipment notifications

Through this menu, each user can create equipment notifications.
To write a new note, select the date, the equipment, and add text using the editor
(max 140 characters) and click on Write report to validate.

Post New Notification

Select E
C1000 Touch Thermal Cyc.

Note Text: |Pelletier gystem issue

The super-administrator has the possibility to retrieve reports of equipment
notifications and print or export them (icon on the left). A search can be made

selecting a time period or exact time limits and use options to add search filters like
user and/or equipment.

a View Equipment Notes

Select a period of ime - @
SELECT Report Range: Start: |:|
Or Select exacttime limits: O
(Option) Select User: | select User.
(Option) Select Equipment: [ select Equipment
View Notes h——
Date Note Added Note Date Note Text
2016-10-19 2018-10-19 ALS (Anne-Laure Sauvadet) €1000 Touch Thermal Cycler Pelletier system issue
2016-10-24 2016-10-24 MarineS (Marine S) CaptairBio 321 Problem of extraction

6-3. Reservation report

This reporting tool allows equipment activities and traceability follow up.

Quickly, the first option is to have users view past usage only. You can restrict your

search to by user, equipment or equipment category in combination with a time
period.
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ﬁ_ User's Actions History Logs

Optional criteria:

ALS
ALS
ALS
ALS
ALS

2016-10-18 12:22:20
2016-10-1812:10:28
2016-10-19 11:05:55
2016-10-19 11:02:10
2018-10-11 14:52:20

View log for past: Days

Restrict to user:
T

scheduler save new equipmentreport (n® 1)
updated equipment reserva
updated users cat list
updated RES. ADMINS list

license updated license (n® 1)

Then you can choose to create more complete reports. Reports can be generated for
a time range which can be in the past or in the future as well as exact time limits.
You can also select a user or an equipment or equipment category.

I Usage Reports

Here you can compile and obtain reports for past usage of the equipment

B report Generator

Select a period oftime : @

SELECT Report Range:

o —

Or Select exacttime limits: O

SelectUser: @ [select User.

Select Equi O [sekect Equipment ~

Select Equil Category: (O [select Category. =l

Report Type:

® Graphic and Summary () Reservation List () Biling List

Three reporting formats are available:

Graphic and summary
Reservation list

Billing list. Billing list acquisition is only available for lab having the
equipment usage costs option (see chapter 4-9).
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The graphical report shows equipment and users reservations and a summary (total
number of reservations and total number of hours). A paper version can be printed.

User Stats

# Reseruations
Hours

C100D Touch Thermal Cycler CaplarBio 321

I S [ T
1000 Touch Thermal Cycler ()
CaptairBie 321 () Hood 1 7

MEB () Microscope. 1 8

Total 3 585

The reservation list report contains all reservations made by a user or all reservations
made by equipment or for one equipment category. This list can be exported in a
table (Excel) for further statistical analyses. A paper version can also be printed.

m
20-10-2016 12:00:00 AW 1200:00AM  MEB Microscope ALS (Anne-Laure Sauvadet)
20-10-2016 08:00:00 AW 03:00:00PM  CaptairBio 321 Hood ALS (Anne-Laure Sauvadet)
18-10-2016 02:00:00 PM 05:30:00 PM €1000 Touch Thermal Cycler PCR

ALS (Anne-Laure Sauvadet)

The billing list report contains all reservations made by a user or all reservations
made for one equipment or one equipment category with the hour of reservations
and their costs. This list can be exported in an excel format. A paper version can also
be printed.

C1000 Touch Thermal Cycler () 10.5
CaptairBie 321 () Hood 1 0 7 21
MEB () Microscope 1 0 48 144
Total 3 0 58.5 175.5
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7- LABCAL

LabCaI is an autonomous application. Indeed, when using Scheduler add-on,

contacts, users and equipment data are already managed in LabCollector LIMS. If you
are using the Scheduler as a LabCollector add-on, skip this chapter.

7-1. Setup

All Scheduler add-on settings are available in LabCal. A few parameters were added
like LDAP option and reservation rules. This protocol allows user login and password
authentication. The administrator also defines if users can create an account by
themselves or not.

Software Setup

Start Hour: [8 n
End Hour: (22 n

Servertime: 17:20:37
I
Compensate 1o your local time: [0 n fen

ves @ no

Time Zone:

LDAP Server.
Test login with LDAP? LOAP Domsi

LDAP Securty Group

LDAP Search Path:
User Options
Allow direct user registration? © ves & No
Reservation Rules

Max. Humber Weeks possible: [1 | weeis

7-2. Manage Tab
7-2-1. Manage contacts

The administrator has to create all contacts that will have access to equipment and
facilities. This step isn’t necessary if users are allowed to create their own profiles
directly (see chapter 4-4).
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Some fields like a name and a complete address are required to create
profile. People can be identified as internal or external user.

Once edited, a contact profile can be modified or deleted.

A list of all contacts is displayed on this page.

LABCAL

a contact

h n Manage Lab Staff Contacts (Add or Edit)
Use these flelds to manage the contacts of people that will have access to equipments and fadilities

Add New

Name: [Jshn Smth ]

LabiCompany: |Eslnbs ‘

Address: [Biolech custer ‘

City: [Pars

Postal Coge: [75005

|
|
Country: [France |
[2312345 678 ]

E-mail: [john@biolabs. com

External: ©) ves @ No

Pierrs Rodriguss contact@agiebio.com

Christophe contact@agiebio.com

Piere sales@agilebio com

saim@prodamnet com br

7-2-2. Manage users

The user page is dedicated to users’ accounts creation. Accounts creation has to be
made by the super-administrator.

A login and a password are required to use LabCal. Each account is linked to a
contact profile.

Different statuses are available:

Administrator: can make reservations and have an access to the Setup and
Manage tabs.

User: can make reservations.
Visitor: can only see reservation schedules.
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The super-administrator can define if users are allowed to make recurrent

reservations. He can also specify which equipment categories can be booked. Once
edited, a user profile can be modified or deleted.

A list of all users is displayed on this page.

o

Manage Users

Login:
e —

Person: Maris Sarris - ‘

% Create New User

Newogm: [ ] Accessbl capmon:

Select categories allowed to user or leave mply

| "R" =
HNew Password: depostion tooks o
User Type: User * 2 L =

{multipie selections: CTRLsclick)

Link to Person: _ Maria Saris v [Add] [ Aliow Recurrent Reservations
| pesn | e ||
chris Christophe Administrator '
pierre Plere User rd
ssdavid Saim David Visitor '

The super-administrator can edit users’ history log actions using the View users log
button. Two filters are available to display history log: time period (in days) and user

name.
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s

i~ User's Actions History Logs
o
View log for past: ET_ days Restrictto user: See allusers - Show
User ‘ Date Module ‘Aﬂhl
admin 2011-02-15 19:14:30 users admin updated users
admin 2011-02-15 19:12:53 users agmin updated users
admin 2011-01-11 13:23:33 usérs agmin new user created (n® 132 )
admin 2011-01-11 13:21:11 users admin new user created (n® 131 )
admin 2011-01-11 13:10:01 equipments save new equipment (n° 18 )
admin 2011-01-06 11:06:57 users admin new user created (n® 130 )
admin 2011-01-05 142132 setup admin software setup UPDATE
admin 2011-01-05 14:18:13 users admin new super admin password
admin 2011-01-04 14:32:22 equipments update equipments (n® 16 )
admin 2011-01-04 14:32.08 equipments. new category (n® 7 )
admn 2011-01-04 14:32:08 equipments update categories
admn 2011-01-04 13:28:42 equipments. save new equipment (n° 17 )
admin 2011-01-04 13:38:37 equipments save new equipment (n® 16 )
admin 2010-08-24 16:26:17 users admin updated users
admin 2010-08-24 16:25:06 users admin updsted users
admin 2010-08-24 14:58:34 setup admin software setup UPDATE

7-2-3. Manage equipment

New equipment can be edited and managed from this screen. Equipment is defined
by its name, location and category. Creating categories is useful to find equipment
quickly.

Tips: the easy way to create an equipment category is to gather identical equipment
(all plate readers, all PCR machines...). You can also define equipment categories by
equipment location if equipment are in different rooms or buildings.

Reservations rules can be added:
e  Allow Reservations ALWAYS: Default setting.
e Allow Reservations FROM n weeks before date: Reservations can only be
made between n weeks before and the effective date.
e Allow Reservations UP TO n weeks before date: Reservations can’t be
made between n weeks before and the effective date. Booking can only be
made before this time period.

Once equipment is integrated in the database, it’s displayed in the equipment list.
Equipment information can be modified or deleted if necessary.
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Manage Equipment (Add or Edit)

Use these fields to manage all equipment or rooms for which people can consult and manage resenvations

Wame: [ ]

Location: | |

Description: | =

Category: Sekclcatesary v [add Category]
Open to External? ) ves @ No

Reservation Rules: Allow reservations ALWAYS -

Filter Categories: Mo Fiter

Location Category
P2 du 2eme etage, Bat. Damé Laminar Flow Hoods
P2 du 2eme etage, Bat. Darré Laminar Flow Hoods
PSM 3 P2 du 2eme etage, Bat. Daré Laminar Flow Hoods
PSM n*1 du P3 P3Bat B Laminar Flow Hoods
Rek1 Lahore PCR machines.

NN NN
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UPGRADING AND UPDATING

8- UPGRADING AND UPDATING

To update or upgrade the ELN Add-on module, just download it from our

website (www.labcollector.com). Then, unzip the folder and paste files in the
following folder:

Programs\Agi leBio\LabCol lector\www\lab*\extra_modules\scheduling

*The name of this folder is the laboratory nickname chosen during LabCollector
installation.
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	1- INTRODUCTION
	2- GETTING STARTED
	You can get Scheduler add-on simply by downloading from www.labcollector.com. LabCollector software has to be installed first as it contains the framework. LabCollector support documents for installation are available on our website. Scheduler add-on can be installed on any operating system (Windows, MacOS X and Linux).
	1/Automatic mode from LabCollector interface: 
	You can also use LabCollector Menu 
	Admin > Setup > Upload/Add Addons > Upload Addon ZIP > Add Addon
	Return to LabCollector, the Scheduler add-on module is now activated. Click on the module to finish the installation. 
	2/Manual mode:
	Unzip and paste the Scheduler add-on folder in the extra modules folder. For Windows it would look like:
	C:\Programs\AgileBio\LabCollector\www\lab\extra_modules\scheduling
	Open LabCollector, the Scheduler add-on module is now activated. Click on the module to finish the installation.
	3- OVERVIEW
	/
	 The equipment finder, “Select Equipment”
	 The equipment tools with: Reservation info, EQ notifications and a reporting tool
	/
	4- SETUP
	4-1. My favorites
	Each user can define favorite equipment to quickly access to his list when he needs to reserve equipment. From Setup > My Favorites do the following:
	1. Activate the option
	2. Search for your equipment (by name, serial number or location) or
	3. Select each favorite equipment
	4. Save 
	/
	Additional related information in chapter 5-1.
	4-2. Equipment and alerts
	The super-administrator can choose to allow the reservation of all the lab equipment or select only some equipment that can be reserved. Each time equipment is reserved, the person in charge can receive an email alert of reservation, just tick the box ‘Send an email for all reservation’ and save the choice.
	/
	With the second option, you just have to:
	1. Search for the equipment or category of equipment (autocomplete fields) 
	2. Select the equipment accessible to the reservation. The same option of sending an alert email when the equipment is reserved is also possible.
	3. Save
	/
	Users will thus have a restricted list of equipment.
	4-3. Equipment in maintenance
	Three options are possible to block equipment on maintenance:
	- No blockage, all equipment can be reserved
	- All equipment in maintenance in Equipment module are blocked
	- Super-administrator can block specific equipment in maintenance
	/
	Blocked equipment cannot be reserved.
	/
	4-4. Users
	Two options are offered:
	- All users can reserve any equipment
	- Or super-administrator can defined specific rules
	4-5. Reservation administrators
	4-6. Reservation time limit
	To configure users’ reservations time limits for each equipment category.
	You  can  define  that  there  is  no  time  limit  for  all  category  or define specific time limits per category per user. 
	/
	You need to enter time limits values as hours.  Times such as 0.25 or 1.5 hours are allowed.
	/
	For more information, please read page 20.
	4-7. Multiple reservation
	The LabCollector scheduler offers you to allow multiple reservations at the same time for the same equipment. If necessary, the super-administrator can cancel one of them.
	/
	If you choose this option, you have to define which equipment can deal with multiple reservations (check the box in Allow column) and the number of reservations possible at the same time (Value under Maximum column). Save to validate your action.
	/
	4-8. Scheduler
	In this section, you can configure time slots reservations for equipment booking. You can define the day which the week starts, time step as well as hour format.
	Click on Update button to validate.
	/
	4-9. Equipment usage costs (option with fees)
	This section could interest service laboratories or platforms that charge for the use of their equipment. This may also be useful for labs or departments that use internal recharge.  
	/
	You can choose between: 
	 No costs (by default).
	 Same cost for all: same price per hour or fixed unit price for all the equipment. You can charge minutes per minutes by checking the box for Bill elapsed time only and not full hours.
	/
	 Specific costs definitions: specific prices per hour or per reservation unit can be defined for each equipment. Again, check the box Elapsed only to charge per minutes. This choice allows for only fixed costs, only hourly costs or fixed plus hourly costs.
	Click on Save button to validate. 
	Equipment usage costs option can be correlated with billing reports (see section 6-3).
	4-10. Custom fields
	Custom fields can be created to add some information to the reservations. Click on Custom fields link.
	/
	On the same format that custom fields for LabCollector, you can here create 3 types of custom fields:
	 Text field
	 Select list
	 Date
	Click on Create Field button after filling the form to validate.
	/
	Once created, all the custom fields can be deleted with the/icon. To configure your select list, click on / and add values.
	See the section 6-1 for details on using these custom fields.
	4-11. License
	From this screen, the super-administrator can manage the Scheduler license.
	A new license key is needed for critical updates or when the lab decides to switch from the demo to the commercial version.
	Moving the application to another machine (PC or server) also requires a new Scheduler License.
	Send your machine key at support@agilebio.com and when you receive your license, copy/paste it under Enter a New License Number and do Save License.
	5- EQUIPMENT BOOKING
	There are several ways to make a reservation with the Scheduler add-on through Select Equipment menu. Indeed, users can choose to select from favorite equipment, equipment directly or by equipment category. Another possibility is to find available equipment by date or period of interest and equipment category. 
	5-1. Reservation using My Favorites
	Chapter 4-1 explains how to configure your favorites.
	Now, when you want to have an overview or reserve one of your favorite pieces of equipment, in Select Equipment menu, you just have to click on Calendar. All your favorite apparatus are listed in the calendar view.
	/
	If you want to reserve, just choose your day and time (by drag and drop) and in the reservation form, select your equipment in the select list.
	/
	When you select an equipment which is not in your favorite, your favorite equipment is listed as a series of tags for quick access in the top right.
	/
	5-2. Reservation using equipment selector
	Users can directly select equipment in the equipment list. 
	/
	Equipment reservations scheduler is now displayed. More functions are available on this screen: calendar view (current and next month), 5 possible views, and full screen view. You can also change the equipment on the top right. 
	/
	Reservations can directly be made by selecting time periods on the scheduler. Just choose your start hour and drag and drop until the end.
	A reservation window opens.
	/
	Fill the form: description, reservation recurrence (disabled/enabled button) and save it.
	Your reservation is saved. If you click on it, a list of icons appears on the left. You can then access to (in order):
	 Reservation additional information (see the chapter 6-1) 
	 Reservation details (form)
	 Description edition
	 Deletion button (with confirmation)
	/
	An active reservation can also be quickly modified (in time) by drag and drop.
	All the past reservation are in grey and cannot be altered. Except, if for example you finish your job before the end time, you can “kill” the reservation using the red cross on the top of the scheduler view.
	/
	As you can see on the main screenshot, if reservation time limit is activated (see chapter 4-6), a message alerts that the user cannot reserve more than the time limit on the top of the scheduler. Moreover, if the user tries to reserve beyond the time limit, a popup message appears.
	/
	Your scheduler can be exported and/or printed in PDF. Just use the icons on the bottom left respectively / and /.
	To export, just check the form (if you are in category, you can change the category) and you can also choose for all users or one of them with the icon /. Export your scheduler in iCal format.
	/
	In the same way, you can import a scheduler in LabCollector Scheduler using the icon /. Fill the form and upload your iCal file to import it.
	/
	5-3. Reservation using category selector 
	Reservations can be made using the equipment category selector. 
	/
	The reservations scheduler of the selected equipment category is now displayed. Create reservations by selecting equipment and by clicking and dragging on the calendar.
	/
	You can quickly change start/end dates by drag & drop. To have more information on the reservation, modify it or delete it, click on the equipment reserved to go back to the view by equipment (see chapter 5-2).
	5-4. Reservation using available equipment finder 
	With this option, users can define a date, time and an equipment category. Regarding these settings, the Scheduler add-on automatically finds available equipment in the category. To make a reservation, users have to click the / icon.  Then select the desired time in the calendar. Make notes about the reservation if desired.
	/
	6- TOOLS
	The Scheduler add-on has some tools to help you deal with reservations. You can add more information with the help of custom fields, notify some remarks on equipment and create reports.
	6-1. Reservations additional information  
	Using the menu Tools > Reservations Info, you can access to a form (Add reservation info) to add some additional information on a reservation. 
	/
	You can quickly access additional information on your equipment reservation by using the icon on the left. 
	/
	/
	By default, you access a form where you can upload/download a document. You can also add more data by using the custom fields option (see chapter 4-10) and edit the form by clicking/.
	/
	6-2. Equipment notifications  
	Through this menu, each user can create equipment notifications.  
	To write a new note, select the date, the equipment, and add text using the editor (max 140 characters) and click on Write report to validate.
	/
	The super-administrator has the possibility to retrieve reports of equipment notifications and print or export them (icon on the left). A search can be made selecting a time period or exact time limits and use options to add search filters like user and/or equipment.
	/
	6-3. Reservation report
	This reporting tool allows equipment activities and traceability follow up.
	Quickly, the first option is to have users view past usage only. You can restrict your search to by user, equipment or equipment category in combination with a time period.  
	/
	Then you can choose to create more complete reports. Reports can be generated for a time range which can be in the past or in the future as well as exact time limits. You can also select a user or an equipment or equipment category.
	/
	Three reporting formats are available: 
	 Graphic and summary
	 Reservation list
	 Billing list. Billing list acquisition is only available for lab having the equipment usage costs option (see chapter 4-9). 
	The graphical report shows equipment and users reservations and a summary (total number of reservations and total number of hours). A paper version can be printed.
	/
	The reservation list report contains all reservations made by a user or all reservations made by equipment or for one equipment category. This list can be exported in a table (Excel) for further statistical analyses. A paper version can also be printed.
	/
	The billing list report contains all reservations made by a user or all reservations made for one equipment or one equipment category with the hour of reservations and their costs. This list can be exported in an excel format. A paper version can also be printed.
	/
	7- LABCAL
	LabCal is an autonomous application. Indeed, when using Scheduler add-on, contacts, users and equipment data are already managed in LabCollector LIMS. If you are using the Scheduler as a LabCollector add-on, skip this chapter.
	7-1. Setup
	All Scheduler add-on settings are available in LabCal. A few parameters were added like LDAP option and reservation rules. This protocol allows user login and password authentication. The administrator also defines if users can create an account by themselves or not.
	/
	7-2. Manage Tab
	7-2-1. Manage contacts

	The administrator has to create all contacts that will have access to equipment and facilities. This step isn’t necessary if users are allowed to create their own profiles directly (see chapter 4-4).
	Some fields like a name and a complete address are required to create a contact profile. People can be identified as internal or external user.
	Once edited, a contact profile can be modified or deleted.
	A list of all contacts is displayed on this page.
	/
	7-2-2. Manage users

	The user page is dedicated to users’ accounts creation. Accounts creation has to be made by the super-administrator.
	A login and a password are required to use LabCal. Each account is linked to a contact profile. 
	Different statuses are available: 
	 Administrator: can make reservations and have an access to the Setup and Manage tabs. 
	 User: can make reservations.
	 Visitor: can only see reservation schedules.
	The super-administrator can define if users are allowed to make recurrent reservations. He can also specify which equipment categories can be booked. Once edited, a user profile can be modified or deleted.
	A list of all users is displayed on this page.
	/
	The super-administrator can edit users’ history log actions using the View users log button. Two filters are available to display history log: time period (in days) and user name.
	/
	7-2-3. Manage equipment

	New equipment can be edited and managed from this screen. Equipment is defined by its name, location and category. Creating categories is useful to find equipment quickly. 
	Tips: the easy way to create an equipment category is to gather identical equipment (all plate readers, all PCR machines…). You can also define equipment categories by equipment location if equipment are in different rooms or buildings.
	Reservations rules can be added:
	 Allow Reservations ALWAYS: Default setting.
	 Allow Reservations FROM n weeks before date: Reservations can only be made between n weeks before and the effective date. 
	 Allow Reservations UP TO n weeks before date: Reservations can’t be made between n weeks before and the effective date. Booking can only be made before this time period.
	Once equipment is integrated in the database, it’s displayed in the equipment list. Equipment information can be modified or deleted if necessary.
	/
	8- UPGRADING AND UPDATING
	To update or upgrade the ELN Add-on module, just download it from our website (www.labcollector.com). Then, unzip the folder and paste files in the following folder:
	Programs\AgileBio\LabCollector\www\lab*\extra_modules\scheduling
	*The name of this folder is the laboratory nickname chosen during LabCollector installation.
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