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1. Purpose

1.1. This procedure describes how to electronically schedule and check
availability of equipment in the shared laboratories at Boston University’s
Photonics Center.

2. Scope

2.1. This procedure provides information on how to view calendars for equipment,
how to modify schedules (sign up for available times to use equipment) and
how to send reminders for the appointments. The use of the system is for
faculty, staff, student users, and outside companies that need access and use
of shared equipment at the Photonics Center. Internet connection and a
personal Gmail or other compatible email account is required to view and
modify the schedules.

3. Definitions

3.1. PHOIOL: Calendar Account for the 5th floor Integrated Optics Laboratory

3.2. PHOOPF: Calendar Account for 8th floor Optical Processing Facility

3.3. PHOPML: Calendar Account for the Basement Precision Measurement
Laboratory

3.4. PHOFTF: Calendar Account for the Basement FIB/TEM Facility
4. Reference Documents
4.1. N/A
5. Responsibilities
5.1. Itis the responsibility of the Laboratory Manager to ensure that -all users of the
system have been trained - understand the use of the calendar scheduling
software

6. Equipment/Material

6.1. Internet Connection
6.2. Gmail Account

7. Procedure

7.1.Gaining Access to the Equipment Scheduling Calendar
7.1.1. Once you become a self-user on equipment in the shared laboratories,
send an email to the laboratory manager and provide your Gmail account

and what equipment you would like to access. See
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www.bu.edu/photonics/sharedfacilities / for each lab’s equipment list

Laboratory Manager

Laboratory Name Email
Integrated Optics Laboratory (IOL) Alexey Nikiforov alnik@bu.edu
Precision Measurement Laboratory (PML) Anlee Krupp ahk@bu.edu
Optoelectronic Processing Facility (OPF) & FC150 | Paul Mak pmak@bu.edu
FIB/TEM Facility (FTF) Alexey Nikiforov alnik@bu.edu

7.1.2. The Lab Manager will add your email account (preferably Gmail) to the
specific equipment calendar for the shared laboratory in which you are a self-

user

7.1.3. When the user opens their Gmail account (www.gmail.com) and selects
calendar, the requested equipment to the shared laboratories should be
visible and can be turned on or off for convenience of the user.

7.2 You will then see a color coded listing of equipment that may or may not be
visible on the calendar. For this work instruction, the example account being
used will be phoiol’s calendar. The check boxes allow selection and de-selection

of various pieces of equipment
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7.2. The first choice for the calendar is the view that is desired to make scheduling
decisions, in the upper right corner, there are several tabs that allow the
selection of the Day, Week, or Month views, the next series of pictures show the

different views

Monthly View:

phoiolggmail.com | Settings | Help | Sign out
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Create Event U0 ) [ Tostay | April 2006
Quick Add Sun Wton Tue e
< April 2006 »
Su M Tu W Th F Sa
26 27 28 29 30 31 1
23 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29
301 2 3 4 5 & 2 El 4 5
7 8 9 10 11 17 13 & Alcatel - Helen F - hfawcet! & Benchmark - Sally - sall @ Aloatel - Helen F - hfawcet! 10 DAGE
& FC150 - Helen F - hfameett 10 DAGE - Sally S - sally@se & FC150 - Helen F - hfawcett 1p ESEC
= ©elEETS 1p FTIR - Helen F - hfaweettt 3 Benchmark - Sally S - sall
My Calendars 1p FTIR - Helen F - hfawostté
3 10 11 1z
8 Aleatel - Helen F - hfaweet! 8 Benchmark - Sally S - sall 8 Aleatel - Helen F - hfawcet 10 DAGE -
8 FC150 - Helen F - hfawcett 10 DAGE - Sally S - sally@s¢ 8 FC150 - Helen F - hfawcett 1p ESEC
1 FTIR - Helen F - hfaweett @ Benchmark - Sally § - sall
4p FTIR - Helen F - hfawostté
16 iR 18 13
Other Calendars 8 Alcatel - Helen F - hfawest! @ Benchmark - Sally S - sall 8 Alcatel - Helen F - hfamestl 10 DAGE -
[earch pusiic o 8 FC150 - Helen F - hfawestt 10 DAGE - Sally § - sally@st 8 FC150 - Helen F - hfawcett fp ESEC
s 1p FTIR - Helen F - hfawoett 8 Benchmark - Sally S - sall
1p FTIR - Helen F - hfawostté
23 24 25 26
& Alcatel - Helen F - hfawcet & Benchmark - Sally € - sall @ Alostel - Helen F - hfawcetl 10 DAGE -
& FC150 - Helen F - hfawcett 10 DAGE - Sally S - sally@se & FC150 - Helen F - hfawcett 1p ESEC
4p FTIR - Helen F - hfawsett s Benchmark - Sally - sall
1p FTIR - Helen F - hfaweetts
an

s Benchmark - Sally 5 - sall

-Joe S - joe@seast 8 FC150 -

- Joe S - joe@seast 8 FCL50 -

- Joe § - jos@seast 8 FC150 -

phoiol@gmail.com | Setiings | Help | Sign out

Day ‘Week Month Mext4 Days Agenda
Thu Fri Sat
1

& ) 2
- Sally 5 - sally@se & Alcatel - Helen F - hfawcet
Helen F - hfaweett

13 14 15
Sally S - sally@se s Aleatel - Helen F - hfawcett

Helen F - hfawcett

20 21

22
Fally S - sally@se 2 Alcatel - Helen F - hfawcett
- Joe S - joe@seast 3 FC150 - Helen F - hfaweett
27 28 23

Sally § - sally@se  Alcatel - Helen F - hfawcet!

Helen F - hfawoett

& Done

® Internet




Effective
Date:

Title
Electronic Scheduling of Equipment

Originator:

Helen Fawcett | Revision 02

11-18-16

Boston University Photonics Center

Page 4

Weekly View:

- phoivkgmail.com | Selings | Help | Sgn el
Google | ()
Calondar
Tom ] hpe2 3. 200 & Day Waok Morth Nextd Days Agonda
Quick Add _ S Mon 43 T T - 41 e
«  AprilzDDE >
Su M TuW Th F Sa o .
36 27 28 29 30 3 1
23 « 5 6 708 e
GoM0 01 12 13 14 15
1607 10 19 20 20 g
23 24 25 26 27 P8 19
W1z 345 6
7 8 9 10111213 | W
617-353
* Calendars 100
My Calendars £
O T | | o
gl sicatel Leak Tester ]
2 rr—
2 T =
P
& . =
PDET = | e
© G
Cither Calendars € B
Search public calendars
Ape
Mazage calandusy
Spe
[
Tpm
o
ES)
10p=
11ps
-
4 ® Intemet

Daily View:

it ool Calendar pices
Google I [ Searen vy oo ] s
. I B [Tos | A 12, 2006

Create Event

I

wEBEenR[Pa
.—E:;nﬁ:
enlzzand

wisfllezs
EegBgegd
PR TR
LolRnerB.

=

w Calendars.
My Calendars

Other Cabendars
Sesrch public calendars
Manaay calyniirs

§ ¢ 3§ § 1 ¢ ¢

H

i

pheivkzgmail.com | Setlngs | Help | S oul

& Day Wesk Manth Nextd Days Agenda

r@seashells;

® Interret




Effective
Date:

Title

Electronic Scheduling of Equipment

Originator:
Helen Fawcett

Revision 02

11-18-16

Boston University Photonics Center

Page S

7.3.0nce a view that is preferable is selected, an appointment can be made

7.4.1n the example below, all of the pieces of equipment except for the FC150
have been de-selected, therefore the user is only viewing when the FC150 is

already scheduled and when they can make a new appointment.
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7.5.0nce the day and approximate time has been selected, click on Create Event
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Google Gmail Calendar more s

GOUS[Q
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£ April 2006 ®

7.6. The next series of views show how to create this event. (NOTE: Another method
that can be used is to click on a time slot on a particular day and create a quick
event. This can be explored by the user, but the suggested method of
scheduling will be shown in this work instruction.)

7.7. The first item is to identify - your event (equipment reservation) and use the
calendar to verify your date and time of the appointment

What [FC150 - Helen F - hfawcett@gbu. edu; 617-353-699

When [4152008]  [400pm  go[500pm  [4M52006 [ aiiDay
“ Apr 2006 »
S0 M Tu w Th F sai b
26 27 28 29 30 31 1

Where 2 3 4 5 & 7 8

9 10 11 12 13 14|18
Calendar .. 17 16 19 20 21 22, ¥
23 24 25 26 27 28 29
3801 2 3 4 5 &

7 8 9 10 11 12 13

Description

¥ Options
Reminder Ma reminder A

Show me as (O Ayailable @ Busy

Privacy This event is:
® Default
O Private
O Public

Learn shout private v, public events

7.8. In the WHAT section the format is: Piece of Equipment — First Name First
letter of Last Name — email address- or phone number at which user can
easily be reached
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« Back to Calendar [ Save

What

|

Cancel ]

|FC15EI - Helen F - hfawcett@@bu. edu; B17-353-56894

7.9. The next step is WHEN: verify the day and start, end times of the appointment
or select the check box next to All Day (if All Day is selected, the assumption is
8 hours of usage, it is preferred that all users actually record the start and end
times.) The times are selectable via a drop down menu (see below).

When

Where
Calendar

Description

When

Where
Calendar

Description

|4115/2008]  |400pm  1g|500pm  [4A15/2008 [ All Day
" Apr 2006 »
Su M Tu w Th F sai 4
26 27 28 29 30 31 1
2 3 4 5 & 7 @
9 10 11 12 13 14 15
1s 17 18 19 20 21 22 =
23 24 25 26 27 28 E29
;1 2 3 4 5 6
§o8 9 10 11 12 13
|
|4/16/2008  |400pm o |5:00pm  [4/15/2008 [ All Day

Repeats: | Coes not repeat

|PHOS01

FC150

prm (1 hour)
5:30pm (1.5 hours)
B:00prm (2 haurs)
B:30prm (2.5 hours)
7:00pm (3 hours)
7:30pm (3.5 hours)

7.10.The next pull down menu is labeled Calendar — if the box is not displaying the
calendar of the piece of equipment for which you are making an appointment, or
if you originally chose the wrong calendar, pull down the arrow to get a listing of
equipment and choose the appropriate equipment.
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[l Helen Fawcett - DAGE
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= ¥ Options
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7.11. After selecting the calendar of choice, a description can be entered. You can

add notes into this blank area if
lab manager or the other users.

you want some information to be known to the

7.12. The next Major section is labeled as Options. Here you can set reminders to be
emailed to your own user account. Unless you need a reminder, No reminder is

the preferred selection.
¥ Options
Reminder
Show me as

Privacy

I—

Mo rerminder

‘Mo reminder
o minutes
10 minutes
15 minutes
20 minutes
25 minutes
30 minutes
45 minutes
1 hour

2 hours

3 hours

1 day

2 days

+« Back to Calendar

1 week

7.13. Show me as should be sel

ected to be Busy.
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¥ Options

Reminder Mo reminder

Show me as (O Availahle ® Busy

Privacy This event is:
@ Default
O Private
O Public

Learn about private vs. public events

«Back to Calendar save | [ Cancel

7.14. In Privacy, it is the user’s choice as to the selection for this Default, Private, or

Public.

7.15.1n the Guests section, you can select Add guests, and in the large block below
that, you can add your own email address if it is different from your Gmail
account and that of your colleagues if desired. An invitation will be sent to your

email address, for example in Outlook, an appointment will show up on your

standard calendar.

phoiolggmail.com | Settings | Help | Sign o

> Guests
E3 Add guests

Enter the email addresses of guests, separated by commas

Guests can [ invite others
see guest list

7.16. One last selection Guests can (either invite others or see guest list — it is the
user’s choice as to which box is selected. If guests are not invited, simply
ensure that this space to enter email addresses is blank
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7.17. When all of the items for the appointment are complete, at the bottom of the

page, select either Save or Cancel depending upon if you want to save the
appointment or not.

Learn about private w2, public events

« Back to Calendar Save | | Cancel

7.18. Verify that the appointment is in the calendar and edit any errors or
schedule another piece of equipment.

Grols Gl Caleodes g s

pholol@gmail.com | Setings | Helo | Sign out
Google [ Search My Calendars | sog someetcxtions
Calendar N
Create Event (0 oty | g 9 - 15, P0G
Quick Add S

3 Day Week Wonth Nextd Days Agenda
M 410 Tha4ns Fridna S0 408
April 2006
Su M Tu W Th F Sa e

26 27 7B 3% 30 31 1

Tuw an
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@ [ntemet

7.19. If all of the appointments are completed, go to the upper right section of the
web page and click on the Sign Out button to end your session.

phoiolgigmail.com | Settings | Help | Sign out
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7.20. Once you have completed your usage of the equipment in the lab or

cleanroom, you should return to the Google Calendar login and accurately

record your hours of usage, whether they are longer or shorter than what you
had scheduled. This allows accurate invoicing and PM scheduling from hours

logged on the equipment.

8. Record Retention

8.1. Archived Calendars will be kept on a monthly basis.




