LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

If you are a NEW User:

(& & labagenda.com

wan g labarchives o 1. Contact by email the Manager of the
Functional Area (RAF) where the equipment
you need to book is located.

Intuitive Laboratory Available Everywhere Customizable Flexibility

Functional Areas and Managers are listed on
SChedu"ng 're #connecte ontrol every aspect o Q
S Schedulerlls tlrieyr?LyJog'r: cionlnectga Cyourslchec?L/JImzi;)toolf the Websrte Of SZN:
imple to use and manage to Scheduler

http://www.szn.it/index.php/en/research/biolo
Sign-Up Now gy-and-evolution-of-marine-organisms

or sign in

Remember to use only your institutional SZN email


http://www.szn.it/index.php/en/research/biology-and-evolution-of-marine-organisms

LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

Pamela Imperadore has invited you to join LabArchives Scheduler
1 message

LabAgenda Administrator <no-reply@labagenda.com> Wed, Mar 25, 2020 at 11:35 AM If yo u a re a N EW U Se r:

Reply-To: LabAgenda Administrator <pamela.imperadore@szn.it>
To:

(EH)Lab Viitour website 1. Contact by email the Manager of the
Agenda www.LabAgenda.com

W wvivons Functional Area (RAF) where the equipment

you need to book is located.
2. Follow the link you will receive by email to
Sign-Up in LabAgenda (red rectangle in pic)
Do NOT Sign-Up independently of the link,
otherwise you will create your own booking

Your colleague, , is using LabArchives Scheduler as a reservation management system for equipment in your SVSte m a n d h ave n O a Ccess to SZ N e q u i p m e nt

facility and has invited you to join his organization's online reservation system. This will greatly facilitate the
fficiency of your research.

To accept this invitation, simply click here.

dot=honresiesthesiniato-iol nlipensmmait genda.com/register.php?ac=HA7B7D.

We are sure you will enjoy using LabArchives Scheduler, which is a f process or reserving resources and improve the effl
the leading electronic laboratory notebook used by more than than 1
store, organize, share, and publish laboratory research and data.

To accept this invitation, simply click here.
If you have any questions, or if we can be of additional assistance, pl
support@labagenda.com.

If needed, here is the link to follow: https://my.labag

Sincerely,

LabArchives Scheduler
www.labagenda.com
support@labagenda.com
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LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

S
& labarchives

Register a New Account

Username

Password

First Name

Default Homepage

Dashboard

Phone

Position

*»*

Email

Confirm Password

Last Name

Timezone

Q@

Europe/Rome

Organization

Organi

zation

requir

ed

If you are a NEW User:

Contact by email the Manager of the
Functional Area (RAF) where the equipment
you need to book is located.

Follow the link you will receive by email to
Sign-Up in LabAgenda

3. Register your account filling in all the fields:

Use your name and last name for Username

In the Default Homepage choose the page
you want to visualize every time you log-in
into the system (you can change this field
anytime)

Insert lab phone-number in the Phone field

Click on Register



LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

Now you are a registered USER of LabAgenda

(& & labagenda.com

wan g labarchives o 1. Ask a Manager (RAF) to be authorized for
the use of (selected) instruments

Go to LabAgenda (www.labagenda.com)

3. Click on signin (blue arrow)

Intuitive Laboratory Available Everywhere Customizable Flexibility
Scheduling
If you're #connected, Control every aspect of
Scheduler is then you're connected your scheduling tool
Simple to use and manage to Scheduler

or sign in



LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

Now you are a USER of the LabAgenda

“ IabarChiveS 1. Ask the Manager you contacted to join

SChEdUler LabAgenda which instruments you want to

be authorized for
4 | Usemame or Ema 2. Go to LabAgenda (www.labagenda.com)

& | cassnon 3. Click on signin

4. If you need, you can change the language

in the sign-in page (red rectangle in pic) or

Remember Me First Time User? Register retrieve your password (yellow rectangle)

@ | Forgot My Password ‘ @ Change Language ‘




LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

lba I‘ChIVeS Dashboard My Account ~  Schedule ~
Scheduler

uncements 3

= DearAll

the chemical hoods of the Physiology and Behaviour Research Area have been assigned to a specific end use.
In particular

- the chemical hood in the Histology Room [room # 149] will be used for histology samples preparation - Specimen fixation for histology - Paraformaldehyde

- the chemical hood in the Physiology Room [room #146] will be used for nucleic acids: sample processing and DL ification - Nucleic acid purification: Phenol, Chioroform; Nucleic acid electrophoresis -
Ethidium bromide
- the chemical hood in the Animal Behavior and Physiology [Lab Fiorito - room #142] will be used for processing of various tissue samples 'Generic Laboratory, specimen fixation for histology -
Paraformaldehyde
Please, book a slot in advance taking into account the specific end use of each chemical hood

Best regards

Pamela
« DearAll
Bl &% labarchives
ehboa oo - shhe
\‘ Sz Dashboard i My Account d
You'll 1 _
Profile
1. P&E
2. P&E Change Password
3. P&E S es
E ile
4. Defi Open Invitations
Username Email
where
Glovanna Ponte * glovanna ponte@szn.it -
First Name Last Name
Glovanna * Fonte *
Default Homepage Timezone
Europe/Rome
Phone Organization
318 Stazione Zoologica Anton Dohm
Position
Researcher

Once in the system, you will face the page
selected at the time of your registration as
Default Homepage.

If you want to change any of the options you

selected for your account;:

1. Go to My Account (red rectangle in pic)
2. Click on Profile (yellow rectangle in pic)

3. In Profile you can modify your
information



aba rcmxgg Dashboard My Account = Schec e =

Profile
Change Password
Motification Preference:

Open Invitations

u

Gigvanna Ponte

First Name

Gigvanna

Default Homepage
Schedule

Phone
318

Position

Researcher

LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

In My Account you can also:

Help ~  Sign Out

- Change Password

* - Change Notification Preferences
° - Verify if you have Open Invitations

Europe/Rome

Organization

Stazione Zookogica Anton Dohrn

Change Password

New Password

Confirm Password

Change Password

Notification Preferences

When | create a reservation or a reservation is created on my behalf

me an email | Do not notity me

When | update a reservation or a reservation is updated on my behalf

m email | Do not notity me

When | delete a reservation or a reservation is deleted on my behalf
Send me an email | Do not notify me
Dashboard My Account ~ Schedule -

When my pending reservation is approved

Send me an email [ Do not notify me

When someone joins or leaves my reservation 0 pe n Invitatio ns n
Send me an emall | Do not notify me

None

When my recurring reservation series is ending
Send me an email | Do not notify me

m



LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

In the Dashboard (red rectangle in pic) you
can visualize:

1. All the active announcements from the

-

i |
Y] |abarCQ!r\|fweug Dashboard My Account =  Schedule = P~ S RAFS (ye”ow recta ngle N plC)

= DearAll

Please, keep track of the announcements,
In particular

- the chemical hood in the Histology Room [room # 149] will be used for histology samples preparation - Specir fication for histology - Paraformaldehyde

- the chemical hood in the Physiology Room [room #146] will be used for nucleic acids: sample processing and DL ifcation - Nuckelc ack purification: Phenol; Chioroform; Nucleic acid electrophoresis - as they are made to info rm users a bout a ny

Ethidium bromide
- the chemical hood in the Animal Behavior and Physiology [Lab Fiorito - room #142] will be used for processing of various tissue samples 'Generic Laboratory, specimen fixation for histology -

change in the system or for booking

Please, book a slot in advance taking into account the specific end use of each chemical hood

Best regards instrumentS-

Pamela
« DearAll

following my previous announcement, I'd like to inform you that new calendars have been created in LabAgenda (in the booking section), dividing the equipment per room HO We Ve,; usually I:f an importan t

You'll now find four calendars

1. P&B_Behavioral and Morphological Analysis #147 announcement is Created’ the RAF Will also

2. P&B_Electrophysiology #146
3. P&B_Histology #149

¢ ot take care of sending it to all users by email.

where P&B stands for the research area “Physiology and Behavior” followed by the name of the room and the room number.




LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

In the Dashboard (red rectangle in pic) you
can visualize:

_ | .
Ny 1aDarchives oawoas iy accom - scneauie - 1. All the active announcements from the

— ’
Upcoming Reservations 0 RAF
You have no upcoming reservations

: 2. Upcoming Reservation

Resource Availability

Available (green rectangle in pic)

© Homogenizer_Ulraiurrax There are no upcoming reservations in next 30 days . .pe
1. Resource Availability

[i] Incubator_cell_cultures There are no upcoming reservations in next 30 days

[i] Spectrophotometer_Cary100_UV There are no upcoming reservations in next 30 days ( b I u e re Cta n g I e i n p i C)
[i] Spectrophotometer_UV_visible There are no upcoming reservations in next 30 days

© Refrigerated incubator Panasonic There are no upcoming reservations in next 30 days

© Refrigerated incubator Memmert There are no upcoming reservations in next 30 days

[i] Refrigerated incubator Velp Scientifica There are no upcoming reservations in next 30 days “



LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

In the Dashboard (red rectangle in pic) you
can visualize:

— _ | .
Ny 1aDarchives oawoas iy accom - scneauie - 1. All the active announcements from the
o ]
Upcoming Reservations 0 RAF
You have no upcoming reservations . .
2. Upcoming Reservation
Resource Availability
Available
© Homogenizer_Uliraturrax There are ne Upcoming reservations in next 30 days 3 R A . I b. I .t b I t I o
o There are no upcoming reservations in next 30 days * esou rce val a Ll y ( ue rectan g € In
8 specuopnaometr_Caryioo v pic); this section can be use to:
[i] There are no Upcoming reservations in next 30 days . . . .
- Visualize all upcoming reservations
€ Refrigerated incubator Panasonic There are no upcoming reservations in next 30 days
made for the following 30 days for all
© Refrigerated incubator Memmert There are no UPCOMING reservations in next 30 days

AAAAAA resources available in the system

© Refrigerated incubator Memmert - Make a reservation for any of the

resources available in the system

i Refrigerated incubator Velp Scientifica clicking on the Reserve button close

to the required instrument



1ba rCQjVeS Dashboard ~ MyAccount «  Schedule ~
heduler

LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

. Bookings ~—
. My Calendar al and Morphological Analysis #147  ~ | BB # ¢ 03/26/2020 - 03/30/2020 %
Resource Calendar (Show Full Week)
Find A Time iservation [TPending | [ Past | [L Resticted. |

Search Reservations

Resource Filter -,lm 10:00 AM [11:00 AM (12:00 PM |1:00 PM

Z00PM |3:00 PM [4:00 PM |5:00 PM |GDOFM I?DOF'M |8ENJF'M 9:00 PM

» Al
Minimum Capacity

Resource Type

- Al - v
Leica MZ16 Microscope
P evenao
Clear Filter Uttrasound Machine
Chemical Fume Hood

‘.‘ labarc ryh\ioemes' Dashboard  MyAccount ~  Schedule ~

Help ~ Sign Out

1= =

B&CB_Protein_Blochemistry

oo | L kL

LIl Thursday, 326220 12004 \4DB_Extraction and Purification nucleic acids #146

» Al FPLC_AKTA
Minimum Capacity

Resource Filter

L , MDB_Extraction and Purification nucleic acids #238

‘ Dpene e _| MDB_Preparation of Solution #242

All v — P&B_Electrophysiology #144

da 0 12:0) Awrr-v

o e
Clear Filter

Resource Type

o R e R L R s R AL AL

“-udF'P.‘ 2/0PM [3:00PM [4:00PM |5:00 PM [6:00 PM (7:00 PM (8.00 PM |9.00 PM

@ ¢ 03/26/2020 - 04/01/2020

| [ Restricted_ |

: OPM [3:00 PM |4:00 PM |5:00 PM (6:00 PM (7:00 PM [8:00 PM |9:00 PM

FPLC_AKTA

TR EE TR

|Homogenzer_Ultraturrax

The easiest way to visualize and/or book an
instrument is in the Schedule section (red
rectangle in pic).

1. Go to Bookings

2. Select a Calendar in the dropdown menu
(yellow rectangle in pic). Calendars are
named after the Functional Area, the
name and the number of the room the
instruments are located in.

You can find of this information listed on the
website of SZN:

http://www.szn.it/index.php/en/researc
h/biology-and-evolution-of-marine-

organisms



http://www.szn.it/index.php/en/research/biology-and-evolution-of-marine-organisms

LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

ADArCHIVES pasmooars  wyAccount - scheduie - Help - Signout

= s S e o s B & 032612000 - 03300020 THE €asiest way to visualize and/or book an
e e e e e ] instrument is in the Schedule section.
j»M Resource Filter 3‘:;'"};?;";4' 1fooam |7:00am [8:00Am |9:00aM [10:00AM [11:00Am [12:00 PM imom ZOO‘PM 3oo‘m 400 PM lsoom 6:00PM (7:00PM (8:00PM [9:00 PM
Rmm: s o 1. Go to Bookings
L::::uw } Select a Calendar in the dropdown menu
comct e 3. Visualize bookable instruments in the
et e e e e selected Calendar (red rectangle in pic)
e |
m | A color legend appears on the top of the
SR T T T T T calendar (yellow rectangle in pic) to help you
with the booking.
open | | | Reserved  f My Resenvation| | Paricipant | N I W | N

You can NOT create an event in the past

(showed in grey) or book a Restricted
instruments (stripped grey).

Only RAF can change you settings for a Restricted instrument.

If you need it, contact the person in charge for that instrument and ask to make it available for you.



LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

Help ~  Sign Out

a ba rC h IVeS Dashboard My Account ~ Schedule ~
Scheduler

The easiest way to visualize and/or book an

i = P&B_Behavioral and Morphological Analysis #147  ~ = @ ¢ 03/26/2020 - 03/30/2020
(Show Full Week) . . . -
instrument is in the Schedule section.
[open ]| ] Reserves My Resenvation | participant [N I I N | N
Resource Filter S 6 1800AM |7:00 AM |8:00 AM [9:00 AM |10:00AM |11:00AM (12:00PM [1:00PM [200PM [3:00 PM |4:00PM |5:00 PM |6:00PM |7:00 PM [8:00 PM (9:00 PM
. Al Olympus BX40 I
Minimum Capacity W. :
1. Go to Bookings
Resource Type — J 4 —
-All- .
ET— | 2. Select a Calendar in the dropdown menu
Toshiba Nemio 10 ‘
Clear Filter Ultrasound Machine . . . .
3. Visualize bookable instruments in the
. G508 4 i o el o o s o [ e e selected Calendar (red rectangle in pic)
Olympus BX40
Microscope |
stem for behaviora Bl I I
P&B_Behavioral and Morphological Analysis #147 ¥ ﬁ @ ¢ 03/26/2020 - 03/30/2020 & | .
(Show Full Week) If you go with the cursor on the name of an
[ Open H Lt || Pending H Past |[ Restricted ] . t t NO I k . d th ” th
X 12:00AM 7:00 AM (8:00 AM |9:00 AM |10:00AM [11:00 AM |12:00PM (1:00 PM |2:00 PM |3:00 PM [4:00 PM (5:00 PM |6:00 PM |7:00 PM |(8:00 PM |9:00 PM InS rumen ( C IC )’ a Wln OW WI a e
Olympus BX40 . . .
e e [ [ TP P T info, location and contact person will appear
Olympus BX40 Microscope
\— Description The BX40 was developed for routine There is no minimum reservation duration a On Screen'
v - clinical procedures and offers the advantages of a high- = There is no maximum reservation duration
- cost-performance model. It delivers superb operational = Reservations do not require approval
-3 = efficiency and boasts a design that reduces fatigue Reservations can be made up until the current time
during prolonged periods. Reservations can end at any point in the future
Notes (no notes) Reservations can be made across days
Contact Pamela Imperadore (281) This resource has unlimited capacity
Location Behavioral and morphological analyses
Resource Type (no resource type set) borm |7:00PM |s:00PM |o:00 PM
il I [T T T T T T T T T T T T T T T T T T T 1T Tl ]]
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LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

‘.‘ 'aba rC Qcin\ideulé Dashboard My Account ~ Schedule ~ Help ~ Sign Out

P B o 03262020 - 03302020 THE €asiest way to visualize and/or book an

= P&B_Behavioral and Morphological Analysis #147

(Show Full Week)

[_oeen | K J _Resenved My Resenvaion | _ Partcipant |} IR | N~ N | W™

7:00 AM |8:00 AM |9:00 AM (10:00AM |11:00 AM |12:00 PM i100PM 2:00 PM |3:00 PM |4:00 PM lSOOPM 6.00 PM |7:00 PM ISOOPM 9:00 PM

instrument is in the Schedule section.

Resource Filter

[ o Al
Minimum Capacity

1. Go to Bookings

Resource Type

2. Select a Calendar in the dropdown menu

3. Visualize bookable instruments in the

12.00 AM |7:00 AM ‘B 00 AM |9:00 AM |10:00AM |11.00AM |1200PM |1.00PM [200PM [3.00PM |4.00 PM ‘5 00 PM |(6:00 PM |7:00 PM w(B 00 PM [9:00 PM Se I ected ca Ienda r
s | ) .
4. Click on an instrument to make a

e B B B B B B B e R EREEE seErEian



LabAgenda

barchives pasmcars  MyAccount~  scheaue -
Scheduler

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

The easiest way to visualize and/or book an

e et © Sty | Gnos instrument is in the Schedule section.
Begin [ cazezezo |[Toorm - end [ owzaezo 730 2m e ¢ E
o s—
Ropent [ owNotRass v 1. Go to Bookings
ormes i el i 2. Select a Calendar in the dropdown menu
oot resarvation
3. Visualize bookable instruments in the
St selected Calendar
o 4. Click on an instrument to make a
= Participant List ) reservation
Ao . = 5. Select Begin and End date and time for
the reservation
You can add a Title, a Description or
Invitees @ invite Participants to your reservation.
Add a = 6. Click on Create to confirm booking (red

rectangle in pic)



LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

:barc@xgg Dashboard My Account - Schedule = Help ~  Sign Out

Your Reservation is now visible to all Users

P&B_Behavioral and Morphological Analysis #147 = E @ ¢ 03/26/2020 - 03/30/2020 «
(Show Full Week)

| Bv clicki : e
clicking on it you can access the Editin
1200 AM (7:00 AM (8:00 AM |9:00 AM |10:00 AM [11:00 AM |12R0PM [1:00 PM |2:00 PM (3:0@PM |4:00PM (5:00PM |6:00PM |7:00 PM |8:00 PM |9:00 PM y g y g

! Giovarna P section for the event you created:

(red rectangle in pic).

Resource Filter

» Al
Minimum Capacity

Resource Type

ZEISS Apotome Imager Z2

- All- v

1. Change date and time and then click on
T e W Update to modify it

Clear Filter Ultrasound Machine
Chemical Fume Hood -

S 2. To cancel a reservation: Click on More

DanioVision

and then Delete (yellow rectangle in pic)

- 1
“ Ia barChlveS Dashboard My Account ~  Schedule ~ Help ~  Sign Out
Scheduler
Editing Reservation B8 View Availabiity | Cance] || More~ | ORUSES
Glovanns nte (giovanna.ponte@szn.it) Participant List .
Giovanna Ponte (giovanna ponte@szn it) p [ 0] & Add to Calendar
Add | & Users & Groups G Add to Google
Begin 03/26/2020 1:00 PM v End 03/26/2020 3:00 PM v ~
= Print
0 days 2 hours 0 minutes &) Duplicate
Repeat  Does Not Repeat v
X Delete
Resources Change Invitees )
Olympus BX40 Microsco,
lymp pe Add | & Users & Groups

Title of reservation



LabAgenda

LabAgenda is the FREE service for the management and scheduling of laboratory equipment.

‘.‘ Iaba rc @h\édeug Dashboard ~ MyAccount +  Schedule ~ Help v Sign Out
]

LabArchives Scheduler Help
Registration Now you are ready to start use LabAgenda

Registration is required in order to use LabArchives Scheduler. After your account has been registered you will be able to log in and access any resources that
you have permission to

Booking

Under the Schedule menu item you will find the Bookings item. This will show you the available, reserved and blocked slots on the schedule and allow you to
book resources that you have permission to

If you need help or assistance, do not hesitate to
Onthe Sockmgs page, find the resource, date and time you'd like to book CI!CKVHQ on the time siot will aliow you change the detalls of the reservation Con taCt On e Of the RAF Or use the Help seCtion in
wowp ) | o | ~ LabAgenda (red rectangle in pic).

Any changes made 10 a reservation will not take effect until you save the reservation

By default, only Application Administrators can create reservations in the past

Find ATime

Under Schedule there is an option to Find A Time. This gives you the ability to search for any available slot that meets your criteria

Multiple Resources

Manager: Imma Castellano Manager: Pamela Imperadore Manager: Mara Francone Manager: Alessandro Amoroso
immacolata.castellano@szn.it pamela.imperadore@szn.it mara.francone@szn.it alessandro.amoroso@szn.it
Extension #206 Extension #281 Extension #353 Extension #345



mailto:immacolata.castellano@szn.it
mailto:pamela.imperadore@szn.it
mailto:mara.francone@szn.it
mailto:alessandro.amoroso@szn.it

