How to get started as a user

bd kitlab
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1) Login
2) Search
3) Booking

NB! Most of the equipments requires a project when booking.
You can check yourself whether you are added to a project in
Bookitlab (see how later in this guide). If you're not added,
contact your project financial officer or project leader.

Why require a project number?

A lot of the equipment charge per use. A project number is
therefore required for the cost to be charged correctly.

This guideline shows just a limited amount of all the functionality available for users in Bookitlab.
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Login

Go to https://core.bookitlab.com/ntnu

bokitlab (@ NT'N U

wHi - Choose «Feide Authentication»

» Choose «NTNU» if asked for
«Affiliation»

* You're asked to accept the «Terms of
Agreement”

-0 B N T N U
[ -
ersity (without the quotes]

Terms Of Use Agreement Versions

Please read and agree to the terms of use before continuing to work in the system.

be brouwght in front of the Facility Admin and w
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https://core.bookitlab.com/ntnu

Login

You're now asked to choose core*:

bokiiab @ NTNU Search for the core which is
most relevant for you.

Select a Core

Please select a Core to work with related services in the system

You can change this select CMC - Flectron Microscopy scated on the top
Histolo
IAT - Arkitekturverkstedet Lucos . . . .
o TR s This is just a filter and can be
IFY - Biopolymerfysikk : any selected Core
IFY - CAM - Center for Advanced Micros; 3" text shown.
0 Chormicol Minorloeienl | bt .
— changed after login
g gin.
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Login
baokitlab @ NTNU

Dashboard &

INSTRUMENTS
INTERACTIVE ASSET MAPS
INCIDENTS AND EVENTS
REQUEST SERVICES
COMNSUMAELES

PRICING

PROJECTS

DOCUMENTS

You can configure your dashboard

here

Recently Booked Instruments

Recent Search Results

Browse By Department / Core

HF - Department of Art and Media Studies

Awaiting Requests/Steps

Upcoming Available Training Sessions

DURATION
(HOURS)

EQUIPMENT START END
NAME TIME TIME

Click hereto
Here you can change what core see your user
you want to filter on details
-
2 IKM - Film... testbruker_ny
Search for equipment by writing here. If you would like to nced
search on specific parameters, click on «Advanced Search» -
Openthis to see the equipmentin this unit
CAMPUS BUILDING ROOM REMARKS TRAINER MINIMUM MAXIMUM SIGNED REMAINED MINIMUM
ATTEMDANCE ATTENDANCE up SLOTS REACHED?
Mo matching records found
Show 3 v | entries Previous Mext

Na er det bare a sette i gang! Pa de neste sidene finner du noen tips.
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Am | added to a project?

Click on «Projects» in the left menu. If I'm not added to any projects, my screen is empty. Then | need to
contact my project financial controller or project leader. Only the project fincancial controller can add me to a
project.

bokitlab & N'TNU

Projects

HOME

#  PAOJECT A ACTIVE  PROJECT oRG PROJECT START ~ BOOKITLAB  PROJECT cosT PROJECT  STATUS BDM PROJECT PROJECT HARD  SOFT LAST
=T NAME COORDINATOR uNIT CATEGORY DATE END DATE ANALYSIS CENTER NUMBER DESCRIPTION BUDGET LIMIT LMIT LMIT coM

(PROSJEKTGKONOM) DISPLAY NUMBER (BELGPSGRENSE)
NAME
INTERACTIVE ASSET MAPS
No Data Found

INCIDENTS AND EVENTS

Provious  Next Showing O to 0 of 0 entries Search Show | 10 | entries

REQUEST SERVICES

»
CONSUMABLES

PRICING

Projects

If I'm added to a project, | will find it here. Not the correct one? Contact your project financial controller.

bokitlab & NTNU

.
Projects
HOME
# PROJECT ACTIVE PROJECT ORG UNIT PROJECT START BOOKITLAB PROJECT COsT PROJECT STATUS BDM PROJECT PROJECT HARD SOFT
NAME COORDINATOR DISPLAY CATEGORY  DATE END DATE ANALYSIS ~ CENTER  NUMBER DESCRIPTION  BUDGET LIMIT LMIT UM
RAERMERE [PROSJEKTBKONOM)  NAME NUMBER (BEL@PSGRENSE)
INTERACTIVE ASSET MAPS CEMIR
, Department
INCIDENTS AND EVENTS ficking omas B of Clinical o Vega o
Yes Klave i and Bi 01/01/2013  1511/2020 651530 50052412 Approved v 100 80
- idrag
REQUEST SERVICES Jnalir Melecular
i Medicine
CONSUMABLES
TETE revious - Next | Showing 1to1of 1entries Search: Show | 10 v | entries
| W romc '
Projects
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Search - general

Search by entering the word in the search field and click «Search»:

-
b testbruker_ny
3D printer *
nced S
1 H .
You'll get a list of results:
3D printel
Assets Search n
Select All
3DP - Classic Workbench - 3D Printer - 116
. Function: Filament based FDM/FFF 3D printer. FFF - Fused Filament Fabrication is a Digital training course required:
form of edditive manufacturing, commenly used for 3D
modeling, rapid protetyping, and preduction applications.
Capacities:  » Build volume: 1000 x 1000 x 500 mm HSE requirements: HSE basic coursa for NTNU / IV faculty (Coming: Link to site) Links:
» Layer resolution: Down to 70 micron
* Mozzle diameter: 04 - 12 mm
= Open filament system — print with any 285 mm material
D Plaf al D Platf: ic Workbanch knowledae
Department [V - Department of Manufacturing and Civil Engineering
Building Number 510 - Smaragd-bygget
Room Number S112
Prusa - i3 MK3/MK2.5/MK2 - 3D printer - 100
Function: Filament based FDM/FFF 3D printer. FFF - Fused Filament Fabrication is a Digital training course required: https:/opp.eduflow.cc HCapacities:
form of additive manufacturing, commonly used fi
maodeling, rapid prototyping, and production applications.
- Build Violume (XYZk 250 x 210 x 200 mm - £ accuracy: (Layer Thickness) 50 - 350 microns - X and Y accuracy (Mozzle Diameter): 250 - 600 microns (400 default)HSE requirements:

Click on the title or on the icons to the right to move further.




Search — advanced search

Click on «Advanced Search» at the top right on the front page. You'll get to this screen:

@ NTNU

Assets Search

TAGS
I‘;I?EQUPEFI‘J‘T MODEL NUMBER
ROOM NUMBER

LOCKERS N ASSET BAR CODE

ccccc
WEIGHT = VALUE

TEMPERATURE

'''''''

''''''''''''''




Search —timeline

Click on «Instruments» in the left meny to get to the timeline. What you see here is decided by the top filter «IKM — Film

production». This can be changed.

testbruker_ny

L]
bokitlab @ NTNU =
Timeline .
Open the filter tonarrow

HomE - 15 min youe view
| [R][] [ e 22 Nov - 22 Dec, 2020 (o ]
ILTED Necvember 2020 December 2020

Timeline 23 25 7 2 1 3 3 7 9 11 13 15 7

Users Timeline IKM - test instrument 01 - to be deleted =+

Raaaas sty Sony - FS7 - Kamera - Systemkamera s+s

—als?2- -
Usage History . Sony - als 2 - Kamera - Systemkamera
Trainings
{ LED LYS 2x Tkw BLA +x5
User Training

Arri 1K 2K Pakke « -«
INTERACTIVE ASSET MAPS

GoPro Drone / Actionkamera ««.
ARRI - Alexa Mini - Kamera -
Systemkamera

Sony - F57 - Kamera - Systemkamera

INCIDENTS AND EVENTS

REQUEST SERVICES

CONSUMAELES

Gult
PRICING Sony - F57 - Kamera - Systemkamera
Grenn
RO i Litepanels Astra - LED LYS 2x Tkw BLA -
Lys
DOCUMENTS |

Litepanels Astra - LED LYS 2x Tkw
GR@NN - Lys

{ t Litepanels Astra - LED LYS 2x Tkw RED - +us
Lys

Click directgyin the timeline to create a booking

WOWIMON,,




Search - calendar

To get to the calendar, click on the "Calendar” in the left meny. Here you can view the weekly
schedule of any instrument as per your top right filter.

(J

testbruker_ny

baokitlab @ N'TNU

IKM - Film production

‘ﬁ ARRI - Alexa Mini - Kamera - Systemkamera

Calendar Arri 1K 2K Pakke

HOME

Timeline GoPro Drone / Actionkamera

IKM - test instrument 01 - to be deleted
{qb LED LYS 2x Tkw BLA

Users Timeline

Reservations History

Usage History {J Litepanels Astra - LED LYS 2x Tkw BLA - Lys
L Litepanels Astra - LED LYS 2x Tkw GR&NN - Lys
User Training Litepanels Astra - LED LYS 2x Tkw GUL - Lys

{wk Litepanels Astra - LED LYS 2x Tkw R@D - Lys
INTERACTIVE ASSET MAPS :
ny bla

INCIDENTS AND EVENTS . sSony - a7s 2 - Kamera - Systemkamera

REQUEST SERVICES Sony - F57 - Kamera - Systemkamera

CONSUMAELES Sony - F57 - Kamera - Systemkamera Grann
Sony - F57 - Kamera - Systemkamera Gult

PRICING .
Sonv - LIWPIDIA - | avilier Mic - Mvaasett BLA

PROJECTS




Booking from calendar

Choose the equipment you want to book and create a booking by marking the relevant
timeframe.

bokitlab @ N'TNU

ARRI - Alexa Mini - Komera - Systemkamera LED LYS 2x Tkw BLA X

J

testbruker_ny

HOME

S e

= ber 25,
Monday, November 23, 2020 | Tuesday, November 24, 2020 Wedne _dG;,Dggvem er 2, Thursday, Novermber 26, 2020 Friday, November 27, 2020 Soturday, Movernber 28, 2020 | Sunday, November 28, 2020
Calendar

0e:00

Timeline

Users Timeline

0700
Reservations History
Usage History §

0

Trainings
User Training 0900 ' : i i

1900 You're sentto a screen where you can enter the reservation details, as your project.

| INTERACTIVE ASSET MAPS | New Reservation
n LEDIEns NSERTED BY testbmker,ny BOOKED BY testbruker,ny MOBILE OFFICE EMAIL LAST UPDATE ADMIN TUTOR NAME
9 i_b LED LYS 2x Tkw B
ET— NSTRUMENT * LED LYS 2x Tkw BLA orGuIT NA
= Monday, Nevember 23,2020 | Tuesday, November 24, 2020 ednes G‘Z"DZSVE’"“” > | ) T —
0800 START TIME 24/1/2020 100

ASSISTED RESERVATION

ENDTIME 24/1/2020 1300 TRAINING SIGH U2

u Back inthe calendar my STAFF USER
a - reservation will ook like this: *This equipment does not require a project number. If it does,
your asked to enter one.

’ 00 - 00
h!‘hlﬁ!Jqﬂ:ALEDLYS&h REMARKS

testbruker_ny v £

ORDER STATUS Approved b

CREATE RESERVATION




Booking — from timeline

Booking can be made in the timeline as well. Click on the frame so that it gets a blue lining, and then click on the
time and instrument where you want to create a booking.

You can drag the reservation to move it.

® NTNU

Timeline

«“

testbrulker_ny

| (] [#] [ ] 24 Nov, 2020 o~ |

Tue 24 November

0000 04-00 0800 12:00 16:00 20:00

{ LED LYS 2x Tkw BLA 4 55

IKM - test instrument 01 - to be deleted w+»

Sony - F57 - Kamera - Systemkamera =+

' Sony - als 2 - Kamera - Systemkamera s+

Arri 1K 2K Pakke «=+

GoPro Drone / Actionkamera «s»
ARRI - Alexa Mini - Kamera -
Systemkamera

Sony - F57 - Kamera - Systemkamera
Gult




So far, so good!

Some equipment requires training. You will either be
asked to join a training session, or your reservation will
have status as "pending". Core staff will be notified.

Booking says "You don't have sufficient permissions to
book this equipment"? Contact core staff.

For questions regarding booking and equipment,
contact core staff.

For questions regarding projects, contact your
project financial controller.




