How to get started as a user
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Content

1) Login
2) Search
3) Service requests

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?

Request are charged 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 (8 NT'N U

oHn « Choose «Feide Authentication»
* Choose «NTNU» if asked for
«Affiliation»

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

—t
-0 E N T N U
|
rsity (without the quotes)
4 Download on the

Terms Of Use Agreement Versions

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

be brought in front of the Facility Admin and w
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Login

You're now asked to choose core*:

bokidab @ 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.

= NV - MSLAB Mass ...

You can change this seleci ©MC - Flectron Microscopy scated on the top
Histaloay

. sttty AT~ Formiab the same time

= e R T This is just a filter and can be
— = changed after login.
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Login

See your user
details
bakitlab € NTNU -

Q (2
You can configure your dashboard
Dashboard @ | here

= cores

«“

2 JonErik Aaseng

Here it should be
IKJ/IBT-MSLAB mass
Recently Booked Instruments spectrometry
B8 INSTRUMENTS

Jll INTERACTIVE ASSET MAPS

B8 inciDENTS AND EVENTS

Recent Search Results

A\
requests | El€MeENatl composition anayisis can be found in request !

Service Request Audit Trall

7 N A
. Timeline |~ ™
= CONSUMABLES SERVICES
M8 PROJECTS - :
oy
< | (] ‘ >
S8 pOCUMENTS — —

No upcoming reservations - Explor I Timel
B3 swunG

Browse By Department / Core

NV - Department of Chemistry

“\ Awaiting Requests/Steps

NB! To be able to make a request , you need to be added to a project
(SEE NEXT SLIDE)
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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
empty. Then | need to contact Susana Villa Gonzalez.

bakitlab & NTNU

.
Projects

HOME

# PROJECT ACTIVE PROJECT oRG PROJECT START BOOKITLAB PROJECT cosT PROJECT STATUS 8DM PROJECT PROJECT HARD
T T NAME COORDINATOR uNIT CATEGORY DATE END DATE ANALYSIS CENTER NUMBER DESCRIPTION BUDGET LIMIT LiMIT

[PROSJEKT@KONOM) DISPLAY NUMBER (BEL@PSGRENSE}
NAME
INTERACTIVE ASSET MAPS
Ne Data Found

INCIDENTS AND EVENTS

Previous Mext Showing 0 to 0 of 0 entries Search Shaw 0

REQUEST SERVICES
CONSUMABLES
PRICING

Projects

&

testbruker_ny

SOFT LAST
umMIT coM

w | entries

»

If I'm added to a project, | will find it here. Not the correct one? Contact Susana Villa Gonzalez

bakitlkab @ NTNU

.
Projects
HOME
# PROJECT ACTIVE PROJECT ORG UNIT PROJECT START BOOKITLAB PROJECT cosT PROJECT STATUS BDM PROJECT PROJECT
NAME COORDINATOR DISPLAY CATEGORY DATE END DATE ANALYSIS CENTER NUMBER DESCRIPTION BUDGET LIMIT
~m LIl [PROSJEKTGKONOM} NAME NUMBER [BELGPSGRENSE)
INTERACTIVE ASSET MAPS CEMIR
L Department
INCIDENTS AND EVENTS trafficking nomes B of Clinical oy Vegal .
2 Yes Kleve i and . OVo2013 157172020 Approved | AL vl
) (thomaek Molecular Bidrag )
REQUEST SERVICES ignalin
i Medicine
CONSUMABLES
Previous [Py d i Search: Shaw o
—rarer eviou - Mext Showing 1to 1 of 1entries

Projects

testbruker_ny

HARD SOFT
umMIT LiMIT

100 80

v entries

»




S u b m itti n g a re q u eSt (The top right filter decides what you

see in this list. If no filter on, then you
) ) will see all available forms at NTNU)
1) Click on the left menu item

«Requests»: l

0
- I ' I -
b 4 kl ab @ N N > &/ Jon Erik Aaseng
Requests : !
A HOME
Z CORES
NEW ORDER
BH INSTRYMENTS p—— -
PLEASE SELECT THE REQUIRED LAB SERVICE Singel Molecule analysis- elemental composition
INTEJACTIVE ASSET MAPS
PLEASE SELECT A PROJECT NUMBER
INCQIDENTS AND EVENTS
Requests
Service Request Audit Trall
D REQUEST TYPE UPDATED AT STATUS SUBMITTED AT USER LAST COMMENTS BUDGETID PROJECT NAME VIEW/ EDIT

= CONSUMABLES SERVICES

No Data Found

PROJECTS

Showing O to 0 of 0 entries Search Show 1] | entries

DOCUMENTS

BILLING

2) Click on the plus icon to start a new
request:

3) Select the request form from the
dropdown according to your needs, in
addition to your project, and click
«select»
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baOkitlab  NTNU © O oiicnns -

. Requests
" HOME

u u
S u bm Ittl n g G Requests > Singel Molecule analysis- elemental composition

@5 INSTRUMENTS |—;\
~’

JAJ INTERACTIVE ASSETMAPS | S bmission Details -

arequest oo

F I | | I n n th e fO rm ( R ed :::::,q“,,, Audit Trail Project: MS-konsortium kostnader
sections are obligatory) 1= conswumes somces T
aCCO rd I n g | y an d Cl I Ck M prosECTS Updated At:  14/06/202114:11

(BB DOCUMENTS

«Submit» at the bottom.

] BILLING
o Contact Details v

Request Form -

Core staff will be notified, sopesvson
and you will get an email as o
confirmation.

Unstable
Is your sample unstable? click here if yes

Who is your main supervisor?

Comments from the user:

- \ If you would like to provide us with extra information about your sample, write it here

Example Of ‘\“ . Soluble ir: I lect file format
Emall Dear Project Requester/ Collabarators, Choose as me
confirmation: ~— e —— — l

Request Step Details: Molecular weight or expected mass

No file chosen

Structure: | Choose File |

Request Step 10 : 91 Image showing the molecular structure without abreviations

Request Step Type: Project Consultation EM-lab

Submitted At: 06/12/2020 15:44:53

Status : InProcess Molecular formula: I ]

Dette er en test. L
lonization mode: -

File: No
Dated : 06/12/2020 15:44:06 : i
Handling precautions:

To view further details of this request step, please click here

Any precaution on temperature , light _etc
This is an automated message, please do not reply.

Sincerely, BookitLab System

<
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Submitting a request

After submitting the request, it will get status as «In Process». You can
see all your requests by clicking «requests» on the left menu under
request services.

r I 1 | - et
B N N -_— testbruker_anne
[1+] REQUEST TYPE UPDATED AT STATUS SUBMITTED AT USER LAST COMMENTS LAST COMMENT AT COMMENTS VIEWY EDIT
Project Consultation EM-lab 06 12/2070 1544 InProcess 06272030 15044 testbruker_anne [ette er en test. 06272030 1544 1

Open filters if you wish
to filter your view

9 @NTNU



Results

When the request is finished, it will get status as «Completed» and you will get an email.
You can see all your requests by clicking «requestsy on the left menu under request services.

To se the results click on the ID number:

“

Requests
HO
) R LasT 3
£ cores
Singel Molecule analysis- elemental composition 16/06/202114:50  Draft ke ium k d
NNNNNNNNNNN

singel Molecule analysis- elemental composition 15/06/202110:31 Completed /06/202110:26 Jon Erik Aaseng (jonaa ) ion observed M+H 15/06/2021 10:30 1 998 Ms-konsortium kostnader
TTTTTTTTTTTTTTTTTTTT

18 Singel Molecule analysis- elemental composition 14/06/20211. 20211416 lon Erik Aaseng ( jonaa ) SAMPLE FINISHED , ION OBS 1 2021 14:1 1 998 MS-konsortium kostnader

eeeeeeee

i= CONSUMABLES SERVICES
.........

I pocumenTs

IIIIIIII

The request form will open and at the bottom of the page you
will find the files with the results (see next slide)

10 @NTNU



bokitab @ NTNU © O -

, Requests

N HOME
2 e Requests > Singel Molecule analysis- elemental composition &
-_ T Sutwmision Delois ol
Ml MTERACTIVE ASSET MAPS
= Torget Aeguest i
s BICIDENTS AMD EVENTS

I o TR

— GogUnit  Depariment of Chemisiry
Service Oegquest Audit Trol Project: MS-konsortium Gostnoder

= CONSUMABLES SERVICES Submitted By Jon Esfk Aoseng | Jonon |
B PROECTS Submitied AL HOR2071 WS
(8 nocumenTs Updoled By:  Sasona Vilio Gonooier | gonsales |

S Updated AL AR 2021 WD

(T= s BT )

The request form will open and at
the bottom of the page you will find
the files with the results
Comments from the engineer can
be found here

L2 - I son B ont that
= E A Lzl )
incpucst Comencrity s / ~

= Susomo Villo Gonroler igomsnies]  SAMEY | FINSSE D, N0 CRESE I D811
0 e e

HollFy To Users

Fiow |0 onrssiomd] yous |82 M isalis pdl AN 30wl Ipdi
605 KB TREKE

Download Al Files

ESETmE
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