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Reserve Instrument Time
(Quick Access)
On the Main Dashboard you will see Quick Action Widgets

Choose the +Reservation button on the the Upcoming reservations widget.

 

Choose the instrument you want to reserve time on.  You may need to add a filter and select/type
the name of the instrument.  The table view will also show a more comprehensive list if
instruments. 

https://www-app.igb.illinois.edu/core-docs/uploads/images/gallery/2024-05/image-1716753989893.png


The calendar with the instrument's current reservations will be displayed.  On the right you will see
the add reservation panel.  Here you can add the date and time that you want to reserve.  Choose
the correct User Group (this is your PI), your user name, Internal Billing, and the Project Name (this
is your CFOP).  Then choose save.

 

If you cannot find your CFOP listed in the Project Name drop down, please contact the core staff.

https://www-app.igb.illinois.edu/core-docs/uploads/images/gallery/2024-05/image-1716754023711.png
https://www-app.igb.illinois.edu/core-docs/uploads/images/gallery/2024-05/image-1716754040995.png


 

 



Reserve Instrument Time
(Side Menu)
Click on the Reservations Tab on the menu to the left.

Choose Schedule and click on the Filters button just above the calendar.

https://www-app.igb.illinois.edu/core-docs/uploads/images/gallery/2024-05/image-1716756153502.png


Search or type in the name of the instrument you want to reserve.

Change the calendar/timeline view with the menu on the right.  Calendar by month or week are
very useful.

https://www-app.igb.illinois.edu/core-docs/uploads/images/gallery/2024-05/image-1716756156597.png
https://www-app.igb.illinois.edu/core-docs/uploads/images/gallery/2024-05/image-1716756183611.png


Drag on the calendar the time you want to reserve. A menu on the right will appear.  Use this to
adjust the time. Here you can add the date and time that you want to reserve. Choose the correct
User Group (this is your PI), your user name, Internal Billing, and the Project Name (this is your
CFOP). Then choose save.

The reservation will appear on the calendar and a green box will appear at the bottom notifying
you that the reservation was made successfully.

https://www-app.igb.illinois.edu/core-docs/uploads/images/gallery/2024-05/image-1716756191752.png
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Cancel a Reservation
To cancel a reservation, go to the calendar via the Reservations tab on the the left menu.

Filter your selection by the instrument you want. Click on your reservation.
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On the reservation menu on the right, click "Cancel" at the bottom of the menu.

A green notification will pop up to confirm you successfully cancelled your reservation.
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