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Access
1. When your study has been approved to run at the CNBD, Neely Miller will request access from CTSI administrators.  (Note: turnaround time for requests is 1-2 days).  
Calendar
1. Login to the application.
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2. Click on Schedule in the My Access widget.

[image: schedule - calendar.jpg]


Creating a New Event

1. In the Calendar, click on the Create New Event button.  Make sure that CNBD appears on the Facility dropdown.  (For most CNBD users, the CNBD will be the only facility available).  

[image: schedule - menu.jpg]
2. Select the Visit Type (‘Visit’ for CNBD users) and click Select to choose which study you are scheduling for. Only studies that you are affiliated with will appear.  Add any additional notes as needed and click ‘Next’.  If you would like to include a subject ID number or other information viewable on the calendar, add this information in the ‘Notes’ section.  Only users affiliated with the study will be able to view the notes associated with the scheduled visit.
[image: schedule - new event - step1.jpg]

3.  Select the Number of Resources (per visit) and Repeat Pattern.  The screen will refresh and adjust for the specific selections to show the number of rooms/resources requested during the time you specified.  NOTE:  The Number of Resources needed includes rooms, parking passes, and testing kits.  For example, if 	you need to use two rooms, a parking pass, and the Bayley kit, choose ‘4’ for Number of Resources.

[image: schedule - new event - step2.jpg]



4.  Click ‘Date’ to select the date from the calendar.  Indicate Start Time, Duration, and  Resource Type.  There are three types of CNBD Resources:  Testing Rooms, Parking Passes, and Resources (Bayley, WASI, Procoder, Stanford Binet, Netstation Mac, and Conference Room).  


[image: schedule - new event - step2 - filled.jpg]


5.  Click on Check Room Availability.   A list of available rooms/resources for the chosen time will appear.  Choose the resources you want and then click ‘Next’.  If the room you are trying to schedule does not appear, check the schedule and make sure the room is available during the time you are trying to schedule.  

 NOTE:  Each study has been assigned a CTSI number.  If you wish to contact a researcher affiliated with a study to resolve a room conflict, please refer to the Study List at the top of the schedule page for study names and contacts that correspond to each CTSI number.  







6.  You are not required to enter subject information.   If you would like to assign a subject ID number to the session, add this information in the ‘Notes’ section.  Only users affiliated with the study will be able to view the notes associated with the scheduled visit.

[image: schedule - new event - step3 - add subject.jpg]

IMPORTANT: The appointment will not be saved until finish is selected.  You may jump between any of the steps by selecting the bar on the top of the page.  

Once complete, the appointment will appear instantly on the calendar.  If the appointment does not appearing after clicking finish, there is a chance that someone else completed a reservation of the same room/resource for at least a portion of the same time period you attempted to reserve.  If you confirm this has not happened and cannot confirm that your reservation was saved, please contact your facility administrator (Claire, Kristin or Neely) for assistance and verification. 


Edit Visits
Visits can be edited by simply double clicking on the appointment in the calendar view.  Modify the necessary fields and click ‘Finish’ on the Step 3 page.

Viewing Rooms across multiple days
To view one room across multiple days, hover over the room title on the Schedule view and double click.  This should open the month view of the room; the view can be changed to month, day or week. 

Setting Personal Schedule Preferences
If there are certain rooms/resources that your study utilizes most often, you can set your schedule preferences to only show those rooms/resources when you log in.  

1.  Select Schedule under My Access

2.  From top navigation bar, select Show Room Choices next to the Create New Event button.  
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3.  Select the Resource Types and associated resources you would like displayed on the calendar view as a default.  Once choices are selected, click the Save icon [image: ]  and then click the Refresh icon [image: ] .

[image: ]

4.  You can view all rooms/resources at any time by clicking the ‘All’ next to the Parking Permit, Resource, and Testing Room headings and then clicking the Refresh icon.  NOTE:  When viewing all resources on the calendar, the calendar will display numbers instead of resource names.  Roll your cursor over the number to view the resource associated with it.  
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