Beamtime Access Step by Step
	Action
	Steps
	Notes

	Schedule Beamtime
	· Facilities
· “Beamline”
· Select Cycle
· [image: ]
· select project from list on right
· select tags if required
· select first shift (click)
· select last shift (click)
	· Need “Beamline” Admin Role to have access to scheduling
· Operating Schedule Maintained by USO
· Number of shifts allocated to the project displays in grey square box [image: ]; number of shifts scheduled displays in green circle [image: ]

	Edit Schedule
	· Facilities
· “Beamline”
· Select Cycle
· Select Schedule [image: ]
· Cancel
· select first shift
· select last shift
Or
· Erase
· select first shift
· select last shift
	· When shift is cancelled it still captures the number of shifts scheduled

· When shift is erased the number of shifts scheduled is adjusted accordingly

	Schedule Staff
	· Facilities
· “Beamline”
· Jul-Dec 2017 Cycle
· [image: ]
· select personnel from list
· select first shift
· select last shift
	You can make staff schedule public under:
· Facilities 
· Beamline
· Edit
· Make Staff Schedule Public 
· (yes/no)
· save

	View Schedule
	· Facilities 
· “Beamline”
· [image: ]
	Users can see that shifts are reserved but not by who unless its their own project. Ex:
[image: ]




	Action
	Steps
	Notes

	Review Upcoming Project
	· Facilities
· Beamline
· [image: ]
· “select project”
· review team members (is training required)
· review samples (are reviews complete)
· are you ready for this User
· To view full proposal click on the submission link at the top [image: ] > [image: ] > 
*contact user of USO if there are concerns*
	· Reminders are sent to HSE 4 weeks in advance of Users arrival to complete reviews

· USO will send out 6 week notices to Users manually

	View cFactor Proposal Submission
	· Project
· [image: ] (link)
· [image: ]
· link to .pdf at bottom of page for historical proposals
	

	Accept User Agreement
	· Dashboard
· User Agreement
· Accept
	Acceptance of User agreement is a requirement of beamtime access

	View Accepted Agreements
	· My Profile
· [image: ]
· My Active Agreements
	

	Session Handover
	· Facilities
· Beamline
· (yellow box shows upcoming sessions) 
· status [image: ]
· Start date and time
· end date and time
· session type (onsite, remote, etc.)
· hand-over
	· Handovers can be done in advance by specifying a start date in the future.
· Sessions cannot overlap




	Action
	Steps
	Notes

	Session Sign-on
	· User Log-in 
· Dashboard
· Active Sessions
· “Proposal Number”
· Sign On
· Select Samples
· Select Team members onsite
	· The first person signing onto a session is shown permit text agreeing to responsibility for the team
· Agreements must be in place before sign on
· All training requirements must be met before sign on

	Updating a Session
	· Session permit
· select/deselect team member or samples
· sign on
	

	Adding Team Members
	· Project
· Edit Team
· add name and e-mail address
· Verify invoice address
· Submit
	New team member will need to have agreement and training requirements fulfilled before sign on

	Extending a Session
	· Session permit
· Extend [image: ]
· Enter number of shifts
· Extend
	Ensure there isn’t another project scheduled at the same time, permits cannot overlap.

	View list of Active Sessions
	· Projects
· Active Sessions
	Link to full e-permit from active session list
[image: ]

	Session Sign-Off
	· Session permit
· Sign-off
	Sign-off when experiment is complete
If user signs off in advance by accident a new session handover is required.
E-permit status changes to complete

	Terminate Session
	· Session permit
· Terminate
· Provide reason
· Yes, Terminate
	Equivalent to locking out a User

	Submit Publication
	· Dashboard
· +
· Complete form
· Continue
	

	[bookmark: _GoBack]Claim Publication
	· Dashboard
· [image: ]
· + Add to my List
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