Using the CORES Online Reservation System

This system allows the user to reserve time on resources available in participating core facilities. Any
Service Core Manager or Principal Investigator (Pl) can make a reservation, as well as any Lab
Managers/Assistants or Resource Users associated with them in CORES.
NOTE: A Pl must have both an active user account and active cost center number(s) in CORES
to make a reservation. For assistance with setting up a new user account, or activating cost
center numbers, contact your department administrator.

To make a reservation:
1. Loginto CORES: Go to http://cfuis.mc.vanderbilt.edu. Use your VUnet ID and ePassword
to log into the system.

= If you are Lab Manager/Assistant or Resource User to more than one PI, you will see
a list of names displayed. Click on the name of the Pl who will be paying your user
fees. (If your Pl is not available in your list, please send an email to
CoresEmail@vanderbilt.edu for assistance.)

The following menu view will be displayed:
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1. Click on Reserve Core Device. You will see a list of cores that offer on-line reservations.
e If youdon't see the core or instrument you want to use, contact the core manager
directly. For a list of core facilities and personnel, go to
www.mc.vanderbilt.edu/CFUIS
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Entry v Invoice Menu Maintenance Menu v Reports Menu v Wore

Calendar Resource Selection

Select a Core and up to 8 Resources:

b Flow Cytometry Core

hd MCER Services
CFX-A - Bio-Rad CFX Real time PCR Instrument
CFX-B - Bio-Rad CFX Real time PCR Instrument
CFX-C - Bio-Rad CFX Real time PCR Instrument
Odyssey - Odyssey
PCR 3 -1Q 5 Multi Color Real time PCR Instrument
PCR 4 - MylQ Single color Real time PCR Instrument
P CHGR - DNA Resources

P cels Biology

b VICB High Throughput Screening Facility

2. Select a core by clicking on the drop-down arrow next to the core name.
3. Checkthe boxes next to the core instrumentation/resource you want to reserve.
4. Click View Calendar to view resource availability.
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The default view is by week. Select a specific day view by clicking on the date, move from week-to-
week using the arrows, or view the entire month by clicking on the calendar icon:

7 N
( <« ctober * 201 - >>
NS 7
= Sunday Monday Tuesday Wednesday Thursday
" By Hour 10023111 10124111 1012511 10026111 10127111
@ 112 Hour

CORES Procedures |Resource Reservations rev.22 March 2013



When you mouse over the Pl name, a pop-up box provides basic information about the reservation.
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5. Tomake a reservation, click on any open time slot (no color block) in the column for the
instrument you want to reserve. A detailed view is displayed:

Resource Scheduler

Name:

Core:

Category:

Description:

Price:

Resource Description:
Resource Instructions:

Minimum Reservation:
Maximum Reservation:
Cancellation Policy:

Resource Scheduler - Selection

CFX-B

MCBR Services

Instrument Access

Real-time PCR

$2.35 { hour

Bio-Rad CFX Real time PCR Instrument

CFX email run completion notification & reports, not data file, sent to
Vanderbilt email accounts; notification, reports & data file sent to non
Vanderbilt email accounts.

3 hours

3 hours

User can cancel any time prior to reservation, cancellations within 1 hour
(s) prior to reservation will be charged a 100.00 percent fee of the total
reservation.

Name:
Reservation Date:

Start Time:

End Time:
Comments:

Your name (P}

Select Center Number
10727111
12:00 AM -

3:00 AM (3 hour(s) ) -~

512 characters left

Note™ Any applicable pricing modifiers will be applied when this reservation is generated into an order.
Also, all prices are subject to change without nofice.

Submit |

[ Submit and Prirt | | Retum |

=
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6. After completing the form, click Submit. Your reservation will automatically and
immediately upload to the core calendar. Confirmation details appear in the next screen
view.

To edit or cancel a reservation:
1. Loginto CORES: Go to http://cfuis.mc.vanderbilt.edu. Use your VUnet ID and ePassword

to log into the system.

Click on Reserve Core Device
Select the core and resource that you reserved
In the calendar view, click on your reservation block
Scroll to the bottom of the reservation summary information
Click on Cancel Reservation
z+ Note: Some cores may charge a cancellation fee. See the core manager for details.
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To set up a new Resource User:
A Resource User can be set up in CORES by a Pl with an existing CORES account and active cost center

numbers.

1. From the CORES Main Menu, select Maintenance Menu, then Resource User Maintenance.

2. Type the Resource User's VUnet ID in the search field. Click Search.
3. CORES will prompt you to associate this user with a PI. Click OK.
a. If this user does not have CORES account, a short form will display. Enter the
Resource User’s contact information.
4. Alist of available center numbers will display. Check the boxes for center numbers that the
Resource User should be able to use. Click OK.

To designate cost center or scholarship numbers available to a Resource User:
This designation must be initiated by the Pl who is responsible for the center or scholarship number.
1. From the CORES Main Menu, select Maintenance Menu, then Resource User Maintenance.

2. Alist of Resource Users currently associated to the Pl will display. The right column shows
the center or scholarship numbers currently assigned to each Resource User. Click on the
Resource User’s name to edit their available center/scholarship numbers.

3. Designate the centers available to that Resource User by checking/unchecking the boxes on
the left.

4. Click Update at the bottom of the page.
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Troubleshooting

| can’t log in to CORES.
If you have not yet requested a CORES user account, please submit your request online at
https://www.mc.vanderbilt.edu/root/vumc.php?site=CFUIS&doc=13512. New accounts are
usually confirmed with one business day.

If you already have an active account, please contact the Office of Research directly at
CORESemail@vanderbilt.edu

I don’t see my PI’s name.
Please contact the Office of Research directly at CORESemail@vanderbilt.edu

I don't see the resource/equipment that | need.
Many cores require users to be trained on the equipment before they can view the calendars.
Please contact the core manager directly to request access to their equipment. A list of core
facilities and contact information is available at
http://www.mc.vanderbilt.edu/root/vumc.php?site=CFUIS&doc=5180

I don’t see the center number that | need.
Your Pl will need to manually grant you access to each center number or scholarship that you
should use. This will need to be done as new center numbers or scholarships become active.
Please see above "To designate cost center or scholarship numbers available to a Resource
User”.

Oops! | picked the incorrect center number!
You can edit the center number in the reservation at any time up until the cancellation window
(usually 24 hours before your reserved time). To do so, simply navigate back to the core
calendar and click on your reservation. CORES will allow you to change the date, time, center
number, etc. Please see above “To edit or cancel a reservation”

If the reservation time has already passed, your PI (or their assistant) will need to change the
center number in CORES by going to Entry->Center Number Correction/Distribution.

If the invoice has already been created, please work with your Department Administrator to
submit a manual correction (Journal Entry).
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