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This application is optimized for use with Internet Explorer. Other browsers may result
in errors. If you have any problems, please contact BIC.

INTRODUCTION

This guide will be used with the Biomedical Instrumentation Center (BIC) application. Although
the application contains modules for each of the three sections in BIC; Imaging, Flow Cytometry
and Synthesis and Sequencing (Proteomics/Genomics), this particular guide is for the users of
the Flow Cytometry section only. There are separate guides for each of the three sections, as
well as separate guides for the Administrators of each section. This application is replacing the
paper and online system that BIC used in the past. This is an online system and does not contain
a client module. Regular users, principle investigators (PIs), and administrators will access this
system online with the use of logins, passwords and or pin numbers.

PURPOSE
The purpose of this guide is to instruct all users with how each area of the functions is used in the
Flow Cytometry section. It is intended to provide easy step by step instructions in a tutorial
format that will allow the user to complete a particular process.
TROUBLESHOOTING

If you have problems with the user guide or technical issues with the application, please contact
the administrators in BIC (Flow Cytometry).
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Tutorials

Tutorial 1: Accessing the Application

The purpose of this tutorial is to guide you through accessing the main page of the application.

Flow Cytometry

1. Open your internet browser and type the following url in the address bar:

http://www.usuhs.mil/bic and press enter on your keyboard.

2. Click ‘Flow Cytometry’ under the Core Facilities section (on the left) or around the BIC
“diamond” in the center of the page.
Click ‘Online Reservations’ under the Flow Cytometry section on the next page.

4. Click the 2% link on the DOD NOTICE AND CONSENT BANNER page.

Note: For all users, the administrative staff will have to first create an account for
you. You will then be asked to change the password upon your first login. First time
users should proceed to Tutorial 2A. All other users should proceed to Tutorial 2B.
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Tutorial 2a: Initial Login

The purpose of this tutorial is to guide you through logging in and creating a password to the
Flow Cytometry section for the first time.

Flow Cytometry Facility

[P

| | JE UNIFORMED SERVICES UNIVERSITY
%’L@  the Hiralth Seie
W

Flow Cvtometry Facility

I Thi i the it e 3w Bagin. Plewse wpulste your passeard? l

[——

© Update Pavsword: l—

1. Click the button on the Flow Cytometry Menu. This will take you to the Flow
Cytometry login page.

2. Inthe User Name field, enter your username. The default username is the first initial of
your first name and your full last name. The login field is not case sensitive. There are
however, exceptions to this rule, so if you are not able to access the application, please
check with the administrator in the Flow Cytometry section. Ex. John Smith would log
in with “jsmith” or “JSmith”

3. Inthe Password field, enter “password”. You will get a message telling you to update
your password.

4. Enter a new password in the Update Password field and click the Centinue putton. You
will have to log in again.

5. Enter your username again in the User Name field.
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6. Enter the password you just created in the Password field and click the Submit| pytton.
This will take you to the main menu. Again, if you are unable to access the application,

please contact the administrator in Flow Cytometry.
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Tutorial 2b: Logging into the Flow Cytometry Section

The purpose of this tutorial is to guide you through logging into the user module of the Flow
Cytometry section.

| L] F::-‘ UNIFORMED SERVICES UNIVERSITY

W o the Healt Scienc
S

] UNTFORMED SERVICES UNIVERSITY
R of e Heatth Selenies

il

b

Flow Cytometry Facility Flow Cytometry Facility

1. Click the button on the Flow Cytometry Menu. This will take you to the Flow
Cytometry login page.

2. Inthe User Name field, enter your username.

3. In the Password field, enter your password and click the 'Suemit| button. This will take
you to the main menu. If you are unable to access, please contact the administrator in

Flow Cytometry.
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Tutorial 3: Changing Your Password

The purpose of this tutorial is to guide you through changing your password. You may change
your password anytime.

2 BIC J¥ Systum - Windews Intarnet Explorer FIER 2 BIC JV System - Windows Internut Explorer
@ * ] hthe e apg. usubs llFcloginuser asn o | *| | X 2= @ = B Wb e ap st il flochangega. asg
Fie Edt  veow Fovortes Took  Help Fie Edt  Vew Fovorbes  Took  Help
W O | geme st Lpoc B - o - [rRage - ook WO | genc W svsen 3 Tooks =
LS UNIFORMED SERVICES UNIVERSITY LS UNIFORMED SERVICES UNIVERSITY
LA of the Fealth Sciences o [ aof the Health Sciences
3 3
Flow Cytometry Facility Flow Cytometry Facility
For authorized users only! Change your password!
User Login Usier Marme:
Password:
To reserve am instrument, please enter your login name and password, and cbek on the "Subrit” button
New Password:
User Name: Confirm password:
Password d:
[[Centinue |
Subenit
i Intemet L Deem [=prn— Foamw v |

Change Your Password page.

In the User Name field, enter your username.

In the Password field, enter your current password

In the New Password field, enter a new password.

Enter the new password again in the Confirm Password field and click the

button. You will get a confirmation that your password has been changed. Now, log in

o > DN

using your new password.
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Tutorial 4: Creating A New Request

The purpose of this test is to create a new request to utilize the equipment in the Flow Cytometry
area.

{20000 Sy Wi It et = il
OV =R rritenmtictomerraw Sllirlx B
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W

Flow Cytometry Facility

1. Click the 4ddXNew Reauest [ink on the menu.
2. If your information is incorrect in the Department, Email, Phone, or Room fields,

please correct that information. If it is correct, skip to the next step.

Click the arrow _LI in the P1 field and select your PI from the list.

4. If the PI’s email is not filled in, enter his/her email in the Pl Email field.

5. Enter the PI’s phone number in the PI Phone field if it is not filled in and click the Continue
button.

6. Under the phrase, ‘Enter New Request:’ click the arrow EI and select a grant that this

work will be charged to, then click the 9| button.

Note: This list will only contain grants that are associated with the PI you are
working for and are valid in CUFS.
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7. On the request page, select either an instrument or a workstation to reserve by clicking
the radio button to the left of the instrument/workstation.

8. You may want to check the calendar for availability before you enter your date and time.

open in another tab or another window.

9. Use the calendar to check the date that you would like to reserve an
instrument/workstation. Use the iewXestMonth [ink at the top of the calendar to move to
the next month.

10. Once you have confirmed that your date is available click the <les ink at the top of the
calendar.

11. When you get the confirmation page asking do you want to close the tab or window, click
the "= button to return to the request page. If you are using a browser other than IE,

you may not be asked, it may just close.
12. Click the calendar i icon at the end of the Proposed Date field.

13. Click the arrow M to open the list and select a month from the list.

14. After you have selected a month, click the date you want to reserve the instrument.

15. Click the arrow in the Start Time field and select the time you would like to begin your
experiment.

16. Click the arrow in the End Time field and select the time you anticipate your experiment
will end.

17. If you would like to request technical assistance, you may do that by clicking the radio
button next to the technician’s name who you want to assist you.

18. Click the arrow in the Start Time and End Time fields respectively and select the start

and end time of your assistance request. Again, we recommend that you check the

availability of the technicians by clicking the =tEseEawCutemetn Tecrncs CIEncar |jnk,

The next few steps are not required, but allow the user to enter the information if they
choose.
19. If you have a sample species, you may enter that in the Sample Species field. To select

the types of samples, simply click in the checkbox.
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20. Select one or more items under the Fixative field by placing a checkmark in the box or
typing your own in the Other field.

21. If you have samples that have been treated with agent or cloning vector infectious to
humans, enter that in the appropriate field.

22. Lastly, if you have any additional comments, enter that information in the Comments
field.

23. Click the "suemit hytton. As long as that date and time are available, you will receive a
confirmation message with a tracking number on the next page. If the date or time is not
available, you will receive a message indicating that and you will need to click the Back
button on your browser to go back to the request page and select another date and/or
time. You will also receive an email once your reservation is submitted successfully.

24. If you had to change your time, click the "Submit hytton again to see your tracking number.
25. If you need to make another reservation, click the ==BackoMem 15nk to return to the main

menu and repeat steps 1 — 24. If you are done, you may click the Legout |ink to exit the
system.

INFORMATION ENGINEERING BRANCH
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Tutorial 5: Viewing and Updating a Request

The purpose of this tutorial is to allow you to view and update a request. This list will contain all
of your requests. Requests listed that are 24 hours prior to the Start date will not be available for
viewing or update.

G- Zlier

[ A= T - it D~

Fr

= UNIFORMED SERVICES UNIVERSITY
R o e Hlalth S

|
| N

Flow Cytometry Facility

1. Return to the Flow Cytometry menu then click the ViewUpdate ExistinaReanest |jnk,

2. The list shows all the requests that you have submitted. To view the details, click the link
in the Request No field.

3. If you need to change the instrument, date or time, you may do so now. We recommend
that you check the calendar for availability before entering new information.

4. Click the "sumit putton to save your changes. As long as the time, date or instrument is
available, you will see a confirmation message that the request has been updated. If the

time is not available, you will see a message telling you that as well.
5. If you want to view or change another request, click the == BacktoMemn 1ink to return to the

main menu and repeat steps 1 — 4. If you are done, you may click the Legout |ink to exit

the system.
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Tutorial 6: Actual Usage Sign In for Luminex100

The purpose of this tutorial is to guide the user through the sign in and sign out when he/she is
ready the Luminex instrument so that the system will track the exact usage on the equipment. If
you have requested use of the Luminex, you will not need this tutorial.

g
{; = T R —————, =] 4 % =
Fle Ede View Favortes Tock  Help
S O gEesc N Syiten | I Fit = ) - b v o rPoge e iTooks » ™

=
| UF:_'-:'I UNIFORMED SERVICES UNIVERSITY
L‘qu_.- of the Health Sciences
Flow Cytometry Facility
<Bockiotieny << bsin
User: bicuser
Show requests for Luminex Instrument only
p Rugquust - Projected Actual
Request Mo Tiow Grant ® Stant Date End Date Usage usage Login Tima Logout Tims:
281 InshiWs 101000 1018720413 08:00 101132008 10.00 200 Login
Fiid IS G17RI 1008720412 08:00 1002008 10:30 150 Lagin
268 Training 207100 OHAE0E 13:00 A0HEEH08 14:00 1.00 Lagin
InSwe 208149 100 Lagin
NSWE 101000 150 Login
Traming 101000 150 Login
« Back 1o Men A =]
|
Done o Local intranet s -

1. Click the SizlaSien Out Cumines Odlv) |ink on the Flow Cytometry menu.

2. Click the ‘tegin’ button on the row that contains the equipment you are getting ready to
use. You will see the system date and time displayed immediately. If you are sing more
than one piece of equipment, you may click the Login on the row of the request you made
as well.

3. When you are done with your experiment(s), return to this screen and click the 'Leget
button on the row that contains the equipment you are finished working with. You will

see the system date and time displayed immediately.

. << Back to M . H : H
4. For now, click the ==BacktoMemn Jink to return to the main menu or click the Leszout |ink

to exit the system.
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Tutorial 7: Reserving Training with Technicians

The purpose of this tutorial is to allow you to reserve some time for training on a particular
instrument or workstation or for technical assistance from the technicians. This request form is
similar to the equipment request except you need to select a PI.

Flow Cyvtometry Facility

Training Technical Assistance for Instrument Workstation

Name DANIELLE SCOTT Drpament LIS Requen Daze 10157009
Phooe 301-293-3219 Roow GOOG Emad DSCOTTa USUHS.MIL

Fiebds with * are required

# BD LSRH Flow Cytometer Cell Anabvzer {Orange - HI015}
 BD LSRI Flow Cytometer Cell Anshyzer (Bine - H47100085)
© Lammenl 00

OR

" Karen Wakcott = Katerysa Lund
*Traming Start Daee [amcns N ket e e g it

Trseig Sma Tame  [3003]
*Traing End Tane R

[Sma] Fesat|

1. Click the ReauestTraining |ink on the menu.

2. Click the arrow to the right of the PI field and select the PI you work for from the list. In
this list, the grant number is attached to the PI.

3. On the training request page, select either an instrument or a workstation to reserve by
clicking the radio button to the left of the instrument/workstation.

4. Click the radio button next to the technician you are requesting. As recommended
before, you may want to check the calendar for availability. You may do so by clicking

the | Check Flow Cvtometrv Instruments Calendar ||nk above the technicians’ names.

5. Click the calendar ﬁ icon at the end of the Training Start Date field and select a date in
the calendar.

6. Click the arrow in the Training Start Time field and select the time you are requesting
training/assistance to begin.

7. Click the arrow in the Training End Time field and select the time you anticipate your

training may end.
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8. Click the suemit hytton. You will receive a confirmation message with a request number
on the next page if your time is available. However, if that time you selected is not
available, click the back button on your browser and select and a different date and/or

time.
9. If you need to make another reservation, click the ==BacktoMem 1ink 10 return to the main

menu and repeat steps 1 — 8. If you are done, you may click the Lezout |ink to exit the

system.
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Tutorial 8: Dropping a Request

The purpose of this tutorial is to guide the user through dropping an existing equipment or
training request. Any requests that do not have an “X’ in the Drop column or are within 24

hours of the start time are unavailable for dropping.

{2 BIC ¥ System - Windows Internet Explorer

@ 2 v | i husueswebibiciforeauestist. aso

File Edt View Favartes Todls  Help

o5 jj‘-| EB1C W System |@Elc1vsystem x ‘ | T+ B - b v [ hPage v (FTooks » 7
=
uF UNIFORMED SERVICES UNIVERSITY
“Tiu of the Health Sciences
Flow Cytometry Facility
<Back to Menn <= Main Logout
User: danni
* You cannot update/drop request within 24 hours of your procedure start time. If you would like to update/drop request
within 24 hours of your procedure start time, please contact Flow Cytometry Staff at 295-3666 or 295-3544
View/Update Request View Calendar
o Request 7 Instrument Projected 2 5
Request No Request Date Grant # - . - Date Start Time End Time  Drop
Type Workstation Usage
605 Instr/W'S 10/15/2009 15:34 101000 LSR II Orange 1.50 10/05/2009 19:00 20:30
604 Instr'WS 10/15/2009 15:33 101000 LSR I Blue 1.00 10/05/2009 21:00 22:00
603 Inst/W$ 10/15/2009 14:50 101000 Luminex100 1.50 10/22/2009 10:00 1130 X
602 Instr/W'S 10/15/2009 14:02 101000 wst_feMac 1.00 10/28/2009 2230 23:30 X
601 Instr'WS 10/15/2009 13:53 101000 LSR II Orange 1.50 10/28/2009 06:00 07:30 X
<BacktoMenu << Main  Logout
-]
I [ [ | SJiocaintanst B0 - g

1. Click the YiewUsdateExistinzReauest |jnk on the main menu.

2. Todrop arequest, click the X’ at the end of the row in the Drop column.

are for the instruments and workstations.

Note: The Request Type column will indicate which requests are training and which

3. Click the ==ZBackteMem [ink tg return to the main menu or click the Legout |ink to exit the

system.
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Tutorial 9: Viewing Invoices

The purpose of this tutorial is guide the user through viewing invoices for the requests that
he/she has entered.

1. Click the Mewlmwices [ink on the menu. Once invoices have been created by the
administrators, you will be able to see that information in this section.

2. To view the invoices by date, click the calendar icon ﬁ to the right of the From field
and select a month and date that you want to begin the search.

3. Inthe To field, click the calendar icon i to select a month and date and click the 22
button at the end of the row. You will see that the list has narrowed from what it
originally was. These dates will remain in the field even as you continue to narrow the
report with other criteria.

4. If you work with multiple Pls, you may narrow the search by selecting a Pl from the PI:
field and clicking the | button.

5. To return to the original results, click in the PI field and select the blank at the top of the
list and delete the dates in the From and To fields, then | button.

6. To see agrid around the data, click the empty checkbox to the right of the Border field

and click the 22 button. Remove the border, by un-checking the Border field and click
the 22 button.
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Note: If you would like to perform additional sorts on the data that are not available
here, you may export this data to Microsoft Excel. Follow the steps below for more
information.

7. To send the data to Microsoft Excel, click the empty checkbox to the right of the Output
as Excel field and click the 22 button.

8. You will see a message giving you the option to open or save the file. Click the 2=
button.

9. You may a get a message indicating that the field is in a different format and asking if

you want to open the file now. Click the " button to open the file. Once the file is

open, you may choose to save it, perform further sorting, print it, or simply close the file.
10. To get back to the Usage report, you may need to close Excel completely or minimize the
Excel window. This step will vary depending on the browser.
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Tutorial 10: Viewing Calendar (Main Menu)

The main menu allows you to access the Flow Cytometry Calendar directly without logging to
the calendar. This tutorial instructs the user on how to navigate through the calendar.

7 BIC TV Sysiem - Windoers Inbernet Esplorer

=k =l E)
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Biomedical Instrumentation Center Flow Cytometry Facility
On-Line
ADMIN
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@ button on the BIC main menu.

2. Click the button on the Flow Cytometry Menu. This may open in another

tab or another window.

3. Use the calendar to view what instruments have been reserved or what dates/times are

available.

4. Click the YiwXextMonth ink at the top of the calendar to move forward through the

months.

5. Click the Xiew Previous Month |ink at the top of the calendar to go back through the previous

months.
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6. If you want to see a daily view of each instrument, click any date that has a hyperlink.
For example: 12

7. To exit the daily view, click the link at the top of the calendar.

8. When you get the confirmation page asking do you want to close the tab or window, click
the * & button to return to the request page. If you are not using Internet Explorer 7.0,
you may not get this confirmation page.

9. To exit the monthly view, click the “l%s¢ |ink at the top of the calendar.

10. When you get the confirmation page asking do you want to close the tab or window, click
the = &5 button to return to the request page. Again, you may not get this confirmation if
you are using a different browser.

11. Click the ==BakwMem [ink to return to the main menu or click the Lozout |ink to exit the
system.
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