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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 Imaging 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
Imaging 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 (Imaging).
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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.
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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 “Imaging’ under the Core Facilities section (on the left) or around the BIC
“diamond” in the center of the page.

Click ‘Online Reservations’ under the Imaging 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.

INFORMATION ENGINEERING BRANCH
Printed: 1/27/2010



6 USER GUIDE - IMAGING

Tutorial 2a: Initial Login

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

[ W loca rirarei i -

1. Click the button on the Imaging Menu. This will take you to the Imaging 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 Imaging 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 Imaging.
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Tutorial 2b: Logging into the Imaging Section

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

/[ UNIFORMED SERVICES UNIVERSITY | i)/ UNIFORMED SERVICES UNIVERSITY

of the Health Sclences | 54 of the Flealth Science
4 el
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Imaging ging
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ADMIN
CALENDAR

1. Click the button on the Imaging Menu. This will take you to the Imaging 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

Imaging.
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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.

| HR | UNIFORMED SERVICES UNIVERSITY 'JF- | UNIFORMED SERVICES UNIVERSITY
“F.l g of the Flealth Sciences ir | 'I-._r'.u'-.-H...-.'.'.-'- Selences
< 3

Imaging Imaging

1. Click the shmsepasswerd |ink on the Imaging login page. This will take you to the
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.

o~ DN

Enter the new password again in the Confirm Password field and click the [_Centnue |
button. You will get a confirmation that your password has been changed. Now, log in

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

The purpose of this tutorial is to create a new request to utilize the equipment in the Imaging
area.

a[:;‘l UNIFORMED SERVICES UNIVERSITY [)[f2| UNIFORMED SERVICES UNIVERSITY
1 ] . il W o e Hlealth Sciences
o of the Hialth S (]
) 4!
¥ ]
Imaging
Imaging
Plese upedste scnr information  they are correct
ser m (Fiekds with * ¢ reqared)
|
LA
LS R ]
Pascal Super ser: | N A
Zeiss Super User:| ¥
Contnue | Back
l]JFb UNIFORMED SERVICES UNIVERSITY llLR:J UNIFORMED SERVICES UNIVERSITY
L y of the Hlealth Sciences
| of the Health Sciences | 5 K
5 ‘ﬂ' o7l
A Imaging
Imaging - !
<Backto Mem Mo Logodt Name: KENRIC ABAN Graat Nuber: 101000 Depamuear OCP
Phone: 310-277-3814 Rocex C1020 Emsl pliang@ vsubs.mil
Uit PIName: BOARD OF REGENTS Pl Phooc: 741-258-9632 PlEmad dscotta wsubs.mil
Pascal Super User: N/A ZeissT10 Super User: Y
Enter New Reguest -
[ Please select a grantfrom crop dowm box E fiew Calenda : .
nstrument :
ot update —_— 24 hours of your procedure start tme. I you w © PASCALLSM  ZEISST10 (2F) © LEICA (Ukramicrotome) © FEI Phaips EM
cedure staritime. pisase cortact magng St OR
Waorkstation Reservation:
View/Update Existing Request © Dell Wedhstation 1 (64 1) — Isage J, Image Pro, Adsbe
Jrmnrrry | Be) = 7 HP Worksation 2 (64 bi) .- Image J, Zeiss ZEX.
'gu Tfp! RequestDate  Gramtd (i Start Date End Date Drop T Appis Washistation 3 (64 b2) - lzmage J, Create, Tenay
2 : . & - =
379 hswWS 101220091427 101000 pescalbm 121620090700 121620090930 X _‘;‘ ”"E: g::’_ : ::;:lﬂ
578 WS 100920091532 302800  pascal bm 10062009 1490 10:11/2009 1330 - R_F_"H Doae B4 Oicher 12,2008 Yicw Ciicnda
37 Waw'WS 10092009 1401 207100 DD WK 10312009 01:00 X
376  Training 10092009 1313 101000 DDl WK 101222009 09:00 X [Subra | [ Ranet |
371 Tramng 100720091356 101000 3DDel WK 10222009 10:00 X o
369  Toinng 100720091335 208000  puscalbom 10092009 0§:00 _ - —

1. Click the 4ddXNewReauest [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.

3. 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 PI 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.

Note: If you are a super user on the Pascal or Zeiss that will also be indicated on this
screen.
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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.

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.

Click the Yiew Calendar [jny to open the calendar. This may 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 icwNext Month |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 £lse Jink 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 =~ *®5 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 it for you.
12. Click the calendar ﬁ icon at the end of the Proposed Start Date field.

13. Click the arrow Iz 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 calendar i icon at the end of the Proposed End Date field and select a date.

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

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

18. Click the =submit hutton. 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.
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19. If you had to change your time, click the Submit hutton again to see your tracking number.

20. If you need to make another reservation, click the =223 iny 16 return to the main

menu and repeat steps 1 — 18. If you are done, you may click the Lezout |ink to exit the

system.
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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.

T 0 e Pemtn Tek e

& @i | B0 - e D"

2] UNIFORMED SERVICES UNIVERSITY
W'l: f ohe Hiralth Sciews
b

Imaging

Imaging

Name KENRIC ABAN oot Nember 10100 Departmset OCF
Phese 310,277 8514 Focm C1020

Pl Name DOARD OF REGINTS
User: bicwer Pascal Seper Uner: N

........

" ] Phallgs EM
Eud dase Dy

1. Return to the Imaging menu then click the iewUsdate Existing Request |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 ==Backto Mem Jink 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/Sign Out

The purpose of this tutorial is to guide the user through the sign in and sign out when he/she is
ready to use a piece of equipment so that the system will track the exact usage on the equipment.

/2 BIC ¥ System - Windows Internet Explorer =] 3]
@ ;v [&] hitp:jfusuexwebibic/meUsagereport asp =] [ #2 1| ¢ | [wicrosoft @ Live Search P
Fle Edt View Favorkes Todks  Help
% € @BIC v system ‘ | % v B - e - Page + (CpTods + 7
uF UNIFORMED SERVICES UNIVERSITY
"Tiu of the Health Sciences
Imaging
< Back to Menu << Main Logout
User: danni
Actual Usage Sign In/Sign Out: View Calendar
Request Instrument Projected  Actual
Request No Type Grant # Workstation Start Date End Date Usage Usage Login Time Logout Time:

388 Instr/WS 101000 Apple WK 10/14/2009 12:00 10/14/2009 13:30 1.50 Lagin

387 Instris 101000 Apple WK 10/14/2009 10:00 10/14/2009 11:30 150 Login

385 INStWS 101000 Zzeiss710 01132010 13:00 01/13/2010 13:30 0.50 Login

384 Instriws 101000 HP WK 12/15/2009 06:30 12/15/2009 07:30 1.00 Login

<BacktoMeny  <<Main  Logout

Dene [T [ Ndiecalintranet wi0% -

1. Click the #ctual Usage SionInSign Out [ik on the Imaging 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 ‘tegeut
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 . - . -
4. For now, click the ==BacktoMemn ik to return to the main menu or click the Lezout |ink to

exit the system.
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Tutorial 7: Viewing Invoices

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

Linx

@ A = |2 http:Jusuexehs usuhs. mifbictestimcInvoice .asp =] [#2] x| [Ficrosor: @ Live search o

Flle Edit Wiew Favorites Tools Help

o ]| @ec o systent x | @oic 3 syseem | | B3 - B - 0% - [ page - (Govs -
=

HF UNIFORMED SERVICES UNIVERSITY
VT | o the Health Sciences
1l

Imaging
< Back to Menu << Main Logout

Invoice Report

From:[117012005 | BB To:foi0z2010 | BE User Name:[ =] PI: [=] 9]
Qutput as Excel: ™ Border: ™

Invoice # Invoice Date User Name Grant# Investigator Funds Available Start Date End Date Sél;v‘;;e ITEMNo  Qty Unit Price  Total

MNumber of charges: 0 Subtotal:  0.00
Total:  0.00

< Back to Menu =< Main Logout =

[T [T [ [ mtemet HA00% -

1. Click the Xewlmsices |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 ﬁ to select a month and date and click the El
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.

15

4. 1f 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 ﬂ button.
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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.

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 | 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 5 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 8: 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.

/2 BIC Imaging System - Windows Internet Explorer o =1

@. o = @] herpepjusueswebpbic/meTraining. asp =042 || | [micrazer Ft ® Live Search P |-

Fle Edt Wiew Favorites | Tools  Help

¢ B¢ @ BIC Imaging System | | % - B - omb - [2hpage - @ Tools + 7|

F UNIFORMED SERVICES UNIVERSITY
L5~ ' of the Health Sciences
3

Imaging

Training/Technical Assistance for Instrument/Workstation

|Name KENRIC ABAN | Grant | Department OCP |
|Phone 310-277-8814 [Room C1020 |Email pliang@usuhs.mil |

h* are required

*( Please select an Instrurr \Workstation for which vou need training}

f
PI[ él [Phone] Email | |
© PASCAL LSM | © ZEISS710 (2P) | © LEICA (Ultramicrotome) ¢ FEI Philips EM ‘

OR
Workstation:
" Dell Workstation 1 (64 bit) -- Image J, Image Pro, Adobe
¢ HP Worksation 2 (64 bit) -- Image J, Zeiss ZEN
 Apple Workstation 3 (64 bit) -- Image J, Create, Tiffany
 Other
Check Imaging Instruments Calendar
Technical Support Request: " Tom " Dennis
“Training Start Date I B8 (cick icon to enter training startdate)
| *Training Start Time | =l
[ *Training End Time | =1

Submit Reset

<Bagkto Menu  =<Main  logout

Done [T T [ [N3ciecalinwanst i -

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 _Checkimaaing Instuments Calendar |ink above the technicians’ names.

5. Click the calendar i 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.
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7. Click the arrow in the Training End Time field and select the time you anticipate your
training may end.

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 ink to 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 9: 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.

—loixi
@ P‘ - |g hittp:f fusuexweebibic/meRequestlist, asp ﬂ *p | X IMlcrosoft@lee Search 2=
File Edit Wiew Favorites Tools Help
UF a @ec vsystem ‘ | T - B v o - [ Page « (i Tools + 7
uF UNIFORMED SERVICES UNIVERSITY
=i g of the Health Sciences
vl
Imaging
= Backto Menu =< Main Logout View Calendar
User: bicuser
* 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 Imaging Staff at 295-5691
View Reservation:
- Request . Instrument
N
Request No Type Request Date Grant # Workstation Start Date End date Drop

379 Instr WS 10/12/2009 14:27 101000 pascal Ism 12/16/2009 07:00 12/16/2009 09:30 X

378 Instr WS 10/09/2009 1532 302900 pascal Ism 10/06/2009 14:00 10/11/2009 13:30

377 Instt/ WS 10/09/2009 14:01 207100 3D Dell WK 10/31/2009 01:00 10/31/2009 09:00 X

376 Training 10/09/2009 13:13 101000 3D Dell WK 10/22/2009 09:00 10/22/2009 09:30 X

371 Training 10/07/2009 13:56 101000 3D Dell WK 10/22/2009 10:00 10/22/2009 10:30 X

369 Training 10/07/2009 1335 208000 pascal lsm 10/09/2009 08:00 10/09/2009 10:00

368 Instr/ WS 10/07/2009 13:22 201500 FEI Philips 10/23/2009 17:00 10/23/2009 18:00 X

366 Training 10/06/2009 14:57 101000 3D Dell WK 10/22/2009 12:30 10/22/2009 13:30 X

365 Training 10/06/2009 14:56 FA21CT pascal lsm 10/16/2009 13:30 10/16/2009 15:30 X =
Boe "' - - S e e T e Y

1. Click the ViewTUndate Bxisine Reauest  |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 ==BaktoMem i) tg return to the main menu or click the Lezout |ink to exit the

system.
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Tutorial 10: Viewing Calendar (Main Menu)

The main menu allows you to access the Imaging Calendar directly without logging to the

calendar. This tutorial instructs the user on how to navigate through the calendar.

{2 BIL TW System - Windows Inbernet Esplorer [ | 2 BIL I¥ System - Windows Inbemet Evplarer = 0l x
qH v [ Mo thrr it o =4 =] A [« ]+ R pr—r—— <[ B
Flo Bl Vew Frstes Tok teb Mo CR Vem faotm Tk fap
2 & || Eecnsmm x| @ncwsmm || B-B - it Glebe " W H @ecrse [l B e O "
H E|
'JmUNIPURMHI) SERVICES UNIVERSITY 'JF:JU\'F“‘R MED SERVICES UNIVERSITY
“‘L’ o the Health Sciences ‘u;L,' of the Hualt ciese
A A
Biomedical Instrumentation Center Imaging
On-Line
JPIC IMAGING
Brivacy Act - 1974 a5 Amemded Applbes - This memo may contan iformation which
st be protected IAW Dol 2400 - 1R, and &t is FOR OFFICIAL USE ONLY (FOUO) B
= d ¥ [P r— L |
el et R -
I T - ] alnia
[0 0 v vt e+ =l A X e
e R T e Peste Tun e
o & || S | Besee x| | o o~ L I, A Lot ] o] g e | s o R
Vi Previon Mo N rer— pe
October 2009 e i [ i - - =
“‘ amary Turnday Isesrwaey Thearsciay Fridmy anrtay
| I
E —_—
sl 1o 1
| ]
]
=l =
ore S ol et o - e e Lol e L -

1. Click the EESEEEEEEERREERE button on the BIC main menu.

2. Click the button on the Imaging 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 YiewXNextMonth [ink at the top of the calendar to move forward through the

months.

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

months.

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

For example: 14
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7. To exit the daily view, click the ©lose [ink 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 “l2s¢ Jink 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 * & button to return to the request page. Again, you may not get this confirmation if
you are using a different browser.

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