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e Pl Dashboard

. Overview

This PERFORM Operating Document (POD) is a walkthrough of BookR - the PERFORM Centre’s
Facilities & Equipment Booking website, instructing users on how to reserve equipment online.

In order to access the Booking website, an account on the system will be required. Accounts are only
created for people who are approved to do research at the PERFORM Centre. The Pl can request
accounts & access to various systems at the PERFORM Centre (including the booking system and building
access cards) for themselves and their team members through the PERFORM “Getting Started” site
(http://perform.concordia.ca/GettingStarted) under Application Documents and Forms.

A Concordia Researcher can log into the online request form using their Concordia single sign-on account
(Netname). If a Pl does not have a Netname, PDF versions of the Access Form (for keys & keycards) and
Computer Account Request form can be downloaded from the same site to be submitted offline.
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2. Definition of Terms and abbreviations

Standard Operating
Procedure (SOP)

PERFORM

Principal Investigator

(P1)

Research
Coordinator/Research
Assistant (RA)

Area / Platform

Individual Agreement
(IA)

FTP & SFTP

SOP’s at PERFORM are any operating document that require
a full review process and approval by the Scientific Director.

The PERFORM Centre at Concordia University

Head researcher that is responsible for all aspects of a given
research project or program at PERFORM.

An individual working with a Pl for the purpose of assisting in
the daily activities of a research project. Research
coordinators / research assistants are not directly
responsible for the outcome of the research project.

Space in PERFORM that provides controlled condition in
which project activities are performed.

Project based agreement between PERFORM and research
members granting them hours on selected platforms /
equipment for a pilot project at no cost.

File Transfer Protocol / Secure File Transfer Protocol

3. Navigation — Areas and Platforms

Navigate to the BookR website at this URL:
https://perform.concordia.ca/Booking

On the site home page, the left panel displays a list of the Lab
Areas/Platforms that are in the PERFORM Centre, with each

Area represented as a folder.

There are also tabbed links along the top-right corner for
different tools, including the home page and login page.
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When logged in, you will have a start screen with one-click -
access to a variety of reports and management tools. If you e,
are a PI, this start screen will be replaced with a dasboard ‘Eim
view that will report information such as recent invoices,
team status, upcoming bookings, and more.

) 0 emen

Clicking on an Area / Platform folder will show the
individual space / equipment that are available within that
area. Clicking it again will collapse the folder.

Clicking the [*+] or [-] buttons will respectively open all and
close all Area folders.

Note: the appearance may be different on a touch screen device, as
the site’s design will modify itself to accommodate touch input.

Browse the available space / equipment by clicking on their respective links in the navigation
menu. Each will have a page with a description of the space / equipment including its room
number, user capacity, and general availability.
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Browse the different facilities to see details of each one.
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3a. Pl Dashboard

For Project Pls, the home screen shows a dashboard view
instead of the tiled start page shown above. The screenshot on
the right shows an example of what this looks like. This
dashboard includes a variety of reports for a Pl. RAs will not see
this view.

Dashboard Features:

e Upcoming Bookings: List of upcoming platform
bookings for your projects. Each is linked to that booking
in the calendar.

e My Team: List of your RAs showing their status (active, expired, deleted), SOP status
(red: required SOPs are not signed, green: all required are signed), linked to My Team.

e Invoices: Summary of most recent invoices with: project code, fiscal period, status, total,
amount paid. Each is linked to the full detailed version in My Invoices.

e Individual Agreements: List of your Individual Agreements, if any.
e My Projects: Project summary list, each linked to the My Activity statement.

e Project Storage Report: List of your project folders on the file server showing the
space used vs. space available for each.

e Team Storage Report: List of your RAs user folders on the file server showing the
space used vs. space available for each.

e PERFORM PubMed Publications: Latest publications in PubMed that credit PERFORM
in the affiliations. Linked to a more complete database of publications that is searchable.

o Latest Projects at PERFORM: List of the latest research projects that have begun at
PERFORM.

e SOPs to Sign: If there are any SOPs that you need to sign, they will be listed here.
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4. Navigation — Booking Calendar

Once the desired platform is selected, click the “Reserve It” link to book it. If you haven’t logged in
already, you will be prompted to do so now. Viewing the booked schedule is not possible without logging

in first.
Login with your Concordia Netname which would have been P — T =]
linked to a BookR account. e _ =
7 Cancordia University PERFORM Centre Facilities & Equipment Booking
“E‘RFORM Ultrasound (Vivid E9)

Centre

If you do not have a Netname account, then login with your
email address and the password provided to you by the
administration (if this is the first time using the system, use
the default password provided to you by the PERFORM e
Centre. The site will automatically prompt you to change
your password). o | e

If the BookR account password is forgotten, contact the

Research Operations Advisor or System Administrator to
reset it to a new one. You will be asked to change it on your The login screen
next login. Forgotten Netname passwords can be reset

through MyConcordia.

In the Calendar view, you will see some of the platforms description repeated at the top of the page, and
then a calendar (defaulting to the current date), and the schedule for the selected day.

| T - A - & | r & i
“a ~ ) a8 & Y . = €08 p———. mclal o * » © =
‘: _ o e . = PPERFORM Centre Facilities & Equipment Booking il
WERF O‘R";‘d' Ultrasound (Vivid ES) et
Centre Soolingbome  Help  AdminMems  MyMesy  lopost
=]+ Utrasound (Vied €9) | |
&,
s
The “small” calendar view. Scroll down to the schedule for the day.

The calendar will indicate by color which is the selected date for a booking (green), today’s date (blue -
unless if ‘today’ is the selected date, then it’s green), and holidays where the university is closed (red).

PC-POD-GA-001-v02 Printed copies are not controlled. Page 5 of 16


https://myconcordia.ca/

pEmom—

PC-POD-GA-001-v02
W Concordia
PERFORM Centre

Note that there are alternate views available for the RODI. L ST
calendar. Along the top-right of the calendar are a set of _ User Capacity: 1

. .. . Participant Capacity: 1

links to set the calendar to minimized, small, medium, and _
large. The default view is “small”. = -~

May 2012 Next >

o=
clan we $ 4 O v =
PERFORM Centre Faclties & Equipment Booking October 2015 | mex>
Ultrasound (Vivid E9) Tos Wed. The. 3 ot
1 2 3
e | i e e
P —— 5]+ Unssouns vt 9 [
-, 4 5 6 v 8 9 10
1 2 13 " 15 16 7
1 2 s o
s . . . B ®
18 9 20 21 2 2 2
u o " i ® .
el
| = = = = fi 25 26 2 28 2 30 31
5 % n » ® »
want Octaome [+] v 215 7] [c0. G) b) woe Octoter [+] v 2035 [+] [0

€ PeRFORM Certe oking esesr- %\

€ a o eamgncs

w P i PERFORM Centre Facilities & Equipment Booking
X Ultrasound (Vivid E9)
PERFORM
Centre

a) The “medium” calendar view.

Dot to AmaMou M | et

b) The “large” view. This view will also

g Sut 2]+ Uniasound (Visd E9) |
R pCSLe -ﬁ:.
indicate which days have bookings on S -
them for the current platform. e
¢) Minimized from the “medium” view.
J =

Click on a date in the calendar to view bookings for the
platform on that day, and to create your own reservation. : A=

PERFORM Centre Fa

At the top of the calendar are “Previous” and “Next” links.

Homa ¢ imagng Sute (5] Unsaoun s s) o [
Click those to navigate to the previous or next month. The S E
calendar is only open for the next six months. You may not |
book farther out than that. N
At the bottom, there are drop-downs for the month and o=
year, select from there and click “Go” to jump directly to R ——

the selected month. s

The selected date is also written in red above the hourly schedule section for the day.
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e = The hourly schedule will only display times that the

- . | selected facility is available for (ie. If an instrument can
i only be booked from 9am-5pm, then those are the only
hours shown).

The day’s schedule is divided into half-hour segments.
Reservations cannot be made at other intervals (ie. 9:15 —
10:45 is not possible, you would book from 9:00 — 10:30,
or 9:30 — 11:00, etc).

5. Enter a Booking Request

Once you have identified a date & timeslot you would like to
book for the instrument; oo
. . . . . Weerrorn
I. Single-click on the button labeled “Choose Timeslot Centre

=] Unrasound (Visd E5)

2. Your mouse pointer will change from the default arrow to a
plus sign [+]

3. Click & hold on the time-slot in which you want your
reservation to begin (inclusive)

4. Drag your mouse to the time-slot you want the reservation
to end at — a selection box will appear joining the beginning
time & ending time

5. Release the mouse button while over the time-slot that the
reservation will end in (inclusive) e ¥ S |

€8 et concsidins clae 3 e ¥ 4 @ al-[a

On a touchscreen device, steps 1-5 are replaced with a single-tap
on the starting timeslot of your reservation request.

6. The New Reservation dialog will pop up with the date and
time pre-filled. You will be able to adjust both from the
drop-down list (schedule permitting).
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Fill out the remaining fields in the New Reservation dialog
as applicable. You can select among your pre-defined S P .
. . Project Select a Project Project/
Project Codes to charge to, enter an email address for -
someone who should be copied* on the Booking Request,
and fill in any notes/comments you want to add to the e i e
req u est, w:s’mhi:zt:iln::zr:an‘w:y:un'wsmlifﬁal contact person is you, make sure
. . ;E;iiiri':iimgfa\rz Nons - single appointment [+
You can also select whether or not the reservation is a e
one-time-only booking, or a recurring booking that will e e
repeat in the same day-of-week & time-slot for up to Plossa o ot EZ.‘ZZ::EZ:::EZ et soong sty esoton's
epeat over § weeks
fourteen (14) weeks (ie. each Monday from 10:00-12:00 for i o o
three weeks) et

Repeat over 13 weeks
Repeat over 14 weeks

If the Project Pl has an Individual Agreement (IA) in place, a

checkbox will be available to charge the reservation to that
IA.

If you are linked to another user as your P, then this field will be pre-filled with their email address. This address
will be copied on email notifications of the reservation being confirmed, rejected, or cancelled.

If you choose a recurring appointment option, the system will check to see if there are any booking conflicts (ie.
the platform is already booked for that time), the conflicting date & reason will be displayed, and you would not
be able to submit the request until the option is changed so that there is no longer a scheduling conflict.

. Click “Save” to submit the booking request. The PERFORM Centre supervisor or designee responsible

for the platform will be notified of the request and be asked to accept or decline it. Either way you will
receive an automatic email notification of the change.

If accepted, your notification will include an iCalendar attachment (.ics file) that you can import into
your personal scheduling software such as Microsoft Outlook, Apple iCal, Google Calendar, etc. to
remind you of your reservation when the time comes.

If initially accepted but later cancelled, the cancellation notice will also have an iCalendar attachment
that should cancel out the original appointment in your personal scheduling software.
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6. Edit a Booking Request

[{ sl

To later cancel your own bookings, just go back to the specific appointment and click the red “x” icon in
its top-right corner (%) to send that request to the the PERFORM Centre supervisor or designee to be
processed. Note that the cancellation policy at time of writing requires 48 hours of lead time. Last-minute
cancellations may incur applicable reservation charges.

To change the details of the booking, such as start/end time, or the account to charge to, click the edit
icon (#) to bring up the details form. Click the “Edit Booking” button to save your changes, or “Cancel” to
exit without changes. Changes will be provisionally accepted, although note that the PERFORM supervisor
or designee in charge of the resource may reject them.

Only the creator of a booking request or the platform supervisor can edit or cancel a booking.
Click the information icon () to view the details of your booking. This view is read-only.

Click the calendar icon (=) to add the booking to your personal calendar such as Outlook or iCal. This will
open an .ics file that your browser should prompt you to add to your configured default calendar, or to
save the file.

11:30 - 12:00

Reserved by Facility Maintenance il i R

Swim therapy session

12:00 - 12:30

12:30 - 13:00
13:00 - 13:30

13:30 - 14:00

7. Other Features

When you are logged in, other features will appear on your start page and from the Menu link at the top-
right of the page. You may not see all of these options depending on how your account is set up.

Links that may appear here include: My Account (update your contact info), My Files (to download files
saved to your account on the PERFORM file server), My SOPs (to review and sign compliance
documentation), My Bookings (list the bookings you’ve made — or your RAs have made on your behalf),
My Activity (activity reports for your projects), My Team (extend or terminate access to an RA on your
team), etc.
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All of these functions — and some others — will also be on the BookR homepage/dashboard when you log

n.

: PERFORM Centre Booking

€ @ locathost/booking

Concordia University

PERFORM
Centre

Athletic Ther:

>

¢ Clini
1 Cardio-Pulmonary Suite
—J Clinical Analysis Suite
- Conditioning Floor
3 Consultation Roems
- Functional Assessment Suite My Account
d Imaging Suite
1 Mutrition Suite
— Specialized Labs a a

fir

L8]
L]
(L]
1
£
[}

PERFORM Centre Facilities & Equipment Booking

Admin Meny

Booking e Help

& B

My Account My Files

= R

My Activity My Team

Logout

My Menu

w——
g @

My S0Ps My Bookings

E ©

Book My Time Timesheet

a) Logout

Logs you out of the system and ends your session

b) My Account

Displays the details of your account and allows
you to change some of your information, i.e.
correct your name, change your email address,
change your password*, and update your
physical address & phone number.

* This would only change your BookR password (ie.
When logging in with an email + password
combination). If you log in with a Netname, that
password will be unaffected. The Netname password
reset can be done through the Concordia Portal
(www.myconcordia.ca)

There is also a link to your personal iCalendar
feed. Use this URL to subscribe to your
PERFORM Booking Calendar in your own
personal information manager (PIM), such as
Microsoft Outlook, Apple iCal, Google
Calendar, and others.

Employee ID/Netname
First Name .2
Last Name -

Email

Password Change My Password

Address

Phone 1 =

Phone 2

Role

Pl / Research Partner
Type Academic
Account / Fund

Project / Protocol

Subscribe to

iCalendar -_—

| Cancel Update J
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Once subscribed, new bookings will automatically appear in your PIM software as a subscribed
calendar.

Note in most PIM software, secondary calendars (including subscribed calendars) may not generate reminder alerts to the
user for an upcoming appointment.

c) My Files
Online access to the files you've saved on the PERFORM Centre file servers when working
on one of the Centre’s instruments/computers.

Any files you’ve saved to your private folder on the R: drive while at the PERFORM Centre
will be accessible to you online through this page. Note that if you also have other shares on
our server (ie. a group share) those files will not be accessible here.

SFTP (Secure FTP) access is also available to your R: drive however — including group shares.
The SFTP settings to use are described on this page. If you are unable to connect, contact the
system administrator to set up your account.

T PERFORM Centre Booking: My Filies x\-l- L

4 B buprdiperdorn concordinen begks myliles = el A 2 "B ¥ 4 @ al-

PERFORM Centre Facilities & Equipment Booking
My Files

rddia University

PERFORM

Centre

B SNARKY (Home Folder) = 1 £iles, 3 directories, 337 BB tosal
i Desktop - 12
L Docuimems - & files, 1% dire

5 SRECH

- 3Plane Loc S5FSE_10-1-2015 15.14.5 - &
d A FSPGR 30_10-1-2015 15.7.10 - 2 113
A FSPGR 3D_10-1-2015 15.7.37
3 Instruments - ¢ 211
= method Developmen
= Otiver Files - 2 2:2las, 2
- Remote Assistance Logs -
50l Server Management Studio
(3 study Dot = 2 2iles, 3 KB somal
I validation -

F* Presentation pptx
¥ 0120503 w3 Barkboak)

£ Protocols - © files, 0 ¥B reral

Click on folders and sub-folders to open/close them. Click on individual file links to
download/open them. Some files may not be downloadable such as shortcuts or executables.
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d) My SOPs

A tool for you to review and sign-off on compliance documents (ie SOPs) that are in effect
for the different areas at PERFORM.

The documents are presented in two lists: at the top are those that you have not signed-off
on, and the bottom list contains the ones you have signed. For each applicable document,
click the link to the PDF file to download/view it. That will also enable the “Accept” button.

The list of unsigned documents can be filtered using the drop-down lists near the top of the
page which lets you select by Area/Platform.

A document that you’ve previously signed but has since been updated to a new revision
would appear in both lists, however the old revision will be flagged as replaced.

o0 (B PG-POD-AT004 (fcv. 1)

o0 [ PC-POD-AT005 )

PC.SOP.CF.001.V02 PERFORI'S CONDITIONING FLOOR
A USE, SAFETY AND TRAINING OR
PERSONMEL pdf

00 [ PC-POD-AT006 )

o0 (B PC-POD-AT007 (fcw. 0)

P00 [ PC-POD-AT008 (iev 2) 1(Stiram Narayanan) rstood and agreed
L

) have read, under
1o abide o all procedures set out by this document

concel | | Accept

roo B

poD.

200 [ PE.POD-CA003 (i 0)

oo B o st %

so0 B

o0 B 0 Totnaer Arocuve it %

poD. v.0) momms gy %

Click “Accept” to open the signing form where you confirm that you have read and agreed
to the procedures set out in that document & accept it. Once completed, it will be added to
the 'Signed Compliance Document' section and removed from the 'Unsigned' section.

Once signed, the PERFORM Research Operations Advisor and the Area supervisor that the
Compliance Document applies to will be notified automatically.

Signed SOPs have a “Remove” button on it. Use this to remove the SOP for your signing
history if it’s for a platform that you will no longer use, or signed by mistake.

If the home page link to “My SOPs” has an alert icon (yellow circle with an exclamation

mark) on it, that means that an SOP or POD which you’ve signed has been replaced with a
newer revision, and you will need to review & sign the current version.
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e) My Bookings

Shows a list of all recent bookings (from the :
past year) that are linked to you; i.e. either you et
submitted them, or the person who did submit Necrronm

Centre

+
PERFORM Centre Facilities & Equipment Booking
My Bookings

the request is linked to you as their P.|.

From here, there are links that will let you add
the booking to your PIM Calendar, or link back
to the Booking Calendar for that facility and
date.

i

Platform supervisors can also use this list view
bookings that are awaiting their approval and
process them.

f) My Activity

Allows you to view a monthly statement of
your Booking activity. The report requires that
you select a Project code that your activity is
assigned to - some researchers may have
several - and generates a listing of all bookings —
linked to that code. It also allows you to filter
by a specific area / platform.

€ @
‘ Concordia Ur , ‘, v » ; - : & Equipment Booking
Wiias o
Centre

Change the month and year from the top-right
of the report to view activity from earlier
periods. T B
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g) My Team

Allows you to revoke - and add back - Booking
access to members of your team (ie. people T
who are linked to you as their Pl). Removinga  |AIielE

Centre

PERFORM Centre Facilities & Equipment Booking
My Research Team

team member immediately locks their BookR
login account so that they can't access the
system, and notifies the PERFORM Operations
Team by email so that they can remove (or
restore - as required) physical access
permissions and computer accounts as well. %

Since accounts have expiry dates, those are T Ty
also shown here, and if it's within one month
before an account expires, an "Extend" button
will be available to extend that account by |-
12 months.

There is also an “SOPs” indicator. If it’s green
then their compliance documents are all up to
date. If red, then there are SOPs that are
either out of date (they’ve only signed an old
version) or there is a missing SOP from the
General Access documents that are required
for everyone. Clicking the indicator will show
you their signed & unsigned SOPs.

Former team members who have since had
their accounts unlinked from yours or deleted will no longer appear here.

There is also a link on this page to the Access Request form on the Getting Started site for
adding a new person to your team. If you don’t have anyone assigned to you as their PI, the
My Team link will be replaced with a Request Access link that points to the same access
request form.

If you are the Pl of a Project, a list of other users that aren’t your RA and are linked to your
projects is also shown in a “Collaborators who have access to your Projects” list, and you

will be able to individually unlink them from your project.

If the “My Team” link on the BookR home page is tagged with an exclamation mark, it means
that you have RAs whose access is expiring.
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h) My Invoices

A history of all the invoices that have been generated
for your projects. You can view a detailed line-item
view or a consolidated view similar to what would have
been sent to you during the billing cycle. Note that the
detailed view will list unbilled items and refunded
amounts.

You can reproduce download each invoice as a PDF in
consolidated or detail form, as well as a CSV (comma
separated values) file.

i) My Individual Agreement

Reports showing the status of your Individual = = :
Agreement(s). Select the project that the IA is linked WEEEthnn et
to from the dropdown.

PERFORM Individual

The Summary Report shows the Hours Allotted per
Platform, Hours Used, and Hours Remaining for the
selected IA.

The Detail Activity Report lists each booking that was
made against the selected |A for the chosen month. It
is the same as the Activity Statement, but filtered to
the selected IA. It also has a “Fiscal Year to Date”
option shows all activity for the current fiscal year.

j) Subscriptions
Update your subscription to emails from the PERFORM Centre (ie. Newsletter, Participant

Recruitment for research projects, Event notifications). These are subscription-based emails
sent by PERFORM’s administration to our research community, clients, and the public.

k) Listservs
Subscribe or unsubscribe from applicable email distribution lists (such as: perform-imaging,

perform_researchers), which are for the PERFORM research community to reach out to
each other about topics at hand.
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) Shared Files

Shared files that PERFORM has made available to you for download, such as licensed
software, presentation slides, etc.

m) Publications
A searchable database of publication abstracts pulled from PubMed that reference PERFORM
as well as other departments. Publications that reference yourself as an author will be
highlighted.

n) Getting Started

Link to the PERFORM Getting Started site, which contains application forms and
documentation for starting a project at PERFORM.

0) Admin Menu

This is a link to administrative functions for site maintenance. For PERFORM staff only. The
content of this section is outside of the scope of this document.
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