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1. Introduction

This system provides the following services for the shared use of research facilities and equipment
(“equipment”). Non-members of Fujita Health University can also use this service.

Equipment Search

The user can search for research equipment available for shared use. The search targets
equipment owned by Fujita Health University and registered in the “Fujita Health University
Facilities and Equipment Management Database”.

This search is available to anyone, both inside and outside of the university. However, if you do
not log in with your Fujita ID or User ID the equipment and the items displayed are limited.

Management of Equipment Use

The user can use this system to reserve equipment, record the actual use results, and track total
usage fees. It targets the equipment registered in the “Fujita Health University Facilities and
Equipment Management Database” for which this system manages reservations.

Those with a Fujita ID can use the equipment immediately after user registration in the system.

Non-Fujita members can also use the facilities but prior application and approval are required.



2. Log In/Log Out

The system can be used by logging in with a “Fujita ID” or a “User ID for external users”. If you have
a “Fujita ID”, proceed to “2-1.log in”. For external users, the Research Support Division, Research
Support Department issues User IDs. See “10. Support”.

2-1.LogIn
Screen
Top page

Please input search conditions and click the “And search” or “Or search® butten
“And search” displays a list of data matching all conditions, and “Or search” displays a kst of data matching some of the conditions

Facility - -

< BEENATEM. MBrAL2T4

User regestration

User ID

Password

togin ) (cancel

Procedures
J Open the top page of Fujita Health University Equipment Sharing System.
https://ess.rph.fujita-hu.ac.jp/

] Click “Log In” at the top right of the page.
] Enter your Fujita ID or User ID for external users and Password.
J Click “login”.


https://ess.rph.fujita-hu.ac.jp/

Note

J Retirees and graduates can log in with a Fujita ID, but need further registration to use
the equipment. For details, please contact the Research Support Division.

J You can search equipment without logging in. However, the equipment and items displayed
are limited.

J Logging in is necessary for reserving equipment. See “6-2. Reservation”.

2-2. Log Out

Screen

Log Out button

é ﬁm E*qx$§gﬁ . %%ﬁ;{:myzj—-b Welcome Test Admin

Fujita Health University Equipment Sharing System

% || ox5oman

Reservations & Results

Procedures
e C(lick “Log Out” at the top right of the screen.

Note
* Please be sure to log out when you finish using the system.
e This system automatically logs you out after 10 minutes of inactivity.



3. Searching for Equipment

This service provides a list of equipment for shared use and the details of each. These are owned by

Fujita Health University and registered in this system.

3-1. View a List of Equipment

Screen

Searching the equipment page

User registration

My favorite editing

Please input seacch i arch” button

> [
Research division k= e
= 2 Category:Z = v Category 3 (=

Free word

me of the conditions

Searches all attributes of equipment. Distinguishes between multi-bytes and single-byte characters , but not between upper-case and lower-case

letters
=

Result of "AND search” :146 hits
* Click the equipment name to view the details

View price/Hide price

10 Equipment Name (Maker) Model Location Shta;ed Equipment summary Use Entrust

[ S g#m‘ﬂl!t'!UWJ‘EGEGMIW!ICHL\%!
AEL 115 5

1 | RASTM@EA (JEOL) JEM-1400Flash B I78e TAN FZ00mUTORBIA CIFRESHLT. SB)SZ28 | O x
W ggaﬂ?zﬁlaca:cc;m EHOuERETRET

[P HERTHETE L) ZENOERONS AL 38
AF1IBE 115

2 | ERSTHER 0L JSM-7610FPlus¥n BE IFHE TN RRRLARFRYSVRINARFRELCCETAN, & o x
ax :g‘%::': {BR/TFORARERC. BEONALERERRT

AFHRRATRR TRV ZRNOETONRICHO IR

AF18 115 o
3 | ERTTEEER (HITACHD) 5-2600 !§ [FMe 7 PLIRFLIASA L PRTENSUMZNARTRERY | O x
0 CHTEM, BREPSHTIIRTORARZEC. REOUS
|EAZRRTESD,

Procedures

e Click “Search & Reserve” on the menu bar to display "searching the equipment" page (1).

e Input search conditions and click “AND search” or “OR search”. AND/OR search is available
with Facility, Research division, Category, and Free word (2).

e The results will be displayed under the search field.

.

Detailed information can be found by clicking each name of the equipment (3).



3-2. Details of the Equipment

Screen
Equipment details page
—
- —
S BHEBKFRRE H#EHXAI AT L R
Fujita Health University Equipment Sharing System | Logout |
AT LERE
[ Reservation | ( Favorite Registration | Go back |
Common = When using this equipment, always receive handling instructions from the parson in charge before using it for the first time.
- When using the equipment, please be sure to fill out the loghook provided with it.
Detailed information of
equipment
i 4
Equipment Name Ultramicratome
model Ulbracut H
Maker Reichert
Category Electron Microscope Sample Preparation Equipment

Facility URL | DOpsiwvav iyt hu.ac jpjorkyariken/shisstsu/electronmicroscppesamplepreparstiondevice find

73

Location

Facility Name
Research division
Administrator

University Building 1, Room 113

Open Facility Center

Bioimaging Analysis Laboratory

Takanor Onochi, Mika Maeshima, Sayaka Ogasawara, Michiyo Tominaga, Test Admin

Names of managed facility

(addresses for transfer of use Bioimaging Analysis Laboratory

charges)
l Shared to Internal and cutside l
Inquiries etec. Onouwchi  {Biological Imaging Analysis Room) 2320

Limitations of use

Available date Year-round Available times 00:00--24:00 Accepted work x l
Possible Reservation time i i
Use: Inside the University rma'vail:lr:r; period 28 days from today limit w:::lr':_::} period Mo limitation T rliumait'vatlun Mo limitation
Application for use - Approval of .
qualification Required reservation Mot required

Equipment use charges
Use: Inside the University Unit price ¥100 Unit 60min N cancellation charge I

Field
) Shared to: available users for the equipment.
Internal: available for members of Fujita Health University
Internal and outside: available for members of Fujita Health University and external
members whose application for use has been approved.
J Limitations of use: displayed according to the user’s category (internal/external). When not

logged in, all user categories are displayed; when logged in, only the user categories that
apply to the user are displayed.

J Accepted work: whether the equipment manager accepted the equipment's operation.



Application for use qualification: some equipment requires further application before
making reservations. See “6-1. Application for User Qualification”.

Approval of reservation: some equipment requires approval by a manager for each
reservation.

Equipment use charges: displayed according to the user’s category. Some equipment
requires a cancellation charge.



4. Outline of Equipment Usage

a. The user joins a user group to reserve/use equipment.
e The user group is the billing party for the usage fees.
e The group manager approves membership in the group and is responsible for the
payment of member’s usage fees.
b. Two types of usage
e Reservation: for users to operate the equipment themselves.
e  Entrust: request for equipment managers to operation the equipment.
c. Usage fees
e  Automatically calculated during the reservation.
d. Input the time of use after operation
e  After using the equipment, input the actual time of use.
* Input can be omitted if the reservation and time of use are the same.
e  For requested work, the equipment manager inputs the time of use.
e. List of reservation, usage history, and fees
e The user can see a list of their reservation, usage history, and fees.
f. Calculation of fees
e Usage fees are calculated each month based on the use results and fixed by the equipment

manager. Fees are totaled per budget and reported to the group manager.



5. User Registration

User registration is required to reserve equipment on this system. The user cannot make a
reservation until a registration has been completed.

Screen

User registration page

pr— Search 8 Resarve Reservations & Reats User regitration _

You can perform following operations here
1.Change of the user information 2.Join or leave the user group

1.User information ( Just go to No.2 If editing is unnacessary. )
Name Fujita ID | riyousya2

E-mail address | [cca@ccocip

E-mail address | [coo@cooe
( Confirmation ) | 7o change your E-mail address, please input new E-mail address twice to confirm

Telephone number | [1z34

New [

P
)

Change the user information

Joined Group | No joined Group

Search key word : Input keywords to sesrch, cick Search button and select 3 group below.

Search |

A group to join

[ 2

Please agree to the following user agreements when you Join the user group. Please get the consent of the person in charge of your group and et
maéivnmmbaxqgmolzsemer\cs 2 o= o 2

BEEMXFA-T27YUT < U7 - RERGRN
20 SEARTE
5790055418

5-1. User Information

Procedures

e Click “User registration” on the menu bar to display 1. User information field.

e  Enter Email address and Telephone number.

e If you want to change your password, enter the Current password and New password.
e Click “Change the user information”.

e A notification email will be sent to you for approval or disapproval of registration. The subject
is “ [BEHBERIRFR0 - $EardtH > 2 7 4] FIREER GEAD iIcowT”,



Note

If you registered a new email address, a confirmation email will be sent to your new address.

The subjectis “ [BEHERIK 3 - et > 2 7 4] FIRFEER (A=A T FLR) ic2on

T”. If you do not receive the email, you might have entered an incorrect email address.

The manager of the group established before FY2024 does not need this registration; for the

group newly established after FY2025, the manager and sub-manager are required to register.

Please contact the Research Support Division and submit the application form, “ [Z%fi - #&2a#]

27 2 FAEETE - GlETEHGEE] “.Some groups may take time to approve. For

queries, ask the manager responsible for acceptance by the group you applied for.

- Automatically approved group: the user registration is completed immediately after the
application is submitted.

- Requiring approval by the manager: the manager is notified by email, and the approval
process is carried out.

To update user information, repeat the steps above.

5-2. Join User Group

Procedures

Click “User registration” on the menu bar to display 2. Choose the user group field.

Input Japanese keyword in A group to join field and click the drop-down menu to see a list of
the groups that match your keyword.

Select the user group you want to join.

Check the box if you agree to the user agreement and have the group manager's approval.
Click “Join this group”.

The confirmation screen will be displayed. Click “Enter” to complete the process.

Note

All group names are displayed in Japanese.

The user can join more than one group by repeating the steps above.

When leaving a group, select the group and click “Leave this group”. By clicking “User
registration” again, confirm the name of the group you left is removed from Joined Group.

To change a group, follow the leaving/joining steps above.

10



6. Reserving Equipment

To make a reservation, following these steps.

User Equipment manager

— — e |

apply user qualification s E

Application for receive application mail ]
User Qualification approve/disapprove

received approval/disapproval mail — i

reserve equipment | ¥

receive reservation mail

approve/disapprove

I

]

]

1

|

q I
Reservation for :
A a I
receive approval mail 1—] :
I

I

I

I

I

I

Using Equipment

use equipment

input user results

modify budget modify use results
(if necessary) (if necessary)
Confirmation & aggregate result confirmationl mail

modification of
results

confirm results and modify

aggregate result confirmationl mail

confirm budget and modify

6-1. Application for User Qualification
While logged in, equipment that has not been qualified for use is displayed with Required in the

equipment details page. To reserve the equipment in question, the user must be qualified by an

equipment manager.

Screen

Use qualification application button

e [ -

Use qualification application Favorite Registration Use qualification is necessary to reserve this Equipment. Go back

muEmR. W
*BRAOEBOT TS, FEIZARBCRFOHELET.

Common FERBEHATING. STABFRIATLLTFNESAVLLALRY,
- HFEXHETES AL L] DRGREER-ATORRERTINLHZOHFHATERT,
- MENSTORBRLE.
- BRODNTFBIRUONSAHERE,

Procedures

e Display an equipment details page.

e C(Click “User qualification application”.

e A notification email will be sent to the equipment manager.

e  You will later receive a notification email with approval or disapproval of the application. The
subject is “ [FEHBERIRE W - B3R ILH > X 7 4] FITEREEE GRED 1conT”

11



Note

e  Only equipment you are qualified to use can be reserved.

6-2. Reservation (For Users to Operate Equipment)

While logged in, the user can reserve equipment that displays “Reservation” on the top left of the

equipment details page. Check the availability and make a reservation following the procedures.

Screen
Reservation button
[ = -
Entrusl Favorite Registration Go back
HEEARD
Commaon - SR CESg oRa e
ErRCRENETHTILEY
equipment
I | ss -

Procedures

e Click “Reservation” on the equipment details page to open the Calendar.

6-2-1. Calendar

Equipment availability can be found on the Reservation page or My favorites page (see “9. “My

favorite”page”). Here we explain how to reserve equipment on the Reservation page.

Screen
Availability calendar
zali> Nov 4 — 10, 2024 montn [REERN cey
11/4 (Mon) 11/5 (Tue) 11/6 (wed) | 11/7 (Thu) 11/8 (Fri) 11/9 (sat) 11/10 (Sun)
07:00 approve_d 2
reservation
gead
awaiting =
10:00
- approval
LL:00} use results
700 entered
,13:99 '\; 16:00
00 S22 reserved by
. other users
£5:00
16:00
17:00 -

12



Each colored box indicates the following:
e Blue: your approved reservation.

e Red: awaiting approval.

e  Black: use results entered.

e Gray: reserved by other users.

Procedures
e Check the availability of equipment and select your preferred date and time of use by

mousing on the calendar or setting a Start/End time of use in the field (see next section).

6-2-2. New Reservation

Screen
Equipment reservation screen

< > today L &3 = T, 20 month | week day
11/4 (Mon) 11/5 (Tue) 11/6 (Wed) ‘ 11/7 (Thu) 11/8 (Fri) 11/9 (Sat) 11710 (Sun)

08:00 ~

09:00

10:00

Reservation/Result

Use classification ® Uss
User | EEEED i) 3
User group | [FF FRIIL—F v L] 1

G
. . If you select "Enable,” emails will be sent to all members of the "User group™ you have selected above.
(EELpE ® Dwable () Enable  gogiac any member of the selected "User group” can change the resarvation.

Start of use B vl[o v

End of use 10w | [30w

Comment

Total | ¥ B00 I
—d Detals

Name of the facility | &5 —F 55
— _ Unit prica ¥ 300 Unit 60 min
Use: Inside the University e Amount 2 Charges ¥ 600
4 Option name | 155
[Fiot avaiiable v Uit price ¥ L #
There are no avallable Amaunt 0 Charges ¥
Additional option name ‘ |
\ Clear the value amount| g | Charges ¥ 1]
Add an input line

Change reservation (Confirmation screen) ‘ Confirm result (Confirmation screen) b Cancel reservation

13



Procedures

New reservation confirmation screen

Check the details of your
reservation and confirm
it.

Name of the facility - Model

DILESEZ0R—A -

Uttracut H

Use classification

User | (ID:3)
Usergroup | FRArFRIIL-F(ID:1)
Budget test account
Group ediit | Disable
Usagetime | 2024-11-08 14:00:00 ~ 2024-11-08 15:00:00

Comment

Equipment /Option name

I Classification I

Usage time \ Unit price \ Amount Charges

DILESEO0 R4

‘ Use: Inside the University ‘

01:00 ‘ 50/ 60 min ‘ 1 50

Total ¥50

e Select the User group and Budget.

e Input Start/End time of use.

Confirm Go back

J If you have accompanying persons, please enter each of their Staff ID (Student ID) and Full

Name in the comment field.

e Check the use charges. If relevant, input optional information.

e Click “Reserve (Confirmation screen)”.

e A confirmation screen will be displayed. Click “Confirm” to complete the process.

Note

e Equipment that requires approval for each reservation must be approved by the manager.

This may take some time, so please make reservations well in advance. The user will be

notified of approval/disapproval for reservation by email.

6-2-3. Change/Cancel Reservation

Screen

Change/Cancel reservation button

Total

| ¥ 600

Details

Name of the facility

HfRml—H S

— : _ Unit price ¥ 300 Unit 60  min
Use: Inside the University v Armount 5 =D 500
Option name | EEH
Mot available W Unit price ¥ Unit o
There are no avallable Amaunt 0 Charges ¥
Additional option name | | ]
Unit price ¥ -. Unit
Clear the value TS - Charges ¥ ]

Add an input ling

Change reservation (Confirmation screen) ) Confirm result (Confirmation screen) )
N

14



Procedures
e Follow the steps in “6-2-2. New Reservation”.
e Click “Change reservation (Confirmation screen)” or “Cancel reservation”.

e The confirmation screen will be displayed. Click “Confirm” to complete the process.

Note

e If the equipment requires approval for each reservation, please wait for the manager’s
approval again.

e Reservations can be changed until the cancellation deadline. The deadline is set on some part
of the equipment and displayed in the Charges filed on the equipment details page.

e Cancelling a reservation may result in a cancellation fee. Please consult with the manager.

e If you finish using the equipment earlier than scheduled, enter the actual time of use results

instead of changing the reservation.

7. Recording the Actual Use Results

After using the equipment, input the use results (time of use) by 1:00 am of the day following the
completion of use day. However, if the time of usage is the same as the reservation time, the

recording procedures can be skipped.

Screen
Result field

15



Reservation fResult

Use classification @ Use
User | BEmED D &
Usergroup | [FRFSATIL—T ~ » 1
Budget lest account v
Group adit @ Dissble () Enaple Yo SEISCE TENable,” emais wil be sent to 3l members of the 'User group” you have selscied avove.

Besides, any member of the selected "User group” can change the reservation.

Start of use 2024 v
End of use 2024w | 1w

=
<
é
<

Z
| [~
4
w0
<
(=]
<

Comment

Total | ¥ 600
Details
Name of the facility | &S| —HF 55
[Use: inside the Universiy V| s g =
Option name | {5E#E
Mot available - Unit price ¥ Unit bl
There are no avallable Amount 0 Charges ¥
L Additional option name | |

o —— s 0

Add an input line

Cancel reservation

Change reservation (Confirmation screen) ‘ Confirm result (Confirmation screen) )

Procedures
. In the Reservation/Result field, change the Start/End of time to the actual time of use.
J If you used any options and supplies, record them in the Charges field.

- Options available on the list: select the name and input the unit.

- Options not available on the list: enter the Additional option name, Unit, and Amount.

. Click “Confirm result (Confirmation screen)”.
. The confirmation screen will be displayed. Click “Confirm” to complete the process.
Note

* You can also change the user group and budget in this process.
e  After the results are entered, the box on the calendar turns black (It turns white while you
input the results).

8. Entrust

In the equipment details page (Figure 5), equipment with a “O” in the Accepted work column can

be requested for operation by the equipment manager.

8-1. Sending a Request

16



Screen
Entrust button

m ik b

Favorite Registration Go back

s L
HTLET

Detal

information of
uipment

i} 58

Requesting email form

LIFOfFERE A— LR ELES , B
L. WERY L ERLTOSREL TR
We send fallowing work acceptance € mail to the administrator. Please choase an user group and an use-budget to
be billed, confirm E-mail contents, describe "Accaptad contents” and click confirm button.

C. BEMRES REHARSL-TELUNBTIASS, BEATE D0

ECDA—IIBEENALER  MERBATLLSOBNEETE,
#This E-mail is delivered from Fujita Health University Equipment Sharing System automatically.
HERHL
ELORE I FEOERERIADELE,
-kﬂ'rm« b ] |Jr?_.!s&< e,
SH21D, REEIEERE OIS G ELR TR0 T AL,
TR AR HER B GRM LR L CFRORBE AL T <

Dear Equipment administrator :

The following werk requzst on the squipment you azministrate has been mase.

Please contacs the clent dirzctly whsther da it or

Plans ke Teshesation Nocesiary for ha Work ok sdministrator authariy F you do the wark

\When you make the reservaon, Hlease Input informatn abaut the Lser, the Lser Sroup and the user budget
according ta the following.

URL: | hitps://ess.rph.fujita-hu.ac jp/cha2/php/mkgKikiSearchTop.php

B

BEATE (1,0000FET)

BIEFROIR RN
Equipment infarmation of the request wark

A | LCMs[)
[Equipment name]

Bt #[Medel] | Orbitrap Fusion

A—3h—#[Maker] | ThermoFisher SCIENTIFIC[]

RMIEAT[Location] | X ¥ 1551 30452(]

{ERBEME

L— T RSV FRNRESSWEILRA T CESN

B AT e s ATt
FIR#EB[User Name] | #Is#E L]

FIRERN | mza
[User section]

FIREA—ILP FL-R |5 chara®3systems.nat
[User E-mail address]

FIAERIEFS | 5678
[User phone number]

FIREIIL—TH
[User group name]

FIRFH
N [Use budget] j

SAFLME (RWID: 58, MEEJIL—TID: 1. 2. 3. MWHED: 3)

System information (Equipment ID : 58. Usergroup ID : 1. 2. 3. UserID :3)

BE
BEE[Confirm]

Procedures
e Click “Entrust” at the top left of the equipment details page.
e Arequesting email form will be displayed.
e Fill out Request contents and select the User group name.
e  Click “Confirm”

e Click “Send” on the confirmation screen.

8-2. Approval/Disapproval of Request

The equipment manager will contact you regarding approval or disapproval of your

17



request. The manager may also contact you asking for additional information. When a request is
accepted, the manager will reserve the equipment.

8-3. Change/Cancellation of Request

The user cannot change or cancel the request in the system. Please contact the equipment
manager.

8-4. Checking Progress of Accepted Work

The user cannot check the progress of accepted work on the system. Please contact the
equipment manager.

8-5. Completing Accepted Work

When the requested work had been completed, the equipment manager will report to you

directly, not on the system. The manager also inputs the usage time and fixes the usage fees.

18



9. “My favorite” page

The user can create a dedicated page to see a list of their reservations.

Screen

My favorite page

Reservations & Results User registration Manual

Reservation | Entrust Favorite Registration Go back

HESFED
Commaon - SR s ol s R
EXGCRENETHTLET

Detailed information of
equipment

i} 8

Flga_ase_click r;jegistratinn confirmation after input the title and the group, the equipment ID (half-width digit, comma distinction)every calendar in
indication order .

Calendar Tt | ©: ] Ciopen
Addition || Deletion | Group:| | Equipmentm: |
Calendar  Title : [test | mm:[ 5 | [Dopen
[ URL: https://ess.rph.fuiita-hu.ac.jp/php/mkgFavorite.php?id=5 |
[ Addition |[ Deletion | Group : [abc | Equipment ID : [4,6,16,17,28 58,24

Favorite My favorite editing
| | 2024711 | JReservatio 3 0 4 2024 0

SMTuWThF S
1]2 a pdate 2024 0

314(56|7|8 ]| [uitracut H 2 a . v
1011121314151 [Emucy Py
1718[19201212272F| [Lsm710 | = ]
2425262728293 [L5M-980 L )
TOCO24
Orbitrap Fusion
BZ-9000 )
test Reservation stat
Ultracut H
EM UCT
Eite10 2024/11/05(Tue)
LShoen |[Z024/11/06(Wed)
LOCT 4 - 2024/11/07(Thu)
OrtitE plF (e | 2024/11/08(Fr)
BZ-9000

2024/11/09(Sat)
12024/11/10(Sun)
2024/11/11(Mon)

CLFITE R Yo ey

Procedures
e Click “Favorite Registration” on the equipment details page.
e Access the dedicated URL and display the Favorites on file.
e Alist of your Reservation status uses will be displayed.

e The period you reserved is shown with a highlighted bar. Hovering a mouse on the bar displays
the details as tool chips.

e Use the button at the top right of the list to change the range to daily or monthly.

e By selecting the date on the calendar, a daily reservation status will be displayed.
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By selecting an equipment, the reservation status will be displayed for each item.
Click the name of equipment in daily mode, or the date in monthly mode, to jump to the

Equipment reservation page.
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10. Support

For inquiries about usage and system failures:

Research Support Division, Research Support Department, Fujita Health University
TEL: 0562-93-2641
E-mail: openfacility@fujita-hu.ac.jp
Office hours: 9:00 am-5:00 pm

For inquiries about details of the equipment:
Please contact the equipment manager. Contact information is in the equipment details.
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