U Duke Human Vaccine Institute
RBL: Biocontainment

Making a Reservation

We are using the CoreResearch@Duke Core management system (coreresearch.duke.edu) that has

been developed for all Core labs at Duke. Please follow the steps below to reserve Hourly Use of
Containment Suites in the Duke RBL:

1. If not done previously, please have your Pl or Pl Delegate log into the system to link you as a
user of their fund codes. Contact your departmental business manager for help with this
process.

2. Login to the system using your NetID. (***You may not be able to login into the system if step 1
has not been done.)

3. Select the ‘Reservation Calendar’ Tramstop from the ‘Resource Reservation’ Tramline (Purple).

4. From the dropdown menu select the DHVI RBL: Biocontainment Core. Under “Group” select
Hourly Use of Duke RBL Suites.

comResearCh‘@’Duke Cores v Estimate Management v  Projects v Request For Service v More v

Mast... 8 « Resource Calendar Reservations Pending Approval | Manage Reservations | Reservation History [QELSTSaITRCITCIIAl Reserve Tool Group
Storage -
Show/Hide: & Select Core: DHVI RBL: Biocontainment ¥ | Groupd ¥ | Calendar View: | Today +5 ¥
o tober 2020 November 2020 Decemb Hourly Use of Duke RBL Suites ey
H Daily Use of RBL Suites
Select DHVIRBL: Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu T — 8

Biocontainment s Pending Approval

A 4
9 10 1 12 I oo

1 2 3 1 2 3 4| 8 6 7
4 S 6 7 8 9 10 8 9 10 11 12 13 14

-Ccmple:ed
" 12 13 14 15 %6 77 15 16 17 18 19 20 0 % 17 18
I Reservation Repeats
18 9% 20 21 22 23 22 23 24 25 26 271 8 23 24 25 2 -B\e(kou'i’ened
25 26 27 28 29 30 3N 29 30 30 31 AM AM Hours
Make the appropriate selection PM  PMHours

5. When the calendar appears, select the containment suite you would like to reserve and select
an open time slot. Suites available 24/7/365. Users can book 30 days in advance. The calendar

shows 4 hour blocks by default but can be modified to suit your needs to be physically in the
suite.
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6. A new window will open in which you will enter more details about your reservation, including
the Duke fund code to be charged.

a. The “Project ID” is not the same as the fund code. Click on the magnifying glass next to
the data field. In the new window, type your 7-digit Duke fund code into the search box
(no dashes) and click “OK”. Select your fund code and click “Select & Continue”. If your
fund code does not appear in this list, ensure your Pl has authorized/linked you to the
code in Core Research (see #1 above).

b. Inthe notes section please identify the agent you will be using.
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7. After all the information is entered, click “Save”.

Resource Reservation Event
Reservatid | [ save * y Check Availability I %] Close‘ E]
Reservation  Billing IM( Log  Safety Assessment
Life Cycle Click save
Instrument Duke RBL 1081 (Hourly Use)
Reservation ID (Auto) Status Initial
Core DHVI RBL: Biocontainment
Private? Project ID * PR-37588 (7))
Project Name 0004590096_RBL SR FACILITY Reserved By Unique ID 0577805
Reserved By Name Rosemarie Asrican (r297) Reserved For Unique ID * (0577805
Reserved ForName  Rosemarie Asrican (ra97) Reserved For Email
Reserved For Phone  +1 919684 5447 Reservation Start Date *  [10/20/2020 |
Reservation Start Time | 10AM ¥ | 00 v Reservation End Date *  [10/20/2020 =]
Reservation End Time | 12PM v |00 v
Activity Default ¥
Location Assistance required ? Yes ® No
Repeat required ? Repeat Type
Repeat End Date Repeat Every Sunday ' Monday ' Tuesday ' Wednesday - Thursday | Friday  Saturday
Parent Request ID &
SARS-CoV-2 Plaque Assay
Experiment Information

Rose Asrican, M.S.
RBL Containment Facility Manager
GHRB 1027 | Box 103020 | 909 S. LaSalle St. | Durham, NC 27710
919.681.5480 Office | 919.684.5447 Lab
rosemarie.asrican@duke.edu




U Duke Human Vaccine Institute
RBL: Biocontainment

The system will check for any errors. If all information is accepted, additional options will appear
on the top bar. You MUST click “Submit For Approval” to finish the reservation. (If this step is

skipped, the initial booking will be deleted by the program after 5 minutes and you will not have
a reservation in the system.)
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You will receive an email notification with your approved reservation details and a .ics file to
place on your calendar. Your reservation will be visible in green on the calendar. You can double

click it to edit/cancel. You will be required to START and STOP the reservation to recordr actual
use/occupancy times (see below).
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10. To ensure accurate billing, use the CoreResearch@Duke Reservation Calendar to record your

ACTUAL room usage in real time. Log in, open your reservation by double clicking it. Press
“Start” when you enter the room and “End” when you are departing.
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Edit a Reservation in Core Research@Duke

You can freely edit a reservation up to the starting time. Follow these steps if your actual usage differs
from your original reservation period.

1. From the Reservation Calendar, double click your reservation.
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2. Press “Edit” to make changes to your reservation.

You may cancel the time at any time before the start of the reservation period.

4. “Modify Reservation” is used to change either the reservation start or end time prior to the
original start time of the reservation

5. If the reservation has already begun, “Extend” or “Reduce” is used to change the end time.

w

Modify your reservation
(prior to original start time)

Change the end time to lengthen
or shorten the reservation.

Cancel reservation
(prior to original start time)
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