THE OHIO STATE UNIVERSITY

Facility Online Manager

(FOM) Guide

These CMIF/MSR instructions adapted from the OSU "Center for Electron Microscopy and Analysis"
core facility with kind permission.
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 An Ohio State username and password are needed in
order to log in to the Facility Online Manager (FOM)
system.

« |f you do not have an Ohio State Username and
password, one will need to be requested for you in the

form of a Sponsored Guest Account (see below).
https://www.ccic.osu.edu/sites/default/files/fom_sponsoredguest.pdf

* Please contact FOM-Admin@osu.edu to begin the
process. Once your Sponsored Guest Account is set
up, you may proceed with using FOM.

« Already have a FOM Account set up? Skip to page 9.


https://www.ccic.osu.edu/sites/default/files/
mailto:FOM-Admin@osu.edu
https://www.ccic.osu.edu/sites/default/files/fom_sponsoredguest.pdf

Creating Your

FOM
User Account
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CREATING YOUR USER ACCOUNT

1. Visit https://fom.osu.edu
2. Sign in with your Ohio State username and password.
3. Click “Click here to continue”.

 ¢— |


https://fom.osu.edu/
https://fom.osu.edu
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CREATING YOUR USER ACCOUNT

3. You will be prompted to either select Internal or External user.

Internal: an individual affiliated with Ohio State (see page 7)

External: an individual who is not currently affiliated with Ohio
State (see page 17)



Creating Your
User Account -

Internal Users
Only
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CREATING YOUR USER ACCOUNT:

INTERNAL USERS ONLY INTERNAL USERS
4. Complete the form below. Some of your information may already be
populated.

If your department and/or supervisor is not listed, please click on the blue links
to open a form to request they be added.
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ADDING FUNDING INFORMATION:
INTERNAL USERS

In order to set up your funding account for approval to reserve CMIF instruments, you must first
submit a “Requisition” for approval in Workday

*A guide to submit a requisition for FOM is found here: https://go.osu.edu/fomrequisition

*CMIF is listed as an "Internal Supplier" do not select Create Requisition
Microscopy Shared Resource" (MSR) for CMIF,

instead use supplier "CMIF - Campus Microscopy
Imaging Facility" for Microscopy Shared Resource

Company * | X The Ohio State University - =
*If you do not know your worktags to create a Requisition ¢ ecer 5| pearen =
please contact your advisor/Principal Investigator (PI)
or Fiscal Officer. Currency *| x uspD - =
*Note: Anyone is able to create Workday Requisitions Requisition Type * =

for other group members by changing the "requester
name" while creating a requisition. Ensure that you have chosen the correct requester.
The requester is the person who will actually use the CMIF services.

*Already have a Workday Requisition added to your FOM account? Skip to page 20.


https://go.osu.edu/fomrequisition
https://go.osu.edu/fomrequisition
https://go.osu.edu/fomrequisition
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ADDING FUNDING INFORMATION:

*How to Create a FOM Requisition in Workday INTERNAL USERS
https://go.osu.edu/fomrequisition ( for detailed instructions)

Note: Non-catalog requisitions are a way to request goods or service not found
in Buckeye Buy (formerly eStores).

1.Using the Request Travel or Purchase Application, select to Request to procure
goods and or services link, or search for and select the Create Requisition task from
the search bar.

2. Confirm the information on the Create Requisition page:

2a. Confirm the information for the Deliver-To and Ship-To fields to ensure your
requisition is sent to the correct destination. Click "OK" when finished. (The
Deliver-To and Ship-To fields are linked and will provide logical selections). The
Cost Center in this instance is who will be paying for these services.

NOTE- You will see funding automatically defaults. However, you need to change the funding
to reflect the correct funding you want to use. If you are not sure what funding to use, please
reach out to your fiscal contacts for that information or use https://fintranslator.osu.edu translate

if you are using a legacy PeopleSoft account


https://go.osu.edu/fomrequisition
https://fintranslator.osu.edu
https://go.osu.edu/fomrequisition
https://go.osu.edu/fomrequisition
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ADDING FUNDING INFORMATION:

*How to Create a FOM Requisition in Workday INTERNAL USERS
https://go.osu.edu/fomrequisition (for detailed instructions)

2b. Add a Requisition Type to your request.

Requisition Types help correctly route your requisition for approval. Users will most

often choose between Buckeye Buy or Non-Catalog. For FOM services, select
Request Non-Catalog Items.

3. For Non-Catalog Request Type for FOM, select the "Request Service" radio
button.

3a. Fill in the description (a description of the project in your own words). (EX:
Microscopy Services to be completed on the Olympus Confocal).

3b. Fill in the Spend Category: USE SC99999 ( Office Use Only - Do Not Change ).
3c. Fill in the supplier: This is required for FOM requisitions (EX: CMIF...). The

supplier must match of the name of the facility in FOM you wish to use. If the correct
supplier isn’'t used, then you won'’t be able to use the requisition in FOM. FOM now
supports multiple suppliers/requests per requisition!

11


https://go.osu.edu/fomrequisition
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ADDING FUNDING INFORMATION:

*How to Create a FOM Requisition in Workday INTERNAL USERS
https://go.osu.edu/fomrequisition (for detailed instructions)

Note - do not select Microscopy Shared Resource (MSR) for CMIF, instead use
supplier "CMIF - Campus Microscopy Imaging Facility" for Microscopy Shared
Resource.

3d. In the extended amount field, you will want to fill in the $ amount you want for
your requisition. *Please note that the expense limit cannot be changed in Workday
after it has been finalized and if you need your limit to be increased, a new
requisition will need to be created! * We encourage users to submit a blanket
requisition with a sufficient $ amount to cover several months of usage. You
will only be charged for services you actually use.

4. Once all information is entered, click the orange Add to Cart button to move
forward with the request. (To access your cart, select the cart icon in the upper
right-hand corner of your screen).

5. When your request is ready, review your cart for completeness and select the
Checkout button. 12


https://go.osu.edu/fomrequisition
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ADDING FUNDING INFORMATION:

*How to Create a FOM Requisition in Workday INTERNAL USERS
https://go.osu.edu/fomrequisition (for detailed instructions)

Checkout

1. Review the information on the Checkout page and update it as needed.
2. Review the Shipping Address section (your campus location).
3. Review the Requisition Information section.

3a. University Users - Complete the Internal Memo field, by stating the business
purpose of the work.

4. Review the Goods and Services lines.

4a. These lines should contain the broad details of the service(s) you have selected
for purchase (your actual science details will still go on your FOM submission form).
4b. Scroll right to review all of the information.

4c. Change Worktags as needed.

13


https://go.osu.edu/fomrequisition
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ADDING FUNDING INFORMATION:

*How to Create a FOM Requisition in Workday INTERNAL USERS
https://go.osu.edu/fomrequisition (for detailed instructions)

5. Review the Attachments section. Select the Submit button. After this step, your
request is complete!

5a. Attachments are not required,but are a way to add information you want to stay
with the transaction to help in its financial review and approval. Attach a quote if a
quote has been provided; an attached quote is not needed for standard services
within posted billing structures. Our Rates:https://www.cmif.osu.edu/Our-Lab-Rates

5b. To add an attachment...

*Select the Select files button.

*Choose your file on your PC.

*Select Open.

*Leave a comment describing the attachment.

6. Select the Submit button. After this step, your request is complete!

*IMPORTANT note: in FOM, a requisition isn’t tied to a specific reservation, service request or date range. If 14
you would like to submit a blanket requisition that can cover a larger time period, simply submit a

requisition that has an amount large enough that it could cover month(s) of usage*


https://www.cmif.osu.edu/Our-Lab-Rates
https://go.osu.edu/fomrequisition
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- - ADDING FUNDING INFORMATION:
/. Add Funding Information to FOM INTERNAL USERS

« Once you create a Requisition and it is approved in Workday, In
FOM add a Research description name and the Requisition number
(example: RQ-100000070) and click “Add this account”

* You should receive a success message if it was added. If not, an error
message will be displayed. If you get an error, it is likely due to the
requisition not being fully approved — check in Workday for the status. The

status has to be "successfully completed” before you can add it to

15
your FOM account.
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NEXT STEPS:
INTERNAL USERS

« After setting up your FOM user account and adding your requisition,
you will then be able to request instrument training.

 The CMIF Instrument Manager(s) will schedule your training
appointments

 Once you have been successfully trained, the Instrument Manager will
give you scheduling access in FOM.

16
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CREATING YOUR USER ACCOUNT:
EXTERNAL USERS

EXTERNAL USERS ONLY

4. External users will fill out a sponsored guest form here:

https://www.ccic.osu.edu/sites/default/files/fom_sponsoredguest.pdf

Email the completed Form back to Kris Fox
(fox.1105@osu.edu) or Ciara Donovan
(donovan.272@osu.edu)

5. Guest forms will then be prepared and will go through a process to be

approved by the guest
(individual requesting access), the CMIF lab staff member, an alternative
sponsor (either Kris Fox or Ciara Donovan) and a guest administrator

(Andrew Hall).
18


https://www.ccic.osu.edu/sites/default/files/
mailto:fox.1105@osu.edu
mailto:donovan.272@osu.edu
https://www.ccic.osu.edu/sites/default/files/fom_sponsoredguest.pdf
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SPONSORED GUEST ACCOUNT

ADDING FUNDING INFORMATION:
EXTERNAL USERS

6. Once the sponsored guest account is fully approved, an admin will add
your information into FOM to create your account.

Once your account has been added into FOM, you will get a
confirmation email containing the rate website (https://
www.cmif.osu.edu/Our-Lab-Rates) and directions on how to
submit a service request. Please note that the rate table lists
University Internal Rates. External rates have a different
rate structure. Please contact us for a fee quotation.
https://www.cmif.osu.edu/Contact-Us

19
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REQUESTING INSTRUMENT TRAINING
On the left side menu, click User Home.

Expand the “Resources in this facility” and click on the
instrument name that you would like to be trained on in CMIF.

Facilify Online Manager

Time on server
Friday Jun. 21

12:02:42
» test15 - Home

» Instrument schedi v

» Collaborate & Service
» Purchase Supplies

» Documents

» User Report

» My Profile
» My Accounts
» Contact Manager

» Logout
» User Forum

Authorized Instruments (Click to view schedule) Available Instruments (Click to request training or usage approval)
No instrument available. Click instrument name on right ‘ Select or type to search

lv)

side to apply new instrument. CBC - Analytical Spectroscopy Laboratory
#Resources in this facility

CBC - Biophysical Interaction and Characterization
#Resources in this facility

CBC - Center for Chemical and Biophysical Dynamics
#FResources in this facility

CBC - Mass Spectrometry Laboratory
#FResources in this facility

CBC - NMR Laboratory
#Resources in this facility

CBC - Surface Analysis Laboratory
#FResources in this facility

CCIC - Mass Spec and Proteomics Facility (MSP)
o For service request, click here
#Resources in this facility

CCIC - Nuclear Magnetic Resonance (NMR)
#Resources in this facility

CEMAS - Center for Electron Microscopy and Analysis
#Resources in this facility

CMIF - Campus Microscopy Imaging Facility
#FResources in this facility

College of Pharmacy
#FResources in this facility

21
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REQUESTING INSTRUMENT TRAINING

3. You may see a user agreement message. Click and read
the agreement.

4. Click “I have read the policy and agree with its
content” in order to proceed with requesting instrument
training.

User Agreement |

Please read user policy
You musiread the user policy and agree with the content before conbnue.

Click to open usar policy in separate window

[ | have read the policy and agree wilh its content ] [ No, | do nol agre=, ]

22
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REQUESTING INSTRUMENT TRAINING

5. In the box that appears, answer the question(s) and click
“Apply”.
6. This message will be sent to the Instrument Manager(s).

You will then be contacted to schedule training for the

iInstrument. The Manager will book the instrument time.
T

EFacilify Online Manager

rﬁéwl’lser Application Form W}
Time on server e

Wednesday Mar. 13
\ 10:48:20 } Apply to use new instrument

» test06 - Home Please tell the instrument manager your preferred time(s) for training:
» Instrument schedt v |
» Apply new instrum v |

» Collaborate & Service
» Purchase Supplies
» Documents

» User Report LAppIy | @

» My Profile
» My Accounts

» Contact Manager

» Logout

» User Forum 23
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REQUESTING INSTRUMENT TRAINING

« Once you have been fully trained and cleared by the Instrument
Manager(s), you will see the instrument name listed on the left side
of the User Home page.

« By clicking on the link, it will open the calendar for the instrument.

« Additionally, your current access and instrument availability is listed
as well.

E—

24
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Submitting a Service Request: w

Eig'ﬂn-_'[ \rfime ggagagﬁ:
1. Log into fom.osu.edu and click on the grey Time on senver
"Collaborate and Service" button on the left-hand
. # Admin Home
side of the web page. o Home
2. Look for the "Request New Service" list at the top of S Biling
the page. Here you will open up the drop-down il Reports
" . " . Facility Config
menu and select "CMIF Service Request" (either # sarety Cernicates
internal or external). SR
3. From there you will be prompted to fill out and & Resources Admin
submit a Service Request Form. £ Mantenance Recoros
EE Users Admin
Request New Service £ Email List
To submit a new service request or start a new collaborative project, | Select zervice type - L7 Collaborate & Service
My Projects [| ] © Usage Records

Show projects requested last week, last month, or between | start daf Y1t - Mass Spec ana Froteomics raciity (Mmsv) v

) & Purchase Supplies
X . Off-Campus User - Academic/Non-Profit
Category T Assigned To 1 Project ID ¥ Last L Chemicals
Off-Campus User - Consortium -

Off-Campus User - Industry £ Lending tems

Chi—802807— 4 012
e = Sl oo L = Doeument

| TEA - | | TEA i | Gh#ETrerre | CMIF - Campus Microscopy Imaging Facility 4 (und

CMIF Service Request - External (Non-0SU Only) 26
Gl )

| TBA v| [ TBA v|  GMFEO008E | oy service Request - Internal (OSU Only) L[4 (unde
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THE OHIO STATE UNIVERSITY

—

RESERVING INSTRUMENT TIME

On the left hand menu, click User Home.

Under Authorized Instruments, click on the link of the equipment
you would like to reserve.

The calendar will appear showing availability. Click on the day and
time in which you would like to reserve.

Notes from instrument manager

- DRX500 is now Avallable
-Reservation Limits: No Iater than 9239 days; New resenations open hour by hour
- Your user level on this instrument is: Any time Access

04729 05/05 05/13 05120 05/27 06/03 08/10 0517 Tocay Jun 24,2013 07/01 07/08 07115 07/22 07/29 0B85 0B/12 0819
0524 [Tue 06725 Jed 0628 i 06 [Frioszs [sat06z9 JSen 0630
CHCK 10 Show Sessions from midnight 1o 09:00
5900+ 0930 Feoo-0230 Pa00-09:30 pg.00-09.30 pa0o- 0930 pa00- 0830 pa00- 0530
19:30 - 10.00 P9:30- 10:00 0930 - 10:00 109:30 - 10:00 09:30 - 10:00 109:30 - 10:00 j09:30 - 10:00
1000+10.30 [Tapas Wl 10:00-12.00 10:00- 1030 11000 - 10:30 11000 - 10:30 110:00 - 10:30 110:00 - 10:30
10:30 - 11:00 FFor maintenance fiquid N2 filling 10:30 - 11:00 10:30 - 11:00 10:30 - 11:00 10:30 - 1100 10:30 - 11:00
[Click 10 tog on 111:00 - 11:30 111:00- 11:30 m:nu-nm [11:00-11:30 [11:00-11:30
1130 - 12:00 1130 - 12:00 1130 - 1200 1130~ 1200 11:30-1200 11:30 - 1200
2:00-12:30 h2:00- 1230 h200-1230 h200-1230 2001230 l12:00- 1230 112:00 - 1230
11230 - 1200 1230 - 13.00 1230 - 13.00 12:30 - 1300 1230 - 1200 1230-13.00 12301300
[1300- 1320 112.00-13:30 11300~ 1330 1300~ 1330 13:00-1330 [13:00- 1330 13:00- 1330
[13:30 - 14:00 nigw Chan, 13:30-17.00  [13:30-14:00 113:30 - 14:00 [13:20 - 14:00 [13:20 - 14:00 13:30 - 14:00
400 1430 H400- 1430 4001430 [14:00- 1430 1400 - 1430 [14:00 - 1430
14:30 - 15:00 1430 - 15:00 430 - 15.00 14:30 - 15:00 [14:30 - 15.00 14:30 - 15:00
5:00- 1530 15:00-15:30 11500 - 15:30 500 - 1530 |15:00- 1530 15:00 - 1530
15:30 - 16:00 1530 - 16:00 1530 - 16:00 1530 - 16:00 15:30 - 16.00 15:30 - 16:00
600 16:30 16:00-16:30 116:00- 16:30 [16:00- 16:30 116:00- 16:30 116:00 - 16:30
16:30 - 17.00 16:30 - 17.00 16:30 - 17.00 }16:30 - 17.00 16:30 - 17:00 16:30 - 17.00
17:00- 1730 117.00-17:30 17:00- 17:30 7.00- 17:30 7.:00- 17:30 [17.:00-17:30 117:00- 17:30
17:30- 1800 17:30 - 18.:00 1730 - 18:00 17:30 - 18:00 }17:30 - 18:00 17:30 - 18:00 17:30 - 18.00
18:00 - 1830 118.00 - 18:30 1800 -18:30 [18:00 - 18:30 hB!OD- 1830 18:00 - 1830 18:00 - 18:30
18:30 - 19:00 18:30 - 19:00 8:30 - 19:00 18:30 - 19:00 18:30 - 19:00 18:30 - 19:00 18:30 - 19:00
119.00-19:30 Ho00-19:30 119.00-19:30 119.00- 19:30 9.00- 1930 [19:00- 1230 119.:00- 18:20
19:30 - 20,00 19:30 - 20,00 19:30 - 2000 19:30 - 20.00 19:30 - 2000 19:30 - 20,00 19:30 - 2000
£0:00 - 20:30 £0:00-20:30 £0:00-20:30 20:00 - 20:30 [0:00 - 20:30 [20:00 - 2030 [20:00 - 20:30
20:30 - 2100 2030 -21:00 2030 -21:00 £20:20 - 21:00 [0:30 - 2100 [20:30 - 2100 [20:30 - 2100
21:00-21:30 £1:00-21:30 £100-21:30 £1:00-21:30 21:00-21:30 [21:00-21:30 [21:00-21:30
21302200 £1:30-22:00 21302200 2130 -22.00 [21:30 - 2200
00-2230 £200-2230 00-22:30 00-2230
30-23.00 22302300 230 -23:00 30-23.00
00-2330 £300-23:30 -2 002330
3:30 - 00.00 2330 - 00:00 330 -00:00 330 00:00 27
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RESERVING INSTRUMENT TIME

4. Select the requisition you want to use for the session.
5. Select the start time and end time for the reservation.
6. If you will require Instrument Manager assistance, select the

Manager assistance needed box. If you select this box, please contact
the Instrument Manager to ensure he/she is available during that time.

7. Click Reserve.

Note: the Comment
box comments are not

Choose always viewed by CMIF

Fromist staff. If it is something
important please
contact CMIF staff
directly using the
"CONTACT Us"
button on the CMIF
website.

28
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MODIFYING/CANCELING YOUR
RESERVATION

1. To cancel or modify a reserved session, click on the reserved time.
2. Click Cancel reservation or Modify reservation.

30
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MODIFYING/CANCELING YOUR
RESERVATION

* Youshoudreceive
areminder e-mail before your session.

 CMIF allows users to cancel reservations onlineup to

24 hours before the reservation time without  penalty. This allows
time for other users to schedule the equipment.

* Late/cancellations: If a user must cancel their signed microscope
time within 24 hours before the appointment they must contact the
CMIF staff: https://www.cmif.osu.edu/Contact-Us. Failure to do so
may result in a charge for the scheduled time. Very late
cancellations require justification.

* Users who are more than 15 minutes late may forfeit their time if
there is someone waiting and the user may be charged for the time.

* More information regarding policies can be found here: https:// 31
www.cmif.osu.edu/Our-Lab-Policies


https://cemas.osu.edu/policies-and-procedures
https://www.cmif.osu.edu/Our-Lab-Policies
https://www.cmif.osu.edu/Contact-Us
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Reservation
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dule T et

Logging In: e ———

- DRSO 13 now Acatatle
- Reservaton Limiss. o Latee Bhan 9090 Gars. New 1esanabions open hosr by et
= Yeur e Ievel 08 T8 INSTUMEnt (s A0y e ACCHES

0429 513 0520 0427 0603 0810 0817 Today Jun 28 2013 07/01 0708 07118 0722 074
| X Jfue 0625 Teaoaze Jiuo6ar Frioeas Jatoaze [San 0650
Thex 15 Ahow 56355508 ¥5m G 16 02 00
=] ] | TR | ZERTED Pooo-mm
930 - S0 P20 - 3000 Pe30-10%0 P30 - 1000 Pe 30 - 1000
- 1090 - 030 0:00 - 9030 [10.00 - 10:30 10:00 - 40:30 [1000 - 1030
[ ou WI 1030- 1 030 - 1100 1030 - 1100 0:30- 1100 1030- 1100
100 - 1930 [11.00- 1130 100 - 1130 1100 - 1120
130-1200 1130 - 1200 130-1200 1130 - 1200
h290-1230 1200- 1230 1200+ 1230 12001220
L 1230 1300 1230 - 1300 2301300 1230 - 1300
a u to m atl ca 300-1330 Ir200- 1330 I12:00-1330 1200 1230
3301400 1330 - 1400 330 - 1400 1330 - 1400
1490 - 1430 [1400 - 1420 1400 - 1420 1400 - 1420
14301500 1430 - 1500 430 - 1500 1430 1500
- 801530 11500- 1830 118:90 1830 16001530
o e I n a e 15:30 - 9500 1530 - 16:00 530 - 96.00 1530 - 16:00
600- 1630 fie00- 1820 14001630 1600~ 1630
1630+ 17.00 1630 - 1700 630 - 9700 9630 - 1700
h7s0:17:30 [1708-17:30 7001730 I700-1730 7001730 17001730
1730 - 1800 117.30 - 1800 1730 - 1800 17.30 - 18.00 1730 - 1800
sta | l Of yo u r heso- 1820 [1e00: 1430 500- 1830 [1800- 1830 1#20-1830 19001830
830- W00 9830+ 1900 13.30 - 19.00 1830 - 19.90 83201900 1830 - 19:00
haso- 1830 fto00- 1930 900+ 1930 900 1930 9001930 1000- 1930
11920 - 2000 1930 - 2000 11920 - 20,00 1930 - 2000 9302000 1920 - 2000
k002039 pooo-z030 20202039 kaoo- 2030 02030 kaoo-2030
sc e u e F030-2100 RO30-2100 £030-21.00 R030-2100 £0.20-2100 RO30-2190
R190-2120 R100-2130 2100-2130 R100.2130 R100-2130 R100-2130
R130.2200 130-2200 R130-2200 R130-22%0 2130 -2200 R1230-2200
n u k202239 2002230 fasoi223 k2002230 b20:2230 b200:2230
k2302300 k2%- 200 £230- 2200 ka30-21%0 £220-2300 k2302100
I I - kaco-2330 f2oe-za20 b330.2230 kaoo- 2320 b100:2330 ka00-2330
3300000 R330-0000 £330-0000 R230-0000 2330 - 0000 330 - 0000

« If you did not have
scheduled instrument
time and wish to use
the instrument, you
may express log on
by clicking “Click to
log on”.

33
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Logging Out (not required):

1.

SEl

FOM will log you out automatically at the end of your
scheduled time. To log out manually Click yourreservation.

Ifyouwantto reportaproblem with the instrument, selectthe
SomethingWrongboxandleave acomment.

Selectthe account # youwantto useforthe reservation.

Click the Logoff button.

Copy your data at workstations (not at the microscope computer)

%QM Instrument Sc! : Quanta 200 DayView Month View
-Quanta 200 is ing u
z T

E’.Maxvommnm in 90 days: 6 hours; New reservations open week by week on

llBMlOM

Tuesday Oct. 8 R
14:01:54 \ Quanta 200 - Logoff
0812 || 4 11111 1118 11725 1202
»Adsvin Home T Instrument Status Report @OK () Something wrong 013
» User Home | c .
Aommoco @ | mEE — -
|
108:30 4 108:30 - 09:00 30 - 09:00
» Biling 1
. . e peoo 09:00-09:30
FOM will automatically log off oty | 12| sowamescoinumar v s s pon- 1020 2-
2R hooo ] 100~ 1030 000
Holidays MTest (100%) o0z S
o 0:30 - 11:00 0:30-

your reservation at the end of v
your scheduled time. Your
account will be charged for

(Logofl)

§888888:83

HitE b EE B

13.00 - 1330

b4 ;¢

- [11:30 -
-1 112:00 -
2:30-13: -
-13:
d - 14 :30 - 14:00 3
H 4:00-14: 14:00 - 14:30
your full scheduled time. i o
5:00 - 15 15:00 - 15:30 LE
115:30 - 16:00 5:30 - 161 530 - 16 115:30 - 16:00 5:30 -
[16:00 - 16:30 6:00 - 16:30 600 - 1 116:00 - 16:30 6:00 -
116:30 - 1700 [16:30 - 17:00 [16:30 - 17: [16:30 - 17:00 16:30 -
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1900 - 19:30 19:00 - 19:30 [19:00 - 19:30 1900 - 19:30 119:00 - 19:30 19:00 -
19:30 - 20:00 119:30 - 2000 19:30 - 20:00 9:30 - 2000 19:30 - 20:00 19:30 - 2000
ser Foru R0:00 - 20:30 2000 - 20:30 20:00 - 2030 20:00 - 20:30 -20:30 120:00 - 20:30 00 - 20:30 34
[20:30 - 21:00 20:30 - 21:00 30 -21:00 -21:00 2030 - 21:00 :30 - 2100




Downloading
Reports




THE OHIO STATE UNIVERSITY

1.
2.
3.
4.
5.

DOWNLOADING USAGE REPORT

On the left side menu, click User Home.
Click “User Report”.

Choose the facility.

Set the start and end date.

Click “Submit”.

36



Additional

Resources




THE OHIO STATE UNIVERSITY

ADDITIONAL RESOURCES

 CMIF website: https://www.cmif.osu.edu/

* Facility Online Manager (FOM): https://fom.osu.edu

* Policies and Procedures: https://www.cmif.osu.edu/Our-Lab-Policies
 CMIF rates: https://www.cmif.osu.edu/Our-Lab-Rates
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