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Quick Startup Guide
[bookmark: _Toc77341460]Login Instructions
[bookmark: _Toc77341461]Internal Users
Users with University of Ottawa login ID can use their credentials to log in and will be redirected to Infinity.
Internal User Login URL:  https://secure17.ideaelan.com/secure/Public/AppLogin.aspx 
[image: ]
[bookmark: _Toc77341462]External Users
External users (ie OHRI, CHEO, Carleton) will use the Infinity start page. Existing users can enter their information in the username and password fields at the top right corner.  New users will have to register below under: “Get started, register here for free.”
External Users Login URL: https://secure17.ideaelan.com/uOttawa_Test/Public/AppLogin.aspx
[image: ]
[bookmark: _Toc77341463]New User Sign-up (For external users only)
New External Users can register on the login page of the Infinity link.
· Enter First Name, Last Name, Email ID, Password and click on the Join Now Button.

[image: ]Click on Join Now Button
Enter the user ID here
Enter the password here

· After registering, a confirmation message will appear on the screen. Click the verification link sent to the email you provided. 
[image: ]

· Once you click the link in the verification email, the page will redirect to a registration wizard. 
· Click on the start button in the registration wizard to set up your Infinity account and profile.


[bookmark: _Toc77341464]Registration Wizard:
[bookmark: _GoBack]All new users in Infinity need to complete the registration wizard and request access to labs, facilities, and instruments. 
[image: ]

· Once clicking start, you will be able to request access to labs by clicking on “Request Access.”

[image: ]

Note: most access requests need manual approval from the PI, others may be automatically approved (based on lab settings).


· Now, select a lab to be your default lab and click on “Next”.
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· In the next page, you can request access to facilities. Click “Request Access” next to the Behaviour and Physiology Core.  Fill out the New User form and send it.  The Core manager will review your request and contact you about orientation.

[image: ]

· If you already have access to the Core, you will have the option to select access to the tests you will need to do.  Click “Request Access” on the right of the window.  The Core manager will contact you about additional training if necessary.
[image: ]
· The last part of the user registration process gives quick links to edit your user profile and to reserve tests.  A search bar is also provided to search through the software. 

[image: ]
· The new user registration process is now complete.  Click on Continue to exit the wizard.


[bookmark: _Toc77341465]The User:
· Once logged into INFINITY as a user, a toolbar with tabs will appear that are specific to your role.	

[bookmark: _Toc77341466]User Functions:  
        1                  2               3                4                                                                                                              5                                                6                     7    8
[image: ]
1. My HomePage:  see your specified favorite instruments and sample submissions, reservations, submitted samples, issues, service requests, and user profile.
2. Instruments: view, request access and book tests from the calendar.
3. Request Services: Submit sample forms/service requests for processing.
4. Supplies: Place supply orders for new supplies from facilities.
5. Select the facility from dropdown box for which you want to access the details, such as instruments, sample submission etc.
6. Start page: Click here you can make your current page as the start page.
7. My Items List:  Quick links to homepage icons, my favorite instruments, favorite requests, etc.
8. “9 square box” tool:  provides quick links to access facilities, contact Idea Elan, Facility admins, Help files etc.


[bookmark: _Toc77341467]My Home Page:

            1                         2                         3                                  4              5              6               7                 8                                                                        
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1. My Favorite Instruments: Displays Instruments set as favorite with a calendar to aid in making quick reservations.
2. My Favorite Requests: Displays all sample submission forms and service requests set as favorite by the user.
3. My Reservations: To view the instrument reservations made by the user.
4. My Requests: To view sample submissions or service requests made by the user.
5. My Supplies: To view submitted supply orders.
6. My Reports: Generate reports based on usage across various facilities, instruments, and sample submissions.
7. My Profile: Displays the profile of the user; labs and facilities affiliations of the user. 
8. My Agenda: User can save the tasks to be performed in a day, week, or month with priority.

[bookmark: _Toc77341468]Instruments
[bookmark: _Toc77341469]How to access instruments:
· All tests offered by the Behaviour Core are listed under the Instruments tab.  A subset of tests will be shown in the calendar window.  To see the full listing of tests, click “Instrument Filter”.
[image: ]Instrument Filter – click to expand
Instrument Tab


· In the dropdown Instrument Filter window, you can select your test of interest or search in the search bar.
[image: ]Scroll through the list to find your test of interest or search



· To request access to instruments, hover over the instrument picture on the calendar, then click on Request Access in the pop-up window.

[image: ]

· Complete the instrument access request form and click “Request Access”.  
[image: ]
· The permission status will then change to Pending.

[image: ] 

· The Core manager will contact you to arrange training on the test.  Approval will be granted once training is scheduled.


[image: ]


[bookmark: _Toc524445155][bookmark: _Toc77341470]How to make a reservation:
· Click on the Instruments tab to view the calendar for test reservation.
· The user can filter instruments using filter options.
· The calendar can be viewed in day/week/month view from the options on the right.
[image: ]
· Select your test of interest.  Create a booking by clicking a time slot and dragging for the length of time you will need.  
· The reservation window will appear.  In the reservation window, users must select the add-on instrument (room, ex. 1019B). If the room is already reserved at that time by another user, they will not be able to complete the reservation and will need to select a different time or room.
· [image: ]Ensure you have the correct start and end times.
· Select the room for your testing.  If that room is not available, an error message “Time Slot is unavailable for resource ROOM #”.  Choose another room.
· Ensure the correct lab is selected.
· Select the correct account code for billing.
· If you are doing your own testing, select Indirect Supervision.  

· Confirm the usage fee and click on OK.
[image: ]
· A reservation will be created.
· You are not able to book rooms directly on the room calendar. Users must book the test first and the rooms as add-ons. If you try to book a room directly, you will receive the below error message.  Please book a test or contact behcore@uottawa.ca.
[image: ]
[bookmark: _Toc524445156][bookmark: _Toc77341471]How to make a wait-list appointment: 
· Before making a wait-list appointment, contact behcore@uottawa.ca.  The Core manager may be able to resolve the conflict.
· When User A has created an appointment and User B wants to have the same slot for the same instrument, then User B creates a wait list appointment by clicking on the appointment created by User A. Then click on SAVE.
[image: ]
· A wait list appointment will be created.

[bookmark: _Toc524445157][bookmark: _Toc77341472]How to delete a reservation:
· When the User hovers over the appointment to be deleted, an X symbol appears. Click on X to delete the appointment.
[image: ]
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[bookmark: _Toc77341473]Request Services
· The Behaviour and Physiology Core will continue to develop projects and run testing for users.  Please contact behcore@uottawa.ca to discuss these projects.  
[bookmark: _Toc77341474]Access other Facilities
· To request access to other facilities, hover over the 9 square box and click on the blue DNA icon on the far right.
[image: ]

· All facilities within the institution will be listed. 
[image: ]

· Click on “Request Access” to request access to the facility you want to use. Depending on the facility settings, a manual approval may be necessary. 

[image: ]

· If the facility settings are set as auto-approve, then the request will be automatically approved.
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Hi Matt,
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better? Alternatively, do you know how much replacement tubes would cost?

Thanks,
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goes inside, the aversive stimuli are stopped.

The maze in our facility is a circular platform 122 ¢m in diameter with 40 holes
located 5 cm from the edge of the maze. Each hole is 5 cm across. The maze
is 95 cm above the ground. A black bucket on a pulley holds the mouse in the
center of the maze, then is raised upon the start of the trial. An overhead
camera records the mouse’s movements and Ethovision tracking software

9 (Noldus) analyses the behaviour.

Category : Default Category

Instrument Location: 10198

Short Name: Barnes

Facility : Behaviour and Physiology Core
Linked Instrument(s) : 10198
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We are pleased that you are interested in using the behavioural facility. Please fill in the information below.
Following review of your request, you will be contacted to set up a time to discuss your plans for use of the behaviour facility. Once your request is approved, you will then be given access to the
calendar to allow you to sign up for use of behaviour equipment.

Fa

ity Access Request Form

Some tests are scneduled using -
a Google Calendar. Do you have Yes
aGmail account? Ono

If Yes, Please provide your Email
Address.

Employee or student #

Building

Room

Phone # during regular working
hours,

Phone # after hours (for
weekend testing /confidential)

Position in Lab

Number of Years at the M
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