Procedure for seat booking B16 Level 1 Hardware Lab

New procedures for Project Laboratory access.

1. Fill out the SOP - B16.1003-General Bench Use and Access.pdf which need to be approved and signed by
your supervisor. Send completed form to bl6book: b16LabBookings@soton.ac.uk.

2. Read and sign the General ECS Teaching Labs Risk Assessment.pdf. Send completed form to b16book:
bl6LabBookings@soton.ac.uk.

3. Complete B16 induction and send to b16book: b16LabBookings@soton.ac.uk.

4. When sending the completed B16 induction please state your preference for the AM or PM slot in the email,
although please be aware of the lab capacities outlined below. Once allocated, you will not be able to
switch, you will remain in the AM or PM bubble but not both.

Lab Capacities.

Phase 1.a will have 8 slots available for each AM and PM session. (10%- 14" August 2020).
Phase 1.b will have 16 slots available for each AM and PM session. (17" —21°t August 2020).

Phase 1.c will have 24 slots available for each AM and PM session. (24" August onwards).

Lab opening times.

The lab will be opening Mon-Fri only.

AM session from 09.00 to 12.00
PM session from 13.00 to 16.00

Please remain socially distanced outside the building as there will be no card access. A member of staff will open the
door at the start of each session, check your booking and allow you access to the lab.



Access to Booking System.

Once the first steps have been completed you will receive an invitation link for the booking system from
Clustermarket: info@clustermarket.com.

Click on the link provided within the email fill in the relevant details and sign up for the booking system.

Welcome!

Sign up to join the Clustermarket network

First Name Last Name

Email

.soton.ac.uk

Phone

(optional)

Password
Sector

Academia <

[ 1 agree to the Terms of Use and Privacy Policy.

Once created you will be logged in immediately.

Quickstart Guide

Welcome!
Happy to have you on board.
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To log back into the system in the future, go to the following URL. https://app.clustermarket.com/login

Welcome back!

Log in to the Clustermarket network

Email...

Password...

Forgot password?



On initial logon you will see the My Dashboard page by default. This page will outline any bookings you have
currently and for which machine.
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From the My Accounts section on the left choose ECS Building 16 from the select accounts dropdown box. Once
selected the Lab Dashboard will appear. Click on the Lab dashboard, if you do not see any equipment available
to book, please contact bl6LabBookings@soton.ac.uk as the AM or PM group will need to be allocated.
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Booking a slot

From the Lab Dashboard the calendar will show which pieces of equipment are already booked and which are
available. Click on an available piece of equipment under the My Equipment tab on the left-hand side.

& clustermarket

MvseLe
¥ My Dashboard
My Bookings

& MyOrders

My Projects

Create alal

#  Lab Dashboard >
Equipment

&  services
Users

Refer alab

This will show the availability of the pc the bookable slots are in white a booked slot is dark grey and unavailable

gl

Lab Dashboard

My Activities

Calendar

day [ week | month

2 Equipment

> wicoy

Wed 5

w29 Choose Equipment

® A= 2 VWES |

< Aug3-9,2020 >

Thu 6 Fri7 sat8 Sun9

W Unavailable

times are a lighter grey. An image is also available showing the location of the pc within the lab.

& clustermarket

st
# My Dashboard
My Bookings
& MyoOrders
My Projects
My Reviews

TS

@ createalab >
A Lab Dashboard >
4 Equipment

&  services

o Users

Refer a lab

To book a slot click on the 09.00 or 13.00 time slot. It will allocate the slot with Equipment Booking in blue, scroll
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down and click book. An email will be sent confirming your booking.

9 clustermarket
—
A My Dashboard
My Bookings
S MyoOrders
My Projects
My Reviews

MY ACCOUNTS

Create a lab >

ECS Building 16 | Universi ~

#  Lab Dashboard >

Equipment

& services

Users

Refer a lab

Jo)

Equipment - Details

Ly

—
W02

ECS Building 16 | University of Southampton

RT3 ook equipment

Price (Excluding VAT)
0 GBP per hour

Room
R1003

Location
Southampton, GB

Contact
Demo

Book Equipment

Booking calendar

today | <[>
Mon 10/8

Click the 9:00 AM time slot

© P> 2w

A

Learn more about using the calendar: ©

Aug 10 - 16, 2020
Thu 13/8 Fri14/8

week | month

Tue 11/8 Wed 12/8 Sat 15/8 Sun 16/8

00-12:00
Equipment
Booking

Announcements [l My booking ll Member booking [l External booking




Should you attempt to click in a slot other than 09:00 or 13:00 you will receive a minimum time booking error:

app.clustermarket.com says

You do have the ability to cancel your own bookings. From Myself section on the left-hand side, click the My
Bookings tab which will display all the bookings you have made. On the booking you would like to cancel click the
down arrow on the right and click the details.
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