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[ User’s manual for readuest analysis

Materials Analysis
Division(Suzukakedai),
Open Facility Center

Apply for request analysis

Login to
“https://www.ofc.titech.ac.jp/en/tsys-h/”
with your user name and password.
Then click “Request Something”.

servicenow.

Welcome to the

A How can we help?
Service Portal 2

== U
‘ Request Something

~_

Click “Integrated Facilities Sharing System”

button, then click “Reservation Management”

— “Request Task” - “Registering basic
request task information”

servicenow. " [-]
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task information
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Once you see the list of available equipment,
check the box next to the ones you want to
request, then click “next”.
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How to sort facilities

At first click%, then you can search using
various keywords. Start with a half-width
asterisk(*).

Slide 2
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Reservation | -
Management
Change request task informa. .
Request Task Registering basic request

~_

You do not have to write the desired date
and time entry (of course you are able to
write). If you have any questions, feel free
to write in the Contact information.

After create your application (download
from the web page
https://www.ofc.titech.ac.jp/division/anal
ysis-s/sb-order/

and fill in the required information), send it
from “add attachments”.

Then click “Submit”.

servicenow. " [-)

Home > Registering basic application information Search Catalog

basic application information

Submit
° <o a7~ |
You do not have to write the
= desired date and time entry
. (of course you are able to write)

Meeting desired date and time
Desied start ate and time 1

VYYYMILDD Himmss.

« If you have any questions, feel free
to write in the Contact information.

D rdatachments
Add attachments ‘:

Application form is required

~ 2%

The status on the top right is "provisional
application" .

At this point, your application is not yet
completed.

% 5
» servicenow. 5 3
Home 3 MyRequest-TASK0031284

Crested Updated
justnow  justnowll Provisional application
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TASK0031284

Provisional application

Activity Attachments

SHTEPIFR S -

Please remind it! !ﬁ

At this point, your application is not yet
completed because of “provisional application™.
Be sure to register from the following budget
request task information.

: ;continued on next page
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[ User’s manual for readuest analysis

Materials Analysis

Division(Suzukakedai),
Open Facility Center

Input budget information

Close “My request” tab and click “Registering
budget request task information”

| | RequestTask X ‘ O My RequestE

‘ue&table=u_application_and_request_task&sys_i

‘ ervicenow - o

Home 3 Service Catal g > > > RequestTask | SearchCatalog Q

Request Task
BHEACHDZ T T

Registering budget request
task information

~_

Check the box left to the task of “provisional
application”.

Select either “PWD or “Registered budget”

for the budget information according to the
way determined by each laboratory.

Select budget

Provisional Application

B Q. =Number =Fa
Se

Search

(D 1askoosiss
g [ .

earch search =Task request =Provisic

Task request

Using password: Input passwd informed
from laboratory budget manager, then click
“Submit”

oo e e

Home > Entry budget passcode Search Catalog

Entry budget passcode @
nty budget passcode

* indicates requied

nnnnnnnn
*passcode.

Passcode

Slide 3

Using registered budget: Select budget >
next button— confirm— Click "Submit”

~_

Click “Submit” again from the information
confirmation screen.

servic i R * -
vome . - . . [ serencatsos a|
| l
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Submit

~En - pgsEEAE. - |

Meeting desired date and time

Please remind it!
Please remind click “Submit” again

~_

You can get an email from the system about
task application completion notification

© [MERIETH] FEHAFERIAT 7B (6%
fig: ©O) ".

Please wait another email from in charge of

each equipments.
= _&

Meeting with in charge person and pass
out the sample.

~_

You get an email from the system about
meeting registration completion
notification” [#i&SelETH] FEHMEITS
abEE&RT 7@ (&E : O0) .
Requests cannot be changed or canceled
after you get the mail.

~_

The person in charge will send you the result
report after analysis. And you get an email
from the system about performance review
notification” [#i&lETH] EHBMKIEERIERE
B (3%f@ : OO) " . Thatis the end of the
series of requests.
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User’s manual for self-use training

Materials Analysis

Division(Suzukakedai),
Open Facility Center

Aopoly for Self-use training

Login to
“https://www.ofc.titech.ac.jp/en/tsys-h/”
with your user name and password.
Then click “Request Something”.

servicenow.

Welcome to the

3 How can we help?
Service Portal 2
Lo

Click “Integrated Facilities Sharing System”
button, then click “Reservation
Management” = “Self-Use Training” -
“Registering basic self-use training
information”

servicenow. = (]
e

““““ Integrated Facilities Sharing System
i . \ =

Reservation
Management

Registering basic self-use
training information

SeIf-UseT

raining

Once you see the list of available facilities ,
check the box next to the ones you want to
use, then click “next”.

|

How to sort facilities

At first cIick%, then you can search using
various keywords. Start with a half-width
asterisk.
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You will get the training date information
from in charge person, then you should
arrange the day. (You can write your desired
date for reference.)

If you already have a license, comment
"Licensed" in your message.

After create your application (download from
the web page
https://www.ofc.titech.ac.jp/division/analysis-
s/sb-order/

and fill in the required information), send it
from “add attachments”. Then click “Submit”.

servicenow. : (-]

Home > Registering basicapplication information

Registering basic application information
Regster basi pplction nformaton

=

Submit

You do not have to write the
desired date and time entry
L (of course you are able to write)

= 5

If you already have a license, comment
"Licensed" in your message.

[ Add attachments 1 Application form is required

Who already have got the license can
contact the person in charge directly
by email without using the system.

~_

The status on the top right is "provisional
application" .

At this point, your application is not yet
completed.

TASK0031284

Please remind it!

At this point, your application is not yet «:

completed because of “provisional application”:
Be sure to register from the following budget
self-use training information.

continued on next page
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Materials Analysis

’s manual for self-use training Divislon(Sumukateda).

Inpu't budget information Using registered budget: select budget -

next button—> confirm—> Click “Submit”

Close “My request” tab and click “Registering
budget self-use training information” C
| O RequestTast x| ) MyRequestE Click “Submit” again from the information

‘ue&table=u_application_and_request_task&sys_i CcoO nﬂ rm atio N screen.

— SerVic i . -
Hom: egister on

pr— al

servicenow - d Register application budget information
Home > SoveeCalon > gt oo Shorng Sy Bt lonsgument > SeachColog a Register budge forth appication
J

..............

Submit

racitynsme
[o mEaomEsmenE. -

Meeting desired date and time.

nnnnnnnnnnnnnn

B Registering budget self- s
use training information
Please remind it!

v Please remind click “Submit” again.
Check the box left to the “provisional v

application”.

Select either “PWD or “Registered budget” You get an email from the system about
for the budget information according to the completion notice of task application” [#%
way determined by each laboratory. ST L IFIREE AT TR
(5%f& : OO) " . Please wait another

ZY Select budget email from in charge of each equipment.

Provisional Application

= Isea umber
O, =Number = Facility name = Opened = Reservation and Application type =state
A

Search Search search =Task request =Provisic

Magnetron

— Take a training on a specified date after

() TASKo031284 e I application . . .

: meeting with in charge person.

4 12 r You get an email shortly before or after the
course from the system about completion

v notice of meeting registration” [#t&%EF
#] WL IAAEBEBIT5EeHEERT TIEA

(5%f@ : OO) ".

ITEBY T R b Provisional

;Jsmgl p;ssv:ord:blndputtpasscode T;orm?dk Requests cannot be changed or canceled
”rSorE a.t'?ra ory budget manager, then clic after you get the mail.
ubmi

~_

Home > Entry budget passcode

You get an email from the system about
performance review notification” [#i&&fE
FH] WL IFAEEEREREEREN (5 :
O0) ".

After registering as a self-user by in charge
person, you can make reservation.

Entry budget passcode
enyb

ry budget passcode

Passcode I

Slide 5 Self-use training 2/2



Materials Analysis

User,s ma,nua,l for se l f_use Division(Suzukakedali),

Open Facility Center

Reserve the eauipment

How to sort facilities

Check status of the equipment that you At first cIick%, then you can search using

want to use by Google calendar. various keywords. Start with a half-width
https://www.ofc.titech.ac.jp/tsys/tsys_facilitie asterisk.

S_OCI/ Y EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEnnnnn?

~ ~

evEEEEEEEE®,
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Login to

“https://www.ofc.titech.ac.jp/en/tsys-h/" Input reservation start date/time and
with your user name and password. reservation end date/time.

Then click “Request Something”. Then click “Submit”.

servicenow.

servicenow - (- )

S — [ewrcanon

Welcome to the

3 How can we help?
Service Portal 2

Registering basic self-use information

Reservation end date tme

Request Something

w | [rwosnen )

~U | \

Input reservation start date/time

Click “Integrated Facilities Sharing System” ﬁ and reservation end date/time.
button, then click “Reservation (T e e e e e
Management” > “Self-Use Reservation” - i Thetime unit is different foreach |
P ; . -, ] equipment. ]
Registering basic self-use information (S iy Jo iy S ————_

servicenow . (-]

Integrated Facilities Sharing System ]

Self-Use Reservation B3
CLIHATACENINTIY

The status on the top right is "provisional

application" .
At this point, your application is not yet
o Self -use Registering basic self-use completed.
reservation information
v ot W Provisional application
Once you see the list of available e T
equipment, check the box next to the ones
you want to use, then click “next”.

R

: Please remind it!

© At this point, your application is not yet
- completed because of “provisional application”
- Be sure to register from the following self-use

* budget information.

YasEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEnEnnnnnns®

Vminued on next page
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User’s manual for self-use

Materials Analysis

Division(Suzukakedal),
Open Facility Center

Input budget information

When you input the correct budget
information, your reservation is confirmed.
Please note that if you leave “provisional
application” as it is, it will be canceled after
3 days.

Important

After confirming that “fR_ZJLIFIRB” is
displayed in “Google calendar”, input budget
information. If you input budget information
before it is reflected on Google Calendar, the
reservation will be completed but it will not
be reflected on the calendar.
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Close “My request” tab and click “Self-use
budget information registration”.

| ) Request Task XJ O My RequestE

‘ue&table=u_application_and_request_task&sys_i

............................................................

Self-Use Reservation | =

CAIHBTRRDENTTY

Self-use budget information
registration

Slide 7

Check the box left to the “provisional
application”. Select either “PWD” or
“Registered budget” for the budget
information according to the way determined
by each laboratory.

Select budget

earch  Reservationnumber ¥ | Search

B O Sresenatonoumber = faciityname S Openedby  HPupose  Hute I Resenatonsundaetme =
Search Search Saarch Saarch Search Saarch S
Xray DSC (XRD-DSC)- =
SFHPIFI Provisional 1l -
TASK0031275 Materials Analysis Self use 2023-05-25 09:00:18 20
El resenati

D..

~

Using password: Input passcode informed
from laboratory budget manager, then click
“Submit”

servicenow. o

Home > Entry budget passcode.

Entry budget passcode
sscoce

Entry bu

Passcode

Using registered budget: Select budget >
next button—> confirm—> Click “Submit”

~

Click “Submit” again from the information
confirmation screen. Your reservation for
self-use is confirmed.

PYNRY (o THERETISEEERSSERLTEE. x -

Home > Registerselfuse budgetinformation (PWD).

‘Search Catalog. Q
Register self-use budget information (PWD) @
Registers budgtforthe resenation
s ) -
Submit
° TN

r
11,

M EEEEEEEEEEEEEEsssEssEEssEEEE
Please remind it!
Please remind click “Submit” again

AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE®

~

You get an email from the system about

completion notice of task application” [#t&
MEFH] FHTTEA RfE : OO) .

Vontinued on next page
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User’s manual for

sel f-use

Materials Analysis

Division(Suzukakedal),
Open Facility Center

Use the equipment

Use equipment on reserved time.
Note the usage history according to the

rules of each equipment.

Please remind it! «:
Don't forget register your self-use results,-
otherwise it cannot be completed. :

.
.lllllIIIIIIIIIIIIIIIIIIIIlllllllllllllllllll'

eEmEEEEEN,

* When you want to change or cancel your
reservation, please enter to Reservation
Management - Self-Use Reservation -
Change Self-use reservation Information.

SN BN NN N BN BN NN BN BN BN NN BN BN BN NN BN BN NN N By

~

Register the result®

Register reservation time
Enter start time and end time for register
of usage time.

servicenow.

s > EWEE

EEER

CATHAORRERBLES

reserved time or
occupancy time |

Fome

TASK0O24254

NREEE
°

A Z . J

S, N - S S - S S - - - - - - - - . . \
" Cancellations and changes to shorten ‘I E |l When you finish earlier than the 1
the time after the scheduled time are | j reservation end time, please register |
b sl I 1 the resultimmediately according to I
1 : R . I I the usage unit of each equipmentand |
\_(IiEEh_ar_gid_o_rlgln_alr_es_eivsol_tin_e)__J I change the reservation time. :
: Then other people can use it. (It is |
; reflected to Google calendar) Itisnot |
| possible to shorten the time after the 1
I (Itis charged according to the original
Register the result | e o) !
j |fthereis a discrepancy between the |
o o | usage record time and the record |
Click “Result Management”>"Self-Use I registration time, the record may be |
Reservation” —>”Register self-use result” |\ revised based on the reservation time. "
—_—
Home. haring System | 3 ’W’ q‘] v
Categ: . Self-Use Reservation - E | =
.......... . [T er—y Register the result(2
B — Register budget
oeult Register self-use result Click “Add” on Usage fee list, choose
Management charging unit - enter the number of units

Self-Use Reservation ]

~

Check the box left to the reservation to
register. Then click “Next”.

=88 =EAF-HR = FHMBER 4 =FHKTI

B % =3 B
Scanning Electron
Microscope

(SEM)-1:Mat.

WLIRA T 2023-03-101000:50  2023-03-1012

Slide 8

in integers - "Add” = ”"Submit”

aaaaa

Choose charging unit d

Enter the number of units
in integers
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User’s manual for self-use

Materials Analysis
Division(Suzukakedai),
Open Facility Center

Change reservation

Click “Integrated Facilities Sharing System”
button, then click “Reservation
Management” - “Self-Use Reservation” -
“Change self-use reservation information”

servicenow. g

Change self-use

Self-Use nge '
i reservation information
Reservation |

Cancel reservation

Click “Integrated Facilities Sharing System”
button, then click “Reservation
Management” - “Self-Use Reservation” -
“Cancel self-use reservation information”

servicenow. g

a

Check the box next to the ones you want to
change.

@ O\ = Reservation number = Facility name =
Search Search
Transmission
(D 71ASK0029305 Electron Microscope X
(TEM):-M...

lon Sputter Coater-
2714 Vasarialsinnatieie E

~

Re-input reservation start date/time and
reservation end date/time and click
“Submit”.

servicenow.

Home > Change selfuser reservation

Chaﬂge self-user reservation
o

tioninformation for selfuse

Cancel self-use

Self-Use cel s .
i reservation information
Reservation |

MR A~ > 97

[&] [=

Re-input reservation start date/time
and reservation end date/time

Slide 9

Check the box next to the ones you want to
cancel

e Q, = Reservation number = Facility name

=  Reservation List JeENT:CY Search Reservation nun

Search Search <

Transmission
Electron Microscope X
(TEM)-M...

2

(O  1ASK0029305

lon Sputter Coater-

o718 Matariale Anahicic il

~

Click “Submit” after confirming on the
screen.

servicenow.

Home > Cancelselfuser reservation [ searcn catat %

Cancel self-user reservation

Cancel forsebasefacity

n [ ]
[er—

Submit

ST v o)

Request

Reservation date time
-—————————————————————g

| Cancellation after the reservation time ‘I
: is not valid. (It is charged because of I
" occupation of equipment) ,'
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