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M2-2-1 Reserve (or change, cancel) for self-use

[1] Select [Reservation Management] - [Self-Use Reservation] - [Registering Basic Self-Use
Information], move the mouse to the relevant item to show the check box [, check the box to

the left of the facilities you wish to self-use, and click “Next” at the top.
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[2] Enter the date and time, then click "Submit.

servicenow

Home ¥ Registering basic self-use information Search Catalog

Registering basic self-use information

Enter tentative reservation information for self.uze

* Indicates reguired

Required information
Reservetion start deie
time.

Reservation type

acility name
EREE) . ‘
Reservation date time /

* Reservation start date time *Reservation end date time

| HY-MM-DD HH:mm:00 =

| YYYY-MM-DD HH:mm:00 ‘ k ‘
J

Fres text

@ Add sttschments

*Use the “free text” area if you want to contact the facilities owner for any reason.

[3] After clicking "Submit", the budget information registration screen will be displayed. If you
have permission to use the budget from the person in charge of budget details (if you have
obtained a passcode or are registered as a budget user), you can simply register the available
budget information to the relevant reservation, and when the next confirmation screen appears,

your reservation is complete.

If you have not received permission to use the budget from the person in charge of budget
details, please obtain permission (after obtaining a passcode or registering as a budget user)
and then proceed to "Reserve self-use" and enter the budget.

(Note) There are two types of budget registration. Please contact the budget manager or

budget supporter for each laboratory.

i) In the case of a passcode: Please go to M2-2-2-1.
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ii) If you are registered as a budget user: Go to M2-2-2-2.

® Change a reservation
[4] Select [Reservation Management] - [Self-Use Reservations] - [Change Self-Use Reservation
Information], move the mouse to the relevant item to show the check box [, check the box to

the left of the reservation (or provisional reservation) you wish to change, and click [Change]

at the top.

= Reservation List| Reservation number ~ | Search | © ‘ Actions on selected rows...

<L Reservation number Facility name State Reservation start date time
pectroscopic
TASK0102116 Ellpsomeiee |9 Self use Already — 2024-07-25 11:00:00
reserved

KITUTVA—S

[5] Modify the reservation date and time as in [1] above and click "Submit.

[6] When the changed reservation information is displayed, you have completed the reservation
(you do not need to click "Save" in the lower right corner).

® Cancel a reservation

[7] Select [Reservation Management] - [Self-Use Reservations] - [Change Self-Use Reservation
Information], move the mouse to the relevant item to show the check box [, check the box to

the left of the reservation (or provisional reservation) you wish to change, and click [Cancel] at

the top.
= Reservation List | Reservation number ~ | Search © ‘ Actions on selected rows... | Change
Q. Reservation number Facility name Opened b State Reservation start date time

Ellipsometer | 4 Self use Already  2024-07-25 11:00:00

TASK0102116 L =0 reserved

[8] Click "Submit”
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Home » Cancelselfuserreservation

Cancel self-user reservation
: ,
Cancel the reservation for self-use of facility

[9] When the canceled reservation information is displayed, you have completed the reservation.
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