
How To Use the Reservation System
of Instrumental Analysis Center

(Updated April 2024)

Reservation System Manager:

Shimizu Hikaru (technical staff) 
shimizu.hikaru[@]shizuoka.ac.jp
ext. 1756
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1. Sign in

①Select Section

②Select Group

③Select Laboratory

④Enter Password

⑤Click Sign in

*Please check notice from 
  each center every time



2. Reservation ❶Via Weekly Calendar

①Jump to the top of the calendar for each group

②Click the icon for the device and date you want to reserve

*Click the icon next to the device name to see its details.



2. Reservation ❷Via Monthly Calendar

①Select the device 
you want to reserve

②Click the icon for the date you want to reserve

*Click the icon next to the device name 
to see its details.



2. Reservation

①↑Check the notice of the device

③Select the user

②Select the date and time

④Enter remarks if any

⑤Click Confirm



2. Reservation

⑥Confirm the contents

⑧Click Back to correct

⑦Click Reserve if it’s OK



2. Reservation *for Licensed Devices

Some devices are operated on a license basis and only licensed users can make reservations.

←Weekly Calendar
Licensed devices are colored.

←Monthly Calendar
Licensed devices have a note
at the top of the calendar.



2. Reservation *for Licensed Devices

You can check whether you hold a license or not from Laboratory Information.
Requirements for license approval vary from device to device, so please contact us for details.



3. Application ❸Apply for Overtime Use

①Select the device

③Select the user

②Select the date and time

*This menu is only for the Hamamatsu Instrumental Analysis Center.

④Enter remarks if any

⑤Click Confirm



3. Application ❸Apply for Overtime Use

*This menu is only for the Hamamatsu Instrumental Analysis Center.

⑥Confirm the contents

⑧Click Back to correct

⑦Click Apply if it’s OK



3. Application ❹Check the Application List of Overtime Use

*This menu is only for the Hamamatsu Instrumental Analysis Center.

*You can check whether your application has been approved or not
by an automatic email from the reservation system or from this application list.
Please confirm that your application has been approved before using overtime.

↓Application list submitted by your laboratory

White → Pending
Red    → Rejected
Green → Approved



3. Application ❺Apply for Technical Guidance

*This menu is only for the Hamamatsu Instrumental Analysis Center.

①Select the device

③Select the user

②Select the date and time

④Enter the details 
of your specimen

⑥Click Confirm

⑤Enter the kind of guidance 
you need



3. Application ❺Apply for Technical Guidance

*This menu is only for the Hamamatsu Instrumental Analysis Center.

⑦Confirm the contents

⑨Click Back to correct

⑧Click Apply if it’s OK



3. Application ❻Check the Application List

*This menu is only for the Hamamatsu Instrumental Analysis Center.

*You can check whether your application has been approved or not
by an automatic email from the reservation system or from this application list.

↓Application list submitted by your laboratory

White → Pending
Red    → Rejected
Green → Approved



4. Laboratory Information ❼Change Sign in Password

①Click Change Password

②Enter the new password twice
Click Confirm

③Click Register

*Please obtain the agreement of all lab members before changing the password.



4. Laboratory Information ❼Add Laboratory Member

①Click Member Add Request



4. Laboratory Information ❼Add Laboratory Member

②Select the grade

③Enter the name in Japanese or English

④Enter the name in English

⑤Enter the student / staff number

⑥Enter the mail address
(Recommended ***@shizuoka.ac.jp)

⑦Enter the extension number if any

⑧Select the student liability insurance status

⑨Select the language

⑩Enter remarks if any

*Users of the Shizuoka Genomic Section 

should select the devices they plan to use.
⑪Click Confirm



4. Laboratory Information ❼Add Laboratory Member

⑫Confirm the contents

⑭Click Back to correct

⑬Click Apply if it’s OK



4. Laboratory Information ❼Add Laboratory Member

⑮The member will be added to the list 
with the status of “Pending” 
*They cannot make a reservation yet.

⑯After approved, the member will be 
officially added.
*They can make a reservation.



4. Laboratory Information ❽Check Your Reservation History

↑Reservations after today

↑Past reservations

←Select the fiscal year



4. Laboratory Information ❾Report Research Achievement

①Click Add

*Reporting of research achievement is optional. 
   The collected data will be used as reference for center management.

↓Research achievement list of your laboratory



4. Laboratory Information ❾Report Research Achievement

②Select the category

③Enter the achievement detail

④Select the devices used 
for this achievement

⑤Click Confirm



4. Laboratory Information ❾Report Research Achievement

⑥Confirm the contents

⑧Click Back to correct

⑦Click Add if it’s OK



5. Others Language Switch, Sign out

Language Switch (English⇄Japanese)

Sign out



5. Others Calendar for Browsing Only

←Browse from here



5. Others Calendar for Browsing Only

↖Select the section

*Click the icon next to the device name to see its details.

*Reservations cannot be made.
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