
       
 

      

 

         
         

                                     
                   

 

                                        
                                         

                                   
           

 

 
   

 
                                            

                                           
 

 

 
   

The Ohio State University o Web Log in Service Help Buckeye Link Map Find People Webmail Search Ohio State 

You've requested a web page which requires a user login . Systems Status 

Need Help? Identify Yourself 

Enter your Ohio State Username (lastname.#) Forgot your username or password? 

Change your password? 
Wmple:dioe. l 

Need to activate your Ohio State Username? 

Need a BuckeyePass Token? Passw ord o, Passcode 

Enter your account password. 
fluckeyri'ossus<!'rs, <!'nt<!'r)'Ollrf'os:;,co,;h. 

Other questions? 

About Ohio State Usernames 

About OSU Web Login 

Contact IT Service Desk 

IMPORTANT 

For help wi th password or logon issues, contact the IT Service Desk by dialing 8-HELP (on 
campus) , 614-688-HELP, or 8help@osu .edu . 

The Ohio State University will NEVER ask for your password via email, phone, or any other 
method. lf you receive such a message or have replied to one, please repor t i t to repor t
phish@osu.edu. NEVER reply to any email asking for your account information or other personal 
details. 

To protect your privacy, comp let ely exit your web browser when finished. 
Login will remain in effect until you completely exit your browser or several hours have elapsed. 

OSU - FOM - Welcome 

Fadlifv Oriline Manager 

Time on seiver 
Wednesday Mar. 13 

16 : 45 : 32 

Welcome to OSU Fac ility Online Manager (FOM©) 

Click here to continue -,------~---
FOM© is an online accounting and instrument management software. 

FOM@ is FREE for small research group use (online scheduler only, with a minimal installation fee ) 

FOM@ supports unlimited number of instruments, unlimited number of facilities, and unlimited number of users. 

FOM© can be used as a simple scheduler or as a complicated management system. It can be used in a single laboratory, or 
used to host all the facilities on campus. 

If you are interested in using FOM@. please contact FOM Networks at info@FOMNetworks .com 

Visit http://\ovww.FOMNetworks.com/ to see the features of FOM© 

The following facilities are currently hosted on this FOM© seiver: 
(Facility names are linked to facility websites. To use the facility, please login first) 

CCIC - Mass Spec & Proteomics (MS&P) Welcome to the CCIC Mass Spectrometry and Proteomics Facility at OSU. We 
hope you will find that we can meet your research needs as we offer a wide range of services. Please feel free to contact us 
to discuss the wide range of experiments we can perform. 

CCIC - Nuclear Magnetic Resonance (NMR) The CCIC NMR is a state-of-the-art campus-wide core facility that currently 
houses three high resolution Bruker NMR spectrometers: one 800 and two 600 MHz. The facility and resources are 
available to all scientists within and outsi de the osu. 
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Facility Online Manager @ OSU 
– Instruction for users – 

FOM is an online accounting and instrument management software. For questions regarding the instruments or a facilities contact the 
facility manager via the method in section X (page 12). 

I. User registration 
1. Go to https://fom.osu.edu and you will be prompted for your OSU name.# login and click on login (see below). NOTE: 

If you are in Non‐OSU/External user and do NOT have a OSU name.# user account you must apply for a sponsored 
guest account. Contact the administrator of your facility to obtain the form. Once you have obtained your OSU 
sponsored guest account continue reading below. 

(Figure 1) 

2. You will now see the FOM welcome page, please make sure to select “Click here to continue” and NOT the list of 
facilities listed below. Clicking on these links will take you to each of their respective home pages, NOT a list of their 
instruments. 

(Figure 2) 

Last Update: 6/19/2014 

https://fom.osu.edu


       
 

      

 

 
                                          

                                      
                                     
     
 
 

                                        
                                         
                      

 
               

 

 
   

 
                                        

                                     
  

 

 
   

 

OSU • FOM • User Registration 

Fadlifv On/in@ Manager 

Time on server 
Monday Mar. 11 

15 : 35 : 14 

» Billing 

» Reports 

» Facility Config 

» Holidays 

» User Survey 

» Departments 

> Supervisors 

» Resources Admin 

» Maintenance Records 

» Users Admin 

» Email List 

» Collaborate & Servi ce 

» Usage Records 

» Purchase Supplies 

» Documents 

» User Report 

» My Profil e 

> My Accounts 

FOM New User Registation 

Username: 

Catego ry I Postdoc ... 1 

Discipline I Select your discipline 

Department I Select your department 
here 
--~-~----------"~I My department is not listed 

Supervisor: I Select your supervisor ... 1 My supervisor is not listed here 

First Name: 

Last Name: 

Email: 

Pho ne Numbec 

I Submit I 

I Select a subject .. 

Your Email: I I 
Subj ect: !FOM: New Department To Be Added 
Message: 

Dear FOM manager, 
I am registering a new account in FOM, but my department is not listed. Pl ease add the following 
department so I can register in FOM. 

Department Name· ______ _ 

••once submitted, use your 
browsers back button to 

finish your acount registration 
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3. You will now be prompted to either select internal or external user (figure 3). The definition of an external user is 
anyone is outside of OSU and does NOT use OSU billing accounts. If you improperly select your classification and 
finish filling in your profile it will have to be deleted by and FOM administrator (fom‐admin@osu.edu) in order to 
correct the mistake. 

4. [For Internal Users Only, External Skip to Step 5] You will now see the form below. Your username, e‐mail address 
and name have already been populated. If you do not see your department or supervisor/PI click on the blue links to 
open a form to notify the FOM manager to add them. 

The supervisor/PI is listed alphabetically by last name. 

(Figure 3) 

a. If you clicked on “My department is …” or “My supervisor is …” and filled out the corresponding form (below) 
once it has been submitted use your browsers back button to go back to the account registration form to 
finish. 

(Figure 4) 

Last Update: 6/19/2014 

mailto:fom-admin@osu.edu


       
 

      

 

                                   
                           

 
                                        

                                     
                                                

                 
 

 
   

 
 

                                      
                                  

 

 
   

                                             
                                    
                       

 

FOM New User Registration 

Pl ease choose: O nternal User @ Extern al User 
FaCilitv Online Manager 

Ti me on server 
Thursday Jun . 19 

I 11 : 25 : 05 1 

Net ID: 1hall.2168@osu.edu 

Affi li ati on I Small company 

Disciplin e I Educational Lab Use 

First Name: ~ drew 

~-'.:'.'.'.'.::'.:'.:'.=========~ Last Name: ~IH_a_ll _____ ~ 

Email: 1hall.2168@osu.edu 

Phone Nu mber: 

Invoice cc Email 

Company Name: 

Street Name & Nu mber: 

City: 

State ~ 

Zip C=:::J 

Expiration Date: 106/19/2019 

I submit I 

CSU • FOM • Page Error 

Facmtv Online Manager-

Time on seiver 
Monday Mar. 11 

16 : 24 : 14 

WARNING: Yo u must add a valid financial account number before continu· 

or a supervisor/assistant Click here to add account number 

If you are registering as a manager or supervisor/assistant, please close the window and inform your facility 
administrator so s/he can upgrade your user role. 

test04 
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b. You will be e‐mailed once your department/supervisor/PI has been added. You are urged to no finish your 
profile until you receive the email that your department or supervisor has been added. 

5. [For External Users Only] You will now see the form below. Unlike internal users, you are only prompted for the 
business name, address and contact information. If you do not on plan on using your OSU email address, please 
change the email field to your 3rd party address. Please note DO NOT change the NET ID field – it must remain the as 
the OSU email address that was assigned to you. 

(Figure 6) 

II. Add account number 
1. [For Internal Users Only, For External Users skip to step Number Four] After registration you will see this warning 

window. You must add one account number to continue. Click on “Click here to add account number”. 

(Figure 7) 

2. In order to use FOM you must have an approved valid OSU billing account (for internal). You must at least input the 
org, fund and account code. Project, program‐number and user‐defined are optional. If you do not know any of 
these fields, contact your PI or your fiscal officer to obtain them. 

Last Update: 6/19/2014 



       
 

      

 

 
   

                                          
                                        
 

                                  
                                         

                        
                                        

           
                                      

                         
                            
                  
                             

 
                                              

                                   
                                       

           
                                          

                                     
                       

 

Online Manager 

Time on server 
Thursday May 2 

16 : 03 : 41 

• test1 5 • Home 

Instrument schedI v 

• Collaborate & Service 

• Purchase Supplies 

• Documents 

• User Report 

• My Profil e 

• My Accounts 

• Contact Manager 

• Logout 

• User Forum 

Update User Accounts 

# Project Name Account number / Project number / Financial code Is Active? Set as default 

Add a new account 
Intern al Users must pro\ll de valid active fin ancia l account Please complete the fi elds below; once you d ick: "add this accounr the account wi ll be emailed to your Pl for approval 

Pl{s) who approve this account: {Multiple Pl names are allowed) 

Project name: ~--------~(You may use any easy•to•remember project name) 

Chart fiel d: Build cha rt stri,n~g--------------~~ 

Org ~------;::::;::::;::::;::::;::::;::::;::::;::::=:::'._~ 
Fund (manual input, 6 digits): 

Account code: ~....:::::========:::;-~ 
Project ~--;::::;::::;::::;::::;::::;::::;::::;::::;::::;::::::;--~ 
Program•number: {manual input, numbers, dashes and letters) 

User•def: (manual input, numbers, dashes and letters) 

Manual input chart string 

"ORG FUND ACCOUNT-CODE PROJECT-NUMBER PROGRAM-NUMBER USER-DEF 
Use space to delimit fie lds. {Project Number, Program Number and User DEF may cons ist of numbers only, 
letters on ly or combination of both) 
External users may put the word "extern al" here. 

Category [ Choose one [ • .J 
Description 

I Add this account j 

Page 4 of 15 

(Figure 8) 

a. You must first select your PI from the drop down list. You may select multiple PI’s – these individuals will be 
the ones who will approve the account. They will receive an email to approve your account and set limits (if 
any). 

b. Then you must name account, use something that would relate back to where the funds came from. 
c. Now you need to enter your organization number. You can search for your group or put if your 5 digit 

numeric number and this will pull up the name of the org. 
d. You must now manually enter your FUND number, this is a 6 digit numeric number. Please note this field only 

accepts valid OSU fund numbers. 
e. Now you need to choose the account code using the drop down. You have three options, 63606 – Purchase 

Service Good, 63636 – Purchased Service, and 63619 – Laboratory Services (on campus) 
f. Project, Program Number and User‐defined are optional and can be either alphabetical or numeric. 
g. Note, Category and Description can be empty as well. 
h. Please also specify what Facilities in FOM you want to use this account with. 

3. Once “Add this Account” is clicked your PI (as defined by you in part a above) will be notified that they need to 
approve the account you just added. They can choose (not required) a spending limit or expiration date. Once 
approved, you will receive an e‐mail stating you can now schedule. You will not be able to schedule until your 
account has been approved your PI. 

4. [For External Users Only] You will not be prompted to add an account as a default billing account is already created. 
You are urged to visit “My Accounts” and create a new billing account that would better match your billing 
information including information such as a PO # and description (see below) 

Last Update: 6/19/2014 



       
 

      

 

 
   

 
 
 

                                 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

date User Accounts 

# Research description Name account number ls Active? Set as default 

@xte rnal I !external 0 

Add a new account 
It is s uggested that exte rnal users use Purchase Order number as the account nu mber. 

Research Descri pti on name: ~--------~ (You should type something like ·s tudy of Bees· or XYZ facili ty Material Analysis) 

Account number: 
"'•Ext~ e_rn_a~I u-s-e-,s-m_a_y_u-se- P~u-,ch~ a-se- O~,~d-er_n_u_m~be- ,~h-er_e_. ----~ 

Category: ';:::====================='c__-~ 
Description: 

May be used in: [ Select or type facility names I (Multiple facility names are allowed) 

I Add this account I 

Page 5 of 15 

(Figure 9) 

You have now finished the registration process and can now begin to schedule time on the instrument(s). 

Last Update: 6/19/2014 



       
 

      

 

 
 

                                              
                                           
       

 

 
   

 
                                            

  
 

 
   

 
                                     
 

                                       
 

 

FacWfy Online Manager 

Time on server 
Wednesday Mar. 13 

10 : 45 : 30 

» testo6 - Home 

»! Instru ment schedt .., l 
»l Apply new instru m .., l 
• Coll abo rate & Service 

• Purchase Suppli es 

» Documents 

» User Report 

• My Profil e 

• My Accounts 

» Contact Manag er 

» Logout 

» User Foru m 

Authorized Inst ru ments (Click to view schedule) 

No instrument available. Click instru ment name on right side to 
apply new instru ment. 

User Agreement 

Please read user 1>olicy 

Available Instruments (Click to apply) 

CCIC - Mass Spec & Proteomics (MS&P) 
o DSQ-II GC/MS 

Micro mass Q-Tof II (High-Resoluti on ESI, micros .. ) 

Trace GC-MS (Low-resoluti on El and ? C .. ) 

CCIC - Nuclear Magnetic Resonance (NMR) 
o DMX600 (DMX600 located at 11 8 Koffo .. . ) 

DRX600 (DRX 600 MHz located at 137 ... ) 

DRX800 (DRX 800 MHz located at 137 .. . ) 

Center for Electron Microscopy and Analysis 
o test-instrument 

CMIF - Campus Microscopy & Imaging Facility 
o CMIF Workstati on (Infinity 3 /Multiphoton Wor. .) 

FEI Nova 400 NanoSEM (Scanning Electron Microscope) 

FEI Technai G2 Biotwin TEM ( Tra nsmiss ion Electron 

Mier.. .) 

FEI Technai G2 Bio TWIN TEM (Transmiss ion Electron 

Micro ... ) 

o ... More resources from CMIF - Campus Microscopy & 

Imag ing Facility 

o . See all the reso urces 

You must read the user policy and agree with the content before continue. 

Click to open user policy in separate window 

~[ ____ I _ha_v_e_re_a_d_t_he~po_r_,cy~•- n_d_a~g~r•_e_with_._ n_s_c_o_nt_e_nt ___ ~] ! No, I do not agree. 

Page 6 of 15 

III. Apply to use instrument 

1. In the user home page, click on the instrument name listed on right side to apply. If you do not see the instrument 
you want click on “… see all the resources” (see image below) which will then open a pop‐up window displaying all of 
the facilities and instruments. 

(Figure 10) 

2. You may see a user agreement message (figure 11). Click and read the agreement and then click the “I have read …” 
button 

(Figure 11) 

3. Input your preferred time for training in the text box. This message will be sent to instrument manager(s). 

You will be contacted shortly regarding training for the instrument. Once trained, you will be able to schedule on your 
own. 

Last Update: 6/19/2014 



       
 

      

 

 
   

 
                                            

           
 

 
   
 

                                              
                                   

          
 

                                   
                                     

           
 

~ -·· 
F3oilifv0n/ine Manager 

Time on server 
Wednesday Mar. 13 

10 : 48 : 20 

» test06 - Home 

Instrument schedl v 

Apply new instrum v 

» Collaborate & Service 

» Purchase Suppl ies 

» Documents 

» Us er Report 

» My Profile 

• My Accounts 

> Contact Manager 

» Logout 

» Us er Forum 

~ IVI 
Facmtv Online M;:maqer 

Time on server 
Wednesday Mar. 13 

10 :48 : 59 

» test06 - Home 

»I Instrume nt schedl .., I 
»I Apply new in strum .., I 

» Collaborate & Service 

» Purchase Supplies 

» Documents 

" User Repo rt 

» My Profil e 

» My Accounts 

" Contact Manager 

[ New User Application Form 

Apply to use new instrument 

Please tell the instrument manager your preferred time(s) for training: 

[ User Agreement 

No tra ining needed 

There is no training needed for thi s item. 

Click the OK button below to activate your account. 

If you have questi ons regarding use of thi s in strument, 
please contact instrument manager. 

ti] 

Page 7 of 15 

(Figure 12) 

4. If no training is required, you will be allowed to immediately schedule (see below). Click OK and you will be taken back 
to the User homepage (Figure 13). 

(Figure 13) 

5. After approved for use, you will see the instrument name listed on the left side of the user home page (figure 14). By 
clicking on the link, it will open the calendar for the instrument. Additionally, your current access and instruments 
availability is listed as well. 

For example, the current user below (Figure 14) has “Any time access” which allows for unrestricted scheduling. The 
other access level you may see is “Day Time Access” which allows from 9am‐5pm scheduling. Please note this time 
may change depending on the instrumentation 

Last Update: 6/19/2014 



       
 

      

 

 
           

 
                               
 

                                   
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

U - FOM - User Home 

Facmtv Onlim? Manager 

Tim e on server 
Wednes day Mar. 13 

10 :50:08 

» test0 6 - Home 

~ Instrument sche d1 ¥ I 
»!Ap ply new instrum ¥1 

,, Coll aborate & Se rvice 

,, Purchase Supplies 

Authorized Instruments (Click to view schedule) 

• DMX600 (CCIC- Nuclear Magneti c Reso nance (NMR)): 

Any lime Access , AW,IU,BLE 

Available Instruments (Click to apply) 

CCIC- Mass Spec & Proteornics (MS&P) 
SQ-II GCJMS 

12.345 12345 

Micromass Q-Tofll (High-Resoluti on ESI, micros .. ) 

Trace GC-MS (Low-resoluti on El and? C ... ) 

CCIC - Nuclear Magnetic Resonanoe {NMR) 
o DRX600 (DRX 600 MHz locate d at 137 .) 

DRXB00 (DRX 800 MHz locate d at 137 ... ) 

Center for Electron Microscopy and Analysis 
o test-instrument 

CM[F -campus Microsoopy & Imaging Facmty 
o CMIF Workstati on (Infinity 3 /Multiphoton Wor. .) 

FEI Nova 400 NanoSEM (Scanning Electron Micros cope ) 

FEI Technai G2 Bi otwin TEM ( Trans mission Electron 

Page 8 of 15 

(Figure 14 – USER HOME PAGE) 

6. This completes the registration process and shows you how to request access for an instrument. 

For more details on how requesting time works, how to login/logoff, cancelling and other tips see sections IV‐X 

Last Update: 6/19/2014 



       
 

      

 

 
                                        

         
 

 
   

 
 

                                            
                                   
                            

 

 
   
 

 
   

 

» Admin Home 

» Supervisor Home 

» User Home 

»I Instrument schedt ., I 

» Billing 

» Reports 

» Facility Config 

» Holidays 

» User Survey 

» Resources Adm in 

» Ma in!. Records 

» Users Admin 

» Email List 

» Co llaborate & Service 

» Usage Records 

OSU - FOM - Collaborate 

~ 
FaciUfv OnUne Mafi'aqer 

Time on serve r 
Fri day May 2 

1 11 • 1 o • 51 1 

» Admin Home 

» Superviso r Home 

• User Home 

FadlifV O nline Manager 

Time on server 
Fri day May 2 

1 11 13 : 04 1 

» Admin Home 

» Superviso r Home 

» User Home 

Request New Service 
Select service catego ry: - Se lect One -

Coll aboration Hi.story 

Req uest New Service 

.. 
On Campus 
Off Cam pus Consortiu m 
Off Cam pus Uni and Gov 
Off Cam pus Industry 

Mass 
Spec_000302 

Wicki 
Wysocki 

Arpad 
Somogyi 

Mass Vicki 
Spec_00030 1 Wysocki 

05/01/20 14 (051( 

02/2712014 (02/: 

02/17/20 14 (031' 

Select service category: I On Campus ., I 
To submit service for a user, se lect here ~I S_e_le_ct_ u_se_r_ .. _________ .,~I .. and then click th e link below. 

CCIC - Mass Spec and Proteomics Facility (M SP) 
- On-Campus User - Mass Spectrometry 
- On-Campus User • Protein Expression and Purification Facility 
- On-Campus User · Proteomics 

CMIF -Campus Microscopy Imaging Facility 
- CMIF Service Request 

Collaboration History Show finished projects 

Search: C 

Page 9 of 15 

IV. Using the Collaboration and Services 

1. If you require a service, such as having samples analyzed, you will need to visit the “Collaboration and Services” link 
on the left (figure 15). 

(Figure 15) 

2. If you have not submitted and samples before you will see a screen with a drop down with four options: On Campus, 
Off Campus Consortium, Off Campus Uni Gov and Industry. Select the most relevant service category and you will 
then see a list of the facilities that have configured service requests (figure 16). 

(Figure 16) 

(Figure 17) 

Last Update: 6/19/2014 



       
 

      

 

                                              
                                       

 
                                        

                                       
    

 

 
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Online Manage..-

Time on server 
Friday May 2 
11 14 : 46 

» Admin Home 

• Supervisor Home 

• User Home 

Instrument schedl v 

• Billing 

• Reports 

• FacilityConfig 

Request t~ ew Service 
Select service catego ry: Io n Campus vi 
To submit service for a user, select here ~I S_e_le_ct_u_se_r _ ... _______ v l. and then dick the link below. 

CCIC - Mass Spec and Proteomics Facility {MSP) 
· On-Campus User- Mass Spectrometry 
· On-Campus User- Protein Expression and Purification Facility 
· On-Campus User - Proteomics 

CMIF - Campus Microscopy Imaging Facility 
· CMIF Service Request 

Collaboration History Show fin ished projects 

I 

Search·~---------------~,I Submit I 

Last Update I 
• -----------• 

Page 10 of 15 

3. Click on the correct link for your situation and then fill out the form and *make sure* hit the submit request. If you 
have multiple billing accounts you can change which one you would like to use with the drop down in billing 
information. 

4. Once the service request has been submitted, you can go back to the “Collaboration and Service” you will know see 
that project is now listed (figure 18). You can then click on corresponding project and add more collaborators and add 
relevant comments. 

(Figure 18) 

Last Update: 6/19/2014 



       
 

      

 

 
                                            

                                       
                         

 

 
   

 
                                              

               
 

 
   
 

Facility Online Manager - Schedule 

Notes frnm iIIstrrnneI1t Inanager 

Instrument Schedule: - E<IuiI>1 
- Equip1 is now Avai lable 

Fadtitv Onlirre Ma r,-a qe-- - Your user level on this instrument is: 24-hour Access. 

Saturday Feb. 28 
11 : 48: 57 

I Equip1 vi 
> User Home 12129 01105 01112 01119 01/26 02102 02/09 02/16 Todav Feb 28 2009 

Mon 02123 rrue 02124 WVed 02125 rrhu 02/26 IFri 02127 
» Operation Manuals 

> Usage Report 
Click to show sessions from midnight to 09:00 

09 00 · 10 00 09 oo - 1 o·oo 09 00 -10:00 09:00- 10:00 
1000-1UO 10 00 · 11 :00 1000-11:00 10:00- 11 00 

> My Profile 11 00 · 12 00 It 00- 1200 11 00- 12.00 11 00- 12 00 
> My Accounts 12 00 · 13 OD 1200- 1300 12 00 -13:00 12·00 · 13:00 

» Contact a Manager 1300-14.00 1300-1400 1300-14:00 1300-14 OD 
14 OD -15.00 14.00 · 15.00 14 DD -15:00 14 DO- 15:00 

> Logout 
15 00 · 16 00 1500-1600 15 00 · 16:00 1 5·00 · 16·00 

1600-17:DD 1600-1700 16:00 -17:00 16:00 · 17 .OD 

» User Forum 1700- 1800 17 00 - 18 00 17.00- 18.00 17 00 1 a·oo 

1 8:00 · 19:00 18.00- 19:00 18:00 · 19:00 18:00-19:00 
19.00 · 20.00 19.00-2000 19.00 · 20.00 1900-2000 

Faclllty Onllne Manager - Schedule 

Notes f rom instr11me111 manager 

Instrument Schedule: . E<I11iI> 1 

- Equlp1 Is now Avai lab le 
F9e,ility Qf11ine M3naoer 

- Your use r level on this instrument Is: 24-hour Access. 

Saturday Feb. 28 

» User Home 

• Operation Manuals 

> Usage Report 

• My Profi le 

• My Accounts 

• Contact a Manager 

• Logout 

> User Forum 

11m 0110 Instrument Reservation 
IMon 02123 

lnstn11ueI1t Rese1Vtltion 

Se lect the account number you want to use for this session: 

0 t2 

Start time: 2009-03-01 14:00:00 

End time: I 2009-03-01 15:00:00 v I 

I Re serve j I Cancel I 

09 00 -10 00 
111 
10:00-14:00 
No Show 

313 
14:00-16:00 
No Show 

111 
16:00-18:00 
No Show 

18:00- 1900 
19:00 · 20.00 

t3 
4:00-1 6 DO 
lt1 
6:00-1 8:00 

1800-1900 
1900· 2000 
20 OD· 21 00 
21 oo noo 
2200· 2300 
3 DO· 24 OD 

03102 03/09 03/16 03/23 03/30 04106 04/13 04120 
Sat 02/28 

09 00- 10:00 
10:00 · 11 00 
11 :00 - 12:00 
12:00 · 13:00 
13:00 · 14:00 
14:00 -15:00 

15:00 · 16:00 

16:00 · 17 :00 

17:00 · 18:00 

18 DO -19:00 
19:00 · 20:00 

11. . p 0 

[1200 • 13:00 
h 3:oo - 14:00 
11 4:00 . 15:00 

h 5:oo - 1 s:00 
[1 6:00 • 17:00 
11 7:00. 18:00 
18: • 19:00 
19:00 • 20:00 
120:00 . 21 :00 
21:00 • 22:00 

12200- 23:00 
2300 · 24'00 

Sun 03101 

2 12 
ffi.Q.QJ.lQ.Q 

13:00 -14:00 
14:00 -15:00 

15:00 · 16:00 

16:00 · 17:00 

17:00 -18:00 

18:00 · 19:00 
19:00 · 20:00 

4:00 • 15:00 

15:00 - 16:00 
l16·oo -11:00 
17:00 - 18:00 
[18:00 · 19:00 
19:00 • 20:00 
12 0:00. 21 :00 
:21:00· 22:00 
~ 2 : □ o. 23:00 
23'00- 24 '00 
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V. Instrument reservation, cancellation, logon and logoff 

1. In the user home page, click the instrument name that you want to use. You will see the schedule of this instrument, 
as shown below. Current time is shown in pink with yellow background. Reserved time is shown in black with yellow 
background. Available time is shown in black. Passed time is shown in grey. 

(Figure 19) 

2. To reserve a session, click on the time you want to start with. Then you will see the window like the one below. 
Choose an ending time to make the reservation. 

(Figure 20) 

Last Update: 6/19/2014 



       
 

      

 

                                        
 

 
   

 
                                              

                     
 

 
   

··Facility Online Manager - Schedule ii 

~ 
Notes from instrument manager 

Instrument Schedule:. E11ni1>1 
· Equip1 is now Available 

Faoi /itv Online Manager 
· Your user level on this instrument is : 24-hour Access. 

Saturday Feb. 28 

I 12: 16 : 27 I 
[ Equip1 v[ 

• User Home 12/29 0110 
~ 

u09 03/02 03/09 03/16 03/23 03/30 04/06 04/1 3 Q_ 

Mon 02123 
Modify Reservation 

Fri 02127 Sat 02/28 Sun 03101 

• Operation Manuals Select what you want to do with this reservation : ~•00 inht l o 09:00 

9 00 · 10.1 09 00_.:.10 00 □ 9:oa. 1 a oo t2 t2 
• Usage Report 10.00-11:1 I Cancel reservation I I Modify reservation I In 10:00-11 00 09 :00-13 :00 

~ 

-- ·1 00 -12:1 
I I 

10:00-14 00 1100-1200 

12:00 · 131 
Close window ~ 

12:00 · 13:00 -' • My Profile 
[13.00-u - !13:00-1400 13:00 · 14 00 

• My Accounts 14:00 · 15:00 H 4:oo - 15:oo 1, 4 00 • 15:00 14:00 • 15:00 3 t3 14:00 · 15:00 2 t2 

• Contact a Manager 15:00 • 16.00 15 00 -16:00 1500-1600 1500- 16.00 14 00-16 00 11 5:00 · 16:00 ~ 4:00-16 :00 

16:00 · 17:00 -- 16:00 · 17 00 116:00 · 17:00 16:00 · 17:00 111 16:00 · 17:00 16:00 · 17:00 

17 00 · 18.00 17 00 • 18:00 11700-1800 1700- 1800 1600-1800 17:00 · 18:00 117:00 · 18 00 
• Logout 18:00 · 19:00 18:00 · 19:00 118 00 -19 00 1 8:00 · 19:00 18 00 -19:00 18:00 · 19 00 118:00 · 19 00 

~ 9 00 - 20 00 11g00.2000 1900- 2000 11900- 2000 119 00. 2000 19:00- 2000 ,19:00 · 20 00 

20 :00 · 21 :00 20:00 • 21 :00 120 00 · 21 :00 i:20:00- 21 :00 20:00- 21 :00 20:00- 21 00 20:00 · 21 :00 

21 00- 22.00 21 00- 22 00 121 00- 22:00 21 00- 2200 21 00 · 22 00 21:00- 22:00 21:00- 22:00 

22:00-23:00 22:00-23:00 122:00- 23:00 22:00-23:00 22:00-23:00 22:00-23:00 22:00- 23:00 

• User Forum 3 00 - 24 00 2300- 24_00 23 00 - 24 00 123 00 - 24 PO 12300 · 24 00 23 :00 · 24 00 23:00 · 24 00 

--

Facility Online Manager - Schedule iii 

~ 
Notes from instrument manager 

Instrument Schedule:. E11ui1>1 
• Equip1 is now Available 

Facilifv OnJine Manager 
- Your user level on this instrument is: 24-hour Access . 

Saturday Feb. 28 

I 12:19:13 I 
• User Home 12/29 01/0 ii U09 03/02 03/09 03/16 03/23 03/30 04/06 04/1 3 0 

-- Mon 02123 
Instrument Reservation 

Fri 02127 Sa\02128 Sun 03101 

• Operation Manuals 
midninht to 09:00 

))9 00 · 10 Ex1>ress Logon 09 00- IO 00 09:00- 10 00 2 t2 
• Usage Report 10:00 - 11 · 1 t1 11 0:00 - 11 00 09 00-13 00 

11 00 -12 
~ 

10:00-14 00 11 :00- 12 00 --

12:00 · 13: 
Select the account number you want to use for this session: ~ 

,t 2:00 - 13:00 
• My Profile 0 12 I- ·•···· 

13 00 - 14 13:00 · 14 00 13:00 · 14 00 
• My Accounts 14:00 · 15: 3 t3 14:00 · 15:00 212 

• Contact a Manager 15:00- 16 
,_ 

start time : 2009-02-2812:00 :00 
14:00-16:00 11 5:00 · 16:00 f,:uio-16 00 

16:00-17: 
End time [ 2009-02-28 13:00 00 v[ 1 t1 16:00 · 17:00 16:00 · 17:00 

1700- 18 
,_ 

16:00-18:00 17:00 · 18:00 17:00 · 18:00 
• Logout 1800-19: 18:00 · 19:00 18:00 · 19:00 18:00 · 19:00 I I~ 1900-20 

Express Log on 
1900- 2000 11 9 00. 20 00 . 19 00- 20 00 

20:00 · 21 20:00 - 21 :00 20 00 · 21 :00 20 00 · 21 :00 

2100- 22. 21 00- 2200 21 00 · 22:00 21 00- 22:00 

22:00- 23 : 22:00-23:00 2200-23:00 2200-23:00 

• User Forum 23:00 - 24. Q3 00 - 24 00 23:00 · 24:00 23:00- 24 00 
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3. To cancel or modify a reserved session, click on the reserved time that is shown in black with yellow background 

(Figure 21) 

4. To logon to a reserved session that you made or do an express logon (logging in and reserving at the same time), click 
on the current time shown in pink with the yellow background. 

(Figure 22) 

Last Update: 6/19/2014 



       
 

      

 

 
                                          

               
 

 
    

 
                                        

         
 

 
   

 
                                        

                     

Facility Online Manager - Schedule 

Notes from instrument manager 

Instrument Schedule: - E<IuiI>1 
- Equip1 is now Being used 

F;,cililv Q11line Ma11aqe,,-
• Your user level on this in strument is: 24-hour Acces s 

Saturday Feb. 28 

12 : 21 : 13 
I Equip1 

> User Home 12129 01105 01112 01119 01(26 02(02 ~ 02116 Toda~ Feb 28 2009 03(02 Q.1llli! 03116 Ql!.ll 03130 04/06 04(1 3 0 

Mon 02123 Tue 02124 Wed02/25 Thu 02126 Fri 02127 ;sat 02128 ISun 03101 

> Operation Manuals 

» Usage Report 

Qlif k IQ !i;hQW ~~~iiQni frQm miQnight IQ Q~:QQ -09 00- 10 00 0900-10 00 0900-1000 0900-1000 ,0900- 1000 0900-1000 1212 
1000-11 00 nooo-11 oo 110:00-11 00 11000-11 00 111 11000-11 00 09:00-13:00 

> My Profile 

~ - 11 00-12·00 _[1:00-1200 11 00-12.00 1000-14 00 tt_100-1200 

i~ ):00-1400 
12:00-13:00 112.00- 13:00 112:00-1300 .lii.@J 3:00 ~ 13.00- 14:00 13.00-14:00 13.00- 14 00 13.00-14.00 

> My Accounts 1400-1500 M400-1500 11400-1500 114:00-15:00 313 1i. · 111 • "i:nn 1212 

> Contact a Manager 1500- 16 00 15 00- 16 00 MS.00-1600 15 00- 16 00 14:00-16:00 11 5:00-16:00 11 4:00-16:00 

j6:00- 1700 j600- 1700 116:00- 1700 lrnoo- 1100 111 116:00-1700 116:00-1700 

> Logout 
~ 17 00-18 00 ~7:00- 1800 17 00- 18 00 16:00-18:00 l17:oo-10:oo 17:00-18:00 
18:00-19:00 Maoo- 10:00 !1000-1900 11800-1900 18:00-19:00 

- ~ 

118:00-1900 
1~ 19:00- 2000 1900- 20 00 

------,-,-_ 
!900- 20 00 1900- 2000 ruLlQ;QQ 19:00-2000 
~000-2100 12000- 21:00 12 □ :00- 21 00 Jooo-21·00 20·00- 21 00 !lO.:OLl1:.QQ ~ 
~200 21 00- 2200 2100- 22 00 21 00- 22 00 21 00-2200 21:00- 22:00 21:00- 22:00 
22:00- 2300 imo-23:DO 122:00-23:00 lnoo-23:00 ln:oo-23:00 ~ 122:00 - 2100 

> User Forum Q3.00- 24 00 23·00- 24 00 123.00- 24.00 Q3 00- 24 00 23:00- 24 00 ll.QLlWQ ~ 

Facility Online Manager - Schedule ii 

~ 
Notes from instrument mmmger 

Instrument Schedule: - E<IuiI>1 
- Equip1 is now Being used 

Facilitv Or1/ir1e Manager 
- Your user level on this instrument is: 24-hour Access. 

Saturday Feb, 28 

I 13: 00: 08 I 
:e- User Home 

~ Equip1 - Logoff ~ 
,v Feb 28 2009 03/02 03/09 03/16 03/23 03/30 04106 04/13 Q 

Mon 02123 26 Fri 02127 Sat 02128 ISun 03101 

» Operation Manuals 
,;,.,..,,,.. from midni htto 09:00 

I0900- IO I E<IuiI>1 . Logoff 10 00 09 00 - IO 00 I09 00 - IO 00 !ill_ 
:e- Usage Report 10:00-11:1 11,00 111 1000-11:00 09:00-13:00 

1 ·00-121 
Liquid nitrogen:~ Liters 

'12'00 10:00-14 00 ~ 1 00 -12:00 I 
12:00-13:1 13:00 1JJ 

!fo:nn -1, ~ » My Profile 
13.00-14.1 14.00 . I? nn-1rnn 

» My Accounts 14 00-15:1 Instrument Status Report: @ OK 0 Something wrong 15 00 313 14:00 - 15:00 t 2 t2 

» Contact a Manager 5:00- 161 ~ 4:00-16:00 15:00 - 16:00 l14:00-16:00 
Comment 

116:00 - 17:00 16:00-17 

I I 

17:00 111 16:00 - 17:00 

7 00- 18 "iaoo- 16:00-18:00 11 7·00 - 18:00 117:00- 1800 
:a- Logout 18:00-19:1 1900 8:00 - 19.00 1 8:00 - 19:00 118:00-19 00 

9·00 - 10 1 2000 19:00- 20 00 19:00 - 20:00 119:00 - 20:00 

20:00 - 21 :I 21 :00 120:00 - 21 00 20:00 - 21 :00 120:00 - 21 :00 

21.00 - 221 22.00 •21.00 - 2200 21 :00 - 22:00 -121 :00 - 22:00 

22:00 - 23:1 Select the account number you want to use for this session: 23:00 122:00- 23:00 22:00 - 23:00 172:00- 23:00 

:a- User Forum 3·00 ~ 24.1 24 00 123'00_~24 00 23:00 - 24:00 123:oo - 24:oo 
0 12 

[ Logoff I j Cancel ) 
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5. When you are using the instrument, your time slot is shown in red with yellow background, and on top of the 
window, the instrument is shown as "Being used". 

(Figure 23) 

6. After finishing your experiment, you must log into FOM again to logoff the instrument. Click on the red link showing 
you are using the instrument. 

(Figure 24) 

7. Fill in consumables if you have used any. Choose "Something wrong" if you want to report problem of the instrument. 
Fill in comment, select account number to use, then click logoff. 

Last Update: 6/19/2014 



       
 

      

 

 

                                             
                                         
 

 

                                       
            

 

 
   

 

                                               
   

 

 
   

 
 
 
 
 

Facility Online Manager - Operation ManualS: 

Saturday Feb. 28 
19 :30 : 39 

.user Home 

• Operation Manuals 

• Usage Report 

• MyPro1ile 

• My Ace ounls 

Oper .J1ion l,lal\lral s 

This page prcl'ii des a liS1 of inslrument manuals and documenls, Most or them are in Microsoft Word@ or Adobe Aero bal PDF@ formal You may need special sonware lo 
open these documerils. 

• YAJSTL 
o Equip1 

■ Operation Manual: www.FOIIINelworks.com/downloads/sop.pdf 
■ Ref<>rence paper: www.FOIIINelworks.comfdownloadslre[pdf 

Faclllty Online Manager - Usage Report 

Fadlitr Onllrre Manager-

Saturday Feb. 28 

19: 36: 17 

> User Home 

> Operation Manuals 

• Usage Report 

• My Profi le 

• My Accounts 

• Contact a Manager 

• Logout 

Choose a facility, set the strut and end date, and click submit to get yom detailed usage re1>on 

Choose a faciliM WUSTL vJI Start: 1111/2009 End: 121112009 

[ Submit j 
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VI. Forgot logoff sessions 
If you forgot to logoff your session, you will receive an email reminder after one hour of reserved ending time. Also the next 
immediate user who reserved the instrument can log you off. You will receive email if another user forced you off an 
instrument. 

VII. Download instrument operation manual 
In the user home page, click on "Operation Manuals" link on left side to download instrument documents (below). Not all 
manuals are available for every instrument. 

(Figure 25) 

VIII. Usage report 
In the user home page, click on "Usage Report" link to download report of your usage in the facility with given start time and 
end time. 

(Figure 65) 

IX. Update user profile 

Last Update: 6/19/2014 



       
 

      

 

                                         
                                         

 

 
   

 

                                               
                              

 
 

 

                                       
                  

 
                                             

 

 
   

 
 

Facility Online Manager • My Profile 

Updateuser Prolile 

FacilifrQnlintlllllflQf( 

Saturday Feb. 28 
19 : 39 : 36 

>User Home 

,. Operation Manuals 

,. usage Report 

,. My Profile 

,. My Accounts 

,. Contact a Manager 

,. Logout 

UserlD: 

Password: 

Password Again: 

Department: 

Supervisor: 

First Name· 

Last Name: 

Phone Number· 

Ema il• 

Expiration Date: 

I 

1------
1------
l•sE vi MYdepartmentisno)ligted here 

l shuyouLi vi MYsupervigqrignpjligtedhere 

lshuyou 

Ill I 

1847- 491 -6723 

jinfo@FOMNetworks.com 

102t02J201 4 

D Log me on automatically on this computer until I manually logout 

l submit j 

1 am not using !his sxstem any more Please deactivate mv account so I will not aet ema ils tram tacil"tymanaaers 
,.user Forum 

OSU - FOM - Contact a Manager 12345 12345 l;;j 

F,;,glitvQnlineJlll;;,naqe,,-

Time on server 
Wednesday Mar. 13 

17 : 10 : 34 

:. test06-Home 

.1 1nstrumenlschedt v i 

~ ply new instrum v 

• Collaborate & Service 

• Purchase Supplies 

:. Documents 

Select the person(s) you want to contact with and fi ll in the message at bottom. 

CCIC - Mass Spec & Proteomics 
(MS&P) 

D MarkApsega 
□Andrew Hall 
□Al exandra Popova-Butler 

I Select a subject ... 

CCIC - Nuclear Magnetic Resonance 
(tlMR) 
□Andrew Hall 
D Tapas Mal 
D chunhua Yuan 

Center for Electron Microscopy and 
Analysis 
□ Andrew Hall 

CMIF - Campus Microscopy & Imaging 
Facility 

D Richard Montione 

Your Email: l12345@12345@osu.edu 

Subject: LI -------------------~ 
Message: 

I I 
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In the user home page, click on "My Profile" link to update your contact information. Do not change your username, password 
or e‐mail address. These are all being pulled in from the OSU login page. Doing so could render your account inoperable. 

(Figure 27) 

X. Update account number 
In user the home page, click on "My Accounts" to add or change your account number(s). If FOM does not allow you to modify 
your existing account number, notify your manager using the method in section X (next section). 

XI. Contact managers 
In the user home page, click on "Contact a Manager" to write message or send technical service request to instrument 
manager(s). To contact the administrators of FOM email FOM‐admin@osu.edu. 

All managers using FOM will be displayed. Find and check the box for the manager of the facility you would like to contact. 

(Figure 28) 

Last Update: 6/19/2014 

mailto:FOM-admin@osu.edu

