
 

 

 

 

 

 

 

Mini user-guide to the new Neuroscience 
Instrument Booking system 



Booking system will move from the actual system to the Scheduler  
already in use to book rooms for events, lessons and meetings 

! REMEMBER THAT THE SCHEDULER WILL WORK ONLY WITHIN SISSA NETWORK ! 

To reach it, go to:   scheduler.sissa.it and log in with your SISSA credentials. 
 
First, select Neuroscience Instruments Booking from the dropdown menu: 
 

 

 

Use the filter!  To have a cleaner view, it’s advisable to check  only the rooms/instruments 
you are interested in: 
 

 
 
  

https://scheduler.sissa.it/Web/schedule.php


Customize your view!  

The pre-defined view (here showed) is set to start from the current day and show the next 
six days one below the other, but if you prefer, you’ll be able to visualize the calendar in other 
3 different ways. 

 Using the home icon, you can return to the current day, while with the arrows you can 
view previous or future weeks. 

 
 
You may find some Blocked time slots that cannot be booked (these time slots are set by the 
administrators and cannot be edited by users): 
 

 
 
Restricted instruments may appear. If you have activated notifications, the system 
administrators will have informed you about the reason (tool breakdown, maintenance, etc.): 
 

 

  



Some instruments require administrator approval to be booked, in this case the booking will 
remain in Pending status until authorization will be granted: 

 

 

To know all the details and usage/limitation rules of the desired instrument, simply hover 
the mouse cursor over the box with the instrument/room name: 
 

 
 
A very quick method to book, is to click with the mouse on the start-time of the booking and 
drag to the end-time (don't worry if you make a mistake, you can still modify everything later!): 
 

 
 



Now a 'New Reservation' window will open.  

! Administrators may add or remove some of these fields as needed ! 

Mandatory fields (marked with a red or black asterisk   ): 

1. Start & end date and day of the reservation. 

2. Title of the reservation (this will appear in the calendar; if you do not want to enter a 
title, you must enter at least one character). 

3. Declaration that you are authorized and trained to use the instrument/room. 

4. The work group you belong to (or, if you belong to more than one, the one that you are 
working for that reservation). 

5. * For some tools, it may be necessary to add accessories to complete the reservation 
(e.g., rotors for some ultracentrifuges).  

Other fields are optional: 

1. Description of the reservation. 
2. Add other participants or invitees to join your booking. 

(Add Invitees requires acceptance/refusal from the invitee, whereas participation does not) 

 
e.g.: you are a post-doc that requires a master-student to attend > add participant 
e.g.: you wish a colleague/ neurostaff to help you with your work > add a user as invitee 
 

 

 
 

Now press  Create botton to book your desired room/instrument.



If there are any inconsistencies with your booking, a pop-up will appear with the reason for 
the reservation rejection. 

With the  Change Reservation button, you can make the necessary 
additions/modifications without having to start over: 

 

 
 
If all fields have been correctly filled out, but the reservation requires approval, a pop-up of 
the forwarded request will appear: 

 

 
 

If all fields have been correctly filled out and the reservation has been successfully made, this 
pop-up will appear: 
 

 
 
 



At this point, you will receive an email with the reservation details, and through the links, if 
you wish, you can easily add it to the calendar, view it, etc.: 
 

 
 
The reservation will now be visible to all users on the scheduler: 
 

 
 
In some cases, you may find a Query-code on the lab door or on the instrument that will 
direct you to a booking page (basic booking mode valid only within the same day).  
 

e.g.: 

 



 

Administrators may implement a check-in/out requirement for certain tools; this means that 
users will be required to confirm their booking within “x” minutes from the reservation start, 
otherwise the booking will be canceled by the system, and the slot will be freed up for other 
users.  
 
You can easily check-in/out from the main menu: Dashboard > Upcoming Reservations. 
On the right part of the upcoming reservation line check-in/out button will appear. 

 
As always, all info and booking rules will be displayed in the resource details, so please check 
them before booking! 

 
Administrators will always warn you via messages/mails about any modification. 
For this, it may be important to switch on the notifications! 
To modify your notification preferences, you can go to MyAccount > Notification 
Preferences and change them as you wish: 
 

 
 
 

  



The Dashboard is another way to control instruments/rooms status and warnings, here you’ll 
find: 
> Announcements from the Administrators (check them to be aware of upcoming   
programmed maintenance / updates). 
> Upcoming Reservations with all the main details (and, if the instruments requires it, the 
possibility to check-in/out). 
> Resource Availability of all instruments/rooms and, if you want, another way to book them. 
 

 

 

 

For any issues related to the individual instrument/room, please send an e-mail  
to the contact listed in the resource details. 

If unavailable, the general e-mail is neurostaff@sissa.it 

 

For problems related to the booking system, please contact  
via e-mail: helpdesk@sissa.it  

by phone: extension 802 
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