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How to Reserve Time on SDSU Electron Microscope Facility Equipment

To use our equipment, you need to be a registered, certified EM Facility user.  Please contact Dr. Steve Barlow (sbarlow@sunstroke.sdsu.edu or 619-594-4523) for information about the training and certification requirements.

We are no longer using Meeting Maker.  Please use the google calendaring system, which will operate in a similar manner.  The calendar system is ready to use as is, but most of the google functions have been inactivated (gmail, gdocs, etc.).  Please don't play with any of the settings, as it may affect your reservation and those of other users.  DO NOT USE NOTIFICATIONS:  THOSE WILL ALL COME TO STEVE, NOT THE USER LOGING A RESERVATION.

1) Log into www.gmail.com


User name: emfacreservations@mail.sdsu.edu

2)  Enter the password, which Steve will give you, then left click Sign in  

3) The link will now show that email is not enabled on this site. In the first line, left click  Learn more.  On the next page "Available Google Products", left click Calendar in the black toolbar at the top left line of the webpage window.

4)  Under Calendar, select the red button CREATE .  A window will open and you can fill in the necessary information:

Untitled event---replace with your name and contract phone number

Day and time-- left click on these and either a small calendar or a choice of times will open--select your time.

All day/Repeat-- please don't use either of these categories

Event details

Where--leave blank

Calendar--select the equipment to reserve, e.g., "(EM)- Confocal Scope." 



Don't use Electron Microscope Facility Biology

Description--leave blank

Attachment--don't use

Event color--don't touch

Reminders-- If you see a window titled "email" or "popups", delete them with the x located at the right of the line. (The reminder goes to Steve!)

Show me as......Busy

Privacy--Default

Save the event (top of the page)

You should see the appointment on the calendar.  To see just one equipment's reservations, left click the equipment list in the left column.  When you remove your cursor, you will see a color--if no color, the reservations are hidden for that equipment. On the right side of the line is an arrowhead.--left click, and chose "Show only this calendar" in the open window.  You should then only see your chosen equipment 's reservations.  Equipment reservations for any one piece of equipment will be the same color; each piece of equipment has its own unique color.

