Booking the InCell 1000
Note:  These instructions are for PC users of Netscape Calendar client users.  If you are using the Oracle client on a MAC or a PC the screen will look a little different.
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1. Double click on the “Netscape Calendar” icon on the Desktop.

2. Log into “Netscape Calendar” using your name and authcate password.
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3. You should now have your calendar open.
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4. Open the calendar for the InCell 1000 by going to “File” – “Open Agenda” – “An Agenda” then typing “res:med ddbl InCell 1000” in the field and clicking “OK”
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5. Select the time period in your calendar you wish to book the analyzer for and double click on the highlighted area to create a new booking.
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6. Fill in the title with the format “Your name – Your Department” and confirm the times for the booking then click on the “Schedule” button to confirm the booking
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7. Click “Yes” to send an email.
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8. Add Sebastian Furness and Caroline Hick to the mailing list and click “Send”.
[image: image8.png]Open Agenda

Open agenda for:

Wﬂ

K Concel | Hep |





9. You will now see your booking in both the Analyzers calendar and in your own.
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Note:  You can check the availability of the Analyzer at any time by following steps 1 – 4

