AGENDO

Registration/Sign-Up 3- Complete the “Create a new account” form.

) 3 O E'| https://my.agendoscience.com/registration/index.php
1 — Access the Agendo website: https://cnc.agendoscience.com/

2 — Register by clicking r ”" if you are already a

user. Create a new account
For more information, please read Quick Uszer Guice
@ Agendo - Login x |+ = [m] x
« - C O 8 hitpsy/encagendoscience.com * @ = *Emalt
E-mail
*First name: *Last name;
First name Last name

Phane: Phone extension:
Cr] v Phone extension
Email
Password *|nstitute: *Group

Request access to:
Select the calendars you wish to use:

Recover password

=)

Select the request class you wish to have access:

Select all the facilities you wish to have access:
¥ {fOin

2010 - 2022 © CKLO. Leave a comment:
It will be =ent to the manager along with your request

| agree with Agendo’s Terms of Use

*Required fields


https://cnc.agendoscience.com/

4- Underselect CNCandin choose the specific group.

NOTE: CNC's various groups are already listed on Agendo, simply choose the correct option.

L A A QUL o990 0®

Create a new account Create a new account
For more information, please read Quick User Guids For more information, please read Quick de
*Required fields *Required fields

*E-mail: *E-mail:

E-mai E-miail
*First name: *Last name: *First name: *Last name:

First name Last name First name Last name
Phone: Phone extension: Phone: Phone extension:

- Phone extension - Phone extenzion

I*Institute: I *Group *nstitute: I*Gruup I

CMC - Choose an option v CNC A Choose an option &
| a |

Choase an option ~ Request access to: Choose an option

Faculdade de Farmaécia, Universidade de Select the calendars you wish to use: Administration

Coimbra

Carlos Duarte

Resources
E ana e Conie

ceoal ‘Select the request ¢lass you wish to have access: Ana Ledo

Chemistry Department- University of
Coimbra Products

Carmen Alpoim

Claudia Cavadas

FCTLIC-Farildads de Cifncias & Ternnlosia

Select all the facilities you wish to have access: Select all the facilities you wish to have access:
Facilities Facilities
Leave a comment: Leave a comment:
It will be sent to the manager along with your reguast It will be sent to the manager along with your request
| agree with Agendoe's Terms of Use | agree with Agendo's Terms of Use



5-1In the|”request access to"|section, click on the "resources" tab and select the rooms/equipment you wish to access. You can choose
more than one option. Finally, click on.m

(NOTE: Filling out this section is not mandatory for registration. After registration, access to any equipment/rooms can be requested.)

Create a new account Create a new account
For more infarmation, please read Quick User Guids For more information, please read Juick User Guice
*Required fields *Required fields

*E-mail: *E-mail:

E-mail E-mail
*=First name:; #|as1 name; *First name: *Last name:

= First mame Last name

FIrst name Last name

. Phone: Phone extension:

Phone: Phone extension:

Phone extension

Phone extension

*|nstiture: *Eroup
*| nstitute: *GEroup

Choose an option v Choose an option v
Choose an option v Choose an option v

Request access to:
Request access to: Select the calendars you wish to wse:

Select the calendars you wish to use:

*® Auditorium - 2nd floor CNC | | ® Auditorium 1st floor CNC (Antigo Anfiteatro de Fisiologia)
resources

* Auditorium UC Bioctech | | *® Biblioteca - 1st floor CNC | | ® Meeting room - 1st floor CNC |
4D - Nucleofector ()

Animal Procedure Room - CNC Select the request class you wish to have access:

Auditorium - 2nd floor CNC N

Axio Imager 2

Axio Scan 21 Select all the facilities you wish to have access:

Axioskop 2 Plus {Morfologico)

Facilities
BD Accuri C6 v
Leave a comment: Leave a comment:
It will be sent to the manager along with your reguest It will be s=nt to the manager slong with your reguest
| agree with Agendo's Terms of Use | agree with Agendo’s Terms of Use



6 — After submitting and the new user being accepted, an email with a temporary password will be received to enter
Agendo. Upon signing in with this password, a window will prompt you to create a new password following specified
rules (in the yellow column).

Click * Updat At this point, you will be able to log in to the site.

Center for Neuroscience and Cell Biology

A\ Your password expired. Plesse creste a new p

IO proceec

alidate your account by entering the current password in the field below.

Current password 8
Password rules:

Minimum of 8 characters

Cortain at least 1 number
Please enter 3 new password in the fields below.

Contain at least 1 lows e letter
New password a Cortain at least 1 upper case letter
Cannot be the same as one of your three pravious password

i

Confirm new passweord a

Update password

¥ fOin

2010 - 2022 © CKLO.



Booking

7 — Upon signing in to Agendo, a page with theto which you have access (those for which permission is requested) will appear.

8 — To make a reservation on the desired calendar, simply click on the small logo before the room’s name
The calendar with the days of the week and hours will appear.

@ Agendo: Center for Neuroscien X |+ = o X
« > C QO B hitps//my.agendosciencecom 0% | 1Y @ =
- . ~
=2 a Q mccmcc@- iR
& Configure homepage
Whiteboard \y permissions
Only show resources that | administrate
X . RESOURCE 4 TYPE AVAILABILITY
Agendo has been updated successfully!
Agendo Support &  Animal Procedure Room - CNC  Animal Procedure
Room
8 Auditorium - 2nd floor CNC Administrative L] ® Agendo: Centerfor Neuroscien X |+ - o x
Room
< »> C O B nttpsy//my.agendosdence.com/calendar/Zid=MTIxY: B eox T ® =
Auditorium 1st floor CNC Administrative A
(Antigo Anfiteatro de Fisiologia) Room =2 a Q Miccmicc@®-
# AxioImagerz72 Widefield
Discover the New
dio's Features Microscopy Auditorium - 2nd floor CNC
B AxioScanZ1 Widefield
Syl d Microscopy < | todsy | > | day | weed | month | timetable May - June 2022
&  Axioskop 2 Plus (Morfologico)  Widefield
' D ! A Auditorium - 2nd floor CNC
Microscopy
30 Mon 31 Tue 01 Wed 02 Thu 03Fri 04 sat 05 Sun
[Pro0 ] & Biblioteca - 1st floor CNC Administrative L]
Room
0900-1300 0300-1030
e G0 Pe Carlos Du E
&  Cell Lines 2nd floor - Flow Flow Chamber ° | |oEeisal afosDuerie g530-1130
1 MICC MICC
Chamber 1 View deleted bookings
< >
™ View released bookings 11:00 1100-1220
Cell Lines 2nd floor - Flow Flow Chamber Henrigue
Chamber 2 Faneca
& cell Observer sD Confocal
Microscopy
- 1400
B Centrifuge Avanti-20 XP (2nd Centrifuge 14301600
Floor) MICC MICC
& Centrifuge Avanti }-26 XPI (1st Centrifuge
Floor)
& Centrifuge Optima XE-100 (2nd  Centrifuge

Unesnfirmed O Wating list




9 — To make a reservation, select the desired number of hours by clicking and dragging with the mouse (e.g., Tuesday 31 from 12:00 —
15:00, creating a blue selection). A window will appear; simply press

@ Agendo: Center for Neuroscien X |+ = O x
« > C O B httpsi//my.agendoscience.com/Nalendar/?id= MTIXY2FsZW5kYXJz B o= v ® =
== a Q micCMicc@- P
OU A £ > Calendzr > Auditorium - 2nd flooNCNC
oA day | wesk  month | | timetable May — June 2022
Auditorium - 2nd floor CNC
31Tue 01 Wed 02 Thu 03 Fri 04sat 05 sun
08:00
09:00 09:00-13:00 0%:00 - 10:30
JoSio Peca CarlosDuarte  paa5_113p
»
10:00 MICC MICC
View deleted bookings
View released bookings 11:00 11:00-1230
Henrique
500 Faneca
300
@ Agendo: Centerfor Neuroscien X |+ - o x
400
1430- 1600 &« > C QO @ nhitps//my.agendosdence.com/calendar/?id=MTIxY2FsZW5kY}z B o ¥ 9 =
15:00 MICC MICC
&0 reportincident | comment
New booking on Auditorium - 2nd floor CNC
7:00
800 Timerange  2022.05-3112:00:00 - 2022.05-31 15:00:00 [
Book onbehalf [
Confirmed  Prereserved @ Unconfirmed @ Waiting list @ With assistance -

Account | o account




10 - Clicking will bring up a new window for confirmation. Press = The reservation will now appear in green on the
calendar.

@ Agendo: Center for Neuroscien X | +

<« > C QO B nitpsy//my.agendoscience.com/calendar/?id=MTIxY2FsZW5kYXJz

Booking a new slot on Auditorium - 2nd floor CNC!

Time range  2022-05-31 12:00:00 - 2022-05-31 15:00:00 &

Book on behalf

Account

® Agendo: Center for Neuroscien X |+

< S5 C O B htipsi//my.agendoscience.com/calendar/?id=MTIY2FsZW5KY Xz B o W

miccmicc @1~ 3§

> Calendar > Auditorium - 2nd floor CNC

cowa < | today | > | day

month | timetable May - June 2022

Auditorium - 2nd floor CNC
01 wed 02 Thu 03 Fri 04sat 05 sun

05:00-1030
Carlos Duarte

02:00 03001300
Joso Pega

0330-11:30
000 MICE MICC
View deleted bookings
View released bookings 11:00 11001230
Henrique
12:00 1200-1500 Faneca
. MiCC MIcC
3:00
4:00
1430-1600
1500 Mice MIce
600
7:00
800
Confrmed  Brerssssc @ Unconfimed © Watinglse Vit assstance




Adjust/Delete booking

11 - To adjust the date/time of a reservation (made by oneself), click on the reservation on the calendar.

12 — A window will appear again, allowing you to edit the day and hours in question . Click #uedat= gnd in the next window,
click "Proceed" again.

13 — To delete a reservation (made by oneself), click on the reservation on the calendar.

14 — A window will appear; simply press | xpekte | |n the next window, press "Proceed" again.

@ Agendo: Center for Neuroscien X |+ = m] ®

« = C QO B nitps;//my.agendosdence.com/calendar/?id=MTIxY2FsZWSkYXJz B oom | ¥¥ ® =

reportincident | comment

Update booking on Auditorium - 2nd floor CNC @ Agendo: Center for Newroscier X |+

- C O B nhttpsi//my.agendosglence.com/calendar/Zid=MTIxY2FsZWSKYX)z

Timerange  2022-05-31 12:00:00 - 2022-05-31 15:00:00 v

Change user to on Auditorium - 2nd floor CNC!

Account

Timerange — 2022-05-3112:00:00 - 2022-05-31 15:00:00 &

Change user to

Account

& update || XDelete

Z'Update || XDelete




