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CEM has integrated Keycafe with MacLIMS to allow users to retrieve room keys to unlock
the door to the user's instrument booking, and the glove box room. We request that all
users lock doors during after hours times (6 pm to 8 am) and on the weekends. If you
arrive and a door is locked during the day, you can access the keys through the Keycafe
and return them at the end of your session.

Please follow the steps below to learn how to create a Keycafe booking, key pick up, and
key drop-off.

If you run into issues or have further questions please contact Yarden Segal
(segaly @mcmaster.ca)

Creating a Booking
Creating a Keycafe booking follows the same process as a regular MacLIMS instrument
booking.

1) Navigate to the booking calendar page of the instrument you wish to create a
booking (Booking > CCEM > [Instrument Name])

MacLIMS  Booking ~  Users~  Management ~  Usagelog ~  Service ~  Jobs ~  Account (segaly)

My Queues

Home / Tat  ay instruments 1struments

All My Instruments
CCEM Instr. My Personal Calendar
CCEM
ctan| Dashboards

Instrument Group Instrument
Helios G4 PFIB
Hitachi TM4000PIus
JEOLB610LY
Light Microsope
Magellan

None
Talos 120C
Talos 200X
Titan HB
Titan LB

Zeiss Crossbeam 350

2) Once the calendar has loaded, click and highlight the timeslot you wish to book
Instrument Schedule Zeiss Crossbeam 350

staff unavailable @YY (Fitan HE Tn-nu! L0 alos 200X X Lateral Flow Dispenser XY23060 ]
(XPS' Octet Lypholizer 5 percent Bacterial Carbon dioxide Incubator VIS CT  IVIS - Test Machine

Shaw my personal calendar: Show my bookings on other instruments: [

< % today May 23 - 29’ 2022 week  day list

Mon May 23 Tue May 24 Wed May 25 Thu May 26 Fri May 27 Sat May 28 Sun May 29

all-day

10am
» 11am
12pm
ipm
2pm
3pm
4pm
5pm

6pm
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3) The booking details page will appear. Verify the start and end time are correct, and

select an experiment if necessary.
o9~  Accoumupesty-w ]

Booking
From * @  2022-05-27 12:00:00
To* g  2022-05-27 13:00:00
Experiment select experiment v
Comment

4) Click the green ‘create’ button in the bottom left corner
5) Your booking should now appear in the calendar

Instrument Schedule Zeiss Crossbeam 350

staff unavailable k) (TitanHB) Titan LB @I LAY (EGLS500FAugGer) Test Machine @I¥od (UL e s )
(XPS) Octet  Lypholizer 5 percent Bacterial Carhon dioxide Incubator (VIS CT IVIS | Anton Paar NHTS Nanoindenter Test Machine
Show my personal calendar: m Show my bookings on other instruments: m

< > today May 23 - 29, 2022 week | day list
Mon May 23 Tue May 24 Wed May 25 Thu May 26 Fri May 27 Sat May 28 Sun May 29
all-day
9am
10am
11am

12pm

1pm 13:00 - 14:30 W
Yarden Segal
2pm

3pm
4pm
5pm
6pm
7pm

8pm
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6) To verify Keycafe has processed your booking, navigate back to your dashboard
(click the MacLIMS text in the top left corner of your screen).

Dashboard for Yarden Segal

Bookings @) Jobs @ Service Tickets @)

My Bookings
Total 1 item.
From To Instrument KeyCafe Booking PIN Customer / Job
Fri May 27, 13:00 Fri May 27, 14:30 Zeiss Crossbeam 350 27074536 i)

7) Once on your dashboard, you should now see a hyperlink with your booking pin
under the ‘KeyCafe Booking PIN’ column. If 15 minutes has passed and you still
see N/A under the corresponding ‘KeyCafe Booking PIN’ column, please contact

Yarden Segal (segaly @mcmaster.ca)

Key Pick Up
1) To pick up a key you will need either your phone, or your ‘KeyCafe booking PIN’.
2) To find your ‘Keycafe Booking PIN’, navigate to your MacLIMS dashboard and
view the Bookings tab.
Dashboard for Yarden Segal

Bookings @) Jobs @ Service Tickets @)

My Bookings
Total 1 item.
From To Instrument KeyCafe Booking PIN Customer / Job
Fri May 27, 13:00 Fri May 27, 14:30 Zeiss Crossbeam 350 27074536 i)

(desktop view)
Nano LIMS

My Bookings

Total 1 item.

From
To
Instrument
KeyCafe Booking PIN

Customer / Job

Fri May 27, 13:00
Fri May 27, 14:30
Zeiss Crossheam 350

27074536

i

(mobile view)
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3) To view your booking through Keycafe, click the ‘Keycafe Booking PIN’ hyperlink

that corresponds to your booking in MacLIMS, and you will be redirected to the
Keycafe website.

My Booking

Zeiss Crossbeam
Booking starts
05/26/22 13:00
You may notice that the key booking start
time is before your scheduled booking.
This is not a bug, if there is no booking
prior to yours within 24 hours, you may
pick up the key early. If someone has
booked within 24 hours, you will have
access to the key once their booking has
ended.

=5

% Onboard to Keycafe
Go to Key Pickup Location
Pickup Your Keys

Drop Off the Keys

My B

4) Once you have ybur PIN, and your booking is about to start, you can pick up your

key from the Keycafe cabinet located outside the Computer Lab (ABB B160/B).

.......................
Centre for Advanced Light
Microscopy (CALM)
Shared Computer Rrea
R
Zeiss Crossheam 350 _ .
0] Nion Suite
BIBC B1EY0 Courtyard
= Themo Fisher
Spectra Ultra
Erey
Zeiss Qrinn Nion
NanoFah HERNIES 100 -~
> BT B |
@ 2 _
£2 Specira Suite Office
b3 EBILE -
Thermo Fisher N L —I
Quattro S ESEM User
ge
L 6 % You are here
| —_— s 1
i
JEQL JAMP-9500F ’7 1 [‘ I
Auger SEM I I |
BT = ) )
= FEI Thermo Fisher Thermo Fisher
2z Magellan 400 Helios § Talos L120C
a= BIBLD BIELW BIG< FEI Titan LB
BI6IH
. ] I Servicell I Service | Samplg
HEIN | 1 L . Preparation
I e s
SHELF
JEOL i
A SEM Py Thermo Fisher
Service IV BET0LY ep JEOL JSM-7000F Helos 64 PRB
Glove Box . o
=161 | " EELES e BN BT
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5) Use the touch screen in the bottom right corner (red circle) to select ‘Key Pick Up’

6) Enter your ‘KeyCafe Booking PIN’, if entered correctly, the corresponding door
with the key will pop open

7) Pick up your key from the cubby, and ensure that the door key door is completely
shut before leaving

8) You can now use the keys to unlock the instrument room you wish to use

Key Drop-off
1) When you're ready to leave, use the provided keys to lock all the doors you've
unlocked.

2) Once you've ensured that everything is locked, return the key to the Keycafe
cabinet located outside the Computer Lab (ABB B160/B)

3) To return the key to the cabinet, select ‘Key Drop Off’ from the cabinet touch
screen (red circle)

4) You will be prompted to scan the key fob (green circle), once scanned, the
corresponding key door will open.
5) Place your key in the cubby, and ensure that the door is completely shut.
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