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Quick guide 

to MICs

new booking system

http://elabexperts.com/bergen/Facilities/micfacilit y

The first time you 
use the booking 
system – register a 
new user account.

Important messages and 
documents will show up here.

!
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Fill in your email address. 

This will be your “username”

when you login

Choose the correct type of invoicing

Filling out the registration form
Select your institute and group leader/advisor from the drop

down list. If you can not find something that corresponds, please

choose ”other” and MIC will contact you for more information.

You can only register one account per username. If you need 

multiple accounts, please contact MIC.

Choose the 

instruments that 

you want to use 

and click “Register”

For UiB users, please fill out 

a project number or an 

analyse number or both.
!
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Once you have registered, the MIC administrator will have to approve you before you can start booking.

The next time you login, you must use your e-mail address as your id (username) and the password that you have 

registered.

In the “Home” menu you will now see the instruments that you have been approved for booking. You can see the 

day, week, month, and timeline for the instruments. The arrows to the left and right of “today” will allow you to change 

days, and to move along the timeline.
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Later, when you want access to another instrument, you simply open 

“Your Profile” and register for another instrument in the instrument list. 

Remember to save. 

The administrator will be notified of your request. When it has been 

approved, another instrument will show up in your “Home” menu.

Remember to book a training session with the responsible personnel.

If you want to get an email every time you book or cancel, then

check this off here. You can also be notified by email if an 

instrument you have waitlisted becomes available. 
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Booking

There are three different booking 

options:

• Regular

• Supervised (The MIC personnel  

assists, or does all the imaging for you)

• Training (with the help of MIC 

personnel)

In order to book, you simply need to double click on the start time point. You can also 

expand a session by drag and drop.

If for some reason you are not going to be present on the instrument during your 

booked session, please indicate this in the subject box.
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Add to waitlist

Right mouse click and choose ”add to waitlist” if you want to 

automatically book the session if the previous user cancels. 

You can choose different start and end times. 

Under ”your profile”, you can choose to be notified by 

email if the instrument becomes available.
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Add-on instruments

Right mouse click on your reservation 

and select  “Add-On instruments”. A list 

with special requirements will show up. 

Check the one you need.
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Under “Instruments” you will see a list of instruments available at the facility.

If you want to see more details of each instrument, click onto the magnifying respective glass.

View instrument information
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In order to view more information about an instrument, click on the instrument picture in the “Home” menu or the 

magnifying glass under “Instrument”. On the top right side you will find an instrument message board showing 

important messages about the status of the instrument. On the bottom right you will find useful links and documents 

that you can download.

There are 5 more flags under “More details”.
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To create an issue, simply click onto “Add new issue”

and explain the problem. Choose the degree of priority 

and click “Insert”. The administrator will be notified of 

the problem, and when resolved, this will be indicated in 

the far right column.

Contact information is available under “Contacts”.

Questions about the instrument use and imaging in 

general can be asked under “Questions”. Click on the 

arrow to see the answer.



11

General comments can be added under “Comments”.

Some of your questions will be transferred to “Instrument 

FAQ”. Click on the arrow to see the answer.
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The user has access to the following items:

My waitlist: sessions you have placed a waitlist on.

My reservations: all reservations done by the user in the future.

My technical issues: technical questions you have asked.

My tasks: you can assign some information/task to yourself or another user. 

My todos: notes for what you need to do.

My questions: questions you have asked in the past.

My comments: comments you have made in the past.
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Creating a usage report

Check the instruments of which you want to 

see a report.

Indicate a “Report name”, choose your “Date 

from” and “Date to”, and click “Display 

usage”.

A long list with all your bookings will appear.

You can export your report to a MS Word 

document, an Excel spreadsheet or a PDF 

document.
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The search function 

allows you to search 

for vacant time of an 

instrument.

Double click the date, 

and you will be 

directed to the booking 

page for that 

instrument.

“Work orders” and “Submitted orders” are unavailable functions at MIC.
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Did you forget your password?

If you cannot remember your password, you must click “password help”. 

You will then be asked to fill in your email id. Then you will be asked your 

security question and you need to answer correctly.

You will within five minutes receive a temporary password 

which looks a bit strange. Copy and paste this password to 

login your profile. Once you have managed to open your 

profile, remember to change your password.


