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1 Introduction 
The Facility Online Manager, FOM®, is a professional and customizable online application that 

provides a complete solution to shared facility management. It incorporates many features that are 

not seen in other scheduling systems. These unique features make FOM® a highly secure, 

versatile, reliable, and easy-to-use system for both the users and the facility administrators. FOM 

Networks works with every customer institution to customize the system. Common customization 

projects include institution-wide single sign on, special formatting of billing and reporting, or 

modification of graphical user interface. Any and all aspects of FOM® are customizable, from the 

color scheme to integration with any software you are currently using, such as PeopleSoft, 

Workday, Saleforce, etc. 

 

FOM® may be used to track the usage and payments per instrument time, per specimen, per 

consumable, or per staff time. FOM® is ideal for: 

• Small research groups (no billing involved, share among group members only) 

• Core facilities (centralized management) 

• Recharge centers (configurable billing and invoicing) 

• Research service labs (work order and collaboration tracking) 

• Central office for research (unified reporting) 

 

If you need more information about the Facility Online Manager system, please contact: 

 

General questions about FOM® system: 
General FOM Networks, Inc. email 

info@fomnetworks.com  

 

FOM® Technical Issues and System Troubleshooting: 
Shu-You Li, Ph.D. 

shuyou@fomnetworks.com    

 

  

mailto:info@fomnetworks.com
mailto:shuyou@fomnetworks.com
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2 Who needs this manual? 
This manual is for normal users of the FOM system. There is another manual for Managers 

and Administrators which can be acquired by sending request to info@fomnetworks.com.  

3 User Roles 

3.1 System Administrator 

System Admin is the highest-level administrator in the system. System Admin login is usually 

generic and not tied to any personal username or email, so that the System Admin login can be 

easily transferred at any time. Usually there is only one System Admin for a FOM license holder. 

For Standard and lower license holders System Admin is the same as Facility Admin because 

these levels of FOM license allow only one Facility in the system. System Admin’s task include (1) 

add new facilities into the system and assign Facility Administrators, and (2) configure system-wide 

settings. 

3.2 Facility Administrator 

Facility Admin oversees managing of individual facility. In a FOM system with Enterprise 

license, there may be many facilities hosted on one server. A Facility Admin cannot see other 

facility’s billing and reporting information. Facility Admin’s tasks include (1) configure facility-wide 

settings, (2) add of new instruments and assign Instrument Managers, (3) define fee structures of 

an instrument, (4) download billing and reporting files. There are other things that a Facility Admin 

can do, such as (5) set up facility holiday schedule, (6) set up user survey, (7) manage the list of 

departments, and (8) manage the list of supervisors. One facility may have multiple Facility 

Admins. 

3.3 Instrument Manager 

Instrument Manager is the person who manages instrument use, does service experiments for 

a user, performs user training and grants user’s access to the instrument. Instrument Manager’s 

tasks include (1) configure instrument access rules, (2) modify instrument fee structure, (3) reserve 

instrument for various purposes, (4) perform training for new users, (5) charge training fee or 

service/assistance fee, (6) verify user information, (7) grant user’s access to the instrument at 

various levels, and (8) collaborate with users and charge service fee. Other things that an 

Instrument Manager can do include (9) adjust a user’s usage records, and (10) email various 

groups of users using FOM email list. One instrument may have multiple Instrument Managers. 

3.4 User 

User is the person who may apply and use any of the resources hosted on the FOM system. 

After registration in FOM system, User has no access to any resource by default. The User’s 

access must be granted by Instrument Manager. User’s tasks in the FOM system include (1) 

mailto:info@fomnetworks.com


4 
 

register username in the system, (2) maintain a list of valid financial account numbers, (3) search 

and apply instrument access, (4) attend training and be granted access by Instrument Manager, (5) 

reserve instrument ahead of time, (6) logon instrument before usage, (7) logoff instrument after 

usage, (8) modify or cancel a reservation, (9) request service and collaboration with Instrument 

Manager, and (10) download usage history report. 

3.5 Supervisor and Supervisor Assistants 

Supervisor Assistant is a great helper in maintaining the group members’ information. Any 

regular user may be assigned as a supervisor assistant to any supervisor in the system. Once 

granted Supervisor Assistant role, the user will see Supervisor Home page after logging in FOM. 

Supervisor Assistant’s tasks include (1) maintain user’s financial account numbers, (2) download 

group member’s usage reports, and (3) report misuse of financial account numbers to Facility 

Admin or Instrument Manager for corrections. 

3.6 Business Manager and Auditor 

Business Manager and Auditor can do billing and download facility statistic reports on behalf of 

Facility Admin without access to other Facility Admin level functions. Facility Admin can define 

which report the Business Manager can view and download. 

4 User Registration 
All users, no matter which user role a person holds in the FOM system, needs to register a 

login username to start. You will be given a URL to access your FOM system. If your FOM system 

is hosted by FOM Networks, the URL is https://www.instrumentschedule.com/. If you have your 

own server, please write down your FOM URL below before you distribute this manual to users. 

FOM System URL: ____________________________________________ 

 

a) Visit FOM system welcome page. The login page may look like one of the following two 

screenshots, depends on whether your FOM has been configured with institutional single sign-

on.  

 

FOM Welcome page with Single Sign On 

https://www.instrumentschedule.com/
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b) Click "I am a new user", then fill the registration form to register new username.  

 

5 Add Financial Account Number 
a) After registration you will see this warning window. You must add one account number to 

continue, unless you will become a manager (Facility Admin, Instrument Manager, or 

Supervisor Assistant). 

 

b) This account number is typically your institution's internal financial account and may be 

validated with the rules set by the System Administrator. If you have questions regarding what 

to enter as the account number, please contact the facility manager. 

FOM Welcome page without Single Sign On 

Read and fill the anti-SPAM field carefully 
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6 User Tasks 

6.1 User home and apply to use an instrument 

a) In user home page, search for the instrument using the upper-right drop-down list to apply 
access. 

 

b) After training and your account activated, you will see the instrument card shown in the User 

Home page. 

 

Click to pin this resource to 

top of the page 

Click to open the 

instrument calendar page. 

The user’s own reservations shown with green 

background. Click to go to Calendar. 

Reservations in 7 days are listed with 

reservation time, user’s name, and comment. 

Your access level is displayed here. 
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6.2 Sign up to attend a training session 

As a to-be-trained user, you can view the instrument calendar. If you see a training session 

booked by a manager, you can click the time slot to sign up to attend the training. 

 

You may withdraw the signup if necessary. 
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6.3 Safety requirements for instrument use 

The required safety certificates are automatically summarized depends on which instruments 

that the user is to use. If any safety certificates are expired or invalid, the user will see a warning 

pop-up window as soon as the user logs into FOM system. Safety Certificate URL is presented to 

users to direct the user how to get the required certificates. 

 

6.4 Reservation, cancellation, logon, and logoff 

a) In user home page, click the instrument name that you want to use, or you may click the drop-

down selection of equipment on left side menu to see the calendar of the instrument. 

Screenshot below shows the Classic View of user home. 
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b) To reserve a session, click on the time you want to start with. Then you will see the window like 

the one below. Choose a proper financial account and the planned start and end time to make 

the reservation. 

 

c) A reserved time may be canceled if the planned start time is before the Late Cancellation 

timeout set by the instrument manager. To cancel or modify a reserved session, click on your 

own reserved time.  
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d) Many facilities configure their resources so that no cancellation can be done within X hours of 

the reserved start time. Some facilities also configure to charge cancellation fee for late 

cancellation. If such timeouts are set and you click on a reservation within this set hours, you 

may see the following window, with “Too late to modify”. Some facilities may configure to 

disallow cancellation within X hours, then you will see “Too late to Cancel” message. 

 

 

e) To logon a reserved session or do an express logon, click on the current time (red line). 

 

f) When you are using the instrument your time slot is shown with pink background. Once you 

finish using the instrument, you need to click the current time slot to logoff. 
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g) Fill in consumables if you have used. Choose "Something wrong" if you want to report problem 

of the instrument. Fill in comment, select account number to use, then click logoff. 

6.5 Week view, day view and monthly view of calendars 

In the resource calendar page, you may click the gears icon at the top-right corner, and then you 

can switch from week view to day view, month view, and agenda view of the instrument calendar. 
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6.6 Forgot logoff sessions 

If you forgot logoff your session, you would receive email reminder after the reserved 

ending time. Also, the next immediate user who reserved the instrument can log you off. You 

would receive email if another user forced you off an instrument. 

6.7 Download instrument operation manual 

Click on "Documents" link on the left side to download instrument documents. 

 

6.8 User report 

Click on "User Report" link to download report of your usage in the facility with given start 

time and end time. 

 

6.9 Submit service request form 

A user may submit a service request form if the service is provided by the facility lab staff. Click 

“Collaborate & Service” on the left side menu, then click the service link. 

 

 

Once a service request is submitted, the project will be listed in this page and the 

corresponding manager will follow up with you about the progress of the collaborative project. 

Click the Project ID link you will see the details of the collaboration history. You may share files, 

and comments in this page with all the involved collaborators. 
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6.10 Purchase supplies 

If a laboratory provides consumables for sale, you may click the Purchase Supplies link on the 

left side menu to check out the consumables. 

 

6.11 Borrow items from the lab 

If a laboratory has set up small devices or tools for rent, you may click the Lending Items link 

on the left side menu to check out and return the items you are borrowing from the lab. 

 

6.12 Keep track of chemicals in the lab 
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Click the Chemicals link on the left side menu to find whether a chemical is available in the 

facility, where it is located, and the current amount in stock. 

 

6.13 User Preferences and Email opt-outs 

Click on "My Profile" link to update your contact information and other user preference 

items. 
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6.14 Link FOM reservations with your Outlook or Google 

Calendar 

In “My Profile” page, you can find a URL to “Show FOM reservations in your Outlook or 

Google calendar”.  

 

In Google Calendar, Click the “Add” link at the lower left corner, then select “Add by URL”. 

 

Paste the URL you have got from Step #1 in the URL field and click “Add Calendar”. 

 

In Outlook, go to Calendar view, click Open Calendar, and then select “From Internet”. 

 

 

Paste the URL that you have got from Step #1. If your FOM schedule URL starts with 

http://, change your link to start with webcal://; If your FOM schedule URL starts with 

https://,  change your link to start with webcals://. 
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6.15 Update account number 

Click on "My Accounts" to add your account number(s). For auditing purposes, you cannot 

modify an account number once it has been validated and added to the system, but you can 

make it inactive if you don’t use an account number anymore. 

 

6.16 Contact managers  

Click on "Contact Manager" to write message to instrument manager(s). 
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Appendix. Contact information and problem 

reports 
FOM® Technical Issues and System Troubleshooting: 
Shuyou Li, Ph.D. 

shuyou@fomnetworks.com  

Office Phone: (224) 225-9168 

 

or General FOM Networks, Inc. email 

info@fomnetworks.com  

 

Mailing Address: 

FOM Networks, Inc. 

1 Northfield Plaza, Suite 300 

Northfield, IL 60093-1214 

mailto:shuyou@fomnetworks.com
mailto:info@fomnetworks.com
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