
The quick manual
of the instrument reservation system

（ in English）

Oita University

Institute for Research Management Center 

for Research Support

1



Table Of Contents

• Registration 3

• Reservation of instrument 5

• Cancellation of your reservation 7

• Further information of “TOP Page” 8

2



1.  Click ”                      ” on the top page of the Institute for
Research Management Center  . 

2.  Fill in “your ID” and “Password” which are authorized by 
Oita University.
And click “ Sign in    “.

Registration
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← Check in the box which department you use.

( Approval )

← Click “ 登録 “ after typing 
in your all information.

3.  Fill in your personal details on the page of User Registration.

Staff verifies your information and approve that you use the system.
※You cannot use the system until being approved by administrators.

The administrator will send this notification to your E-mail after 
the approval that you use the system.  
You can use the system once your registration is completed. 4

Automatic input
( unmodifiable )

Registration Confirmed



1. Click the instrument you would like to reserve from the 
equipment schedule in                      .

←List of instrument.
Select one from this.

Reservation Page

TOP Page

Click

Reservation of instrument

Page Transition…
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2.  Reservation Page
1) Click “ 新規予約登録 ”(The reservation form is displayed.).
2) Select “Date”, “Start time” and “ End time” in the reservation form , or drag a time frame. 
3) Click“ 確認(check) “.

3.  Check the contents and click “  予約(Reserve) “.

Reservation confirmed

↑ You can display the reservation form by clicking “新規予約登録 “ .

↑ Click and select “Date”,  “Start time” and “ End time”.
OR
↓ Drag a time frame.

The reservation form

click

Drag… Drop

2)

1)

3)
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Cancellation of your reservation

1. When you need to cancel your reservation, you open the 
reservation page and click ☒ .

2. Check the contents and click 削除 .

You will receive this mail when your cancellation 
is  completed.

Cancellation confirmed 
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Further information of “TOP Page”

8

Return to TOP Page

You can narrow down 
the conditions and 
search.

My Page
・My Reservation
・User Registration：You can edit your information.
・My favorite：If you register frequently used instrument, 

you can bookmark  its reservation page
in   “                                    ”.

Choose the department having instrument you want to use. 

News about equipment

My Favorite  ▼


