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1 Procedure for Using Equipment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reservation of the equipment is completed.You can use equipment.

Select Date of use/ Number of sample

↓

↓

↓

↓

Log in the Niigata University Small-Scale Equipment-Sharing System.

↓

Search for the registered equipment to use.

Approve to user registration（ Have an email arrive ）

↓

Approved of Reservation of Equipment

↓

↓

Reservation of Equipment

Access to Niigata University Small-Scale Equipment-Sharing System

https://chemicalbio.irp.niigata-u.ac.jp/kiki/general/rsvindex.php

↓

Apply for new account

Send the Registration Application Form（Initial registration and each fiscal year）

Address：　chemical@agr.niigata-u.ac.jp

↓

※In detail, please refer the Terms of Service within the Chemical Biology Common Unit HP.

Registration approval and the usability of each facility.（Contact you separately.）

If user account already acquired.

If the equipment was not requiring approval.

If Registration already approved.
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2  Reservation of Equipment Using Small-Scale Equipment-Sharing System 

2.1 User Registration 

Register to get a user account. 

Faculty members (professors, associate professors, assistant professors, and 

technical staff) and research fellows can be registered as a user. 

Students other than research fellows should reserve equipment using your 

supervisor’s user account. 

 

(1) Open the website: Niigata University Small-Scale Equipment-Sharing System. 

https://chemicalbio.irp.niigata-u.ac.jp/kiki/general/rsvindex.php 

 

(2) Login screen opens. Click Apply for new account. 

 

 

(3) Intramural Account Application Screen opens. Fill in all the required items and click 

Proceed to confirmation. On the confirmation screen, make sure that you have 

not made a typing error. Click Send. 

 

Faculty member’s email address 

address 
Faculty member’s name 

Faculty member’s name (Hiragana) 

Department 

Department (Hiragana) 

Phone No. 

Password 
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The system administrator will send you an e-mail titled “User approval completed” 

and then you can log in to the system. If you do not receive the mail within 24 hours, 

contact chemical@agr.niigata-u.ac.jp. 

 

2.2 Reservation of Equipment 

(1) Log in to Niigata University Small-Scale Equipment-Sharing System. 

Enter ID (e-mail address) and password and then click Log In. 

The login ID is “faculty staff e-mail address” registered at the time of 

application, and the password is the password registered at the time of 

application. 

 

 

 

 

Password 

mailto:chemical@agr.niigata-u.ac.jp
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(2) Search for the equipment to use. 

Bookmark List Screen opens. Click on Search analytical equipment under the 

campus menu.  

 

 

(3) Search Analytical Equipment Screen opens. 

There are following three ways to search for registered equipment. 

1)  Select the item of your choice in the category and click Search. 

2)  Enter equipment name, keywords, or other words as you like and click Search. 

3)  Click Search without setting the conditions. All registered equipment will appear  

on the screen.  

You can select the number of search results to show up on the screen from 25, 

50, 75, or 100 

 

You can select the item in the category. 

Enter equipment name, keywords, or other words as you like. 

You can select the number of search results to show up on the screen. 

Search button 
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(4) List of applicable equipment comes up on the screen. Click the name of the 

equipment you want to use. 

 

 

 

(5) Equipment Information Screen opens. Click Reservation on the screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can rearrange the list by clicking on each item in the title line. 

You can reserve from both buttons. 
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(6) Calendar Scheduling Screen opens. Click on the date you want to make reservation 

on.  

 

 

(7) Time Table/Reservation Scheduling Screen opens. Please select the desired 

inspection information.  

(In addition to regular fees, you can also register administrators’ fees on this 

screen.) 

 

(8) Please select either of Single Reservation or Multiple Reservations at the Same 

Time in the Equipment Reservation Registration Confirmation Screen. f you only 

want to reserve for a single period, select Single Reservation. If you want to 

reserve multiple periods for the same hours repeatedly, select Multiple 

Reservations at the Same Time. For Multiple Periods Reservation, you can add 

a period you want to specify by clicking the [⊕] mark in the Reservation Date field. 

When you click the [⊝] mark, the period will be removed. 

 

 

 

You can add a period you want to specify.

You can add a period you want to specify.

The period will be removed.
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(9) Enter the various items of the equipment reservation information and click Confirm. 

If you have a question, enter the question, and administrator of the equipment will 

provide you an answer at a later date. 

 

 

(10) Click Manage reservation under the campus menu. The list of reservations 

appears on the screen, and you can check the status of the reservations.If you 

have entered a contact e-mail address when making the reservation, an e-mail 

titled “Invoice amount confirmed” will be sent to you after you have finished using 

the equipment.  
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(11) Click Manage reservation under the campus menu. The list of reservations appears 

on the screen, and you can check the status of the reservations. 

 

 

If you have entered a contact e-mail address when making the reservation, an e-

mail titled “Invoice amount confirmed” will be sent to you after you have finished 

using the equipment. 

 

3 Canceling Reservation 

If you wish to cancel your reservation, please complete the cancellation operation 

before the start of your reservation time. After that time, a fee will be charged. 

 

(1) Click Manage reservation under the campus menu. The list of reservations 

appears on the screen, and you can check the status of reservations. 
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(2) The list of reservations appears on the screen. Put the check on the 

reservation information you want to cancel and click Cancel. 

 

 

 

 

 

 

 

 

 

 

 

An e-mail titled “Reservation canceled” will be sent to the contact e-mail address, 

and the reservation of the equipment will be canceled. 

 

 

 

4 Changing Reserved Time 

If it is before the reserved time, you can change the reserved time (to use the equipment) 

on Equipment Reservation Information Screen. 

 

(1) Open the list of reservations on the screen. Click the name of the equipment for 

which you want to change the reserved time. 

 

 

 

 

 

 

 

 

 

 

(2) Equipment Reservation Information Screen opens. Enter the time and click Register. 

Before the reserved start time: You can change the start time and end time. 

Past the reserved start time: You can only change the end time. 
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(3) Equipment Reservation Registration Confirmation Screen opens. Make sure 

you have not made a typing error and click Register. 

An e-mail titled “Reservation update approved” will be sent to the contact e-mail 

address, and the reserved time is changed. 
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5 Bookmarks 

For your convenience, if you bookmark the equipment you use frequently, they will 

appear on the screen immediately after you log in. 

5.1 Bookmarking 

Open the Equipment Information Screen of the equipment you want to bookmark 

and click Register bookmark. 

 

 

 

 

 

 

 

 

 

 

You can Bookmark from
both buttons.
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5.2 Canceling Bookmarks 

There are following two ways to cancel a bookmark. 

(1) Click on Bookmark under the campus menu to open the list of bookmarks on 

the screen. Click Delete on the right side of the equipment you want to cancel 

its bookmark. 

 

 

(2) When you click Cancel bookmark on the Equipment Information Screen (the 

screen on which you make a reservation), the bookmark will be canceled. 

 

 

 

 

 

You can delete the bookmark.

You can delete the bookmark.
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6 Inquiries 

6.1 Inquiry on Equipment 

Before making a reservation, you can make inquiries on the equipment you 

searched. 

(1) Open the Equipment Information Screen of the equipment you want to make 

inquiries on and click Inquiry on equipment. 

 

(2) Inquiry form opens on the screen. Enter required items and click Proceed to 

confirmation. On the confirmation screen, make sure that you have not made 

a typing error. Click Send. 

  

You can make inquiries
on the equipment.

Your inquiries

Contact email address

Your name

Your supervisor’s name

Supervisor’s Extension or phone No.

Your supervisor’s email address

Extension or Phone No.

Student No.

Department
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If you do not receive an e-mail from the system administrator within 24 hours, 

contact: 

chemical@agr.niigata-u.ac.jp. 

 

6.2 Inquiry on Equipment Reservation 

You can make inquiries on reservation of the equipment. 

(1) Open the Equipment Information Screen of the equipment you want to make 

inquiries on and click Reservation. 

 

(2) Calendar Scheduling Screen opens. Click Inquiry. 

 

 

(3) Equipment Reservation Inquiry Form opens on the screen. Enter required items 

and click Confirm. On the confirmation screen, make sure that you have not 

made a typing error. Click Register. 

 

 

Your inquiries

Contact email address

Your name
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If you do not receive an e-mail from the equipment administrator within 24 hours, 

contact chemical@agr.niigata-u.ac.jp. 

 

Click Manage inquiries under the campus menu. The list of inquiries appears on 
the screen, and you can check the status of inquiries. 

 

7 Totaling the Data 

Click Totaling the data under the campus menu. Totaling Screen opens. 

Enter the parameters for the calculation and click Output. The totaled data on status of 

equipment use is output into a CSV file. 

 

 

 

8 Changing the Password 

You can change the password you use for login. Click Change password under the 

campus menu. Password Change Screen opens. Enter the new password and click 

Change to change the password. 

 

 

 

 

 

 

 

The period of totaling the data.

The type of collection.


