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 Policy:  Scan time will be requested and scheduled electronically via the web-based calendar at http://kurage.nimh.nih.gov/cal/.  

Procedure:
1. General  Information – 

a. Scan time will be scheduled on a first-come-first-served basis.

b. All requests will be approved before going “live” on the public calendar.  

c. All unapproved time requests will appear in red.

d. When a MEG Schedule Notification is received the administrator will be responsible for approving or denying the request.

e. Users will automatically receive an email message notifying them whether their time has been approved. 
2. Requesting Time – 
a. Click of Login location near the bottom of the MEG Schedule/Calendar
b. Enter “Username” and “Password”; 
c. Click on Login; 
d. Click on the ( on the calendar day and time desired;

e. Enter the “Add Entry” form information – 

I. Investigator’s Name
II. Description of experiment

III. Use this field to enter any private comments, subject name or special equipment needs. Information in this box will not appear on the published calendar.  Important: This box is for confidential information.
IV. Sensor position – sitting or supine
V. EEG electrodes – EEG, EOG, EMG 
VI. Date 

VII. Time

VIII. Duration

IX. Hold approvals -
X. Participants – DO NOT ALTER THIS FIELD (should always be admin for MEG staff who are doing the scheduling)

XI. Repeat Type – if a recurring appointment enter here
XII. Repeat End Date –  *for recurring appointments only
XIII. Repeat Day (weekly) *for recurring appointments only 
XIV. Frequency –  for recurring appointments only
f. Click on Save.
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3. Edit Or Cancel An Appointment – 
a. Click on the login;

b. Enter User Name and Password; 
c. Click on the entry to be changed (at the point where it gives the little popup detail description); 
d. Click on option: Edit entry, Delete entry, Add to My Calendar, etc.
 *Please note: you must be the owner to be able to edit or delete an entry in the schedule.

4. To Refresh The Calendar – 
a. Click on My Calendar.
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