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How to Reserve a Room in the Cottrell Surgical
Suite
Learn how to efficiently book the Sanger Hall 9th Floor Surgery Suites through the
RAMS research portal. This guide walks you through the selection process and
reservation steps to ensure your facility needs are met.

Initial Navigation

1 Navigate to VCU Rams Systems and Select
FORCE.https://research.vcu.edu/rams-systems/

https://research.vcu.edu/rams-systems/
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2 Click "Reservations"

Service and Resource Selection

3 Click the "Sanger Hall 9th Floor Surgery Suites" field.
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4 Click "Next: Select Resources"

5 Select the room you would like to reserve.
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6 Click "Next: Show Calendar"

Time Configuration
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7 On the calendar view, select the desired "Start" time slot on the calendar.

8 Confirm reservation start time.
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9 Confirm reservation end time.

10 Click "Continue"

Reservation Details
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11 Select "Reserve By" and select "PI Name."

12 Click "PI Name" dropdown and select PI reservation is for.
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13 Click the dropdown for "Index Number" and select the correct index.

NOTE** Currently there are no fee charges for force calendar reservations.
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14 Select the "Resource User" from the dropdown under selected PI. This is the
individual making the reservation.

15 In the comments box, please state a brief summary of what the reservation
pertains to. For animal surgical procedures please list protocol number.
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16 Click "Create"

17 Click "Close" to dismiss the success confirmation
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18 Click colored box which is the newly created reservation.

19 Summary of reservation is shown. You will be able to go back and edit the
reservation if needed on bottom right hand corner.


