LCTOF Operating Rules
Effective September 27, 2022

1. Reserving time
· You can only sign up for time 48 hours (2 days) in advance via the Google Calendar. 
· You are only allowed to sign up for a maximum of 2 hours of instrument time per day OR overnight time (10pm-8am).
· If the instrument is not booked in the immediate future (1 hour prior), users may sign up for these more immediate slots in addition to the 2 hours or overnight time.
· If you do not show up to your time slot in the first 15 minutes, it is forfeited for others to use.

2. Be courteous to other users
· Please cancel any time slot that is not needed.
· Users should stay within their designated time slot. If sample runs will extend into the next time slot (even just by 5 minutes!), it is the user’s obligation to ask permission from the next user.

3. Before running any samples please make sure to do these bullet points:
· Check the Mobile phase levels to make sure there's at least 400 mL of each Mobile phase. 
· Check the nitrogen tank to make sure it is at least 100 psi. The tank has to be changed if it is below 100 psi.
· If you are changing the column, you MUST record the instrument pressure using the metal joint (loop) while flowing 95% Mobile phase A at 0.2 mL/min in the Maintenance Log - Joint Pressure Log. 
· Normal ranges are from ~10-20 bar. Anything on the low end may be indicative of a leak (check to make sure the joint is tight). Anything on the high end signals that the instrument needs to be flushed. 
· Equilibrate your column for a few minutes before starting your run.

4. Lamp is delicate - make sure to use the correct script at the end of your samples 
· If you are the first user of the day, turn the lamp on for 30 minutes prior to running any samples.
· If the lamp was just turned off (even by accident), it needs to be off for 20 minutes before turning it back on.
· If you are running samples during the day, you must add the “PumpsAllOff” script at the end of your worklist, which leaves the lamp on in between users.
· If you are the last user for the day, use the “InstrumentStandby” script, which will turn the lamp off. 

5. The sample tray is dumped weekly on Wednesday morning at 10:00AM

