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QReserve Quick Guide for New Users 

Department of Food and Human Nutritional Sciences 

 

Overview 

QReserve is the reservation and resource management system used by the Department of 

Food and Human Nutritional Sciences of the University of Manitoba to manage access to lab 

equipment and facilities. 

 

Before You Start 

¶ Complete the Analytical Service Request Form  

¶ Obtain a valid WHMIS/Chemical Safety Certificate 

¶ For best experience, access QReserve from your computer (desktop/laptop) 

 

  

https://umanitoba.ca/agricultural-food-sciences/sites/agricultural-food-sciences/files/2025-10/fhns-analytical-services-request-form-2025.pdf
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ÄƨŔĦťШÉƨůůċƖǃ 
ΝЮ  ĲƽШÖƚĲƖШÅĲƕƨĲƚƣ 

 
Notes:  

Submitting the New User Request form is a one-time process to be added as a new user on the 

FHNS QReserve site.  

In the form, please also include the following documents: 

¶ WHMIS/Chemical Safety certificate  

¶ Analytical Service Request Form   

In the form, you may also indicate which resources you would like training for.  

If you require additional resource training, you do not need to resubmit the form. Instead, please 

submit a Training Request (simply search for ñTrainingò in the system). 

CREATE 
QRESERVE 
ACCOUNT

иPage 3: Create a QReserve account

JOIN FHNS SITE

иPage 3: Finding a Site to Join

SUBMIT NEW 
USER REQUEST 

FORM

иPage 5: Requesting to be added as a New User

https://umanitoba.ca/agricultural-food-sciences/sites/agricultural-food-sciences/files/2025-10/fhns-analytical-services-request-form-2025.pdf
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ΞЮШEƕƨŔƓůĲŰƣаШÂƖĲрĤŸŸťŔŰŊ 

 

Notes: 

¶ Obtaining credentials: credentials are required to book resources. Once obtained, they do 

not expire. You can view the required credentials by clicking on the resource. 

¶ Check-In & Check-Out: these steps are important to track the actual usage of resources. 

Please ensure you check in and check out for each reservation. 

¶ Usage conditions: also required so that FHNS can monitor equipment usage and plan for 

maintenance accordingly. 

OBTAIN 
CREDENTIALS

иPage 8. Obtaining Credentials

MAKE 
RESERVATION

иPage 12. Reserving Equipment

CHECK-IN & 
OUT

иPage 28. Check-In & -Out of an Equipment 
Reservation

UPDATE 
USAGE 

CONDITIONS

иPage 19. Specifying Usage Conditions
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ΟЮШEƕƨŔƓůĲŰƣаШ§ŰрĬĲůċŰĬШĤŸŸťŔŰŊ 

 

Notes: 

¶ Ideal for on-demand equipment such as centrifuges, autoclaves, drying ovens, etc. that are 

generally available  

¶ Check-In & Check-Out: if you do not receive a check-in email, you have been checked in 

automatically. 

¶ Usage conditions: required so that FHNS can monitor equipment usage and plan for 

maintenance accordingly. 

 

  

OBTAIN 
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ΠЮШxŸċŰċĤũĲШfƣĲůƚаШÂƖĲрĤŸŸťŔŰŊШѼШ§ŰрĬĲůċŰĬШĤŸŸťŔŰŊ 

 

Notes:  

¶ Credentials may be required depending on the item 

¶ The item may be marked as "Returned" by either the student or the technician. 

 

ΡЮШÉƓċĦĲƚаШÂƖĲрĤŸŸťŔŰŊШѼШ§ŰрĬĲůċŰĬШĤŸŸťŔŰŊ 

 

Notes: 

¶ Rooms not requiring credentials: Computer Room (Room 243) and Conference Room 

(Room 248) 

¶ Rooms requiring credentials: Main Student Lab (Room 241), Pilot Plant (Room 216), 

Teaching/Research Room (Room 200), and Test Kitchen/Sensory Evaluation Rooms (Rooms 

223/221) 
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ΣЮШÅĲƕƨĲƚƣƚ 
A. Sample Processing Request  

 

Notes:  

For services such as Amino Acid analysis and GC-FID: 

¶ An Analytical Service Request form is required per request 

¶ your results will be uploaded into your reservation in QReserve.  

B. Other Requests 

Other requests available on QReserve include: 

¶ Chemical request - for requesting chemicals or reagents needed for experiments. 

¶ Training request - for requesting training on specific resources 

¶ New User request - for requesting to be added as a user in FHNS site and request for trainings 

 

 

  

Submit 
Request Form

иPage 34. Sample Processing Request
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I. Setting Up Your QReserve Access 

1. Create a QReserve Account 

¶ Go to https://my.qreserve.com/login  

¶ Enter your email and create a password. 

¶ Select Create my new account 

 

2. Finding a site to join 

¶ In the QReserve login page, click on Join an existing site 

 

https://my.qreserve.com/login
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¶ Search for ñUniversity of Manitoba- Food and Human Nutritional 

Scienceò and click Join 

 

¶ Enter the access code FHNS2025 and click Join Site.  

 

¶ Once joined, your dashboard will display as shown below: 
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3. Requesting to be added as a New User 

Submitting a New User Request Form is the first step to gain access. After receiving approval, you 

will be added to the site and your profile created. Make sure you have completed the Analytical 

Service Request Form and WHMIS/Chemical Safety certification beforehand, ready for upload.   

¶ On your left-hand side menu, click Sites > New User Request Embed 
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¶ Complete the New User Request form and click Request 

 

You will receive an email notification from QReserve, confirming your submission 
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Once your request is Approved, an Admin will add you as a User the site  

 

 

¶ To view your profile, click Profile on the left-hand side menu. You can update your name and 

personal details.  
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4. Obtaining Credentials 

Click Site on the left-hand side menu. The screen will display as shown below:  

 

To reserve EQUIPMENT, you must have ALL the following credentials: 

¶ Lab safety credential- covers basic site-specific safety rules where the equipment is located; 

training is provided by the technician   

¶ WHMIS/Chemical Safety credential 

¶ Equipment training credential- specific to each equipment 
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If you only see the ñViewò option, it means you do not have the required 

credentials to reserve equipment. 

 

¶ To book the training, type Training request on the search bar and select Training Request 

 

¶ Click Request Now  

 

 



  ШШШШШШШШШШ 

ÂƖĲƓċƖĲĬШĤǃаШ ŰőШÑőŔШ?ċŰŊШ҇Ш?ċƣĲаШΞΥШ§ĦƣЮШΞΜΞΡ  ΝΡ 

¶ Fill in all the fields.  

 

Note: An account number (FOP number) is not needed for training request; however, it will be 

required when you are booking equipment for billing purposes  

¶ Check ALL the training that applies (including the Lab Safety training if needed), indicate 

your availability and click Submit Request 
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¶ You will receive an email notification from QReserve, confirming your 

submission 

 

¶ A technician will review your request, and you will be notified of any updates via email 

 

¶ Once approved, the technician will contact you to schedule an appointment and reserve the 

equipment on your behalf. 
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¶ After the training, the credential will be assigned to your account, 

allowing you to reserve equipment independently onwards.  

¶ To view your credentials, on the left-hand side menu, click History > Credentials 

 

Note: Some non-equipment resources such as Spaces (e.g., meeting rooms and computer rooms) 

and Loanable items (e.g., electronic devices) do not require credentials to book. You can make the 

reservation directly      

 

II. Making Reservations 

1. Reserving Equipment 

Once your New User request is approved and credentials assigned; you are ready to make a 

reservation.  

¶ On the left-hand side menu, click Site, search for the equipment and click Reserve 
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Note: An account number (FOP number) is REQUIRED to make a 

reservation - this is for billing purposes. If you encounter any issues while making a reservation, 

please email the person in charge of the equipment 

 

 Additionally, you can report equipment issues directly through QReserve. You can use this feature to 

report equipment malfunctions or damage. 

¶ To do so, click Request support  
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¶ Describe the issue you are experiencing and Submit Request 

 

¶ For Equipment reservation, after selecting the equipment, you will be taken to the equipmentôs 

calendar where you can view its availability. Click Create Reservation to create your booking 
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1. Select the Start and End date/time. In the Reminder field, choose when 

you would like to receive a reminder email before your reservation begins (recommended). Then 

provide a brief description of you test purpose (optional) and select you account number from the 

drop-down menu. If you do not require a technician for your reservation, click Next  
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2. Select No the drop-down menu and click Next 

 

¶ If you require a Technician assistance, click Add resource, type technician in the search bar 

and select from the menu 

¶ Provide a brief description of you test purpose (optional), select you account number from the 

drop-down menu and click Next 
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¶ Select your user type to view the applicable equipment and technician 

rates.  

 

 

¶ Specify the required technician time and click Next 
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Note: You will receive reminder emails 30 minutes before and within one hour 

after your reservation ends to complete the equipment usage condition. FHNS uses this information 

to monitor equipment performance and support maintenance. 

Once the reservation is completed, you will receive an email notification from QReserve, confirming 

your reservation.  

A technician will review your request, and you will be notified of any updates via email. 
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1.1 Specifying Usage Conditions  

For some equipment such as centrifuges, drying oven, monowaves and others, usage conditions 

are recorded for usage report and maintenance purposes. You can specify the usage conditions 

either when creating the reservation (if known) or during/after using the equipment. 

¶ During reservation: specify the usage conditions (if known) or edit the reservation and 

complete the field. Finally, click Reserve 

 

¶ During or after use: to edit the reservation and complete the equipment usage questions, 

navigate the reservation from your QReserve Dashboard and click Details to view the 

reservation  
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¶ Click Edit to modify your reservation 
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¶ Click Next to move through the reservation until you reach the Usage 

Conditions field. Enter the equipment usage details and click Save 

 

¶ The modifications will reflect in your reservation on your QReserve Dashboard  
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1.2 Reserving Equipment using QR codes 

All equipment is labeled with QR codes for quick booking. This allows you to create a reservation 

on the spot if you forget to make a reservation beforehand. This feature works best for on-demand 

equipment such as: 

¶ Centrifuges 

¶ Drying ovens 

¶ Autoclaves 

¶ Water baths 

¶ and others 

These instruments are generally available, easy to use and require minimal setup. 

To reserve, simply scan the QR code on the equipment with your mobile device. You will be directed 

to the resource calendar on QReserve, where you can create your reservation. If you do not receive 

an email prompting you to check in, it means the system has automatically checked you in.  
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2. Reserving Loanable Items 

¶ On the left-hand side menu, click Site > LOANABLES and select the desired resource 

 

¶ Find the resource you want to borrow and click Check Out 
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¶ You can choose to Check Out Now or Create Future Reservation 

¶ Select the Start and End date/time. In the Reminder field, choose when you would like to 

receive a reminder email before your reservation begins (recommended). Then enter a brief 

purpose of use, select your account number and click Check Out 
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QReserve will send you an update of your reservation via email. Please pick up the item from its 

designated location. 
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3. Reserving Spaces 

Spaces such as the computer room (Room 243), conference room (Room 248), teaching labs (Room 

241), and others may be available for reservation. The booking process is similar to reserving 

equipment or loanable items. 

¶ From your Site, select Spaces from the menu and select the room you wish to reserve.  

 

¶ Then, click Access Reservation Calendar > Create Reservation 
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¶ Choose your desired date and time and click Reserve to submit your request.
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The person in-charge will review your request and QReserve will notify you of 

the reservation status via email. 

 

III. Checking In & Checking Out of a Reservation 

1. Check- In & - Out of an Equipment Reservation 

¶ Check-In and -Out is MANDATORY. It ensures that you are charged only for the actual time 

using the equipment.  

¶ You can check in/out via QReserve dashboard and reservation confirmation emails 

¶ Check-In opens 10 minutes before your reservation, and Check-Out remains available for 1-

hour after it ends.  

¶ Reservations not checked in within 1-hour are auto cancelled, but you will still be charged 

for the reservation. This prevents resources from being booked and left unused. 
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¶ If you set a Reminder, QReserve will send you an email reminding you to 

Check-In before your reservation starts. Click Check In or Out Now in the email to go directly to 

the QReserve website 

 

¶ Click Check Into Now to complete your check-in 
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¶ Similarly, click Check Out Now at the end of your reservation. Check-Out remains available for 1-

hour after your reservation ends. If you do not check out within that time, the system will 

automatically record the reservation end time as your Check-Out. 

2. Check- In & - Out for Loanable Item Reservation 

¶ The process of checking in and checking out for Loanable Items is similar to that of equipment. 

 

¶ Click Check In or Out Now in the email to go directly to the QReserve website. Then click Check 

Into Now to complete your check-in.  
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¶ At the end of your reservation, click Check Out Now or select Mark Item 

Returned when you return the item 

Note: If you forget to Mark Item Returned after your reservation ends, you will keep receiving 

Overdue email reminders until it is marked as returned 
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3. Check- In & - Out for Spaces Reservation 

¶ The process of checking in and checking out for Loanable Items is similar to that of equipment 

and loanable items 

¶ Click Check In or Out Now in the email to go directly to the QReserve website. Then click Check 

Into Now to complete your check-in.  
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¶ Similarly, at the end of your reservation, click Check Out Now. 
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IV. Requests 

1. Sample Processing Requests 

Some equipment MUST be operated by FHNS Technicians, and FHNS also offers analysis 

services. These include: 

¶ Freeze dryer (Ellis) 

¶ Giant Soxhlet (Ellis) 

¶ Freeze dryer (Duff Roblin) 

¶ Amino Acid Sample Analysis (Duff Roblin) 

¶ Gas Chromatography with Flame Ionization Detector (GC-FID, Duff Roblin) 

In this case, you can submit a Sample Processing Request via QReserve to have your samples 

processed.  

For service request based in Duff Roblin, you must also submit the FHNS Analytical Service 

Request Form (signed by PI) in addition to requesting the service through QReserve each time you 

want to analyze your samples. For services based in Ellis, only a Sample Processing Request 

through QReserve is needed. 

 

¶ To start, in Sites, find the request you need using the search bar and click Request 
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¶ Continue to click Request Now 

 

¶ Fill in the required information and click Next 

 

 








