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Managing Users and PayAliases in FBS 

Instructions for PI’s on how to manage users in FBS: 
• To get started, log in to FBS ( https://syr.fbs.io/Apps/FBS/?f=4/ )

• After logging into the FBS system, you will be working under
the user tab

• Within the FBS window, find the actions box to the right

• Under FBS, click on Manage users

o You will see everyone listed as personnel in your research
group

o Please let me know of any researchers that are no
longer working in your research group

Instructions for PI’s on how to manage PayAliases in FBS: 
• Click on Manage PayAliases

o A window will open with instructions for entering chart strings for payment of
instrument use and services. FBS is configured to accept only valid Syracuse
University chart strings from funds 11 or 13; Fund 13 sponsored account
chartstrings need a ‘tail’ which consists of an Activity ID (001) and Budref (01)

• The PayAlias can be alphanumeric and should represent a way for you and your trainees
to identify the project, for example the Sponsor or the Project name

• Chart string format should be: fund-department-program-project-activity OR fund-
department-program-MyCode (optional).

• Remember to click save (the disk icon) once you’ve entered it

• You may then designate chart strings to be used by specific members of your research
groups It is very important to keep your chart strings up to date. Once charging
begins, your personnel must be assigned to an active chart string(s) to make
reservations.

• Feel free to add your departmental budget manager to your account so that they can view
and receive invoices
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Scheduling as Syracuse User

How To Create a Reservation:

Desktop:
Once you log into FBS, the page will redirect to the user dashboard. 

To schedule a piece of equipment, find the resource you want to use then click the schedule 
(green arrow.)

If you have not been granted access, the resource will display request training (black arrow). 
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The steps below explain how to schedule (Green Arrow):
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Once you have clicked on scheduling, you will be redirected to the calendar. 

Double click on the day which you would like to schedule. 

For this example, I am going to double click on the 17th. 

Then you will double click on the time you would like to start the reservation.
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Then the reservation pop up will appear where you will need to do a few things.

#1 Red- Specify the resource use type by using the drop down

#2 Green - Modified the start and end times

#3 Yellow- Specify the payment method. Most cases you will be using the PayAlias feature

#4 Blue- If you are in multiple PI's labs then you will need to select the correct PI

Then select "Save Changes"

The steps below explain how to request training:

Click the request training button for the recourse you would like to be trained on 
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If there are training requirements, you must do them, then click request training. 

Fill out the text box with additional details. This will be sent to the directors and they will be able 
to reach out to you to complete the training. 

How to start and stop appointments:
Desktopa. 
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 Desktop:
If you have created a reservation within FBS, then the reservation will appear on your dashboard 
under my reservations, which to start the reservation, you will clikc the Green Start Timer button. 

To stop the appointment, click on the red stop timer button. It should appear automatically but if 
not, refresh the page. 

Mobile Deviceb. 

SoftLockc. 
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Alternately, if you did not make a reservation but would like to use the equipment and there is 
enough time before the next reservation, you can create a walk up appointment which by 
creating it will start your appointment. 

#1 Click walk-up (Black Arrow)

#2 Red- Specify the resource use type by using the drop down

#3 Yellow- Specify the payment method. Most cases you will be using the PayAlias feature

#4 Blue- If you are in multiple PI's labs then you will need to select the correct PI
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Mobile Device: 
Go to  then click on the hamburger to login syr.fbs.io
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To create a reservation, find the resource you want to use and click it- 
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Then to make a reservation for the future, you will click create reservation (blue). If there is 
enough time before the next reservation, you will have the ability to do a walk up (green).
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Similar to the desktop, you will need to fill out the reservation details. 

#1 Red- Specify the resource use type by using the drop down1. 

#2 Green - Modified the start and end times2. 

#3 Yellow- Specify the payment method. Most cases you will be using the PayAlias feature3. 

#4 Blue- If you are in multiple PI's labs then you will need to select the correct PI4. 
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To start a reservation that you have made on your mobile device, it will appear on your 
dashboard:

Click the green start button to begin tracking the time 
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Confirm you want to start the appointment by clicking start again 

If you need to edit the reservation, click edit. 

To stop the reservation, click the red stop. 

20



21



Then click the stop button again to confirm.

Softlock:
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Softlock acts as a screensaver and when a user would like to use the equimpnet, they will see a 
few different screens. 

The screen below states that walk up use is available. So if the user does not have an appt. they 
can use the equimpment. 

The screen below states that walk up is not available as there is not enough time for a reservation 
based off the sku settings. 

23



Once moving the mouse, you will be presented with the option to login. 

To login, use your email associated with FBS and your pin. This can be found in FBS in the my 
settings. Note- Your pin will remain the same unless entered incorrectly 3 times, then it will reset. 
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After logging in, If you have a reservation that you have created via the desktop or your mobile 
device. You will be asked if you want to start the reservation and you will click yes. Once you click 
yes, the timer will start but it will also grant you access to the computer. 
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After you are done, you will need to stop the reservation. Click stop timer on the FBS pop up then 
confirm you are done. Clicking stop timer will also log you out of the computer.

To create a walk up reservation, after logging in, you will select start a walk up then fill out the 
pop up. 

#1 Red- Specify the resource use type by using the drop down1. 
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#2 Green - Modified the start and end times2. 

#3 Yellow- Specify the payment method. Most cases you will be using the PayAlias feature3. 

#4 Blue- If you are in multiple PI's labs then you will need to select the correct PI4. 
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Then to stop the reservation, click the red stop timer and confirm you are done. 
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