
How to Schedule in FBS 

Scheduling your scans for the Prisma or the Premier in FBS is very straight forward.  You can 

also follow this procedure to schedule time for the Interview Rooms, the MRI Simulator, or the 

fNIRS Systems.   

 

Step One: Log in.   

• Follow this link to the FBS Login Page.   

• It should look like this :  

 

• Click the option to log in with your email address and make sure you choose the FBS 

logo instead of the “pie chart” logo for BA.  It should look like this:  

https://psapps.uab.edu/Anon/Logon.aspx?ReturnUrl=%2f
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• Populate the fields with your email address and password.  (Note: if this the first time 

logging in with your newly-assigned email, click “Reset my password” and follow the 

prompts.) 

Click “Sign In”.  Again, make sure you choose “FBS”, and not “BA”.  Here’s another 

picture for reference: 
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Now you’re in! 

 

Step 2: Schedule a Scan. 

• When you log in, the next screen should look something like this:  
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• Click on the calendar icon labeled “Schedule” in the top-left corner to start scheduling.  

Here’s a pic: 

 

• The next screen should look like this:  
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• The “weekly view” is in the picture, but in the “Filter Settings” section on the left, there 

options to choose which calendars you would like to view and preferences for monthly, 

weekly, or daily calendar views.   

• Now, choose a day and time for your scan.  Here’s a pic: 

   

• Double clicking on the time slot opens a scheduling menu.  The “Lab” and “User” 

options should be auto-populated based on your login.  Start by clicking “MRI Research” 

from the “UNASSITED” section of the “Specify Resource Used” drop-down menu.   

(Note: If you do not need tech support to run your scans, choose the UNASSISTED 

option.  If your lab needs tech support to run your scan, choose the ASSISTED option.  
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All ASSISTED scan requests require CINL approval to ensure tech availability.) 

In this case, we’ll choose the UNASSISTED option.   

 

• Choose “MRI Research” 

• Next, you’ll choose the start and end time of your scan.  You are allowed up-to 30 

minutes of set-up time free of charge included in the scheduled block of time for your 

scan.  Remember to take advantage of that.  So, if you have a 30 minute set-up and 

an hour scan, you would budget an hour and a half.  

 

  

• Click the “Study” menu to ensure that the P# is correct.  This is especially important if 

your lab is running more than one study with CINL.  Then, click “Save Changes”.   

Now your scan time is scheduled.  You should see this on the calendar.   

• Congratulations, now you’ve scheduled your scan!  

 

Cancellations: 
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• In the event that you need to cancel scan, the process is also very easy.  This process 

works for both assisted and unassisted scans.   

First, find the scan in question on the appropriate calendar: 

 

 

 

• Double click on that scan to open the dialogue box and simply click the “Cancel Button”.   

 

• Your scan is cancelled! 

• Important Notes:   

1. Don’t forget to send a cancellation email to the Magnet Time ListServ.   

2. You can only make changes to scans and appointments YOUR PROFILE booked, so 

you can’t cancel scans and/or appointments for other user labs.   

3. This is the same process you would use to cancel reservations for other resources, 

such as Interview rooms, fNIRS, and the Mock MRI.   

4. Please read the Billings and Cancellations of our website for more information.   

 


