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Facility Online Manager (https://fom.bnl.gov) 
 
I. User registration 
1. Click "I am a new user" to register new user name. If you have registered but forgot your 

username or password, click the link "I forgot my username or password". Your username 
and password will be sent to you by email. 

 

 
 
2. In the next page, fill in your information, however, the following fields should be filled as: 

Department: Nano 
Point of Contact: (Choose your CFN Point of Contact, not the instrument manager). 
If you cannot find your Point of Contact in the list, click on the corresponding link to send 
and email to the facility manager. Come back to register again when you get an email back 
saying your department/supervisor has been added. 

3. Hit "Submit". 
 
II. Apply to use instrument 
1. In user home page, click on the instrument name listed on right side to apply for this 

instrument. This will automatically alert the instrument manager, who will reply with an 
email (within a day or two) stating your status on the instrument. 
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2. After being trained, you will receive an email from your the instrument manager stating your 
the status on the instrument. You will see the instrument name listed on the left side of the 
user home page. 

 

 
 
 
III. Instrument reservation, cancellation and modification 
1. In the user home page, click the instrument name that you want to use. You will see the 

schedule of this instrument, as shown below. Current time is shown in red with yellow 
background. Time reserved by you (others) is shown in black with green (yellow) 
background. Available time is shown in black. Passed time is shown in grey. 
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2. To reserve a session, click on the time you want to start with. Then you will see the window 
like the one below. Choose an ending time to make the reservation. 

 

 
 
 
3. To cancel or modify a reserved session, click on the reserved time that is shown in black with 

green background. 
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IV. At-the-instrument logon and logoff 
1) To start your session, sign in to https://fom.bnl.gov from the log on computer at the 

instrument. In the calendar, your reserved session will show in red with green background. 
Click on it to logon your session and click "Yes" in the pop up window. 

 
2) You may also choose to do an express logon, which allows to start a session without having a 

previous reservation. For this, clikck on "Click to logon"  (red with yellow background) and 
then fill in the information required by the pop up window. 
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3) After finishing your session, you must log into FOM again to logoff the instrument. Click on 
the time slot showing you are using the instrument (red on green background) and leave a 
comment (optional) to alert the next user or the instrument manager.  

 
IMPORTANT: Some instruments have a piece of hardware controlled by FOM. For example, 
for the SEMs in 1L32 it is the SEM computer monitor. The monitor turns on when a session 
starts (logon) and turns off when a session ends (logoff). If you cannot access an instrument after 
logging in, please STOP YOUR WORK AND CONTACT A STAFF MEMBER.  Never modify 
any physical connections or push any system buttons. Doing so is unsafe for you or the 
instrument. Any transgression of this rule will automatically ban you from using the instrument. 
 
V. Forgot logoff sessions 
If you forget to logoff your session, you will receive an email reminder after one hour of 
reserved ending time. Also the next immediate user who reserved the instrument can log you off. 
You will receive an email if another user forced you off an instrument. 
 
VI. Download instrument related documents 
In the user home page, click on the "Documents" link on left side to download instrument 
related documents. 
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VII. Usage report 
In the user home page, click on the "User Report" link to download a report of your usage in the 
facility with a given start time and end time. 
 
VIII. Contact managers 
In the user home page, click on "Contact Manager" to write a message or send a technical 
service request to the instrument managers of the instruments you are authorized to use. 
 
 
IX. Forgot password procedure 
1) Hit "I forgot my username or password" in FOM page. 
 

 
 

2) Retrieve your temporary password from the email account you entered in the FOM system. 
3) After logging on with your newly reset password, click on the "My Profile" link. In this page 

you can update your password and other information. 


