
CampusOptics Quick Guide –
Spaces Member Management



Lab Spaces and membership overview

➢ Click 'Campus' > to 
access building 
listings where 
assigned 
spaces/labs are 
located. 

➢ Select a building to 
view associated lab 
spaces to the user



• To manage Lab Members 
Navigate to:
Campus > All Spaces tab

• For each lab selected the 
user can view:

➢Confirm assigned labs
➢ Select a space for detailed 

inventory or member 
management
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• This screen provides a full overview of a 
specific lab space.

• Key sections include:
➢ Basic Information – Space type, building, 

and PI name
➢ Inventory Details – Inventory method, 

reconciliation status, due dates
➢ Linked Data – Number of chemical 

containers, SDSs, HazWaste containers, and 
assets

➢ Door Sign – Option to generate a lab door 
sign

➢ Custom Fields – Approvals and other lab-
specific fields

• Use this view to:
➢Monitor space-specific data at a glance
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➢ Once a space (e.g., Lab CP-373) is selected, 
the Overview tab appears.

➢ You can:
• View Chemical Containers, Biological 

Items, and HazWaste Containers.
• Click Actions to access management options.
• See Inventory Details, Reconciliation 

Status, and Space Memberships.

➢ Under Door Sign:
• Click Create a door sign now to generate a 

printable lab sign.
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• Navigate to the Members tab 
within the selected lab space.

• This section shows all personnel 
assigned to the lab.

• Divided into two categories:
➢ Primary Members – Typically the 

PI
➢ Standard Members – Lab 

Managers and Lab Users

•  Note: Only PI can manage 
members in this view.

Lab Spaces membership management



➢ Use the Members tab to:
• Click Manage Members to add or remove lab personnel.
•  Only PIs have permission to manage members.

➢ All of this is accessible under the Campus menu option.
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