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Overview

As a Pl or Financial Administrator, you have the opportunity to manage different
parts of your lab's work with core facilities using iLab. You can setup an auto-
approval threshold, allowing researchers in your lab to schedule equipment use or
order services from cores under this price threshold without further approval. You
can also use iLab to create budgets and monitor spending for specific cores. iLab also
enables you to review, and approve or update core service requests placed by
members of your lab. This document aims to help you get started using these
essential iLab features.

If you experience any problems using iLab, do not hesitate to click the 'leave iLab
feedback’ link in the upper right hand corner once you are logged in. Alternatively,
send an email to support@ilabsolutions.com with your question and we will respond
as soon as we can.
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My Homepage

When you first log into iLab make sure you update your time zone by choosing your
correct time zone and then clicking on Update my time zone. After you update your
time zone you will either land on the core’s page you logged into or you may land on
your homepage Figure 1. On your homepage you can view quick links to facilities
you often use, view requests that require your attention and view a list of your
reservations. You have menu options to manage your account, manage your
support tickets and find lists of cores that you can access through iLab when you are
on any page in iLab.
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Figure 1. Your Homepage.

The home menu option on the left side of the page (Figure 1.1) will take you to your
homepage and homepage panels. Under homepage is the Communications menu
option where you can view emails sent through the iLab system. If your lab also
utilizes the iLab Lab Management system, you will see menu options on the left side
of the page for requisitioning.

Under core facilities (Figure 1.2) you may see my reservations where you can view
past and future reservations you have with cores. You can see requests of services
or projects that you have submitted to cores from the view requests link and you can
see a list of cores that you can access from list all cores.

Under manage groups (Figure 1.3) you can view my labs to see details about your
lab and lab members.
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The upper-right hand corner provides links for you to contact iLab support with leave
iLab feedback, manage your account in my profile and manage your created support
tickets from support (Figure 1.4). If you contact us through leave iLab feedback,
you will be sending a message to the iLab support team so you will receive the most
comprehensive support. This will also enable you to track your support tickets. You
can view the support tickets you have sent by clicking on support. You can view
videos with basic instructions on how to make a request on Screen Casts on the
support page.

In my profile you can update your name, log-in information, password, and manage
how you want to receive system-generated messages in Manage Communications
Preferences.

Your homepage will have panels with different kinds of information. Each panel will
have a help tab (Figure 1.5) with more information about the information seen in the
panel.

w Home

Welcome to the new iLab homepage, we hope you like the new information panels!
v We will be adding additional features in the coming weeks. Please click ‘leave feedback’ in the upper right-hand comer to share
suggestions!

LT

In the Home panel you can see O info
quick links to your messages, to
cores you frequently use and to
» 3 cores used in the past two months equipment calendars that you have
scheduled on in the past month.

L4 674 unread messages

» 4 resources scheduled dunng the past maonth

Figure 2. On the homepage you will see the Home panel that will have quick
links to cores you use.

Under the Home panel you may see a Service Request panel. This panel will have
any requests that require your attention in the alerts tab (Figure 3.1). Requests that
require attention could be ones that require your approval, ones that are missing
payment information or ones that you have not submitted to the core. Lab heads
will see requests from all of their lab members and for themselves that require
approval in the Service Request panel.
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w Sewice Requests

Ralets @ info @ hep
Name Owner Cost State / Action 2 -

FDO-BCJW-50 Jameswag 1. In the Service Reguests panel — ) Approve
you will see requests that require

SBMC-BF-1 Barnatus Frl your attention uncder alerts. Click ¢ on fo updat

FOOBCFC-48 Francis Crik $‘1£5'00 Vaiting for Res esrcher Agp \ v) Agree @ Disagree

ISBMC-FC-15 Francis Crik 9500 siing for Res sarcher fo Agree ») Agree | @ Disagree

Figure 3. Under the Service Request Panel you will see requests that require
your attention under alerts.

Under the info tab you will see up to twenty of your most recent requests (Figure
3.2).

You may also see a Scheduled Events panel that will show any of your reservations
that are still pending core approval in the alerts tab, and all of your future
reservations, up to fifteen, in the info tab.

w Scheduled Events 2
/ 1 | 2alets ) o & help
Equipment Owner When ForHow Long Status Actions
Eslstap Francis Crik Fri, Jan 27 a 01:30 PM 135 minutes pending X Cancel
FACScan Francis Crik Thu, Feb 02 at 11:30 AM 195 minutes pending X Delete

Figure 4. See reservations that are pending approval and your future
reservations in the Scheduled Events panel.
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How do | Manage My Lab Settings?

Once you have logged in to iLab, use the left-hand menu to navigate to different
parts of the system. To manage different settings for your lab, hover over or click on
the my labs menu option. If you are a manager or administrator of multiple labs,
these will be listed. Click on the lab name to open a management view (Figure 5).

iLab Solutions Click the 'leave feedback’ link from L
save money, save time any page to send a Wt or Search: order history -
uestion to the iLab team.
£ home Welcome! d
messages (0) 2dd to my favortes | =dt
& core facilities Name: Alan Lab - 1SB
view requests ‘Your status: administrator

list all cores
» Access Requests
& manage groups
my labs Core | ts and Contact Setting
» Members (30)

Hover over the 'my labs’ button in the left-hand
iLab menu to see a list of your labs. Click on the
lab name to open your lab management view.

olioy (pdf)

‘security policy (pdf)

Figure 5. Click on my labs to view and manage your lab settings.
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Figure 6. Click on the menu bars to view the settings.
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How do | Set the Quote Amounts that Require My
Approval?

As a PI, you can determine the dollar amount up to which you would like your
researchers to be able to self-approve service requests from cores. Simply set the
desired dollar value and click Save Settings (Figure 7).

[ Arcreeee —————————————————— ]

Auto Pre-Approval Amount
@ 3000.p | Setthe amount up to which your researchers can
approve their own requests.

© Core Financial Contacts

Mskcclin Click save to save the new
auto-approval amount. ——  Save Settings
@My Lab's Core Budgets Total § Allowed Start Date Total Spent Since Start Date Total Remaining
Malecular Imaging Center 50000.0 02/01/10 0 50000.0 & X
Lurie Family Imaging Center 10000.0 07/19/10 0 10000.0 & X
DNA Microarray Core Facility 5000.0 07/19/10 0 5000.0 &K
Media Preparation Core 30000 0817110 491 2509.0 & X

@ Add a budget

Figure 7. Set the dollar amount that would like approve for service requests
made by members of your lab with cores.

How do | Create Budgets and Monitor Spending?

As a Pl or lab manager, you can create a budget for each core from which your lab
requests services or equipment use. By creating a budget, you can track how much
researchers in your lab have spent against each core, and receive an email reminder
when you approach the budget. Click Add a budget and complete the form to add a
budget for a core.

|v Core Budgets and Contact Settings

Auto Pre-Approval Amount

@ 3000.0

@ Core Financial Contacts
Mskee LM

You can specify a budget for each core to help you track spend.
Save Settings

@My Lab's Core Budgets Total $ Allowed start Date Total Spent Since Start Date Total Remaining
Malecular Imaging Center 50000.0 02/01110 0 50000.0 &R
Lurie Family Imaging Center 10000.0 071910 0 10000.0 & X
DNA Microarray Core Facility 5000.0 07/19/10 0 5000.0 & X
Media Preparation Core 30000 08/17/110 491 To add a budget fora core, click 'Add a o 4
Budget' =l & Add abudget

Figure 8. You can manage how much members of your lab can spend with
each core.
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Can | Review Service Requests made by
Members of My Lab?

As a Pl or Financial Administrator, you can review all service requests owned by
researchers within your lab. Your approval of scope of work and financial details may
be required for a core to begin processing a service request.

To access this interface, click on the view requests link under core facilities, in the
left-hand menu once logged into iLab. Details of this work flow are outlined in Figure
9.

imgve feedbach | mv profie | BLDpor | DOIUE —

iILab >olutions ; : —
ek TR .|C”°k view requests’ in the menu to review requests for your I'ab{s;l Saarch order history ~ |LiGal
£ ludeitp)
2 home L My Labs &% Filter lnbs: : fimer
messages (0)
s Lab # Awaiting Approval # Requinng Payment Info $ Total Processing in Default Group?
“ core faciities Alan SB Lab 2 0 51.480.50 [
View requests
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Showing results for 1 Lab f::::};:a;::uzlz:vt?::;s:s“wllh adting Approval | Feguire Paymentinky | Processiog and Aecenty Compieted | Al requests
1 * e
help! @ Service Requests Awaiting Approval
Cragling a serv 251
Tracking 3 date for service id cost & stalus
> 0126 Mark Viarium-2011-Aderem-MG-90 £1.200.00 Waiting for Pl Approval v} Approve e 4
> 0126 Mark Viarium-2011-Aderern-MG-89 528050 Waiting for Pl Approval ¥} Approve viaul

Two values display for the cost of a request: the top value is the
ameunt queted by the core: the value shown in brackets below is the
current actual cost, which may be updated by the core as the project

Click the "Approve’ button |
5 B afty Tewd t
progresses, The core will only bill for the actual cost of a project. IR REIE S LA LAY

Figure 9. View requests made by members of you lab by clicking on view
requests.

Click the blue arrow on a
request line to review details

Depending on the number of requests under a particular tab, a search and filter
panel may display at the top of the requests list. Use this feature to focus in on a
more limited list of requests: search by request type or request status using the
pulldown menu; filter results to within a restricted date range. Click on the Search
button on the right side of the panel to update the search results (Figure 10).
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iLab Solutions leave feedback | my profie | supgort | ogout 4 —
v manay, sve time Search order history [LGor ]
B homs @ My Labs ¥ Filter labs: |fiter |
messages (0)
8 Eaciliti Lab # Awaiting Approval # Requiring Payment Info $ Total Processing In Default Group?
SOt tehibee Man____-ISBlab 1 0 $1.08050 .
wiew requests
list all cores
Showing resulits for 1 Lab Avaiting Aporoval  Hequire Payment info  Processing and Recently Completed | All requasts
help! @ All Service Requests | Use search and filter settings to narrow the
Creating a service request list of requests and find specific requests
Iracking a senvice requ Find: all « ] restrict by date e ancich
date for service id cost W status
> 01726 Mark Vivarium-2011-Aderem-MG-91  $500.00 Waiting for Pl Approval +) Approve ol i
»- 01726 Mark Vivarium-2011-Aderem-MG-90  $1,200.00 Processing Y'oar
» 01/26 Mark Vivarium-2011-Aderem-MG-89 $280.50 Wating for Core to Begin § 'S
eovecy policy (000 | security Dolioy lpdf)

Figure 10. You can search for particular requests using the search too bar.

How do | Approve Service Requests?

Some requests may have a projected cost that is above your approval amount.
Those requests will be marked Waiting for Pl Approval. Instructions on how to
approve a requests Waiting for Pl Approval are seen in Figure 11.

Showing results for 1 Lab |am-mamm Beauire Paymentinfo | Prosessing and Recently Completed  Allrequests.

9 Service Requests Awaiting Approval

date for service id cost & status
> 0126 Mark Vivarium-2011-Aderem-MG-91 SA00 00 Waitina. for PL Annraval

x) A;;rave ¥ '3 t“ (]
x

2. The quote price for a request is the default approval
value. You may wish to increase this approval amount to
allow additional service charges to be added to the project
without requiring re-approvel or delays in workflow.

1. After reviewing the
details of a request,
click the 'Approve’
- button. This will

3. Provide a valid funding number for the request. PR @ Ez:%:md:zfg:;;i:]
ey chiscactne: 35 details and submit to

4. Click the 'submit’ button to complete the approval
process and allow the core to begin work.

.“- submit -l coOTeE.

Figure 11. Approve requests with projected costs above your approval
amount.
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How do | Update Payment Information for Requests?

Service requests can be reviewed by clicking open the Require Payment Info tab. The
payment icon on the right-hand side of these requests lines shows a yellow warning
symbol over the green dollar sign. To update the payment information for a specific
request, click the payment icon on the request line. An Update Payment Information
window will pop open to review and update payment details for the request. Follow
the steps in Figure 12.

ShOWing res ults fo r 1 La b Awaiting Approval | Reguire Payment Info | Processing and Recently Completed = All requests

@ Service Requests Requiring Payment Information |Click on the payment icon on request Iine||

date for service id  cost @ status
P 12/17 Mickey Mouse CBC-MM-  $2.500.00 Completed completed: 5.3 & [
01/06

= 11/29 Mickey N D bR R Do

Update Payment Information x
- charge billing status Cost Center § amount # =

b 11722 Mickey ! &, Tissue Cutture and Cryo Storage Biling Initialized 2500 S | e
.&nchargeﬁ: fee Billing Inftialized 3100.00 é/’

» 11/09 Mickey I &, Wedia Preperation Paid example2 $30.00 G)D i I";\a 65 |
S Confocal Microscopes (Microscope 1) | Thursday, December 23 Paid exampleZ 575.00 é/’

» 11/08 Mickey I Charge lines without 2600.00 i S d
AR TERTY ailEsg assigned funding numbers

» 10119 Mickey 1 Select charge lines to add I=V1a
or update funding numbers

¥ Update payment info for selected charges

Enter funding number to
b 1018 Mickey I| CostCenter enter rumber...  —mile===| @PPly to selected charges & 'eS8E

set as the default for all additional charges on this project
(up to the projected cost)

Use the chedkboxes in the right-most column to set payment information for individual charges (#) —

- 10/18 Mickey I §. g & [
Click 'save' to update changes l_.s‘we T
» Send Payment Reminder?
b= 10/18 Ebineser SCiuuge WISVIL-Co- | a£33.00 LUinpieled completed: 8.5 & F

10/18

Figure 12. You can update payment information by clicking on the dollar
sign icon on the right of every request.
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For further guidance on placing service requests and scheduling equipment use with
a core facility’s using iLab, please refer to this customer manual.
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