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iLab Core Facility Management
Instructions for use

Quickstart for PI:s can be found at page 6

/Work in progress \

This guide is work in progress. If you find any errors or if instructions
are unclear or missing please contact project manager Staffan Emrén at
email staffan.emren@uu.se

\Revision 0.93 2021-01-18 J

Introduction

iLab is a web based tool for managing services and instruments at a
Core Facility. iLab implements a workflow that covers the neccesary
steps from placing an order for services, confirmation of the order,
status updates and billing at completion of the services.

Users of those services are affiliated to one or more research groups
called Labs. Each Lab is led by a research leader, in iLab called PI
(Principle Investigator). The PI role is financially responsible for the
Lab, but can delegate most of the practical work in iLab to one or
more of their group members.

Your Lab is created by an iLab administrator. Contact cfm-support-
ufv@uu.se if you can not find it.

Terminology

Lab — Research group

Primary Investigator (PI) — Research leader

Core — A core facility that offers research related services
Funds — Account/project used for billing


mailto:cfm-support-ufv@uu.se
mailto:cfm-support-ufv@uu.se
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Create your account

Go to the address https://uu.ilab.agilent.com/account/login and hoover
the mouse pointer over “Register” in the upper right corner. Then
select either “Register using Uppsala University credentials” or
“Register for an iLab account” depending on wether you have an
account att Uppsala University or not.

Agilent ;
C ross La b iLabSoftware Help  SystemStatus  Request Demo Register

Register using Uppsala University credentials  Register for an iLab account

Sign in using SWAMID credentials

or

Sign inusing iLab credentials

Learn more about iLab Operations Software

You will be prompted to enter some personal information, and then at
the next tab you will be asked to select a lab (research group).

If you are a research group member:

Start typing the name of your research leader in the text box, and
select the appropriate lab. The lab name is on the form “Firstname
Surename (UU) Lab”.

If you are a research group leader (PI):

You can either create your lab directly by selecting “Create new
group”, or you can order your lab by sending an email to cfm-support-
ufv@uu.se. In the latter case you should select the group “A-New PI
(UU) Lab”. When your lab is created you will be transferred to your
lab by an administrator.

Before you can fully use the iLab site your lab manager must approve
your membership.


https://uu.ilab.agilent.com/account/login
mailto:cfm-support-ufv@uu.se
mailto:cfm-support-ufv@uu.se

)
g
UPPSALA
UNIVERSITET

Navigating the iLab interface

You can log in to iLab either by clicking this link or by clicking a link
provided by the core you intend to use. If you use the generic link
above you will be met by the screen below. If you instead use a core
specific link you will come directly to the start page of that core.

. ' §— =

¥ Getting started

O info

Welcome to iLab!
Thank you for registering for an iLab account. Please use the information below to help you get started. Feel free to contact ilab-support@agilent.com with any questions.

Best wishes,

The iLab team

Getting started

1. Click on the core facilities link in the left hand menu
2. Select a core from the list of cores

3. 0n the core's page, click the 'about our core' tab to leam more about the available services.
4. To request services, click the 'request services' tab.

5. For cores with equipment, click on the 'schedule equipment! tab.

Click on "HELP" at the upper right of the iLab application to submit a support ticket or access online help articles.

¥ Home
@) info @ help

Equipment Search

Search equipment and resources at your institutions... -

In the blue bar at top of the screen you find, from left to right:
e The “bar menu” (three horizontal bars) that lets you access
different parts of the system.
e The Agilent product label which takes you back to this start
page when you click it.
The search function.
Your name, clicking this takes you to your profile.
Help button.
Log out button (Sign Out).

Clicking the bar menu give you access to communications within the
system, the cores available, your reservations, requests and invoices at
cores, reporting and your groups, departments and people at the
university, including the university hospital. What choises you have
depends on your role and what labs you are affiliated to. (See picture
at next page.)
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Agilent

— CI’OSSLab | iLab Operations Software

Home
Communications (9)

Core Facilities

My Reservations
View Requests

Invoices

Reporting

Manage Groups
My Groups

My Departments

People Search

w Getting started

Welcome toiLab!

Thank you for registering for :

Best wishes,

The iLab team

Getting started

1. Click on the core facili
2 Qalanrt a rara fram the

e want to request services from a core, go to page 22.
want to administer your Lab, go to page 9.
e are a PI and want to delegate administration of your Lab, go to

page 6.



$3 XD
EEa

AVERITAS }

s

wC3

UPPSALA
UNIVERSITET

Pl quick start

or
Delegate administrative responsibilities in a Lab

Prerequisites
This task assumes that the following conditions are met:
e You have created your iLab account.
e Your Lab is created.
e The person you are about to delegate the responsibilities to

have logged in at least once and is a member of your Lab.

.

1. Log in to iLab using this link and click at the three horizontal
bars in the upper left of the screen.

CF(%Igg Lab | iLab Operations Software

W Getting started

Welcome toilab!

Thank you for registering for an iLab account. Please use the information below to help you get started. Feel free to contact llab-support@agilent..

Best wishes,

The iLab team

Getting started

2. Let your mouse pointer hoover over “My group” and your Lab
will be shown. Click at your Lab. Your Lab has the same name
as you, followed by “Lab”.

Agilent

CFOSS Lab | iLab Operations Software

Home
Communications (4) W Getting started

Core Facilities Welcome to iLab!

View Requests

Invoices Thank you for registering for an iLab acceunt. Please use the information below to help you get

Beviorting Best wishes,

F %7anage Groups . The Lab team

My Group
Brittebo, Eva (UU) Lab
My Departm

puonle Search *" | Getting started

1. Click on the core facilities link in the left hand menu
2. Select a core from the list of cores

4. To request services, click the 'request services' tab.
5. For cores with equipment, click on the 'schedule equipment’ tab.

¥ Home

3. On the core's page, click the 'about our core' tab to learn more about the available servic

Click on "HELP" at the upper right of the iLab application to submit a support ticket or access onl


https://uu.ilab.agilent.com/account/login
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3. Click at the "Members” tab and then at the blue square with a
pencil at the member who should administer the Labs work in
iLab.

= Cfemiah | O s :[;.Imm. -

Brittebo, Eva (UU) Lab

v.,nh.,,ﬁpemmm.m P pe——

Lab-wide approval settings

@

ETP—— N ——
Cost overage bufter L
[ save soproval settings
Lab members and settings
ActiveMembers | Expired Members
Name Auto Approval Amount ERPID Email Phone Start Date ¥ [End Date ¥
Lab defaudt fkr 0.00) evabrittebo@tarmbio.uu se latcom a
Labdefauit (kr 0.00) adrin LUtEIL U Habueom sS57 @
Delahia Cole Lab defavit {kr 0.00) member.delphia cole@dabx.com 0
Blutest Lab def auit (kr 0.00) pluutestullabscom sz e
- R -

4. In the dialogue box that appears, you choose "Manager” and
then ticks the check box ”Core Financial Contact”. This makes
the member co-manager for the Lab and makes sure they get
mail notifications on all economic events in iLab. Click Save”
to close the dialogue.

Edit membership

Person Information

Institutional e-mailis preferred

member.delphia.cole@ilabx.com

Phone number

Group Information

Auto Approval Amount

H

Association Information

+ member
manager

principal_investigator

Cancel @

You are now finished and your new co-manager can administer the
Lab.
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Administrative tasks in a Lab

Prerequisites
This task assumes that the following conditions are met:
e You have logged in to iLab at least once before.
e Your Lab is created.
e You are a manager of your Lab, either because you are the PI

or because the Pl has delegated administrative tasks to you.

.

There are a number of administrative tasks that can be carried out in a
Lab. You access them all by selecting your Lab and then go to the
appropriate tab. Select your Lab by clicking the bar menu and then
My Groups. On the next page you select which Lab you want to work
with.

Agilent

CrossLab | iLab Operations Software

% Home

Communications (9) ) Gettingstarted
w Home
< Core Facilities

My Reservations

View Requests Equipment Search

Invoices Search equipment and resources at your
Reporting

Manage Groups [£7 9 unread messages

My Groups
Brittebo, Eva (UU) Lab

Russel, Eileen (UU) Lab

W Service Requests

Name

Tip
If you hoover the mouse over “My Groups” you get the floating list shown
above that lets you go directly to the Lab you want.
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After selecting your Lab you get the screen below and select the
appropriate tab for what you want to do.

= et iLab Operations Software Q Help  SignOut ®
rossLa

Russel, Eileen (UU) Lab

Membership Requests & Funds | | Members (11) | Budgets | Bulletinboard (1) | Group Settings

Lab-wide approval settings

¥ Click the pencil icon next to the person below whom you would like to make the financial approver.

Default auto-approval threshold kr[0.0
Cost overage buffer kr[100 @

[E save approval settings

Lab members and settings

Accept/decline membership requests

When a user want to join your lab, you will see a membership request
at the top of the page.

(’ 0 Membership Requests & Fund Numberﬁ Members (35) | | Budgets | | Bulletin board (27)

Membership Requests

~ An Access Request requires approval
Date Name Email Actions

" Mar 09 18 « Accept €] Reject

You can choose to 'Accept' or 'Reject' the membership request. If
accepted, the user will be added to your greuptlab. You will then be
able to assign funding to your user.

Note that you can also manually add members to your lab, provided
they already are registered with iLab.

Manage Lab members

The Lab Members and Settings section is found at the Members tab
and allows you to add/remove members from the group and manage
the existing memberships.
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Lab members and settings

Active Members Expired Members

Name Auto Approval Amount ERPID Default FS Email Phone Start Date & End Date &

iLab Team Lab def:

Fault ($0.00) na theilabg

ilabx.com

Rick Grimes Lab default (50.00) na joj021206@live.com 555-555-5555

© 4 AddNewUser  Q Link Existi

ing User

1. Member icons:

o

Role (person icon): Hover your mouse over this icon to
display the role of the user. When blue, this icon is
identifying PIs and Members. The yellow version of
the icon will represent Lab Managers.

Financial contact (dollar icon): This icon indicates
that the user is also the lab financial contact and will
receive all e-mail notifications requiring the lab
administrator's attention. The PI or any additional
Manager can still approve pending requests. It also lists
the user as a financial contact for Core Staff, so they
can be more easily communicated when needed.

Edit member (pencil icon): Allows you to edit the
membership settings of any member (see item 2
below).

Remove member (red X icon): Remove the user from
the lab. Note that this does not delete their account
from the system.

2. Edit member: When you click on the 'edit pencil' icon, you

will be
can for

able to edit information on current lab members, you
example change financial limits and set a time limit for

the membership in your lab.

3. Link existing user: Add an existing iLab user to your group.
Type their name in the search field, select the user from the
search results, adjust their role, start and end date fields, when
applicable, and click 'Invite'.

Q, Link Existing User

Add an exi

Invite additiona

sting user

members to this group

iLab Team - theilab@ilabx_com

iLab Team

member ¥ Start Date: &/ :E End Date: =/

=

Invite
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Manage Lab Funds

Assign Fund Numbers

Adding or removing fund numbers for each of the lab members can be
done in the Manage Fund Numbers section of the Membership
Requests & Funds tab. To assign a fund number to a user, click the
check box of the fund number in the row of the user you wish to
assign to. To remove a fund number, click on the check box to remove
the check.

Manage Fund Numbers

' Click on the check boxes to change funding assignments in real time. A green highlight indicates a saved change.

Name Default Fund Number 22123

Sample PI )
None

Sample Manager )

None

Sample Member 1
None

Sample Member 2 )
None

Default fund numbers can be assigned for each group member by
clicking on the "Default Fund Number" column for that user. If a
default fund number is assigned, this will be used for every request the
member makes unless they actively select a different fund.

Manually Add a Fund Number

Some institutions allow PIs or lab managers to request access to
additional funds. This can be done in the Manually add a new Fund
Number section of the Membership Requests & Funds tab following
the instructions provided.

To add a new Fund Number, type the new number in the correct
format, and click Add.

¥ Manually add a new Fund Number

# Fund Number: [26435 Add

For certain institutions, adding a fund requires additional approval
from the fund owner. In this case, you will receive notification once
the fund has been approved. In cases where approval is not required,
the screen will refresh and the fund number will be added to the fund
grid. The fund is now available to be assigned to group members.

23544
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Manage Fund Numbers

¥ Click on the check boxes to change funding assignments in real time. A green highlight indicates a saved change.

Name Default Fund Number 22123 23544 26435
Sample PI )
None
Sample Manager ) Ci
None
Sample Member 1 v
None
Sample Member 2 )
None

Manage Fund Numbers

There may be times when a valid fund number should no longer be
used. Certain institutions allow for a fund number to be deleted and
other institutions allow only for a fund number to be disabled. Note
that only fund numbers without current charges associated with them
can be hidden or deleted.

If the institution allows deleting of funds, the interface will show a red
X to allow removal of the fund.

¥ Manage Fund Numbers

' Only Fund Numbers with no member associations can be edited/hidden/deleted. Remove all member associations above to manage a Fund Number.
You can rename a Fund Number only if it hasn't been used for ordering.

Fund Number Status Delete
22123 active

23544 active

26435 active b 4

If the institution allows for disabling of funds, the interface will show
a checkbox that can be deselected to hide the fund from the fund grid

above.
¥ Disable/Enable fund numbers

' The list of these fund numbers are received automatically from your institution's financial system. If you have any fund numbers
that are not used, please uncheck those below. Selected ones are displayed and usable in the grid above by your researchers.

' Please note, when you uncheck a specific fund number, users will NOT be able to use it and any active charges that have not been billed
will be considered invalid. If you think a fund number should not be in your lab permanently, please contact your institution administration.

select all | select none

¥ 58940 11319 ¥ 58940 12756 ¥ 58940 13473
Save changes

Use the Labs Bulletin board

The Bulletin Board tab may be used to communicate with members of
your lab. You can post comments on the bulletin board within your
lab, or send messages to other groups.

Post a Comment

To post a comment to the message board that will be visible to all lab
members, click on the "new comment" link, complete the comment
and click "Send". You may then need to refresh the screen to see the
new comment listed on the bulletin board.
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cancel comment | new message

Ll make this a private message

File~v Editv Insert View~ Format~

= Paragraph v Font Sizes hd L EI

w
N
c
b
¥
'
[l

A-EEEE X X QPR HE

Send

Send a message

To send a message to other people, projects or labs, click on the "new
message" link. Type part of a intended recipient in the To: box, select
the correct entry, complete the message and click "Send".

new comment | cancel message

o: |'Q'

Filev Editv Insertv View~ Format~

= Paragraph ¥ Font Sizes b 1; EI

B 7 U & ~» E

AviE EE E xx X Q &L &2 N & B
P
Send

Manage Lab settings

The Group Settings tab of a Lab is used to define general lab
information, define a primary contact and set invoice preferences.

General Lab Information
Click on the "edit" link to update the lab's general information:
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General Lab Information

add to my favor\'te-

Name:
My relationship:

You will be able to edit the following information:

Marme:
Core: Proteomics Facility (F

Objectives:

Orderable?:
yes ¥

Sharing options:
stealth v

Update Lab Profile Cancel edit

e Name: Name of the lab/group

Sample Lab
administrator

e Objective: Define an objective for your lab/group
e Orderable?: Used by iLab's requisitioning module.
o Sharing options: Used by iLab's requisitioning module.

Communications Settings

You may edit the primary contact for this group by clicking on "click
to edit". If there is already a contact for this group and you wish to

change it, hover over the name until the red pencil displays. Then,
click the pencil to open the drop down box and select a different

member.

Communication Settings

Lab Primary Contact: | Sample Manager ¥ |
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View orders

From the core’s homepage, click on manage requests under

the Requisitioning section on the left navigation menu.
~|1'C CiviL ntifi
< Core Facilities technologies =,I WSG.O ¢

My Cores

My Reservations

View Requests

Invoices 7 ZA
VWR (,g_j’

Time Entry

Publication Tracker

Requisitioning

Search Products Vendor Catalogs (List Pricing)
Create Product

Manage Contacts

A W WESTNET

Order History

Manage Requests

On the top of the page, you will see all the order blocks for this lab.
Select which order block you would like to view by clicking on it.

— Agien
= Cllblab | oo T
Ordering Blocks otiock
Lab Order Block Name. ltems. Date Range Total Edit
iLabOrdering  Unassioned iLsb Ordering Requssts 0 nia $0.00 =
This is the default order for all unassigned requests.
iLab Ordering VMR Black 1 Jun 08, 2015 to Oet §888.41 Fd
NA a1, 2019

There are no items in this ordering block

From here you may take several actions on requests within the block:

Ordering Blocks add block &
Lab Order Block Name tems Date Range Total Edit
iLab Ordering rdering Requests Q na $0.00 L
arde for all unassignad raquests.
iLab Ordering WWR Block 1 Jun 08, 2015 to Oct $988.41 P
NA 01,2018
Requests :: VWR Block b @i | Eseasc
Sort By: | Date Ordered (newest) ~ [ save Selacted
date  for product name supplier number aty unit price all
group project fsource divy loc arv by
+ October Heatner % Lysis Solution Sgmaadich  L1912:370 fie ]
01,2019 Casey  jLab Orce iLab Orde. va nia) 45
210091
»July 15, Dimilar 4 Kimberly-Clark WYPALL L10 Utity Wipes Wesinet Ine. 05322 o O
2018 Peychinov jLab Orde iLab Empl. iz iniz) 45 {walid)
B
 Juy 15, Dimitar % GLOVE Fisher Scientific 19810708 e 0
e Peyehinoy |Lab Orde. ILab Empl. va (nia) 4-5 {Thermo Fisher
o 52PN Sclentific) (valid)
» April 14, Ghris. * Rabbit True Blot: horseradish peraxidase (HRP) anti-rabbit 196 50ul Rockland 18-8616-31 i ]
017 Lopss iLab Orde iLab Empl. Test () 45 Immunochemicals
w21 a0 (valid)
* August  Chris * Rabbit True Blot: horseradish peroxidase (HRP) anti-rabbit IgG 50ul Rackland 18-8816-31 1.0 O

o« EDIT THE REQUEST: To edit elements of the request, click
on Edit this Request. You may also click to be clue arrow to
edit the request. You may also click on the pencil beside the
order without opening the options window.

e ADD A COMMENT: You may add a comment to an order.
This is a free text window so you may add anything you wish.
A good example would be adding a comment on about a
potential duplicate order or special instructions.

e ADD AN ATTACHMENT: You may add an attachment to a
request, like a PO.
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VIEW PRODUCT DETAILS: You may quickly view item

details - like the manufacturer and the price- by clicking on
this option.
e CANCEL REQUEST: You may cancel (delete) the request

from the options menu. You may also quickly view
information about a request. For example, when a red flag
displays next to the request, this indicates that a product in this
request was recently ordered and may be a duplicate.

Pibama

,,,,,,

Manage invoices
The Invoices view is accessible from the left-hand side navigation.

The layout of the /nvoices interface is illustrated below:
@ Invoices

nd Hide Filters \

¥ Keywords

Invoices

@
J~|Get PDF of Invoices | [ Download Results as €SV | [ Emall Admins with Access to Invoices | | Mark selected invoices as paid

?»

Created On Core

Mark selected invoices as billed ]

Go
Displaying 3 out of 4 resuli(s). (Page 1 of 1)

» Total Cost Over

Total Cost Status Approval Status

Invoice Number Lab Ovmer Payment Numbers Price Types

» Owner

» Owner Institution g

Mar 1418 Flow Cytometry Facility FCF-5244 Sample Lab  Sample Manager 23544 Internal §325.00  Not Yet Paid not required

SEas mark as paid

> Labs

CEHG

Mar 1418  Flow Cytometry Facility FCF-5243 Sample Lab Sample Manager 22123 Internal $500.00  Not Yet Paid not required

» Billing Event

mark as paid

» Payment Number

» Brice Types PR
= Mar 13'18  Flow Cytometry Facilty FGF-5240 Sample Lab Sample Manager 22123, 23544 Intemal  $965.00  Not YetPaid not required

» External mark as paid

> Approved By,

» Approval Status

» Status

» Invoices Sent

> Receive

Hard Copy,
tal

» Dispute status

© Apply Filters

% Reset Filters

1.
2.
3.

Apply

Filter: The filter panel, as discussed in more detail below.
Invoice list: This panel displays all (filtered) invoices.
Bulk actions: Actions that can be performed on all selected
invoices, as discussed in more detail below.

Filters


https://help.ilab.agilent.com/99540-getting-started-with-ilab/263626-overall-navigation
https://help.ilab.agilent.com/36900-managing-your-group/264958-viewing-your-invoices?from_search=56523759#filter
https://help.ilab.agilent.com/36900-managing-your-group/264958-viewing-your-invoices?from_search=56523759#info
https://help.ilab.agilent.com/36900-managing-your-group/264958-viewing-your-invoices?from_search=56523759#bulk
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You can filter invoices on a wide variety of other attributes using

the Filters panel. If the filter panel is not visible, click on the "Show
filters" link in the upper-left. To use filters, use the black arrow to the
left of each category to expand the filter you would like to search on.

Then, select from the available entries.

<« Hide Filters

V¥ Keywords

» Total Cost Over

»> Owner

» Owner Institution

» Cores

» Labs

» Billing Event

» Payment Number

» Price Types

» External

» Approved By

» Approval Status

'V Status

Not Yet Paid 3)
Paid 1)

» Invoices Sent

» Receive Hard Copy

» Dispute status

» Detached

» Refunds

» Date Created

© Apply Filters ‘

& Reset Filters ‘

With the appropriate criteria selected, click "Apply Filters" and your
refined list will display. You can also reset all filters with the "Reset
Filters" button.

View Invoice Information
The main panel of the Invoices interface shows the (filtered) invoices.

Displaying 3 out of 4 result(s). (Page 1 of 1)

Created On Core

Invoice Number Lab

y

- 4

Mar 14118 FlOW CYlometty  pop 5504
Facility

Mar 1418 Flow Cylometry  pop 5543
Facility

Mar 13118 F1OW CYlomety  eop 5540
Facility

Sa
a

mple

Lab

Sa

mple

Lab

Sal
al

mple

Lab

Owner

Sample
Manager

Sample
Manager

Sample
Manager

Payment Numbers Price Types Total Cost Status

23544

22123

22123, 23544

Internal

Internal

Internal

$325.00

$500.00

$965.00

Not Yet
Paid

Not Yet
Paid

Not Yet
Paid

Approval Status

o™

not required

not required

not required

1. Invoice selection: Each invoice has a check-box at the far
right that can be toggled to include/exclude it for subsequent
bulk actions (see below). The very top check-box (at the height
of the panel header) can be used to select/deselect all visible
invoice at once.

2. Invoice attributes: Lists various attributes of the invoice:

o

o

Created on: The date the invoice was created.
Core: The core that issued the invoices for services

rendered

Invoice Number: The number assigned to the invoice.
Lab: The lab that is responsible for payment of the

invoice.

! g

mark as paid )

M@

mark as paid

=jiiley

mark as paid
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o Owner: This is the person responsible for this invoice
in the lab (the Primary Contact defined in the Group
Settings)

o Payment Numbers: The various funds used to pay for
charges on this invoice

o Price Types: Each service will be charged at a specific
price type, depending on the nature of the customer (in
some case overridden by the Core administrator).
Total Cost: Total amount charged on the invoice.
Status: The status of the invoice (Paid or Not Yet
Paid).

o Approval Status: Certain institutions require that the
lab formally approves the invoice. In these cases, the
approval status is listed in this column. Otherwise, it
will show as not required.

3. Invoice actions: Various actions that can be performed for
individual invoice:

o Notes (text bubble icon): The pop-up panel lets you
add and edit notes. The Notes panel is used for general
notes visible to both core and others.

Notes for Core
Notes for core

{ Add/Edit }
Notes

General notes

Add/Edit)

Comments

Mar 14 '18 ltzel Jenkins said: edit

11:13 AM Comments

CCommenti

o View invoice detail (magnifying glass icon): Open up
the full invoice (as discussed further in the Invoice
Detail section)

Bulk Actions


https://help.ilab.agilent.com/36900-managing-your-group/271362-group-settings
https://help.ilab.agilent.com/36900-managing-your-group/271362-group-settings
https://help.ilab.agilent.com/36900-managing-your-group/304148-invoice-detail
https://help.ilab.agilent.com/36900-managing-your-group/304148-invoice-detail
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Two actions can be applied in bulk to all selected invoices.

Get PDF of Invoices: Generate a PDF version of all selected invoices.
These will be e-mailed to you once they have been generated.

Download results as CSV: Download a CSV file with the attributes
of the selected invoices.

Reports

iLab have rich reporting functions. They are documentet at iLabs help
site, at the link https://help.ilab.agilent.com/45533-reporting/297102-
reporting .



https://help.ilab.agilent.com/45533-reporting/297102-reporting
https://help.ilab.agilent.com/45533-reporting/297102-reporting
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Ordering Core services

b

Start by clicking the bar menu and then “Core Facilities”.

Agilent

CrossLab ’ iLab Operations Software

Home
Communications (0) b Getting started

w Home
Core Facilities

View Requests
Invoi Equipment Search
nvoices

. Search equipment and resources at your instit
Reporting auie v

Manage Groups
My Group

My Department w Service Requests

People Search

At the next screen you can select the core you want to order services
from.

Agilent

= iLab Operations Software Help  SignOut @
rossLa

Core Facilities

View  Cores at My Institutions - Q
CoreName Primary Contact Email Phone Number
Uppsala University
Flow Cytometry Facility Miles VonRueden coreadmin.milesvonrueden@ilabx.com 123456789
Proteomics Facility Leopoldo Williamson coreadmin.leopoldo williamson@ilabx.com 123456789

Displaying 10 +  of 2 results
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After selecting the appropriate core, click the “Request Services” tab
and you will be shown what services this core offers, or click the
“Schedule Equipment” tab for equipment bookings.

= gsent iLab Operations Software af o Help! | | SignOvt 6
rossLa P :

Flow Cytometry Facility

UNIVERSITET

About Our Core | Schedule Equipment || Request Services | View My Requests ~ Contact Us

¥ Service Projects & Quote Requests

DNA Sequencing Request % request service

Led far owing interbred satisfactorily in and therefore goodness wholehearted like circa scandalous a far gnu far the

histrionic far listiessly and following.

Histology Request % request service

Dear disagreed because around versus capybara this hippopotamus far more straightly excitedly around in and far
redoubtably therefore studiedly one hastily emptied and iritably spaciously or.

¥ Service list

Search available services: L View: by category alphabetically

» Proteomics (25)

» Sequencing (25)
» Services (10)

As you can see there are also a few other tabs

About our core
Schedule Equipment
Request Service
View My Request
Contact US

Schedule Equipment

Lank till Schedule Equipment i Help -
https://help.ilab.agilent.com/37179-using-a-core/264636-schedule-
equipment?from_search=56528676

Request Services

The Request Services tab is where Core Customers can see the
services a core provides, and where they can initiate service requests.
Note: this tab may be named differently for each specific core.



https://help.ilab.agilent.com/37179-using-a-core/264646-using-a-core-overview
https://help.ilab.agilent.com/37179-using-a-core/264646-using-a-core-overview
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About Our Core | | Schedule Equipment | Request Services)| | View My Requests || Contact Us

(¥ Service requests

The opening hours for this facility are Monday-Friday, 9am-5pm. Please select a service below:

“NA Sequencing Request
If your request is primarily DNA Sequencing, please use the initiate button to the right to submit this request
Histology Request

Besides less more much more less a hello much far equally and pled one sniffed oh had unavoidably by irritable goodness overdrew this firefly
owing pouted growled.

| ¥ Service list

Search available services C VieWdDy_category alphabetically,
Proteomics (25)

1-D PAGE

2-D Trypsin Digest Set-up Charge

Accurate mass determination

1. Service requests panel: Note: this section may be named

differently by the core. The main panel of the Request Services

tab. Click on this header to open/close the panel (use this if
you are not seeing any service request listed).

2. General information: The core may include general
information and instructions related to their service requests
here.

3. Service request titles and descriptions: All of the available
Service Requests are listed here

4. Initiate request: click the "Request service" button to initiate

a request.

5. Service list panel: Note: this section may be named differently

by the core. If available (not all cores show this section), this

panel lists the individual services that the core provides. It can
be viewed as a price list of the various components that go into

pricing a larger service request. In select cases, the core will
allow Customers to directly order individual service items.

Clicking on this header opens/closes the whole section below.
6. Search available services: Enter (part of) a service and click

the blue triangle to narrow down the list below to only items
that match the search term.
7. View by category / alphabetically: The first link shows the

service items grouped by their category (default). The second

link will show an alphabetical list of all items.

8. Category header: Click on a category header (if services are
categorized) to open/close the list below of all services that are

part of that category.
9. Price: This information may not be made available by each
core. If available, you will see the price for the service items.

Initiate a Service Request
As discussed above, initiate a service request by clicking on the
"request service" button of the appropriate request. If you are part of

W) request service

® request service

'520.00 (Internal)

$4.00 (Internal)

$2.00 (Internal)


https://help.ilab.agilent.com/37179-using-a-core/265959-request-services?from_search=56526217#initiate
https://help.ilab.agilent.com/37179-using-a-core/265959-request-services?from_search=56526217#initiate
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more than one Lab you will be asked to choose Lab as the next step
before the Service Request interface opens. This contains several
sections with important information and fields that need to be
completed before submission to the core.

‘ Histology Request

Basic Workflow:

[ Inititation Agreement Approval Execution Completion
Service Request ID (uniaue dentie for s request)

Work Order: [S-RC-Casey[CID] |

Customer: Heather Casey Lab: Meier, Heather (TI) Lab
Phone: 7195555555

Collaborators

Add collaborators to this request &

1. Basic Workflow: Outlines the request approval workflow.
You can hover over each step for additional information.

2. Service Request ID and Customer Information: The service
request ID is the identifier for your specific request. The
customer information is your specific information captured
from your account.

3. Collaborators: Note Not used by all cores.

Forms and Request Details (see boitom oflistto add ftems totis request) i<

| View Form: Project Form Not Started v |10

) add service
Please fill out any forms that are highlighted in red

review and update this projected cost. You wil only be billed for completed work

Total Projected Cost: | 0.00
Please review your shipping and billing information

> Billing Information edt > Shipping Information edt

Payment Information

Please enter the po number €
% po number &
1 [1000 % [

100.0% Total Allocated &
+ Split Charge

 submit request to core | [ml save draft request | X Cancel

4. Forms and Request Details: This section will contain any
forms that need to be completed as part of the service requests,
as discussed in more detail below.

5. Costs: this section is for core use only, and may reflect an
initial cost estimate for the service request, or it may be empty
and get updated by the core after submission.

6. Payment information: Here you select the payment
information to be applied to this request, as discussed in more
detail here.

7. Action Buttons:Once you have completed these sections,
click one of the buttons at the bottom of the interface to
proceed:

o Submit request to core: Submit the request for the
core to review. See Approval Workflows for more



https://help.ilab.agilent.com/37179-using-a-core/265959-request-services?from_search=56526217#forms
https://help.ilab.agilent.com/37179-using-a-core/265959-request-services?from_search=56526217#payment
https://help.ilab.agilent.com/37179-using-a-core/265959-request-services?from_search=56526217#payment
https://help.ilab.agilent.com/37179-using-a-core/300561-untitled-question
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information on the approvals needed before work can

begin.

Save draft request: Close the Service Request

interface and save the current request as draft. It can be
revisited and completed from the View My Requests

tab.

Cancel: Cancel the request. All completed information

will be lost.

Note that if you (accidentally) refresh your browser while completing

a service request, it will be saved as draft and can be found on

the View My Requests tab.

Complete Forms
As discussed above, a service request may require one or more form
to be completed before it can be successfully submitted. Forms have
the following structure:

ol View Form: Request form

| Please complete the form below:

»

Name of request:

Due date

Description:

Choose one:

Pick options:

Attachments

Please save your form! & | @ save completed form [l save draft of form | ¢

Choice 1 v
Option 1
Option 2
Option 3

& please upload

~ After saving your form, please submit your request to the core.

1.

Form title bar: The first section of a form show the "View

‘& In Progress

form" label and the name of the form. Clicking anywhere in

this area toggles to form open/closed.

Form status and action: To the far right of the form title bar
are the following fields/icons:
Status name: Indicates if the form is Not started, In

Progress or Completed (i.e. ready for submission). You

o

can manually change this status, though changing it

to Completed requires that all required fields have been

completed.

Print: Send a copy of the form to the printer. You can
select which fields should be included before printing.
E-mail: Send a PDF copy of the filled-out form to your

e-mail account.

Status icon: The check-mark icon changes from grey

to green once the form is completed.

v BEO


https://help.ilab.agilent.com/42719-request-services-tab/296614-using-the-view-my-requests-tab
https://help.ilab.agilent.com/42719-request-services-tab/296614-using-the-view-my-requests-tab
https://help.ilab.agilent.com/42719-request-services-tab/296614-using-the-view-my-requests-tab
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3. Form field: The various input fields of the form. Fields with a
red star are required fields (i.e. the form cannot be completed
until these are filled out).

4. Save Progress: Save all the information entered into the fields
without changing the overall form status.

5. Save Form: Save the form, either with the Completed status or
the In Progress status. The form will then be toggled closed
(and can be opened again by clicking on the form title bar).

Enter Payment Information
The final section of the Service Request interface ask for the payment
information to be used for the request.

3) Payment Information

Please enter the Fund Number &
Fund Number &

Select Fund Number...

22123

23544

enter additional payment information

A

If you are using a core at your own organization, the Fund Number
can be entered manually or in the case of a financial integration from a
drop down that will contain all Funds assigned to you by your PI or
Lab/Group manager. If no Funds are available, you should contact
your PI or Lab/Group manager to assign you one or more Funds.

If you are using a core at another organization, you will typically enter
a PO number or other payment method in this field (e.g. wire transfer,
credit card, etc.). Available options are determined by the core.

The text field below the fund selection optionally let's you add any
notes for the core.

For more information, please see the article on Payment Methods.

Request Approval Workflow
Once the request is successfully submitted by the Customer, it will
follow the below approval workflow:

Core generates
Customer quote with Financial
submits service scope of work

Customer agrees y— Core executes
request and estimated to quote approves cost L

cost

Skip to financial approval if scope and costare known at submission

After the customer submits the request, the Core typically review it
and put together a quote (proposal with scope of work and estimated
cost). The quote is sent back to the Customer (notified by e-mail), who
then agrees to the quote (or declines). Note that the quote generation
and approval steps may be bypassed if the cost of the work is know at
submission (or if there is no charge). After this step, the request needs
to be approved by the Financial Approver. This is typically the


https://help.ilab.agilent.com/37179-using-a-core/296846-payment-sources
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Customer's PI or Lab/Group Manager, though in certain cases this
responsibility is delegated to a Departmental Administrator. Only
once the financial approval has been granted can the core start the
work in iLab.

Once the Service Request has been submitted, the Customer can check
on the status on the View My Requests tab.



https://help.ilab.agilent.com/37179-using-a-core/296614-view-my-requests
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