UPDATING THE PAYMENT INFORMATION ON YOUR ILAB INVOICE
For USC Pls, Administrators, and Lab Managers

The email you received with your invoice notification contains a link that will take you to your iLab
invoice. If it takes you to the iLab site but not directly into your invoice, you can go to the Invoices

option under the menu, accessible through the three horizontal lines symbol E in the upper left-
hand corner. One there, you will be able to see all of your invoices.

“ and

Click the little magnifying glass with the plus sign next to the invoice you want to update
iLab will open an editable version of your invoice.

Find the set of charges you would like to update and click the dollar sign with a check mark symbol

¥ . This will open a pop-up box.
Check the box next to the charge(s) that you would like to update and choose the correct account
from the drop-down box below. If you do not see the account that you are looking for, please
contact Savannah Britz for assistance.
Save this choice by clicking “Save” at the bottom of the popup box. If you do not want iLab to
default to your chosen account for future invoices, uncheck the “Default to this payment method”
box before saving. Your payment information update is now complete!

Payment Information
(
Charge Billing Status Chartfield String Amount 4
¥ GCMS (Agilent) Billing Initialized CL040-155215-ENT00-202--USCIP-80002071-1 $400.00 € xls

Selected charge(s) total: $400.00

Invoice total: $400.00
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