iLab User Manual

For University of South Carolina Pls and Lab Managers
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Overview

The iLab/University of South Carolina Financial Integration allows PIs, Financial Managers,
Researchers and Core Managers to use valid payment information at each step of the
request and billing process for core facilities. PI's and/or lab managers assign Chartfield
Strings and other forms of payment to individuals who will utilize University of South
Carolina research cores. Researchers can order services using their grants, non-sponsored
accounts, or vouchers, and core managers can bill for these services knowing that they are
using valid account information. This document will review logging into and navigating
iLab, assigning payment information, and making any appropriate changes to labs. For an
overview of iLab terms, click here.
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Logging into iLab
The iLab/University of South Carolina ID SSO integration allows for internal users to

seamlessly register and login to iLab using their University of South Carolina credentials.
For external registration instructions, click here.

Registration Process for Internal Users

1. Navigate to the following URL: https://sc.ilab.agilent.com

2. Bookmark this URL for future use.
3. Once on the iLab login page, select ‘Sign in using University of South Carolina

credentials.’
4. At this point you will be prompted to provide your SC and password.

y Signin using University of South Carclina credentials
,-—-"// or
Signinusing iLab credentials
or

Sign in using other institution credentials @

ar

Agilent Employees: sign in using Agilent 550 credentials

NIVERSITY OF

outh Carolina

USC Central Authentication Service (CAS)

Lab Operations Management - Agilent
w USC Authentication System

Q@ Login Credentials Required

*If this is your first time logging in you will be required to authenticate before being
directed to a registration page.
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5. First select the appropriate PI/Group from the first drop down.

Register for iLab

Fill out all fields to create a new account. Please note that information entered
hereis for the iLab service.

* Pl/Group -
* FirstName Staff

* Last Name Test1l

* Email Address

* Phone Number

Caneel

a) Ifyou are a P], your first name, last name, and email address will be pre-
filled. Complete any remaining required fields. Click ‘Register.’ The next page
you see will be the ‘Greeting Page’.

b) Ifyou are not the PI, the PI you selected has been sent an email informing
them that they need to approve your account. The PI is reminded each
business day, but you have the opportunity to send an additional reminder.

Hello Savannah Britz,

Your account activation is currently pending the approval of your
membership 1o the following lab:

+ Admin Lab (SC) Lab

We have notified the institutional administrators of your request, and
they will be reminded each business day if they have not approved
your account. You can send an immediate reminder by clicking the
'‘Send Reminder' button below.

| Send Reminder to the Designated Approver

If your request is urgent, please click on the button below and we will
do our best to follow up with the appropriate individuals to verify your
account,

Request Assistance

Back lo Login Page

7. You will receive a Welcome email with brief getting started instructions.
8. Once your account has been approved, you will receive an email notifying you. Now
you can login following steps 1-4 to utilize the core facilities within iLab .
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9. Once logged in, you will be on the iLab homepage dashboard. Make sure to set your
time zone!

Switch to New Design

Your account may be in the old design and, if so, will need to be set to the New Design.
1. Click the ‘Try new design!’ link at the bottom of your screen near the iLab Agilent

trademark. If you do not see this link, you are already using the new design!
2. Your page will refresh automatically and when you navigate to your institution
dashboard it will be in the new design.

If you need help, email: iLab-support@agilent.com
© Agilent Technologies, Inc. 2019

my.ilabsolutions.com | Privacy Policy | Technical Security Measures | Acceptable Use Policy | debug: false [ Try new designl

Navigating iLab

The left-hand navigation panel will be used to navigate through iLab functionality. To view
additional information about overall iLab navigation, click here.

Image 1.1: Core Facilities:
e C(lick ‘Core Facilities’ to see any live University of South Carolina cores.

e You can also search for core facilities outside of University of South Carolina.

Image 1.2: View Requests:
o (lick ‘View Requests’ to see your list of requests per core. This area is where a PI/Lab

Manager can approve/deny requests or provide payment information.
e This page is only available for Institution admins, PIs, and lab managers.

Image 1.3: My Groups
e C(lick ‘My Groups’ to see a list of the labs which you manage.
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Agilent
= W | iLab Operations Scftware

Home
Commuications (79) University of South Carolina

Summary of Cores User Management Billing* Reporting® Customer Surveys

Settings

Reporting Statistics From All Live Cores from the Past 12 Months

Manage Groups
My Groups

Data is updated on a daily basis.

My Departments Revenues
My Cores

University of South Carolina ‘
Peaple Search

Users

View Requests

‘View Requests’ allows you to see a list of requests per core. This area is where a PI/Lab
Manager can approve/deny requests or provide payment information. This section is only
available to Institution Admins, Pls, and Lab Managers. For additional information on the

‘View Requests’ page, click here.

1. Click ‘View Requests’ to see all requests.
2. Use the tabs along the top to navigate between requests.

a.

Awaiting Approval: Displays any request made by a researcher from
your lab to a core that has exceeded the pre-approved cost that you have
set for your lab or lab member. This request now requires approval from
a financial manager to proceed with the service request. Simply click
‘Agree’ or ‘Disagree’.
Require Payment Info: Displays any request made by a researcher that
does not have payment information selected.

i. To update, simply click the $ icon and select an option from the

drop-down menu. Click save.
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date for service id & status payment number cost

Comments

» Service Request History \_/

» Billing Information

save | | cancel

> Send Payment Reminder?

v Aug08 Ruth Abramsen SC-FCF-RA-:CIEQ oo 2 maca QB d o
{aug 08 2029) Abramson, Ruth (SC) Lab 1-D PAGE ayment Information =
Proteomics Charge Billing Status Payment Type Amount *
% 1-DPAGE Not Ready To Bil No payment info set 520.00 L
'
Selected charge(s) total: $20.00
» Overview edit
Amount cumrently due: $0.00
» Payment information ¥ Updste payment info for selected (#) charges e
¥ Forms and Request Details quest) ;=
Chartfield Strings &) Chartfield String_w
1[1000 ]% [TRAINING ROOM - AKD00-812210-D0200-502— - Expires on June 30, 2025 v| 3
> Aug 08 1-D PAGE 100.0% Total Allocated & 25 4
10:42 AM Proomics + Split Charge
Default 1o this payment method
llly add event
payment notes & i aboves
PDF quote

c. Processing and Recently Completed: Displays all current or recently
finished requests from any researcher within your lab(s) that does not
require actions.

d. All Requests: Display all requests from anyone within your lab.

Summary of Cores

On the ‘Summary of Cores’ tab you can view all cores at University of South Carolina that are
live, in development, and details about the core. Each core name is a hyperlink which will
take you to the core. There is also a link icon to the left of the core’s name which will
provide you with the custom URL for that core. For additional information about the
‘Summary of Cores’ tab, click here.

Cores

Show Pay

Name Primary Contacts Live  DaysSince Last Biling Event Days Since Last Drat Blling Event Recent Requests

8§ 9
5

& 8 8 8 8§ & 8 @

Manage Research Groups (Labs) & Chartfield Strings

Research groups are the PI's lab where their members and payment information live and
are managed. Through a nightly fund file provided to iLab by the University of South
Carolina, a list of PIs and Chartfield Strings are loaded and updated. PIs within this file will
have their account and lab created automatically with all Chartfield Strings that they are an
owner of pre-populated in their lab. If a Chartfield String is marked as a non-sponsored (not
a grant or internal award) by the USC Controller’s Office, it will live in the background until
it is requested for a lab.
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Accessing your Lab

1. Click ‘My Groups’ in the left-hand navigation panel to see a list of labs you
manage.

2. Click the lab name to access the lab to adjust settings, members, and payment
information assignments.

C[%Ené Lab ‘ iLab Operations Software

Home
Communications (79) My Groups
Core Facilities N My Groups

My Cores
Admin (Univ. S. Carolina) lab

My Reservations

View Requests USC Instrument Resource Facility (IRF) - Lab

Invoices

Price, Bob (USC) Lab

Reporting

Manage Groups Request Group Access

My Groups ‘

My Departments
My Cores My De pa rtments

University of South Carolina
People Search

CBA (Cell Biology and Anatomy)

PMI (Pathology, Microbiology and Immunology)

As a Principal Investigator (or, if delegated, a Lab Manager), you have a few new
responsibilities to allow your researchers to order services from the cores and make
equipment reservations. Specifically,

e Accepting users into your lab

e Assigning payment information to lab members

e Managing lab members

e Approving service requests and reviewing/providing payment information

Managing Members and Chartfield Strings in a Lab

Managing Members of your Group

Below are links to helpful articles on managing your group and members.

Overview of managing a group

Managing members: This will show you how to up change a member’s role, add expiration
dates, and remove user

Update group membership: If you have a user who needs access to your lab and already has
an iLab account they can request access using the linked article
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Accepting a member into your Lab

1. Navigate to your lab.
2. Click the ‘Membership Requests & Chartfield Strings’ tab.
a. This will show any pending membership requests.
3. Approve or reject the membership request.
a. If aresearcher selected the incorrect lab, an institution admin can
choose ‘change lab’ to update membership.
b. After approving the member’s account, assign payment information
to the new member.
c. Auser cannot utilize a core facility unless they are assigned payment
information.

, Ruth (SC) Lab

\flem:ve'sr“i:vRequests&Cﬂartﬁe\dst‘ings Membersi4) | Budgets | Bulletinboard iz || Inventory Settings = Group Settings

s

Membership Requests

" An Access Request requires approval
Date Name Email Actions

" Aug 1224 Shelbi O shelbi.or@agilent.com o Accept | | @ Reject

Assigning Chartfield Strings to Members of a Lab

The ‘Manage Chartfield Strings’ section will include a grid of all members that have been
given access to your lab and Chartfield Strings assigned to your lab. For core facilities to bill
for services, the user must be assigned payment information. If the Chartfield String needed
for a lab member to charge services against does not exist in the grid, they can be requested
through the ‘Request access to Non-Sponsored Chartfield String’.
1. Within your lab navigate to the ‘Membership Requests & Chartfield Strings’ tab.
2. Inthe ‘Manage Chartfield Strings’ section click on the appropriate check box(es) to
assign payment information to a member.
3. Assign the appropriate payment information to each member on the list.
4. When the box turns green that means the information has been applied to the
member.
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Manage Chartfield Strings

» Customize Chartfield String Grid

¥ Chartfield strings

& Click on the check boxes to change funding assignments in real time. A green hizhlight indicates a saved chanze.

Filter Chartfield String numbers
Filter Members
Name Default Chartfield String 101 456 502— $0000695-1
Ruth O 0
Nong
Veronica m] ]
Naone /
Forest n o
Nong
Pamela
]

Mo,
None

Requesting Access to Non-sponsored Chartfield Strings

Institution admins, Pls, and Lab Managers can request access to a non-sponsored
Chartfield String. A non-sponsored Chartfield String comes through in the nightly fund file
with an identifier that it is non-sponsored (not a grant or internal award). These Chartfield
Strings live in the background within iLab waiting to be requested into a lab.

1.
2.

N o U

Navigate to your lab.

On the ‘Membership Request & Chartfield Strings’ tab expand the section below the
Chartfield Strings Grid called ‘Request access to additional Chartfield Strings’.
Enter the Chartfield Strings within the text box. Please see the instructions above
this field if you would like guidance on entering this information.

Click ‘Request.’

If the Chartfield String is valid, a request will be sent to the fund owner to approve.
If the Chartfield String is not valid, an error message will appear.

Contact your institutional administrator if you encounter any problems.
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¥ Request access to additional Chartfield Strings
© I you don't see a Chartfield String that you should have aceess to, please typeit in below. The Fund Approver will
receive anotification and approve or deny your request.

' Operating Unit (REQUIRED) - should be exactly 5 characters (ex. CLO71, MCOOD)

+ Department ID (REQUIRED) - should be exactly 6 numeric characters (ex. 130200, 182600)
+ Fund (REQUIRED) - should be exactly 5 characters (ex. F1000, AD001)

+ Class (REQUIRED) - should be exactly 3 numeric characters (ex. 201, 101)

« Product - please leave this field BLANK

ject Unit (Sponsored Projects ONLY) - should be exactly 5 characters (ex. USCSP, USCIP)
« Project (Sponsored Projects ONLY) - should be exactly 8 numeric characters

« Activity (Sponsored Projects ONLY) - should be 1 numeric character (usually the number 1)

Oper Unit Dept ID Fund Class Number

Product Proj Unit Project Activity,

| Request |

Billing Process

The core staff will create a billing event for review which contains completed charges that

are ready to be billed.

1. Each core will create a billing event every week, every other week, or monthly,
depending on the core’s preferred schedule.

2. Once a billing event is created for review, an institutional administrator will create

invoices and a billing file.

3. The institutional administrator will email all invoices to the respective invoice

owners.

4. When the institutional administrator is ready to send the billing file to the
PeopleSoft finance system, they will upload the file to USC’s servers for processing

by the USC Controller’s Office.

Invoices

Invoices contain charges that live within a billing event. Pls, Lab Managers, Researcher,
Institution Admins, and Core Admins can view invoices. For additional information about

invoices, click here.

1. Click ‘Invoices’ in the left-hand menu to see a list of your lab’s invoices.
2. Use the filters to reduce and sort the invoices that display.
3. Click the magnifying glass on the right of the invoice row to view the invoice.
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@ Invoices ﬁ
Use filters to
sort the invoices Invoices

<« Hide Filters to display

¥ Keywords /

Click magnifying

<< Bulk Actions

glass icon to
view the invoice

Go This page displays invoices from the past one year. To access older invoices please use the Date Created filter at the bottom.

» Total Cost Over Displaying 30 out of 61 resul(s). (Page 1 of 3)

» Owner Created On Core Invoice Number Lab Owner Payment Numbers Price Types Total Cost Status Approval § O
» Owner Institution
Flow © % U

Lores Not Yet ©
» Cores Apr12'20  Cytometry FCF-12402 Yanyan Li Internal $44.00 Po'd & ot required 3
» Labs Facility al mark as paid
» Billing Event
Flow D@ O
Eq PaymentNiimber Apr07'20 Cytometry  FCF-12346 :\Aj'gd‘lh External  -$112.50 :,'0_‘ dYe[ not required :
» Price Types Facility ams al mark as paid
> External
Flow . O MG 0
Christoph Not Yet o
» Approved By Apr07'20  Cytometry FCF-12347 A ;I:SOP e Member -$30.00 P:id © not required .
» Approval Status Facility g mark as paid

Need Additional Support?

USC Administrative Support

Your institutional iLab administrator is Savannah Britz (hulon@mailbox.sc.edu), Director of
Finance & Business Operations for Research Facilities & Infrastructure, Office of the Vice
President for Research. Please contact your institutional administrator with questions
concerning payment, registration, or access. Please contact core staff with questions related
to their services or scheduling.

iLab Help Site

The iLab help site is a great resource for Institution admins, PIs, Core Admins, and Users.
We strongly encourage you to utilize this site as an iLab resource. Below are a few articles
that you may find useful.

Getting started with iLab

Using a Core
Managing a Group
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