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Registering For iLab

Instructions for VUMC PIs, Lab Managers, and Lab Members

VUMC Users (Pls, Lab Managers, & Lab Members) must register for an iLab account before being able to access VUMC
Cores in the iLab System.

Once registered, All Vanderbilt University Medical Center (VUMC) users will use their VUNet ID and ePassword to access
the application.

Account registration for First-time Users
If you’ve not logged into iLab before, you’ll need to register. To register, complete the following steps:

1. Goto theilLab application here: https://vumc.corefacilities.org
a. All users will use their VUNet ID and ePassword to access the application.

2. Click the sign-up button in the top right corner of the screen.

3. Click the here link in the pop-up window under the Vanderbilt University Medical Center user (with VUNet ID)
header.

Vanderbilt University Medical Center user (with VUNet ID):

Click here to login or register using your institute login and password.
Vanderbilt University users: Click here to login.

Not a Vanderbilt University Medical Center user? (no VUNet ID)

Click here to signup for an iLab account.

4. AVUNet ID login screen will display.
a. Enter your VUNet ID and ePassword.


https://vumc.corefacilities.org/

5. Arregistration page will open.

6. It will pre-fill your first name, last name, and phone number.
a. Complete any fields that have not been pre-filled.
b. NOTE: Only use your VUMC work email address for your email in the system.

7. Inthe Pl group drop down menu, select the appropriate lab group.

VUMC Research Staff (Pl, Lab
Manager, Lab Member)

VUMC Department
Administrators:

VUMC Core Managers & Staff:

VU Students:

If you are unsure what lab group,
you need or you do not see your
PI’s Lab Group:

If you work with multiple investigators, select one Lab Group to initially set up your account. Then

contact VUMCcores@vumc.org with a list of other Pl names. The Office of Research will update your
iLab account and grant you access to the other Pl Lab Groups.

Select your PI’s lab group.
If your PI's lab group is not listed or you are a new PI, select the
AAA (Default) VUMC Lab

Select the Admin (VUMC) Lab.

The Office of Research will contact you to complete your
account registration.

Select your core director's Lab Group.

All VU Students are assigned to VU as their home institution. Use
the VU URL to access iLab.
Select the AAA (VU) Lab to register.
Contact VUMCcores@vumc.org with the name of your PI.
o The Office of Research will contact you to complete your
account registration.

Select the AAA Default (VUMC) Lab.
The Office of Research will contact you to complete your
account registration.

9. Click register.

The Office of Research will update your iLab account and send a confirmation.

10. Once you register, a message box will display stating your account activation is pending.

11. Your account will need to be approved.

a. The Office of Research will approve requests within 24-48 business hours.

12. Upon account request approval, you will be able to access and request services from VUMC cores and review

invoices.


mailto:VUMCcores@vumc.org

Lab Group Management

Accessing & Navigating your Lab Group(s)

To access your group, hover over the "my groups" link on the left-side

. . # Ho
navigation panel. e

Communications (36) ¥ Homj

Core Facilities

Equi
My Reservations iy
View Requests Se
Invoices
ks Reporting -
=] 34

Lane, Lois 'test'(VUMC) Lab
Knope, Leslie (VUMC) Lab

Navigating Within a Lab Group

Knope, Leslie (VUMC) Lab

@ND Requests &Billing Numbers | | Members (15) | | Budgets | Bulletin board 2s) || Group Settings

Depending on your access in iLab, there are 5 function tabs within a lab group. The 2 that are utilized are:

e Membership Requests & Fund Numbers: Here you can, accept/reject group membership request and manage
assignment of funding to group members.
o NOTE: Only Pls and Lab Managers will be able to access this function tab.
e Members: Here you can manage group members.

On the members tab: lab managers and Pls will be able to add, remove, and manage memberships for the group.

[con Key

Icon Icon Name Description

) Hover over the person icon to display the role of the
& Role (Perso n) associated user. When blue, the icon is identifying Pls
and lab members. The orange person icon is identifying a

lab manager.

. . This icon indicates that the user is listed as a financial
FlnanC]al contact and will receive e-mail notifications that
Contact requi_res attention. The Pl Or any manager can approve
pending requests. It also lists the user as a financial
contact to Core Staff, making it easier to contact the lab

when needed.

@J‘ Edlt The start date for the member. If this is set for a date in

Mem bership the future, the member will not be allowed to request
services until that date.

This icon will remove a user from the lab group.

Remove
NOTE: This is not the recommended way to remove a lab member. It

M em ber is recommended to set an “end date” for their membership (details
below in “Editing Lab Memberships”).




Editing Lab Memberships
When you click the edit membership (pencil) icon, a pop-up will display to allow you to edit a user’s membership.

Em )l i] Fi eld Edits the email iLab communications are set to.
o This MUST be the users VUMC work email.

Core Financial

This setting will enable iLab notifications for the lab to be sent to this member.

Contact

Start Date The start date for the member. If this is set for a date in the future, the member
will not be allowed to request services until that date.

The end date is the expiration of that user’s membership to the group. The user will be
removed from the group and unable to request services using any lab funds after that
date.
o [f left blank, the user's membership will be indefinite.
* For expired users, billing of previously requested services will follow the normal
billing process.
e NOTE: This is the recommended way to remove a lab member when they have left
that group or VUMC.

Adding a New Member
To add a new member, you must have a Pl or Lab Manager role within that group, and the new user must have an
existing iLab account.

Within the members tab, navigate to the bottom of the page and click the Link Existing User button.
In the search box, type in the user’s name and select the correct account.

Select their role (Member or Lab Manager).

Hit the Invite button.

Q, Link Existing User

Add an existing user

Invite additional members to this grou
Leslie Knope - vumccores@vumc|

Leslie Knope Can order?: () (| member v|) startpate: @ :IE End Date: &

PwnNPE




Lab Group Roles

Principal Investigator (PI)
e View available fund numbers.
o Grant worktags — Pl automatically has access via Workday nightly feed.
o All other funds (Gifts, Programs, and Cost Centers) — Billing numbers will need to be claimed by a
department administrator. Contact your department administrator.
e Automatically granted access to voucher funds once activated via StarBRITE feed.
e (Can grant self-access and grant lab members access to VUMC billing numbers, vouchers, and scholarships.
e (Can add new individuals as a member or manager of the lab.
e (Can view invoices and reporting activity across all fund sources assigned to the lab.
e Can purchase core services and request reservations (once fund is activated).
Lab Manager
e (Can grant self-access or grant lab members access to VUMC billing numbers, vouchers, and scholarships.
e Can add new individuals as a member of the lab.
e Can view invoices and reporting activity across all fund sources assigned to the lab.
e Can purchase core services and request reservations (once fund is activated and access is granted to specific
fund).
Lab Member
e Can purchase core services and request reservations (once access is granted to active fund).
e Canview invoice and reporting activity if member directly requested service or reservation in iLab.
Financial Manager
e Thisis an add-on to the other roles of the lab.
e Agreen dollar sign will display next to individuals that have the financial contact access to the lab.

e The first financial contact in the lab will receive iLab email notifications (Invoice notification, financial approval
needed, scholarship fund activated, etc.).

e This role is responsible for approving service requests that exceeds the lab group auto-approval threshold
amount. If approval is needed, the user will receive an email notification.

Spending Thresholds and Approval Requirements per Lab Group

o Lab-level setting
e Any orders/reservations exceeding the threshold submitted by the PI's lab members must be approved by Pl or
those with financial contact ($) access to the lab group.
o Any orders impacted by threshold will display with the “Awaiting Financial Approval” status.



Department Administrators

Only those with the department administrator role can claim Cost Centers, Gift or Program Worktags into a PI’s Lab
Group. The Pl or Lab Manager does not have this functionality.

Department Administrator Role
e Department modules are established within workday. Department Administrators are assigned the

administrator role per department.
e Pllab groups are added to department modules. If the Pl lab group is assigned to your department module, you
can:
o View invoices and charge reporting
o Claim cost centers, gifts, or program worktags into the PI's Lab Group

Adding a Pl Lab Group to a VUMC Department Module

Department Administrators can add and remove Pl lab groups from their department’s module(s).

Key Points
e APIlab group should only be added to a department it if is that PI's “Home Department”.

e  Only “YUMC” Lab groups can be added to a VUMC department module.
Instructions for Department Administrators:

Navigate to the department module under the “My Departments” section in the navigation panel.
Click on the “Groups” tab.

Search for the Pl lab group within the “Search for a Group” search box.

Click on the “arrow” to the right of the search box to begin the search for the lab.

PwnNE

= CrossLab | e overmon soere (D 3 Hep

Department Name: .0: VUMC Test Department

Groups | Members | Settings

Group Name Approval Amount Primary Contact Actions

Knope, Leslie (VUMC) Lab $10,000.00 X

Search for a Group:

5. Click the “Add” button to the right of the Pl lab group name to add them to the department.
e Toremove a lab group from the department, click the red “X” to the right of the Pl lab group name in the
“actions” column.

Department Name: .0: VUMC Test Department

Groups | Members | Settings

Group Name Approval Amount Primary Contact Actions

Knope, Leslie (VUMC) Lab $10,000.00 x

Search for a Group:
[meyn, susan (VUMC)
1 results for meyn, susan (VUMC):

Group Name Add
Meyn, Susan (VUMC) Lab © Add




Billing Number Management

VUMC Billing Numbers
All internal VUMC billing numbers for VUMC investigators are activated via a nightly feed from Workday.

Key Points
e Sponsored Funds:
o Types: Grant Worktags
o Auto assigned to PI's VUMC Lab Group via feed.
o Only one Pl lab group per sponsored fund. This cannot be edited in iLab, it is controlled by Workday
integration.
o Grant worktags cannot be claimed into Pl lab groups.

e Non-Sponsored Funds:
o Types: Gift worktag, Project worktag, Cost Center
o Pl or Department must ‘claim’ the fund number in the PI’s Lab Group Module.
o Multiple lab groups can claim the same non-sponsored fund number.

Claiming a Gift, Program, or Cost Center Worktag
After the nightly feed, the Pl or lab manager will need to claim a gift, project, or cost center worktag for the lab group.

Instructions for Pls or Lab Managers:

1. Click on the my groups on the left side of the iLab page.
2. Click on the lab name under the Labs/Groups | Manage section.
3. Click on the Membership Requests & Billing Numbers tab
a. All active and claimed billing numbers, vouchers, and scholarships will display here.
4. Click on the Request access to additional Billing Numbers option.
a. Inthe appropriate box (Gift, Program, or Cost Center) type in the billing number exactly as it appears in
Workday and hit Request.
i. NOTE: Grant worktags are automatically assigned to a Pl lab group via nightly fund import.
Grant worktags cannot be manually claimed into a Pl lab group. Pl assignment is managed in
Workday.
5. Once the number has been claimed, lab member access (including the PI) will need to be granted access before
the billing number can be used.

¥ Request access to additional Billing Numbers

' |If vou don't see a Billing Mumber that you should have access to, please type it in below. The Fund Chwner will
receive a notification and approve or deny your reguest.

¥ Request access to additional Billing Numbers
© f you don't see a Billing Number that you should have access to, please type t in below. The Fund Ownerwill
receive anotification and approve or deny your request.

Gift Grant Program Cost Center




Granting Lab Members Access to VUMC Funding

After a billing number is claimed, the Pl or Lab Manager can grant lab members access to the specific fund numbers.

If you also need the lab manager role for your investigators to assist with this process, email VUMCcores@vumc.org

and we will update your account.

Instructions for Pls or Lab Managers:

1. Click on my groups on the left side of the iLab page.
Click the lab name under the Labs/Groups | Manage section.

2
3. Click the Membership Requests & Billing Numbers tab to view the active billing numbers for the lab.
4

All lab members and active centers will be displayed.
a. Check the box on the row for the user to grant access to the specific billing number.
5. The system will automatically save your changes. All new changes will be highlighted green.

TIP: Use the Filter options at the top of the lab group grid to find the billing number (gift, grant, program, cost center,

voucher, scholarship fund)

Knope, Leslie (VUMC) Lab

Membership Requests

' NoAccess Requests require approval
Manage Billing Numbers
» Customize Billing Number Grid

¥ Billing numbers

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

Filter Billing Number numbers

Filter Members

SFY18 SFY18
S Date Scholarship Scholarship

S.DDRC (61121 tg Yest 3. Balance Training-

5031/22) 374 1307027 Test 1363029 1363055

Name Default Billing Number GF00001 -, {100.00) (5,000.00) (5.000.00)

Membership Requests & Billing Numbers.

S.5.JC Test S Test Emails

Scholarship (Exp
3630167 1.23.20).2880542
(50.00) (600.00)

o | Budgets  Bulletin board i2s

S-Test

Scholarship Scholarship
Allocation 3- Allocation 4-
1138553 1149374
(1,000.00) (100.00)

Group Settings

S Tiffany
Scholarship
Testing-
1891322
(50,000.00)

Leslie
Knape None

O

O [m]

Arya Stark =

Assignee ID Notes

No action is required to activate Assignee ID worktags in iLab. All available Assignee IDs are populated into iLab each

night from Workday. When placing an order or a reservation request, when program worktags are selected as the

payment number then an additional field with display. The user can select from a list of available Assignee IDs. There is

additional detail on this feature later in this guide.



mailto:VUMCcores@vumc.org

VU Billing Numbers

To activate or manage VU billing numbers, users should complete a webform on the Office of Research website.
e VU Department Administrators, Pls, Lab Managers, or Lab Members can submit the webform.
e Please allow 24-72 business hours for processing.

NOTE: Charges from VUMC cores to VU billing numbers cannot be split between multiple billing numbers.

Examples of VU Billing Numbers
VU users are instructed to use their full CoA/ POET numbers.

COA number for all VUMC Cores usage except for Division of Animal Care
HitH. 05 #6250 HiHt #HtH #14.0.0

COA for Division of Animal Care
HitH. 05 Hit#HHH. 6265 HitH HitH HH#4#.0.0

VU Project billing number consist of the project number concatenated with task number with a period
separating them. Please note task number can range from 1 - 20 digits).

HitHHHs o

AA_HitHHHE H

AAA_HHH#HE H

Granting Lab Members Access to VUMC Funding
e VU will indicate on the webform if the VU number should be shared with all members of the VU Lab Group or
specific members.
e |f the Pl or Lab Manager wants to add members later or add a new member of the lab, email
VUMCcores@vumec.org. We will grant access to the VU billing number for the new VU lab member.

10
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Vouchers

VICTR vouchers are activated via an overnight feed from the StarBRITE application. If the user that has been awarded
the voucher has a VUMC lab group setup in their name, the voucher will automatically appear.

Key Points
e Vouchers are added into iLab via overnight feed from the StarBRITE application.
e The voucher is added into iLab based on the awarded investigators email.
o Make sure the email listed in iLab matches what is on the voucher award in StarBRITE.

e Voucher funds are core specific. You can only use your voucher to purchase services from the assigned VUMC
core facility.

e Any pending purchases will also encumber against the available balance in iLab.

e Since the vouchers represent funding from VICTR. A VUMC lab group will need to exist for the individual
awarded the voucher.

o VUMC Users: The Pl will see their voucher in their “VUMC” Lab group.
Example: Smith, Jane (VUMC) Lab

o VU Users: The Pl will see their voucher in their “VUMC Scholarship & Voucher” Lab group.
Example: Johnson, Jake (VUMC Scholarship & Voucher) Lab

Troubleshooting: If you are unable to see your voucher in iLab, please contact the VUMC Office of Research support
team at VUMCcores@vumc.org. To resolve, we will need the voucher redemption ticket associated with your award.
The ticket will reference the VICTR award number (VR) and the name of the individual that received the award.

11



Viewing Voucher Information in iLab
Pls and Lab Managers can view the following information for each awarded voucher in the PI's fund grid.
*Only the Pl and lab managers will have access to the PI’s fund grid.
e Voucher Number (i.e, V0000012345)
¢ Hover over the voucher number to view:
o Expiration date
o Core Name
o Balance: the remaining amount available to spend

NOTE: To view the PI’s fund grid, click ‘My Groups’ in the left-hand navigation panel. Select the applicable lab group.
Then click the ‘Membership Requests & Billing Numbers’ tab of the lab group module.

Escue, Alisa (VUMC) Lab

Membership Requests

o e Use o > Core 4 {DEMO)
Manage Billing Numbers 1 Balance: $15l}(]l]_ﬂl]

» Customize Billing Number Grid

e chack boxes 2 changs funding sssignments inresl Sime. A zreen highlight ndicatas a saved change

The remaining balance can also be viewed when requested core services or making a reservation in iLab.
e The amount that displays next to the voucher number is the remaining balance amount.

Payment Information

You may supply the Billing Number (optional)
Please select the payment method: @

%
Billing Number ¥

1[1000 %  [Select Billing Number.. v
Select Billing Number...

V0000032307 - - $14988.00 (Does not expire)

4008007079 - Demo Test (Expires on December 31, 2019)
4045508911 - Test funds (Does not expire) b
4043338914 - Bo1 Grant Funds (Daes not expire)

100.0%

Balance Notes: Any pending purchases will also encumber against the available balance in iLab. This includes:
1. Service added to an open project that have not yet been marked as complete.
a. This typically happens when a core has provided an estimate/quote of services via the iLab

application.
2. Pending reservations that have not yet occurred.

12



Scholarships

Scholarships are credit vouchers redeemable in center-supported core facilities. They are center and core specific and
are awarded by centers to member investigators at the beginning of each center's grant year and expired at the end of
that year. Once expired, a scholarship voucher cannot be reactivated, and the unused funds do not roll forward.

Viewing Scholarship Information in iLab

Pls and Lab Managers can view the following information for each awarded scholarship in the PI's fund grid. The Pl and
lab managers will have access to the PI’s fund grid.

e Scholarship fund number (i.e, 1240063)

e Expiration date

e Core Name

e Awarded amount

Knope, Leslie (WVUMC) Lab

Membership Requests & Billing Numbers | | Members (2) || Budgets | Bulletin board (z) || Group Settings

Membership Requests

Mo Access Requests require approval

Manage Billing Numbers

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

Name Default Billing Number
4002007079 4040661122 4040652223 S-Date Test 3- 5-0OR (THIT to -Test End Date (Exp §-Test Scholarship Allocation 3-  §-Test Scholarship Allocation
1207027 (100.00) 6/30/18)-1240063 (5.000.00) (2811711170268 (100.00) 1138553 (1.000.00) 4-1148371 (100.00)
Leslie Knops 7 e e e £
Alisa Escue = - =
Core Financial = £l - - =i

Manager Nene

5-C0R [FHMM7T to Fund Namse- OOR (7MH17T to GF300E)
Rty oy PR TSR From Core: Core 4 (([DEMO)

- Expires on: June 30, 2018

o

13



Assignee ID Overview

No action is required to activate Assignee ID worktags in iLab. All available Assignee IDs are populated into iLab each
night from Workday. The assignee ID can be selected on an iLab request or calendar reservation when paying with a

VUMC program worktag.

The assignee ID field will only display after a VUMC program worktag is selected as the payment number.
All available assignee IDs will display as an option. The customer will need to ensure the correct number is

selected. No additional access is required.

Use of an assignee ID is optional.

Utilizing the Assignee ID on New Requests

Service Requests

1.

2.

Request the service as usual.
a. Besure to select the “VUMC” lab group when submitting the request.
In the payment information section, select the program worktag.

Reminder: the assignee ID option is only available for VUMC program worktags and is not a required field.

Payment Information

You may supply the Billing Number (optional)
Please enter the Billing Number g

9, Billing Number Amount
1 1100.0 o Select Billing Mumber... v
Select Billing Number. ..
CL0000d
100.0% [PGUUMN

+ Split Charge

enter additional payment information

3. The assignee ID filed will display after the program worktag is selected.

4. Select the assignee ID that corresponds to the Pl and program worktag selected on the request.

a. The assignee ID filed is a searchable field. You will need to enter at least 3 characters to begin the search.

Payment Information

‘You may supply the Billing Mumber (optional)
Please enter the Billing Number &)

% Billing Number Amount
PG000001 v
Assignee ID
1 1100.0 o ASD Q
100.0%

AS0201959
AS0200582
AS0201984

+ Split Charge

enter additional payment informatj

Note: all VUMC assignee IDs will display in this search. It is the customer’s responsibility to ensure the

correct assignee ID is selected for the Pl and funding.

5. Submit the request.

14



Calendar Reservations

1. Start the reservation, by dragging and

. . General Comments Contacis
dropping on your preferred timeslot.
Times
Start End
2. Select the PI's “VUMC” Lab Group. Scheduled Dec 13 2023 08:15 AM Dec 132023 09:15 AM &

This event can be modified or deleted before
04:15 AM CST on Dec 13, 2023

3. Inthe payment Information section of
the reservation screen, select your
program worktag.

a. The additional field for assignee
ID selection will display.

Use and cost of reservation
Durstion Effactiva Rats amount  Uss Typs
$100.00 Defaultussgs typs | Bas: Rats
1.0 hours Total Cost $100.00 Intarnal
» Pricing Detalls
Payment information

Please enter the Billing Number g
%o Billing Number Amount

1 % Select Biling Number _ v
Select Billing Number...
eEe

100.0%

+ Split Charge

Use the same payment infoermation for all add-on charges

Invite additional people to this event by email &

Please enter a comma separated list of valid email addresses

f=|| Save Reservation | | ¥ Cancel Changes

4. To select an Assignee ID, begin to key in your assignee ID to search for the ID number.

Payment information

Please enter the Billing Number g
% Billing Number Amount
1 [M00.0 % PG000001 hd
Assignee T0°
ash Q
100.0%
AS0201959
AS0200582 4 Split Charge
Use the same payment informa| AS0201984

Imusibm sl ditinmal mammla fa dhis | AS0108245

k= Save Reservation | | { Cancel Chal AS0163299

5. Select the assignee ID that corresponds to the Pl and program worktag selected on the request.
a. Note: all VUMC assignee IDs will display in this search. It is the customer’s responsibility to ensure the
correct assignee ID is selected for the Pl and funding.

6. Submit the reservation.

Additional Assignee ID Notes
The assignee ID will not display on the iLab invoice but will be available for review on the service request or calendar
reservation.

15



How To: Request Services

Requesting Services

Some cores will require you to initiate new service requests in iLab. Once you have selected a core, you can request a
service by doing the following:

1. Click on the Request Services tab. On the Request Services page, there will be a list of available services.

About Our Core | Schedule Equipment | Request Services || View My Requests = Contact Our Core | Reservations

¥ Assisted Equipment Use & Training Requests

+ Technician presence is required for assisted use and training sessions; available M-F, 9am-6pm.

« Appointments must be requested in advance and approved by core staff.

+ Click the request service button beside the desired request type (below, right). to complete and submit the comespanding Request Form
« Please refer to the Price List section at the bottom of this page. to review the specific services and pricing available

Training Request: Confocal and Widefield Microscopy, Image Analysis = request service
view additional details)

$24.00 finternal 2013}

Training Request: Multiphoton Microscopy (Multiphoton Training) % request service

Assisted Confocal and Widefield Microscopy Reguest (Microscopy) B request service

2. Click on the Request Service button to the right of the service you would like to request. A submission form will

open.
Training Request: Confocal and Widefield Microzcopy, Image Analysis m request dendce
fir o dedaity
b ) 3 1

Training Request: Multipheton Micrescopy (Multipheten Training) P request senice
Assisted Confecal and Widefield Microscopy Request (Microscopy) B request sanice
Assisted Multiphoton Micrescopy Request (Multiphoton Micrescopy) B request sansce
Assisted Image Analysis Request [Analysis) / B request service
Data Processing Request [Analysis) o request senvice

3. Complete the submission form. All required fields marked by a red star.

1) Forms and Request Details

ECl View Form: i Itation Request - CF-1272088-8

This ferm is used to request consultation services. Consultations are billed per cccurance. You may contact the Core Manager if you have questions regarding the form.

General Information: Please complete the form
# Type of Consultation Needed (check all that apply) ! General
UJ Database

_ Research Protocol

* Additional Details Describe Your Geals for the Consultation Session

* Sample Type Please Select One ¥
Please load sample & please upload
*IMPORTANT* This is really impertant information about the consultation dates
Preferred Consultation Date
Secondary Consultation Date

Please save your form! B | @ save completed form | | [l save draft of form | | (5 lock and save form @
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4. Inthe payment information section, select the correct billing number from the drop-down menu.
a. If the billing number is not available, contact your lab manager.
i. Lab members will need to be granted access to activated billing numbers by the Pl and/or the Lab

Manager.
ii. Pl or Lab Managers will need to contact the department administrators to activate new billing

numbers in iLab.

Payment Information

Please enter the Billing Number &

%, Billing Number & Amount
1 [1000__ ¥ [CCo1383 v
100.0% Total Allocated &)
+ Split Charge

b. Split Charge: The cost-of-service requests can be allocated across billing numbers.
i. To allocate across multiple billing number, click split charge.
ii. Select the additional billing number from the drop-down menu.
iii. Enter the % allocations to split the cost across the billing numbers.

Payment Information

Please enter the Billing Number &

% Billing Number g Amount
1075 CC01383 v
225 % GF02324 hd
100% Total Allocated (@)
<+ Split Charge

5. Click the submit request to core button at the bottom of the page to submit your request.

6. After submitting your request, you will be redirected to the View My Request tab, where you can review the

status of your request, and any quotes provided by the core.

Core 4 (DEMO) VANDERBILT E? UNIVERSITY

MEDICAL CENTER

e Equpment || Request Senfle

7. You will receive emails from iLab if further actions are required for your request to be processed.
a. Please follow the instructions in the emails.
b. Contact the core or support@ilabsolutions.com if you have any questions.



mailto:support@ilabsolutions.com

Approving a Request

When service requests are submitted to core facilities by members of your lab, there may be times when the request
requires financial approval. In most cases, this approval step is triggered when the quoted cost of the service exceeds
the amount the lab member is auto-approved to spend per the lab's auto-approval settings. For any questions about
auto-approval amounts, contact your Pl or Lab Manager.

1. You can see all requests that require your approval by clicking on view requests under the core facilities section

on the left-hand menu on any iLab page.

< CoreFacilities
My Cores

Equipment Kiosk

My Reservations

View Funds
Invoices

Publication Tracker

E
ac
(W]
[C1Fi
P
Ly
IR

WL

g

4

2. All service requests awaiting your approval will be listed. Click the blue arrow beside the service request to

expand the information displayed.

©@ Service Requests Awaiting Approval

P Show Filters

Displaying 2 out of 2 results. (Page 1 of 1)

date for

IT (hct 28 2020 Emma Pacilli
fOct 28 2020) Whaley, Vincent (VUMC) Lab
»  Overview

» Payment Information

¥ Forms and Request Details

» Oct28 Bleach - HE
03:06 FM elzctrical capacitnce tomograghy

service id

VUMCCCS-EP-89
Bleach - HE

electrical capacitance tomography

Quantity:

Unit Price:

$27.00

Total:

$27.00

& status

Waiting for Financial Approval

b} Approve

Billing Status

@ Deny

Mot Ready To v

3. Ifall information is correct, you may approve the service request by clicking approve.

@ Service Requests Awaiting Approval

» Show Filters

Displaying 2 out of 2 results. (Page 1 of 1)

date for service id
¥ Oct28 2020 Emma Pacilli VUMCCCS-EP-89
(Oct 26 2020) Whaley, Vincent (VUMC) Lab Bleach-HE

electrical capacitance tomography

» Overview

@ status

Waiting for Financial Approval

») Approve

cost

$27.00
(527.00)

¢
&
%
(8]
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4. Once you approve the request, a pop-up window will display. If needed, you can update the payment number

and click Submit.

rTRppTove q
approve upto: 5 [27.00 |
Billing Numbers: ‘& Please select the payment method: (@)
(required) 1[100.0  |% [Biling Number » |[GFOD144 ]
100.0% Total Allocated @
+ Split Charge
enter a valid number
[click the dollar icon for advanced payment settings]
payment note: | | 1 To
| summary: & | | |
{Maximum characters: 25)
submit

5. Once you have approved the request, the status will update to Waiting for Core to Begin, and a notification will

be sent to the core manager that the request has been approved.

Oct 28 2020
(Oct 28 2020)

Emma Pacilli

|

Whaley, Vincent (VUMC) Lab

VUMCCCS-EP-89
Bleach - HE

electrical capacitance tomography

Waiting for Core to Begin

Email Notification Notes:

If you are set up to be a financial contact for your lab you will receive an email when a request requires your approval.

You can approve service requests by clicking the link within the notification email sent when the service request is

submitted for approval.

e Once logged in, you will see the service request where you can view the details, click on approve to provide

payment information, and submit the approved request to the core facility.

&

Hello Jonathan Walice,

You need o provide finandal

Sl
Projocted eost:
Payment information:

Requester:

Core:

Core contact:
Service category:
Service name:
Service ID:
Request date:

(¥ou will be required to login,

Ploase fael fres 1o contact supg

Ploase da not reply to this e

approval for the request summarized below. Follow the link below to review request detalls and give approval

$0.00
Jenny Jones

Fraise Children’s Hospital

o service category

Erin Project 2
FCH-U-4 This link allows you
08192015 sccess to the semice

request

then be nedirected 1o the requeest that requires your attention )

s com if you have any problems accessing o appraving your request

access iLab through the link above.

1f you would like update payment infasmation ar specify separate payment informatian for individual charges, log into iLab and click an the dallar fcon to access chackbaes to the ripht of each fow

iLab Solutions
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How To: Request an Equipment Reservation

Once you have selected a core, you can request a reservation by doing the following:

1. Click on the Schedule Equipment tab. On the Schedule Equipment page, there will be a list of available
instruments.

2. Click on the View Schedule button to the right of the instrument you would like to reserve.

¥ Combocel Microscopes (1)
i) Zeiss LSM 510 Laser Scanning Confocal Microscope

Min II'|.r~

i i . ET - g
. i ‘, Click view schedule to

make a reservation.
LSM 510 Microscope

+ Upgraded in the summes of 20

» Mullighoton Miroscopes (2)

3. Click and drag on the time frame you would like to schedule your reservation.

o catons @y FACS Aria - Il Sorter (Cell Sorting Core)

ore facilities
Retum to Schedules | Schedule | Description | Other Schedy

my cores

my reservabions

view requests

list all cores. Please click and drag on the calendar below to schedule time. This calendar is in (GMT-05:00) Eastern Time (US & Canada)
invoices.

reporting
Click pandil to add or adit a custom note.

manage groups
my labs

s L refresh frequently 3 refresh events | | [ review usage | | i= legends & help | show other relevant sched
Dema University

tdema)

ey of Monte Day  Week  Month Mult View: Sunday, Sep 06 — Saturday, Sep 12 jL Today « »l
io

people search
Purchase Orders

06 00 AM

07,0020
08.00.A0
0300 0
1000 a0
1100 A
1200 PM
T 0100 PM- 01:30 PM 1
o100 Pw F

0200 M

300 P

a0 P

0500 M
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4. A submission form will open, complete the form.
a.Enter a description of the event in the Event Notes field (optional). This information will display on the
calendar.
b.Be sure to complete all required fields marked by a red star.

Rezervation detaits Binsaved reservation - cick save resesvation Regquimd forms

FanSM§1GS|ﬂm1 £} Assizle 2 ........_.l.u Ansiatad Mich Phass nBchLe yoir etk a— H.s,mawﬂ;
Croaned on: Scplrrreml'lﬁ.?m Dutails

& Sl mistobeopy yden
H yors il 0 slage P for this irsseoation Cich epers Rugerve Hes i I —
manimarde your
Specily the required rescurce: | LSM 510 Station 1 * ENE NS YO 1A 1. COTRES THAHRC IO frlGE gy PRdEEnRTINnL
Scheduled: pI005  1EPM - 09182015 | 4200 Werdy b date and Bme are
Lo o]
[Event Motes:

Reserve time o

©

By checking this. beo you sy alsa schadule Schoduling Details Tachiacian prosio |5 ot for &0 Assbed Mmooy apponimint, saiabie doing OMC business hoors ME_ Sa.
| & Resenve this time on amy related resources. G i appoiniment tima Wil nasd b ba appeoved iy the OMC

i gkt o R mlr&-aenromna this reseration on j

| = Enabled the schadele salect Moty This phetion wll viey with #3h febouics

Usze and cost of resenvation

{52 $0TEIE5 0650 | ¢} Assinied Ure - Rle v |

Totsk: SRS (1 zstwsf"ﬁ Slect b apsopsate e group i

Plosse enter the PO Number ¥iou wil have the spporunity 1o seview B quote befors being biled
%9 PO Nurmbed

B|10d.0 LY In some cases, the facibty
LY TSt Py
100.0% sl alcaled 3 iedonsreation

& split charge

Payment infarmation:

it 3ditienal peopbe 10 this event by smail &
Ploass enter 3 comma separated Bst of valld small addresses

B save feservanen | Cancel Changes. X Ovlete Reservatizn

B § orant
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In the payment information section, select the correct billing number from the drop-down menu.

a.lf the billing number is not available, contact your lab manager.

i. Lab members will need to be granted access to activated billing numbers by the Pl and/or the Lab

Manager.

ii. Pl or Lab Managers will need to contact the department administrators to activate new billing

numbers in iLab.

Payment Information

Please enter the Billing Number &

Yo Billing Number @) Amount
1 [1000 [CC01383 v
100.0% Total Allocated &)
+ Split Charge

b. Split Charge: The cost-of-service requests can be allocated across multiple billing numbers.

i. Charges cannot be split between multiple VU billing numbers.

ii. To allocate across multiple billing number, click split charge.
iii. Select the additional billing number from the drop-down menu.
iv. Enter the % allocations to split the cost across the billing numbers.

Payment Information

Please enter the Billing Number &

LT Billing Number &) Amount
1 ¥ [Ccot383 vl
BT [GFo2324 vl
100% Total Allocated (@)
+ Split Charge

6. Select Save Reservation button at the bottom of the page to submit your reservation request.

Payment information:
Please enter the Billing Number
% @ Billing Number

1100.0 9 1040667890 - OOR Demo Ctr 2 (Does not expire) v

100.0% total allocated &

© split charge

Invite additional people to this event by email &

Please enter a comma separated list of valid email addresses
P

ancel Changes

7. You will receive emails from iLab if actions are required for your request to be processed.
a.Please follow the instructions in the emails.
b.Contact the core if you have any questions.
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Equipment Reservation Notes
Trained Users:

In some cases, cores require trained (or approved) users to schedule time on specific instruments.
e If you have access to the calendar, you will be able to select view schedule and make a reservation.

e If you do not have access, you will need to select “Request Training” to request approval from the core to use
the instrument.

iLab Solutions Siahe uoaades (Mo 201611 HELP) e o ek Pout sl
B . Search cores and services... Go!
= T eseman  V@nderbilt Technologies for Advanced Genomics (VANTAGE)

VANDERBILT §7 UNIVERSITY
*core facilities
: W“;":“““ MEDICAL CENTER

view requests

tict all cores

p—

About Our Core || Schedule Equipment | Roquest Senices | View My Requests | Contact Us | Resenations

ik reporting

B manage groups Schedule Resources
my Isbe

people search Reservations must be cancelled 1 hour prior 10 the reserved time of users will be charged for the reservation.

Ressvations may be made on both the Guart Stucko snd the TI00HT 24 hours 8 day and T days 3 week. Samples MUST be dropped off dunng normal business hours. No Sccess 1o the co 1S granted cutsade of normal buginess hours.

8 vew schedule

& request training

Reservation Approval:

In some cases, cores require core approval for reservations. If the customer has reserved time on a calendar that
requires core approval, that event will display in orange. When the reservation has been approved, the event will display
in Gray.

o Sun, 25 Sep - Sat, 01 Oct 2022
WeekiEDes) o 8 < Central Time (US & Canada) 3

Sun, 25 Sep Mon, 26 Sep Tue, 27 Sep Wed, 28 Sep Thu

03:00 AM

02:00 AM

10:00 AM - 11:00 AM

10:00 AM Leslie Knope

11:00 AM

12:00 PM

01:00 PM

02:00 PM

03:00 PM

04:00 PM

05:00 PM

06:00 PM
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Invoice Review

From the left-hand menu, click the Invoices label to access invoice and pre-invoice reports. Users can view all invoices
created by any core for any billing number connected to the user’s department.

Who can view invoices in iLab Application?

e The invoice owner assigned for the PI’s lab group will receive the email notice when an invoice is created.
e Pls or Lab Managers have access to view invoices charged to their PI’s lab group.
e Department Administrators have access to invoices charged to their department’s cost centers.

How to Review Invoices in iLab Application:

1. Click on Invoices in the left-hand menu. A list of invoices will appear.

2. Use the filter panel on the left to reduce and sort the invoices that display.
a. Example: Use the ‘payment number’ filter and select the invoice number. Click ‘Apply Filters’.
b. Example: Use the ‘keyword search’ and type in the invoice number. Click ‘Apply Filters’.

3. On the far right, click the magnifying glass to view the actual invoice.

Agilent

CrossLab | e A

Use the filter

@ Invoices to reduce and
sort your

invoices Click the Involces

< Hide Filters g™ | Magnifying
glass to view

¥ Keywords J~| Get PDF of Invoices | (=] Download Results as CSV i .
I:I Go This page displays invoices from the past one year. To access older invoices please use the Date Created filter at the bottom. the invoice

h S —

» Total Cost Over Displaying 2 out of 2 result(s). (Page 10f 1)

> Owner Created On Core Invoice Number Lab Owner Payment Numbers Price Types Total Cost Past Due Status Approval Status 0O
» Owner Institution i i
> Core 4 Knope, Leslie (VUMC) Leslie - over 90 Not Yet -

0722 C-3109923 1041235859 Internal §2,723.39 it d G [}
> Cores Apr (DEMO) ab Knope riems days Paid retrequre ®
s Core 4 Ki Leslie (VUMC Lesli 90 Not Y

- ., >Core g nope, Leslie ( ) eslie over ot Yet oa I

» Billing Event Apr 0722 (DEMO) C-3109924 Lab Knape 1040660988 Intenal $224.00 days Paid not required - U
» Payment Number
> Price Types

> External

» Approved By

» Approval Status
- Status

» Invoices Sent

» Receive Hard Copy

» Dispute status

© Apply Filters

* ResetFilters

Requesting a Refund

Contact the core directly to dispute an iLab invoice. The bottom of iLab invoices provide a core contact email address for
invoice disputes. The core will review the refund request. If appropriate, the core manager will issue a refund via iLab. A
unique iLab invoice will be created for the refund entry.
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The reporting functionality within iLab will allow users to generate reports to see amount spent across billing numbers,
Pls, and cores.

Running a Report in iLab
1. Click on the My Departments label in the left menu to navigate to your department module.
2. Once your department module displays, click the Reporting tab.

3. The reporting module will display. Select Load Default to load the iLab default report settings (recommended).

4. Enter the Report Settings:
a. Select the date range for the report.

b. Select the date field: Change to Completion date.

c. OPTIONAL: Click Charts & Tables to adjust and modify the reports that will populate.

5. Click Run Report

a. This will generate a high-level report that will include charges across billing numbers, Pls, and cores.

¢ Load default ] I8 Load saved & Build new = Reporting home

&= Report settings

1. Select a date range: & 2. Select date field: & 3. Customize display: 4. Apply settings:
seect 3 date range presat |

Completion date v
Start July 1, 2016 3 s Charts and tables... | Run report!
End September 2, 2017 | =
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Refining the Report

To refine the report and specify the data down to a certain PI, billing number (VUMC billing number), and/or core.

1. Using the filter panel on the left side, adjust the filters (i.e., “payment number”) to refine the report.
2. Click Apply filters.
3. The report will update with data specific to those filters.

aaiient iLab Operations Software Products & Jennifer Canning - Help Sign Out B
rossLa P

& share... 4 Email... 1@ Export... & print preview...

| »Caore

Gustomen Services by week (by total cost)

[rL0
Show 10 - entries Semchi [ ]
|b%partment

» Institution Service Jun 26, 2023 Jul 3, 2023 Jul 10, 2023 Jul 17, 2023 Jul 24, 2023 Jul 3, 2023 Aug 7,2023 Aug 14, 2023 Aug 21, 2023

[-Organisstion 1-on-1 $0.00 $0.00 50.00 50.00 536.00 $0.00 $0.00 $0.00 50.00

[ »Core Organization Training

| »Center Agilent $0.00 $0.00 $18.00 $0.00 $0.00 50.00
Bioanalyzer

- Equipment

| » Eilling status andR...

| - Work status

| » Ad-hoc charge justification Agilent

| » Na charge justification Bioanalyzer
- Full
[>Bristume service (D...

| b Eilling event

Agilent
| »Study Bioanalyzer-
Equipment
and Rea...

| » Billing event status

¥ Payment Number
[1GRO04T19 BBO2 -
Leica
sterenscope
with camera

[JGROOBTTE
[JGRO12229
[OGRO13284
CGRO147SE Blades i $0.00 512875
[PE000001
OPE000002 Cimbing : $370.00 50.00
[PE000004 Cylinder

[ PEO0O00S

Condiioned X $0.00 $0.00
Flace
| » Payment Method Preference

[ PE001501

| *Service Covaris
Access Fee

| > Request Name

» Vendor DMEM
without
Glucose

| P Peer Review Status

| »-Usage Type

@ Apply Filters

-

$1,390.00 $323.25
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Reviewing and Exporting Reports
To review the expense activity, download the data or export the reports to excel.

1. Click Export
2. Select Source data as CSV/XLS.

Charge reporting for July 1, 2016 to September 2, 2017 by purchase date

< Hide Filters
I save... &" share... 4 Email... & print preview...
| » Core | -| Charts/ia E
— Download the sounce data for the tables and charts you are curmently viewing.
» Customer | Mmmm;ﬂmﬁmﬁmm&w&ﬂla h“w I
f options applied.)
¥ Lab Cores by month [.by total c& H | pata from charts/tables
ASR Default (VUMC) Lab below as XLS
chaiil, Bass _ ) _
||m<:-l =t Show |10 ¥ |entries |=] Data from charts/tables
.;“.\3[.?\??;: fenard Core * Jul2016  Aug-2016 Sep2016 ~  Oct2016 -~ Nov-2016 = Dec.201g DoioWasCSV Mar2017 = A
Abramson, YWandana
(VUMC) Lab VUMC $0.00 50.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 $0.00 53
Absi, Tarek (WUMC) Lab Flow

3. An excel document will download.

Report Export Notes

1. Billing Status column:
a. ready_to_bill: Charge is included in either a pre-invoice or a final invoice
b. billing_initialized: Charge has been completed for billing. An invoice will be generated at month-end.
c. not_ready_to_bill: Activity requested by lab. This activity has not yet been marked ready to bill by the
core; therefore, the work has not been completed.
i. NOTE: This activity is only displayed if the “purchase date” is used in the report filters.

2. Date columns:
a. Purchase Date: Date the service was requested or date of reservation
b. Completion Date: Date the reservation occurred or the date the core completed the work and billed
the charge.
c. Billing Date: Date the core finalized all charges for the period.

Charts & Tables: This information can also be viewed without generating an export file through the Charts and Table
option.
1. Inthe report settings, click the Charts and Tables icon.

= Report settings

1. Select a date range: @ 2. Select date field: & 3. Customize display: 4. Apply settings:

- HH Purch dat v
Start September 1,2017 | e o dl: Charts and tables... | Run report!
End: September 30,2017 |
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2. TIP: Click the red x to remove all the pre-populated charts.

3. Click Add a new chart or table.

& Click here for help customizing reports

Add, remove, edit and re-order charts and tables for this report

Chart type Group by Value to report on Display data by Also group by No-charge Convert pie to bar if
as $0 any values are g hon
negative
S8  Stacked bar Core Total cost Week MNone Yes & > tll"lg
S8 Datatable Price type Total cost Week None Yes & b 4 I
S8 Datatable Service Total cost Week Mone Yes & b 4
38  Datatable Study Total cost Week MNone Yes & X
S8 Datatable Peer review status  Total cost Month MNone Yes & b 4
[ Add a new chart or table Apply Close and cancel all changes
oA [T T, LUTT T P — & Cha[.ts and tablesyr‘
| g B (=] ry b 20 04T -;ﬁ
4. Select the following options from the drop-down options for each of the fields.
a. Click the green check icon to save the filter choices.
b. Click Apply to save the changes.

& Click here for help customizing reporis

Add, remove, edit and re-order charts and tables for this report

dé Chart type Group by Value to report on Display data by Also group by No-charge
as $0
S8 |Datatable v ||Billing status v || Total cost ¥ || Month ¥ || Payment Nui ¥ | ¥ @) X
§
P—
| Add a new chart or table | | Apply | Close and cancel all changes
C—

5. A data table for each cost center within the user’s purview will display.

a. Tip: Use the filter panel to drill down to a specific billing number.

Billing statuses by month (by total cost) for 4040661122

Show |10 | entries Search:
Billing status = Sep-2017 Total
Billing initialized §24.53 §24.53
Mot ready to bil $135.54 §135.54
Ready to hill 511213 511213
Total $272.20 8272.20

Showing 1to 3 of 3 entries

Previous III Next

28




Saving a Report to be Generated Again
A user can save report settings including the Charts and Tables to quickly run as needed.

1. Enter the report settings.

2. Enter the Charts and Tables Settings
3. Run the Report

4. Click the Save icon.

= Report settings

1. Select a date range: & 2. Select date field: & 3. Customize display: 4. Apply settings:
s=lect 3 date range presst )
- et Purchase date v
Start Septemver 1,2017 | iz Charts and tables... I Run report!

End: September 30, 2017 |4

Report-Lab Billing Review saved

Charge reporting for September 1, 2017 to September 30, 2017 by purchase date

-4 Hide Filters

& save... & share... 4] Email... 1& Bxport...

u:=J Print preview...

5. Enter a name for the report. Click Save.

o

Save report..

rr.

Save as a new repc\rl: [(2nier a3 new Name)
Report-Lab Billing Review

- OR -

Owerwrite an existing report: (select from a previously saved report below)
Charge
Repori-Lab Billing Review
Request
Event
|i |Custom Form
| |Time Entry

pt
Cancel

Save
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To run a saved report:
1. Click Load saved.
2. Select the saved report.
3. Click Load

\Welcome to your reporting page. Please use the buttons below to load reports, build new reports or navigate to your reporting homepage. Bk iLab reporiing tutorial

F « Load default [ I8 Load saved

] @ Build new

= Reporting home

O
brsi  Load a saved report...

nies
= Mote: you will lose any unsaved changes on the current tab when you load an
existing report.

E = o o T

Charge
Repori-Lab Billing Review

vent
Custom Form
Time Entry

Load }M

c

3. Customize display: 4. Apply settings:

il Charts and tables... | Run report!

1, 2017 to September 30, 2017 by purchase date

I& save... & share... 4 Email...

a. Update the dates for the report and click Run report!

= Report settings

September 1, 2017 |4 Completion date

September 30, 2017 |24

& 2. Select date field:

'] 3. Customize display:

4. Apply settings:

ill: Charts and tables... I Run report!

Reporting Tutorial

For additional details on available reporting tools in iLab, view the iLab reporting tutorial.

Click to watch the

Department Name: 104066: Office of Research

OUF MEPTING CagE. FIEast USE I USRS beow 12 KT reponts, Bulkd new IESars of navigale i o

" Load default la Load saved & Bulld new

iLab Reporting
Tutorial.

VA

arepage B Lot rmrortng e

= Reporting home

Charge]
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