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Overview

The iLab/CSU Financial Integration allows PIs, Financial Managers, Researchers and Core
Managers to ensure that they are using valid payment information (Account) at each step of
the request and billing process for core facilities. PI's and/or lab managers assign Account
to individuals who should be able to order services from CSU cores. Researchers can order
services with Account, and core managers can bill for these services knowing that they are
using valid Account. This document can be used by core staff, PI's, and lab managers as a
guide for using iLab. This document will review logging into and navigating iLab, assigning
Account and making any appropriate changes to labs.
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Logging into iLab:

1. Type the following URL into your browser: https://colostate.ilab.agilent.com
2. Bookmark this URL.

3. Once on the iLab login page, login or register.
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From Insight to Outcome

You are about to enter the private network

of Agilent Technologies, Inc. Unauthorized entry

and/or use of this system may subject you to

both civil and criminal liability under applicable . .
Internal Colorado State University user :

state and/or federal laws and regulation

Click here to login or register using your institute login
and password.

Not a Colorado State University user?

Login using iLab credentials [J

Learn more about iLab Operations Software
If you don't have an account, please register for an
iLab account.

Please email ilab-support@agilent.com if you are experiencing problems with your username and password

@ Agilent Technologies, Inc. 2017

a. Click “here” if you have a elD. The next screen will be a familiar login screen
for entering that information.

Authentication Required

elD Login

Log in to iLab Solutions Staging

eMame:

Password:

[IDisable Single Sign-On for this session

Important!

Bookmarks
b. Ifyou do not have an iLab account, and you have a elD, once you
authenticate you will be directed to a registration page. You will need to
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select your Pl and a request will be sent to your PI to approve your request.

iLab Account Registration

Hello Test User,

Welcome to iLabl Please choose your Pl or group to get started|

Pl/Group: % | Please select your lab/PI ... v
First Name: # |Test

Email: # |nobody@co|ostate_edu
Phone number: & #& |

|
Last Name: # |U5er ‘
|
|

register | cancel

privacy policy (pdf) | security policy (pdf)

c. Ifyou do not have a CSU login (external user) and need an iLab account,
follow the link below and provide all details during the registration wizard.
d. https://colostate.ilab.agilent.com/account/signup/258
4. Once logged in you will be on the iLab homepage dashboard. Make sure to set your

Syslem upgrades Sep. 2036 | HELE | mpcofie | xgoul Ca InslAomin
Agilent 7
CFE]SSLab « Search cores and services... Go!
* Getting started
£ home infa
comemunications (o) L]
P eare facilities Welcome to iLabl
my cores
View requests
view funds Thank you for regesterng for an iLasb account. Please use the iformation below o help you get staned. Feel free 1o contact fab-supportifiagient com with any questions.
st ol cores
mivoices Best wishes,
The iLab leam
il reporting
# manage gr
manage g Getting started
my labs
my cores
Colorado Stat:
unhamisty 1. Chek on the core fagBes ek i the left hand meny
peaple search 2. Sekect 3 core from he kst of Cores
Purchase Orders. 3. On the core’s page, chok the ‘sbout our cone’ 1ab (o keam maone sboul the avalsble serices
4. To request servces, chek the ‘request sendces’ Lab
5 For cores with equpment, click on the ‘schedule equpment tab
Clhck an HELP" at the uppesr nght of the iLab apphcstion 1o submi & supporn ticket or access onlne heip anbcles
* Home
Do | W
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Navigating iLab:

The left hand navigation panel will be used for all iLab functionality. - _

Ep——

Weicome to iLab!

Thank you for regstenng Tor an iLab account. Pleass use the information belw 1o help you et stamed Feel free to contact idab-support@agient com with any quesions.

or cores wih equipment, chck on the "schedue equipment’ tab

Click on ‘HELF” t the upper right of the iLa applcation to submi 4 suppor Bcket of access anne help anicles

* Home

Image 1.1: Core Facilities:
e C(lick ‘Core Facilities’ to see any live CSU cores
e Use this to navigate to core facilities to work with.
Image 1.2: View Requests:
e Click View Requests’to see a list of requests per core. This area is where a
PI/Lab Manager can approve/deny requests or provide an Account
Image 1.3: My Labs:
e C(lick ‘My Labs’ to see a list of the labs in which you manage.
o Tip: you may also hover over ‘My labs’ to see a bubble of your labs.
Image 1.4: “Colorado State University”:
@ NOTE: This link is ONLY available to those with Institution Admin membership.
@ Click this link to access the Institutional Admin Dashboard which included a full list
of cores (live and in development), Institution Admin memberships and a full list of
internal labs

View Requests:
1. C(lick ‘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 the lab has set.
This request now requires approval from a financial manager to proceed
with the service request. Simply click ‘Agree’ or ‘Disagree’.

b. Require Payment Info: Displays any request made by a researcher that
does not have an Account selected to charge the request against.

i. To update, simply click the $ icon and select an Account. Click save.

c. Processing and Recently Completed: Displays all current or recently
finished request from any researcher within your department(s).
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d. All Requests: Display all requests from anyone within your department.

My Labs:
ENEETRades Sep. 2015 | HELE | o arotic | ooyl Cau iostAdmn
C%EnéLab  Search cores and services... Go!
£ home Labs/Groups | Manage
commurcations (0)
“# core facilities ®

my cores

W FEqUESTS

wiew funds *®
st all cores 01T a3
Invoices

Core Facilities | Manage

my cores

Colorado State » Fiiny Cytonmelsy Faciky
Unhversty » Protecmes Faciity
people seanch

Purchase Orders

Institutions | Manage

» Colorido Stab Univorsy

1. Click ‘My Labs’ to see a list of labs you manage.
2. Click the lab name to enter into the lab to adjust settings, members, Account

assignments.
Prenni, Jessica (CSU) Lab

Membership Requests & Account Names  Members (3) | Budgets  Bulletin board (2)  Group Seftings

Lab-wide approval settings

& Click the pencil ion next 1o the person below wham you would B (o make the fnancial approver Labs can be managed
wsing the labs along the top.

Dretaut auto-approval threshold s[Eoon
Cost overage buller sfioon ¥

& save approval sestings

Lab members and settings

Mama Auta Approval Amaunt ERPID  Email Phone Start Dats End Date
56,000.00 lessica prennifficolostate. edu fabx com 497/x
Lab defaut ($500.00) carey broec Kingilcakistate edu ilatx com &7
Lab default (8500.00) csunstadmingiabx com &
Lab defaut (8500.00) csu corcadminggilaby com 4=
Lab defaul ($500.00) am.mccanthycolostate edu 9704020011 &/ x

3. Pending access requests:
As new members register for their iLab account they will need to be included in a
lab so that they may be assigned Account(s).
You will receive an email when a new researcher is awaiting access to a lab.
Login to iLab — Click on ‘my labs’ — click the lab — Click ‘Membership
Requests & Accounts’ this will show any pending approvals — approve the
access request, or if the researcher selected the incorrect lab use ‘change lab’
to update their membership and then ‘approve’.
After approving, assign Account(s) to the new researcher.

Invoices:

1. Click ‘Invoices’ to see a list of all invoices created by any core.
2. Use the filters on the left to reduce and sort the invoices that display.
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3. Click the magnifying glass on the right to view the actual invoice.

£ home
comimunications (0]

¥ core facilities
my cones
W regquests.
wiew funds
st Al cores
[

ks reporting

# manage groups
iy labs
my cores
Colorado State
University
pecple search
Purchase Orders

Use fifters 1o
S0 iMvoices.
that chsplay

@ Invoices

- Hide Filters

¥ Harwords

» Total Cost Over
> Cvmer
* Cwned institution
> Cores

* Betunds
> Cate Createg

© Apply Filters

webuilab cominvoices. seaschisearche | Reset Filters

To View an Invoice:
1. Once an invoice has been created by a core, a PI or Lab manager will have the

opportunity to review the invoice and make corrections if necessary.

Created On Core

Agr 27T

Age 21117

Agr 1717

Ape A7y

Apri13ay

Apr 13y

Agr 01T

Aoc 1017

Froteomacs
Faaility

Profeomecs
Facility

Flow
Cylometry
Facility
Flow
Cylometry
Fagility

Flow
Cytomatry
Faility

Proleomics
Faciity

Flow
Cylomatry
Faility

Flow
Cvioematry

Invoice Number Lab

PF.2212

PE211

FCF-2125

FCF-2124

FCF.2122

PF-2121

FCF-2009

FOF-2008

2. Click on ‘Invoices’ in the left hand menu
3. Then click the magnifying glass to view the live invoice.

To Update or Change the Account:
1. Review the charges and then click the $ icon to view the Account being charged
2. Change or split the charges between Account(s), select a charge in the payment list
3. Update the Account section and click save.

Abt, Steven
{C5U) Lab

Akkina,
Ramesh (5L
Lab

Abt, Steven
{CSU) Lab
Akcking,
Ramesh (CSL)
Lab

Prenni, Jessica
{CSU) Lab
Prenni, Jessica
{CSU) Lab
Alpisa. Young
Patncia (CSU)

Lab

Andaies, Allan

Displaying 11 out of 11 resultis) (Page 1 of 1)

Cwmur Payment Humbers  Price Types  Total Cost  Status
StvenAbt 53 Imamal  §5500 g:“é“'
P 53 Idornal  §38

Steven At 53 imemal 53300 o
Slanh = ibornal 55400 bt
Jessica Prenni 53 Infernal $250.00 :\:?“Yet
Jessica Prenni oo itemal  S13800 o
:;ﬁa\mm 53 indernal 1800 :f;‘;'e'
Allan Andales. 53 inbornal 57648 Mol Yt
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Imvoices

<< Buk Adtions

Approval Status

et requered

4
mark as paid
e
not requred
mark as paid
=Eq
ol requred ”
b mark a5 paid
EHQ
ot reqused
- mark o paid
i)
nat requaed
mark as paid
Ba
ot requed
e mark a5 paid
=1
nal reaured

oo
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This is a screenshot of an invoice and how to change the Account associated with it.

= A Back to Core Eiling Event  Mark s paid  Hide detsils  Show detsils [

P

Colorado State University

Inwvoice No. FCF-2124
Invoice Date  April 17, 2017
Lab  Akkina, Ramesh [C5U) Lab

From: Fiow Cybomstry Facaty To: Asddna, Ramesh (G $U) Lab | Ramesh Akdna

show sdditional contscts

Invoice Total $54.00

Invoice Details

DATE ITEM DESCRETION PMT# aTY PPU STATUS TOTAL 1
I ;
¥ Request: FCF-RAS Start: Aplp
chargs baming status Account Nams #

{44510} April 17, 2017 ‘Consultation! S ﬁ 1.00
(4451%) Apri 17, 2017 Buseal Handl ¥ ConsufaiionTralning Fee Bllling Infalzed 53 5400 . ] bés
y Euoal H €
(44512) Apri 17, 2017 BET Sample ¥ | Handling EBlling nkialzed 53 200 D T
Actual cost: 354.00 " BET Sample Fes- Researcn Sanoe Bllling InRtElzed 53 0 I:l € & jem
sedected chargs(s) total: $0.00
- TImvic= Bt 35400
Invoice Total =200
¥ Update payment info j l=cted (#) charges
— 11100.0 E Select Account Mame. .. ~ I
total allocated &
Powered by iLab
1000%
&) =g change
ik cetEul S0 project? -
For core ._,f"
For customer 4 .,f-"
payment noes &
T cano=] |
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Managing Account(s) in a Lab

Account(s)are used to create valid charges in iLab using valid information sourced from
CSU. CSU allows any PI or lab manager to request non-sponsored funds within their labs.

How do I Assign and manage Account?

1. Hover over or click on the my labs menu option on the left hand side. Click the name
of the lab to enter the lab.

Srsiemporades Sep. 2016 | HELF | mpoofie | ooyt Cu isAdmn

Agilent « Search cores and services... Go!

CrossLab

Labs/Groups | Manage

£¥ home

commurications (0}

“ core facilities B
my COTes
W FEQUESTS
wiew funds |
kst all cores.
invoices

Core Facilities | Manage

my cores

Colorado Stare » Flow Cytometry Faciiy
Unhversty = Protecmecs Faciity
pecple search

Purchase Orders.

Institutions | Manage

» Colorido Stab Univorsy

2. On the lab’s page, click the Membership Requests & Account tab to expand this

section.

3. Click on the appropriate check boxes to provide the researcher’s access to
Account(s). Assign Account(s)for each researcher on the list, when the box turns
green it means the Account information has been applied to the researcher.

Prenni, Jessica (CSU) Lab

Membrship Riguesss & Azcount Mamees | Membis () Budgels  Buletin board (7) || Group Seftings

Membership Requests
¥ N Access Requests require approval
Manage Account Names
% Click on the check boxes t change funding assignments in real tme. A green highlight mdicates a saved change

Hame Default Account Name 5% 5 5M 53
Jissica Prenni 5% 1% =] = =
Corey Broecklng 53 %] =] =) [=1
Csu InstAdmin Nane O %]
Csu CoreAdmin Nane [
Kimbesty McCarthy Nane =

Select check boxes to assign Accomnls
1o different lab members.

» Request access to additional Account Names

» Disable/Enable Account Names
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How do I request a new Account within my lab? (Non-sponsored)

1. Ifthe Accountis needed for a lab member to charge services against does not exist
in the fund grid, one may be requested.

2. To do this simply click the Request access to additional Account section which
appears below the fund grid.

3. Here you will see instructions on how the new Account needs to be entered.

4. Once approved the Account will appear in the fund grid above. Assign it to the
necessary lab member(s) so that they may use it as a payment option

¥ Request access to additional Account Mames
8 1f you don't see 2 Account Name that you shouk! have access 1o, please type it n below, The Account Manager wil recens

@ NeAficaticn and approve of deny your request
Addticnal texd wlarrmation here. (Help 1o request the non-spanssred fund) Uﬂlﬂpll‘ll‘r:ﬁ Eﬁﬁ%‘éﬁ&iﬁ&w using the
# Accourt Name | Request
Account will appear as you
Your Account Mame requests: complete. Then click ‘Request’
Account Mame Requestad on Status Owned by Resalved on Resalved by Motes by Account Manager Archive request

13 Apr 0T 1T pending Aban Andales |

After requestis made, the Account will
appear below as pending untl approved.

» Disable/Enable Account Names

FAQ’s

Q: How do I add someone to my Lab?

A: You may add already existing iLab users to a lab. This means if the researcher has
not registered their account with iLab you will be unable to add them to a lab until
complete.

SYSEMUPANEs S60. 2016 | HELP | mypmiie | oo Caa inslAamnin

E%E;"él.a b « Search cores and services... Go!

& i Labs/Groups | Manage

commisnications (1)
“# cora facllities
my coves
Prm—
view funds
het ol cores
Invoikces

il reparting
B man

Core Facilities | Manage

» Flow Cylpmetry Facity
* Proteomics Faciidy

Institutions | Manage

* Colgrado State Linsarsty
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Image 1.1: Click the name of the lab that needs a new member added

Image 2 - Lab Page
Prenni, Jessica (CSU) Lab

Mambershin Requests & Account Hames udgets || Buelin board @) Group Sefings

Lab-wide approval settings
A Cick Ine pencil icon nex 1o The person DEiow wiom you woukd e 10 make Me nancil apgrover,

Delaull auto-approval INreshokd s (5000 3
Cost overage buller s[1000 o

B save approval settings

Lab members and settings

Hame Auto Approval Amount ERF ID Emall Phone Stan Date W Ena Date ¥
Jessi 3 Prenn| £5,000.00 |essica prenni@colostate edu. i3y com

Lab defaull ($500 DO} corey broecKing@cclostale edu fabx com

Lt defaul ($500.00) C5u instagmingiabe com

Lt defaut (3500 00) tsu coreadmn@itatix com

Lat defaut (S500.00) kim mecarthyi@colostate edu S70-402-0011

NN
oininiy e

Add an existing user

Invite additional memibers to this group

52 typine The name of the

Image 2.1: Click Link existing user. Then use the search box to type the name of the member
to add. They must be registered to locate them in the search
**Be sure to give them access to Account(s)after inviting them to the lab.**

Q: Someone has left our Lab, how do I delete them from the lab?
A: Follow these steps:
e LogintoiLab
e (lick the name of the lab which needs member(s) removed
e (lick ‘Members’
e Review the list of members
e C(lick the red X next to the member that should no longer be part of the lab.

Alternately, you may click on the yellow pencil, enter an expiration date for your lab member
and click save.

If the member is no longer part of the institute, please click ‘Help’ up in the top right of your
iLab page to submit a ticket to iLab support. Please tell them the name of the researcher who
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has left and to disable/delete their account
Prenni, Jessica (CSU) Lab

Membership Requests & Accounl Mames. | Members (51| Budgels  Bulletin board @) | Group Seltings

Lab-wide approval settings

W Cack the pencil icon neat to the person below wWhom you would like to make the financial approver.

Defauit auto-approval threshokd S!::DDD Xy
Cost overage buffer s {1000 w

B save approval settings

Lab members and settings

Name Aute Approval Amount ERP ID Email Phane Start Date W Click o delete a
£5.000.00 jessica prenni@colosiate edu ilaby com Tt foem e £
Lab detaul ($500 00) corey broecKingiDeoloslale edu labx com
Lab oetaun ($500 00) £5u Instadmingiat com L,
Lab detault ($500.00) C5U COreAnMINGEatg com 3. n
Lab detaull ($500 00} Kam mecatty g olstate ey QT0-402-0011 4=

4 Ink exiting user

Add an existing user

Inwite: akitional memibers to this group

Q: How do I split charges on an invoice?
A: Follow these steps:

1. Locate the invoice:

e LogintoiLab

e from the left panel click ‘Invoices’

o Alist of all invoices will appear, to refine the list use the ‘keyword search’ to type in
the invoice number

e (lick ‘Apply Filters’

o (lick the magnifying glass icon for the invoice you wish to view you will find this
icon on the far right side of the screen

i @ Invoices

comimairicalions (o)

Invices

¥ core facilities

my cones < Hide Filters

wiew roguests

whiw funds T Heywords << Bulk Actions

kst ol cores — — =

Ieoces 15 | Go Displaying 11 out of 11 resultis) (Page 10of 1)

i reporting E Tt Gop ouer Created On Core Invoice Number Lab Owmner Payment Humbers  Price Troes TotalCost  Status  Approval Status m]
# manage groups wownee 00 P : Ab, S - : =
fry labs ' Cwner nsttuten A ITT TS P O SIEVEN  venAbt 53 indermal  $6500 2
i sty R S— Facility {CSU) Lab ik o paid

> Cores
Colorado State —— ]
Whveraty > Las Proteomics Aine Ramesh "
peopie search e R L ; P21 Ramish (CSU) 53 Infornal  $38 4
ik » Biing Event Facilty it Akina mark as paid
* Bayment Numbar
] Flow ~ (=1} O
5 it
|mEdcatoes | Apr17'17 Cylometry  FCF-2125 ADLSIVEN  ciovenAnt 53 imemal  §3300 HOLYEl ot required
(CSU) Lab Paid mark as paid
» Extornal Facility
* Approved By Flow Akkina, 4 ER ]
> Aporoval S Apr 17T Cylomety  FCF-2124 Ramosh (cSy) Tamosh s infornal  §5400 N Yol o requinad )
bl el Akkifiia 53 Paid mark as paid
» Status
* invoices Sent .. - Pranni, Jessica . Mot Yet B4 =
B —— Apr1317  Cytomsiry FCF.2122 i Jessica Prenni 53 Internal $250.00 hy it reqused 2
» Recerve Hard Gopy Facilty {CSU) Lab Paid mark a5 paid
» Dispute status 104 O
. Profeomics i Prenni, Jessica 53, Mot Yat i
> 1 | - rer i “ P
Datached Apri13t Eacilty PE-2121 {CSU) Lab Sgssica Prenni .. Ingarnal $138.00 Peid nat requred K e
» Batunds
- * Cate Created Flow AlpisaYoung, =1} o
Ysa Biaryin ApC107  Cylometry  FOF.2080 Patncia (CSL) oo 53 internal  $16.00 Nol Yt ot required X
soft imvices T Facili Lab Alpise-Young Paid mark a5 paid
That aspiay © Apply Filters ¥
= Flow - 7 ey a
webhilakcomimokes search/searche | Reset Filters Aoc1017  Cuiomety  FCF-2008 Andalas, BN s ian Andaies: 53 Indornal  STGAR L LS p—

2. From the total price column click the $ icon
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e This opens the payment information box
e To split all charges within the invoice select each check box in the service list
e Using the payment information below change the percentage field to the percent
that should be applied to the first payment number
o click ‘Add Split’
e repeat steps 4 & 5 until the splits total 100%.
e (lick ‘Save’

Invoice Total $54.00
Invoice Details
DATE ITEM DESCRIPTION PMT# ary PPU  STATUS TOTAL
¥ Request: FCF-RA-9 Start: April 17, { .
charge billing status Account Name amount &

(44510) April 17, 2017 Consultation 21.00
¥ Consultation/Training Fee Biling Initialized 53 521.00 D <

(44511) April 17, 2017 Buccal Handlil 29.00
¥ Buccal Handling Biling Initialized ~ 53 $29.00 D < @

(44512) April 17, 2017 BET Sample F p4.00
¥ BET Sample Fee- Research Service Biling Initialized 53 54.00 D @ = L

Actual cost: $54.00 54.00

selected charge(s) total: $0.00

Invoice total: $54.00

Invoice Total ¥ Update payment info for selected (#) charges -00

1| 100.0 |% | Select Account Name... v |

| Account Names (&)
total allocated &

Powered by iLab _ pI

Q split charge

make default for project?

For core &
| 1

For customer

payment notes &/

>
&
1
save cancel

» Send Payment Reminder?

3. Splitting charges on an Invoice (Individual charges):
e From the total price column click the $ icon
o Select the individual charge (service) that needs to be split.
o (lick the green split icon next to the check-box.
e Using the split payment box, complete the percentage field or $ amount field with
the amount to split, update Account.
e (lick ‘Add Split’
e Repeat steps 4-5 until splits total 100%.
e (lick ‘Save’
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