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» Registration (For Faculty who are not pre-registered):

To get started, you must register for an account:

1. Navigate to the following URL: https://rutgers.ilab.agilent.com/account/saml/rutgers

2. Bookmark this URL for future use.

3. You will be directed to an authentication page where you will enter your Rutgers University
credentials

) RUTGERS

NetlD Login

NetlD:

Password:

Ensure proper security — keep your password a secret

[ 1 am 2t a public workstation, disable single sign-on. @

Forgot your NetlD or password?
First-time users, activate your NetiD.
Need more help?

For security reasons, please log out and exit your web browser when
you are done accessing services that require authentication!

4. Once you have entered your Rutgers credentials, click the ‘Login’ button

5. You will be directed to an iLab Registration page where you will select Pl/Lab and verify your
contact information. Please select the “Admin_(RUTGERS) Lab”.

6. Once your registration has been submitted, contact Cristina Estillore
(cristina.estillore@rutgers.edu) and Gabriela Alulema (galulema@research.rutgers.edu. They will
create your lab in the system.


https://rutgers.ilab.agilent.com/account/saml/rutgers

RUTGERS

» What to do when your project number is not in iLab:

Although most sponsored and 800 series projects will automatically be pulled into iLab from Oracle,
other types of projects may require access approval. These typically include start-up, discretionary,

300 series project accounts.

1. From your lab’s page, click on the “Membership Requests & Project” tab.

Estillore, Cristina (Rutgers) Lab

-
Membership Requests & Project lembers 4 | Budgets | Bulletinboard (| Group Settings

Membership Requests

" NoAccess Requests require approval

2. Scroll toward the bottom of the page to view “Request access to additional Projects.

¥ Reqguest access to additional Projects
) |fywou don't see a Projects that you should have access to, please type itin below. The Fund Qwner will receive 3

notification and apprave or deny your request.

Project Number Task Number

| Requast |

3. Enter the project number you wish to request access to in the “Project Number” textbox and the
task number in the “Task Number” textbox.

4. Click “Request”

5. A notification will be sent to the owner of the project number for approval. If you are the owner
of the project, you will be able to approve your own request by clicking the link on the email

notification and then selecting “Approve”.
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» How to Accept Access Requests in iLab:

Users who wish to place requests for services and supplies on your lab’s behalf will request access to
your group. Before users can access your group/lab page, you will have to approve their request.

1. From your lab’s page, click on the “Membership Requests & Project” tab.
2. Under “Membership Requests” will be the name of the member(s) who wish to join your lab.

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

0 Membership Requests & Fund Numbers I Members (35) | | Budgets | | Bulletin board (27)
| ).

Membership Requests

~ An Access Request requires approval
Date Name Email Actions

» Mar 0918 o Accept & Reject

» How to assign Project numbers to lab members

You can assign specific project numbers to every member of your lab.
1. From your lab’s page, click on the “Membership Requests & Project” tab.

2. Scroll toward the middle of the page to view “Manage Projects”. Here you will see a list of lab
members and project numbers.

3. To assign a project number to a lab member, locate the row with the member’s name and check
mark the individual project accounts you wish to assign them access to.

Manage Project
» Customize Project Grid

¥ Project

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

Name Default Projects 302525-300 825743-800 830004-800

Paul Copeland

Sumangala Shetty
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» Requesting Services:

1. Click on the following link: https://rutgers.ilab.agilent.com/service center

2. Select “Rutgers iLab User Login” and login using your Rutgers NetID and password

3. On the following page, you will see a list of the available Rutgers “Core Facilities”. Select the core
you wish to request services from.

Core Facilities &]TGERS

View | CoresatMy Institutions - Q
Core Name Primary Contact Email Phone Number
Rutgers University
Center for Advanced Human Brain Imaging Research David 7ald david z2ld@rutzersedy 615-306-9860
Center for Advanced Proteomics Research HengLi linoa@njms rutgers edu 973-972:5396
Genome Editing Shared Resource Peter Romanienko, PhD pir110@cini rutgers.edu 7322333978
Metabolomics Shared Resource Xiaoyang Su xs137@rvjms rutgers.edu 7322355447
Research Pathology Serviees Core Marianne Polunas RPh, PhD marianne polunas@ruteers edu £48-445-1430
Rutgers University Animal Care (RUAC) Central Administration ruac-info@research rutgers.edu
Rutgers University Molecular Imaging Center (RUMIC) Edward Yurkow yurkow@ored.rutgers.edu 845-445-2403
Rutgers University — Ceramic, i i i u
Analytical and Process Testing Facilities DrRichard Haber richhaber@rutgers edu £48-445-4931

4. On the core’s home page, Select the Request Services tab

& Gabriela Alulema Help  SignOut &

Rutgers University Animal Care (RUAC) RUTGERS

About RUAC | Schedule Equipment | Request Services | View My Requests = Contact Us

Qverview of Services

Rutgers University's Animal Care program offers comprehensive animal care including protocol review, a duly- i animal care i i health and laboratory safety, and full-time veterinary care. RUAC's also
offers core shared-use services to investigators in both academic and industry clients. The focus of these cores is to provide high quality, cost-effective services to the research community.

Comparative Medicine Resources

Rutgers comprehensive program of animal care includes protocol review, a duly i animal care i health and safety, and full-tme veterinary care,

Our animal care facilities are USD. and ited by AAALACI, an iation widely ized for its standards of in laboratory animal care and has an Animal Welfare Assurance with the US Public Health Service
(PHS), a requirement for conducting any PHS/NIH-funded animal work. Animal Care works closely with the Institutional Animal Care and Use Committees (IACUC) to provide the highest quality animal care and veterinary oversight of our
research animals in support of this commitment to humane animal research.

Rutgers team of highly skilled veterinarians, veterinary technicians and animal care technicians provide medical care to animals, training and technical services for research staff.
Veterinarian Services Our veterinarians are available for consultation and assist with a variaty of topics including:

Assist ressarch staff with developmant of new animal models and protocols

Ensure appropriate surgical and posisurgical care is provided

Provide instruction and advice regarding handling and restraint, anesthetic and analgesic drug selection
Health monitoring which includes:

Disease prevention and regular surveillance

Diagnosis, treatment and resolution for sick animals


https://rutgers.ilab.agilent.com/service_center
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5. Click on the ‘Request Service’ button next to the service of interest.

Agilent

= (CrdssLab | iab operations sottware

& Gabriela Alulema  ~

Rutgers University Animal Care (RUAC)

P Service Projects & Quote Requests

¥ Service list

To request work through the Animal Care facility, please submit a work request from the above Service Reguest section.

*If you are requesting a single service, please expand the category below and click the 'Request Service' button for the prefered service.

Search available services: [ |* View. by calegory. alphabelically
» Aquatics Supplies and Services (12)
» Gnotobiotic Supplies and Services (7)

CMR- Animal Caretaker Support
Charge is per hour that the service is provided

CMR- Euthanasia
Charge is per hour that the service is provided

CMR- Husbandry Supplies (Non-Standard Enrichment, Caging, Bedding, Special Diets and Gases)
“Actual price of item Is determined by cost

RUTGERS

Aboul RUAG | Schedule Equipment || Request Services || View My Requests | Contact Us

28 Sort manually

request service

request service
565,00 (Inlemal Academic

request service

50,00 (intemal Academic)

6. You will be asked to complete a form before submitting the request to the core.

7. Your request will be pending review by the core. The core will review your request and either
Agree to the work or they will ask for more information if needed.
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» Reserving Equipment:
To Create an Equipment Reservation:

1. Click on the following link: https://rutgers.ilab.agilent.com/service center

2. Select “Rutgers iLab User Login” and login using your Rutgers NetID and password

3. On the following page, you will see a list of the available Rutgers “Core Facilities”. Select the core
you wish to reserve equipment from.

Core Facilities &ITGERS

View | Coresat My Institutions

Primary Contact Email Phone Number

615-306-9560

973-972-5396

DrRichard Haber richhaber@rutgers.edu 545-445-4931

4. On the core’s home page, Select the Schedule Equipment tab

5. Click on the ‘View Schedule’ button next to the instrument of interest.
Click and drag on the time frame you would like to schedule your reservation for.

6. A window will pop up that will allow you to verify your reservations details and provide payment
information before saving the reservation.

About Our Core ( Schedule Equipment 0 Request Services | View My Requests | Contact Us
e .

Schedule Resources

Location: Room 101
Assisted use is available

View Schedule

Test Equipment 2 description pricing Default usage type Mon-Fri 09:00 AM - 05:00 PM ($100.00/hr)

View Schedule


https://rutgers.ilab.agilent.com/service_center
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7. Once submitted, the core will review the Schedule Equipment request. They will confirm or deny
the request at that time.

a. If the core accepts your request, your scheduled time will be confirmed. No further action
is needed. You will be able to use the equipment at your designated time.

b. If the core rejects your request, they may provide an alternate date or request additional
information through a comment in iLab.

*Please note: Some equipment requires training prior to use. A core may ask you to
schedule training. A user may request training through the Request Services section of the
core’s page*

Support - Regular Core > View Schedule

Equipment A1 Confirm Usage
Scheduled maintenance - Thurs, 14 May. Only trained users will have access to the equipment during that time.
Week (5 Days) - o 8 < Mon, 11 May - Fri, 15 May 2020, Linked Calendar Calendar Details
Pacific Time (US & Canada)
Mon, 11 May Tue, 12 May Wed, 13 May Thu, 14 May Fri, 15 May
07:00 AM - 08:15 AM
iLab Team

09:15 AM - 09:45 AM
iLab Team

10:45 AM - 12:45 PM

11:00 AM - 12:30 PM .
o Unavailable
Support Team Maintenance

Default Usage Type / Price: $345.98/hr (all

Cancelled
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» Invoices and Payments:

Invoices can be accessed through the link e-mailed to the user. A list of invoices is also
accessible from the left-hand side navigation.

b | itabOperaions Somware 0 IR - s

Communications (0) ¥ Home

Core Facilities .

Equipment Search

My Cores

View Requests Search equipment and resources at your insfitutions. -
View Funds

My Centers

Invoices &
™ 1 researcher is seeking access to 1 core you manage

Reporting ®. 3 researchers are seeking access to 2 labs you manage

Manage Groups
My Groups

My Cores

If you need help, email: iLab-support@agilent.com

People Search © Agilent Technologies, Inc. 2021

| Privacy Policy| Technical Security Measures | Acceptable Use Poli

< Invoices Interface

@ Invoices

Invoices
04 Hide Filters \

¥ Keywords >> | @
/~| Get PDF of Invoices ‘ B Download Results as CSV | | 54 Email Admins with Access to Invoices | | Mark selected invoices as paid | | Mark selected invoices as billed ‘

Go
‘ Displaying 3 out of 4 resuli(s). (Page 1 of 1)
» Total Cost Over 9
= Created On Core Invoice Number Lab Owner Payment Numbers Price Types Total Cost Status Approval Status L]\
wner
» Owner Institution . i X OHEEg -
Mar 14 '18  Flow Cytometry Facility FCF-5244 Sample Lab Sample Manager 23544 Internal $325.00  Not Yet Paid not required K ”
mark as pai
O MG g
Event Mar 14 '18  Flow Cytometry Facility FCF-5243 Sample Lab Sample Manager 22123 Internal $500.00  Not Yet Paid not required K %
—— mark as pai
» Payment Number
» Price Types . . . OHEGg -
Mar 13'18 Flow Cytometry Facility FCF-5240 Sample Lab Sample Manager 22123, 23544 Internal $965.00  Not Yet Paid not required .
» External mark as paid
» Approved By \ A

» Approval Status

> Status

» Invoices Sent

» Receive Hard Copy

» Dispute status
» Detached
» Refunds

» Date Created
© Apply Filters
% Reset Filters
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< Hide Filters

¥ Keywords

+ Filters: You can filter invoices on a wide variety of other attributes using

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

+ View Invoice Information:

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

Created On Core Invoice Number Lab Owner Payment Numbers Price Types Total Cost Status Approval Status 4
4 i=pile \
4 - >
Mar 141 D1OW Cylometry  pop 550y Sample  Sample 23544 Internal  $32500 NOLYel ot required
Facility Lab Manager Paid mark as paid |
Flow Cytomet Sample  Sampl Not Yet 7EHQ
Mar 1418 _ oW SYIOMEWY  pop 5743 ample ample 22123 Internal $500.00 oL T®U hot required
Facility Lab Manager Paid mark as paid
Flow Cytomet Sample  Sampl Not Yet -
Mar 13118 — oW SYIOMEY  pap 5740 ample ample 22123, 23544 Internal $965.00 o 81 not required
Facility Lab Manager Paid mark as paid

o Created on: The date the invoice was created.

o Core: The core that issued the invoices for services rendered
o Invoice Number: The number assigned to the invoice.

o Lab: The lab that is responsible for payment of the invoice.

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

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

o Price Types: Each service will be charged at a specific price type, depending on the nature of the
customer (in some case overridden by the Core administrator).

o Total Cost: Total amount charged on the invoice.
o Status: The status of the invoice (Paid or Not Yet Paid).

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


https://help.ilab.agilent.com/36900-managing-your-group/271362-group-settings
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+ Invoice Actions

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

The Comments panel can be used for back and forth conversation between all users who have
access to the invoice.

Notes for Core
Notes for core
Add/Edit

Notes

General notes

Add/Edit)

Comments

Mar 14 1g  lizel Jenkins said: edit
11:43AM  Comments

| Comment |

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


https://help.ilab.agilent.com/36900-managing-your-group/304148-invoice-detail
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<+ Viewing invoices
o To view an invoice from the Invoices Interface, select the magnifying glass icon located to the
right of each invoice line.

(=] (a
Flow Cytometry FCE-5243 Y B1@

] Sample Sample Not Yet
Mar 14 '18 Facility iab Manager 22123 Internal $500.00 Paid not required S p/

Sample Invoice:

@ J)-| BacktoCore Biling Event Markaspaid Hide details Show details [ @

Invoice No. FCF-5244
Invoice Date March 14, 2018
Lab Sample Lab

From: Flow Cytometry Facility To: Sample Lab | Sample Manager
e show additional contacts
Invoice Total $325.00
Invoice Details

DATE ITEM DESCRIPTION PMT# QTy PPU  STATUS TOTAL

¥ Request: FCF-SM2-14  Start: March 14, 2018 Owner: Sample Member 2 = 5«“

March 14, 2018 100 Cycle Paired End Sequencing 1 23544 7.0 $25.00/lea  Completed $175.00
Lane
(Internal)

March 14, 2018 HiSeq Rapid Run 150 bp, paired 23544 5.0 $30.00/ea  Completed $150.00
end
(Internal)

Actual cost: $325.00 Projected cost: $325.00 Invoice cost: $325.00)

Invoice Total $325.00

Powered by iLab

o Notes

For core p 4
Notes for core
For customer 4

General notes
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> Changing Project/Payment Information

To change the Project/Payment information that applies to an entire Service Request, find the request in
the “View All Requests” tab of the core, and then click the dollar icon for that request:

date for service id © status total price
» Jan 10 Jackie Berge CIC-JB-[CID] Waiting to Submit to Researcher $0.00 o 'Id &
(Jan 10 2018) Admin Lab (HCOM) Consultation - started ($0.00)
») Submit
P Jan D4 Shanon Altenwerth Test2 1-4 Waiting for Researcher to Agree $0.00 e @
(Jan 04 2018) Core: Cell Imaging Center (HCOM) Lab ($0.00)
Miscellaneous: Misc © Disagree
P Jan 04 Jackie Berge Test 1-4 Waiting for Researcher Approval $0.00 v 0
(Jan 04 2018) Admin Lab (HCOM) ($0.00)
Miscellaneous: This is a test @ Disagree
» Jan 03 Jackie Berge CIC-JB-[CID] Waiting to Submit to Researcher §0.00 ~ o
(Jan 032018)  Admin Lab (HCOM (80.00)
») Submit
» Jan 03 Jackie Berge CIC-JB-[CID] Waiting to Submit to Researcher $0.00 S5 &
(Jan 03 2018) Admin Lab (HCOM (80.00)
») Submit
P Jan 03 Marissa Clark Cic-mc-[CID] Waiting to Submit to Researcher $0.00 o Id &
(Jan 03 2018) Admin (ITl) Lab (80.00) \ /
») Submit

This will open the service request fund window, which lists the charges that are part of the service
request at the top.

charge billing status payment type amo ¥
w 100 Cycle Paired End Sequencing 1 Lane Not Ready To Bill 23544 $175.
w HiSeq Rapid Run 150 bp, paired end Not Ready To Bill 23544 $150.0

selected charge(s) total: $0.00

Amount currently due: $0.00
¥ Update payment info for selected (%) charges

Payment Method™&¥| Fund Number ¥
23544 M

¥ make default for project?

payment notes &

save cancel

To change the project account information you need to:

o Select the charges to which you want the new fund information applied.

o Select or change the desired payment method, as discussed in more detail in Payment Methods.
By checking the "make default for project?" check-box, the selected payment method will be used for any
new charges added to the project.


https://help.ilab.agilent.com/37179-using-a-core/296846-payment-sources
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» How to identify iLab transactions in Oracle reports
(For Faculty’s Business Managers/Finance Team)

The following Oracle reports show the iLab transactions that have posted to a faculty user’s grant and/or
departmental accounts:
RU PJ 073 Project Costs Detail Report:

o Document Name (Column L) — iLab transactions will be titled “RU iLab”

o Expenditure Comments (Column AA) —the corresponding iLab invoice number will be

listed in this column. Please see the Invoices and Payments section of this document for
instructions on how to view invoices and identify invoice numbers.

Account Analysis Report:

o Account (Column N) — For internal RU Pls, iLab transactions will be posted to Account
#74125

o Line Description (Column W) — The Trx Source and Trx Doc will be titled <RU iLab>

Financial Management — Manage Cost Projects
- From the Rutgers Portal, click on Financial Management (Oracle Cloud)

Financial Management
(Oracle Cloud)

Yo

- Next, select Costs

Costs

- Onthe following page, select the papericon |§| on the right hand-side to expand
the menu.



RUTGERS

Under Review and Adjust, select Manage Project Costs

Review and Adjust
* Manage Project Costs

+* Manage Committed Costs

* Manage Cost Distributions
Click the triangle to the left of Search to expand the search table.

Enter the Project Number you wish to look up and then enter 74125 in the Expenditure
Type search box. All internal RU iLab transactions are posted to 74125.

Click Search at the bottom right of the search table.
All RU iLab transactions will be listed at the bottom of the page under Search Results

Click on a transaction number to view more details. The invoice information will be in the
Comment of the transaction details
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» Additional iLab Help

+ Help Site: iLab offers numerous user training resources. Some training resources may be found

in the Help Site at the following link: https://help.ilab.agilent.com/

Agilent

CrossLab

iLab Operations Software

Managing a Group
Using a Core

Managing a Core
Managing an Institution

Requisitioning

Webinars

Ilab Glossary

You may use the search box to look up instructions on how to complete tasks in the iLab system.
Ex: If you would like more information on requesting services, you may type in “request services” in the search box.

CibSsLab

iLab Operations Software

Welcome to iLab Help Site
Managing a Group

Using a Core

Managing a Core
Managing an Institution

Requisitioning

Webinars

Ilab Glossary

Contact Support

Welcome to iLab Help Site

Support Home » Welcome to iLab Help Site

Welcome to iLab Help Site

Quick Start Guide Getting Started with iLab

Getting Support
questions

Q request services|

Search results for “request services”

Request Services

The Request Services tab is where Core Customers can see the services a core pro.

@ Last published June 30th, 2020, by Vinod Rajendran

Request Services (Product Core)

The Request Services tab in a product core is where Core Customers can see the p...

@ Last published January 6th, 2021, by Heather Meier

Overview of Managing Request Services

The Request Services tab is used by core customers to initiate service project re...

Last published September 20th, 2018, by Bas van der Brugge



https://help.ilab.agilent.com/
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+ Opening Tickets

o Email: For assistance from an iLab Support team member, you may email ilab-
support@agilent.com. You will receive an automatic ticket number from Agilent-iLab
Support. A team member will get back to you with a response. If needed, you can follow up
with Agilent and reference the ticket number from your email.

o iLab Support Portal: You may also submit a support ticket directly from the iLab portal.
1. Select the “Help” button on the top right corner of your homepage.

2. Ontheilab Support Portal, select “Submit a Ticket”.

Cio%Lab a3 Opamrs soneae

iLab Support Portal

[ @ (=) =

si System Staty ntact Support By Lab Webinar

Search our helpsite and browse View the current status of the View recorded iLab webinars on
documentation iLab application iLab Support regional phone system functionality
numbers.

o ® 7

Ti Review Tickets

Submit 3 new suppart ticket Review previously submitted
tickets

3. Fillin the form with a description of the issue you are encountering.
Title (Subject)

Description

Description of the issue:
Location where issue occurred (e.g. link, name of core, etc.):

Please feel free to record a short video or screen capture of the issue using the tools at the top of
this form. Or please attach a screen shot below.

[+

Drop files here or click to upload

Images can be pasted into the description as well

Submit Ticket


mailto:ilab-support@agilent.com
mailto:ilab-support@agilent.com
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+ Reviewing Open Tickets

You can review all the tickets you have submitted directly from the Support Portal or by e-mail by
clicking on the 'Review Tickets' button. This will open up the ticket review panel (some columns
have been masked):

1
My Open Tickets My Closed Tickets Organization Open Tickets Organization Closed Tickets All Tickets ] 9 Search Visible Tickets Below

0[‘:' Export CSV

4
Status Date Date Customers Contacts Ticket Ticket Name Ticket Sub Date
Created Maodified Number Type category Closed
Under 11/27/2017  11/30/2017 Question Billing
review 10:52AM  9:25 AM =
Support
Bug 10/30/2017  10/30/2017 Bug
submitted  10:14 AM 11:20 AM
Waiting 10/05/2017  10/09/2017 Question
for other  2:35 PM 11:16 AM - Other
team team
Needs 08/02/2017 08/29/2017 Question  Other
support 1:33 PM 12:20 PM -
follow-up Support
Under 03/01/2017  03/02/2017 Question  Integration
review 11:03 AM 12:05 PM -
Support
Needs 09/23/2016 05/26/2017 Question  Scheduling q
L T pac o .

1. Ticket filter: By default, you will see all of your open tickets. However, you can also choose
to review only your closed or all of the tickets. If you are an Institutional Administrator, you
will also see options to view all open tickets and closed tickets across your entire
organization (i.e. tickets submitted by all other users at your institution).

2. Search: Enter terms like ticket number or partial name to filter the list of tickets.
3. Export CSV: Download the displayed list of tickets to a .csv file.

4. Ticket list: Show all the tickets based on the applied filter criteria. Click on the ticket name or
number to access its detailed information, such as current status or history.



