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Adding a new Core Member to your Core Facility 
 
**Only Core members with Admin Level access will be able to add new core members to the core facility.** 
 
1. From the Core’s home page, select the Administration tab.  

 

 
 

2. From the Administration tab, select Members. 
 

 
 

3. After you expand the Members section, you will find a textbox underneath Manage administrator and staff 
access. Enter the name of the person you wish to add to your core and click Search. 
 

4. If the person is registered in iLab, you will be able to search their name and select their access level in the drop-
down menu located on the right. 
 

5. Then select Invite. 
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How to Add a New Service to your Core 
 
1. From your core’s iLab page, click on the Request Services tab. 

 

 
 

2. Scroll to the Service List section and click on Add a Service Template. 
 

 
 

3. Complete the New Service form on the following page and click Save. 
 

 

 

How to Add a New Equipment Schedule to your Core 
 

1. From your core’s iLab page, click on the Schedule Equipment tab. 
 

2. From the right-hand side, click on More which will have a green down arrow icon next to it. 
 

3. A pop-up menu will appear. Select Add Schedule. 
 

 
 

4. Complete the New Equipment Schedule form on the following page, and then click Save. 
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How to Create a Billing Event 

 

1. From your core’s landing page, select the Billing tab. 

2. Click on New Billing Event. 
 

3. On the following page, load the charges you wish to bill: 
 

o Select the proper End Date for the Accounting Period you wish to post the charges to. 

• If you wish to post the charges to the month you are currently in, use today’s date as the 
End Date. 
OR 

• If the previous month’s accounting period is still open and you wish to post the charges 
there, select the last date of that month. For example, if today is 8/4/2022 and you wish 
to post the charges in the July period, select 7/31/2022 as the End Date.  

**Please select the end date carefully. Selecting the wrong end date can cause the journal entry to 
post in the wrong accounting period, which will affect revenue reporting.** 

 

o In the Event Name textbox, make sure the title shows the billing period month and any 
other keywords that will help you identify or differentiate the billing events. (For 
example: Flow Cytometry Facility – July 2022 Tech Charges) 
 

o In the Include drop down, select “all” to post billing for both internal and 
external customers. 
 

o Group By: Choose how charges should be grouped when creating invoices. 
Default is lab. This is the most used. 
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4. Click Load Charges 

 
5. Review the charges that will be included in the billing event and exclude any that 

you do not want to bill for yet. 

o To exclude a charge, click the green down arrow to the right of the charge 
 

 

 
6. To create the billing event, select Create at the bottom left-hand side. Please ensure that you 

have selected the correct End Date prior to clicking Create. Once the billing event is created, the 
date cannot be changed. 

o If you wish to save this as a draft and create it later, click “Save as Draft. 
 

 

 

7. Once you click create, the billing event status will change to Billing Initiated 
 
 

8. For instructions on sending the invoices to PIs for review, see the How to Send 
Invoices section on the next page. 
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How to Send Invoices 

Once you create your billing event, invoices will be generated as well. To send the 
invoices to the PIs: 

 
1. Click the invoices link next to your billing event. 

 
 

2. Under Bulk Invoice Mailer, select “send invoices to all invoice owners.” 

3. If you would like to write a message for the PIs, select “prepend custom message to 

invoice emails”. A text field will appear where you can enter your message. 

4. Click Send Invoices at the bottom left-side corner 
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Posting Charges to Oracle 

1. When you are ready to send your charges to Oracle, select 

Summary next to the billing event. 
 

  

 

2.  On the following page, click “Send File to ErpRutgers” located on the bottom left- 

hand side. 

 
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. iLab will be scheduled to send the billing file to Oracle that evening after 5:00pm ET 
o You can undo this step by selecting “Undo file send”. 

 
4. The billing event status will change to “Ready to Send”. Then once the charges successfully 

post to Oracle, the billing event status will change to “File Sent” 
 
 
**Important Note: It is best practice to post charges to Oracle a few days after 
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How to identify iLab Transactions in Oracle 
(For Core Business Administrator) 

 
Account Analysis Report 

To review internal PI Charges 
 

o Account (Column N) – iLab transactions will be posted to Account #74125. 
o Line Description (Column W) - The Trx Source and Trx Doc will be titled <RU iLab>. You will also 

find the Invoice # in this column. In the example below the invoice # is RPSC-1240151. 
 

                              
 

 
 
To review external PI Charges 

o Account (Column N) – external iLab transaction will post a debit to Account # 12807 
(Accounts Receivable) and a credit to Account # 42055 (Other Revenue External).  
**Note: Once actual payment is received, you will need to credit Acct #12807 

o Category (Column Q) and Source (Column R) – Column descriptions will be RU iLab. 
o Line Description (Column W) – Invoice number 
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Issuing a Refund 

 
Sometimes after a service is invoiced, charges are found to be incorrect and need a refund. If the 

billing file has already been processed and posted to Oracle, a refund must be entered to resolve the 

incorrect charge. 

Refunds add a new line item that can be sent to the ERP to refund the original charge. Refunds can 

be entered from the Billing tab. 

 
 

Eligibility For a Refund 
 

A refund can only be initiated if the invoice has been marked as paid. This can be done by an automatic 
file transfer or by manually marking an invoice as paid. You then open the invoice using the magnifying 
glass to view the invoice. 

 

 
Enter a Refund 

 
Administrators can search for the invoice which requires a refund either from the billing event list view 
or from the invoices list view on the left side of their iLab page. After navigating to the invoice, hover 
over the charge that needs to be refunded to display the initiate refund icon. 

 

https://help.ilab.agilent.com/37451-billing/266667-overview
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Once the refund icon is clicked you will be prompted to select the reason for the refund from the drop 
down box for tracking purposes and then enter in the quantity of the charge the needs to be refunded. 

 
 

 
Once you click the Initiate Refund button, the refund icon will remain on the refunded line item as a 
visual indicator that a refund has been entered for the charge. 

 

 
To view the newly created refund line item click on the magnifying glass icon above the line item. The 
request view will open in a new tab. 
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Click on the blue triangle to open the request and view the list of charges. The refunded line item will 
be flagged with a refund icon and the list of refund line items for the original charge will be listed below. 

 

 
If you click on the refund icon of a refunded charge on the request or on an invoice, you will see a 
summary of the refunds for the charge and see links to invoices for all of the line items. 

 

 
Once a charge is refunded, the refunded charge and added refund line items will be visible on the 
request and invoice. All administrators, including customer administration, with access to the request or 
invoice will be able to see the refund icon and click on it to review the refund summary. 

 
 
 
 

 
 

Process a Refund 
 

Once the refund is initiated, a refund line item is added to the request with a negative quantity. This 
line item is automatically added as "ready to bill" and will be available to add to the next billing 
event. You can elect to allow refund line items to be added to the same invoices as other charges or to 
be added to separate invoices once the new billing event is created. Once the refund line item is added 
to an invoice from the new billing event creation, it will be included in the next billing file that can be 
sent to the institution ERP. 
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How to Run an Aging Report 
 

1. From your iLab home page, expand the main menu by clicking on the 3-horizontal line icon located on the 
top left corner of the screen. 
 

2. Under Core Facilities section, select Invoices. 
 

  
3. On the Invoices page, you will see a filter menu on the left-hand side. Expand the 

Cores section and select the core you wish to review invoices for.   
 

4. Then, expand Past Due, located at the bottom of the menu, and select the four 
ranges (0-30 Days, 31-60 Days, 61-90 Days, over 90 Days)  
 

5. Select Apply Filters at the bottom of the filter menu.  
 

6. If you wish to download the results as an excel, select Bulk Options, located top-
right of the invoices list.  
 

7. Once Bulk Options expands, select Download Results as CSV. 
 
 

 

 

 


