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Adding a new Core Member to your Core Facility

**0Only 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.

N
Rutgers University Molecular Imaging Core (RUMIC)

‘About Our Core || Scheaule Equpment] | Request Services || View Al Requests | Reservatons | People || Reporting || Biling | Charge Enry " Adminiuation

2. From the Administration tab, select Members.

»Custom Forms

» Members fffmm— e

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.

yMembers

@ Manage administrator and staff access

[ Cristina Estillore || Search |

1 results for Cristina Estillore:

Add additional members from your institution by searching for first, |ast name: o
-

Name Invite
Cristina Estillore o member w || Invite
" [member
manager
financial_manager

current managers and employees
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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.

& Gabriela Alulema =~

= (Crdsslab | iteooversiions sofware

Research Pathology Services Core o\ ‘ I:QJTGERS

About Qur Core || Request Services | View All Requests | People | Reporting | Billng || Charge Entry | Administration

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

= Cﬁ')"ggl_ab | iLab Operations Software

Research Pathology Services Core

j RUTGERS

THE STATE UNIVERSITY
OF NEW JERSEY

About Our Core || Request Services | | View All Requests || People || Reporting | Billing | Charge Entry || Administration

P Service Projects & Quote Requests

¥ Service list \

-
28 Sort manuzlly | | @ 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.

= (Crosslab | e Overssons Somware I“l [EeTarooes
o N
Rutgers University Molecular Imaging Core (RUMIC) \ &JTG ERS

Schedule Resources

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.

Request Services | View All Requests | Reservations = People Rep’\_’l/ Billing | Administration

#a Merge Drafts s View Char.LZ‘/\/'f &) New Billing Event | | View Detached Invoices

aying 30 out of 40 results. (Page 1 of 2)

« Previous 1 |2 || Next —

Value (# of
i Status Date Added charges) Actions

3. Onthe 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

e 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 Inthe 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)

IH

o IntheInclude 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.

Create a New Billing Event

1. Select which charges to view

End Date Jul31, 2022 He
Event Name |F\uw Cytometry Facility - July 2022 Tech Charges L4
e

Group B

Reafunds will be added to separate invoices

18 Load Charges



RUTGERS CORE ADMIN ILAB USER MANUAL (BILLING)

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 Toexclude a charge, click the green down arrow to the right of the charge

V included charges

date  customer service id total & payment number status ¥ actions ¥
04/30 Kenneth Able FCF-KA-48 $125.00 Multiple: % Ready To Bill & L]

Able, Kenneth (Rutge Lat ) v Paired End Sequencing

02/27 Meredith Adams $101.25 Multiple: % Ready To Bill | § i

100.0% Wire Transfer
02/27 Meredith Adams ECF-MA-4 $22.50 Multiple: ¥ Ready To Bill [} ]

Adams, Meredith (M 5 Hig| th Kit Ll 100.0% Wire Transfer
02/27 Meredith Adams ECF-MA-27 -$15.00 Multiple: $ Ready To Bill ]

100.0% 789432 Refund - Incorrect quantity

02/27 Christopher Agans FCF-CA-3 -$20.00 Multiple: & Ready To Bill s

pt nE Hourly 100.0% 824440 Refund - Incorrect quantity [0

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.

P excluded charges

3. Save the billing event with all included charges and view invoices

Create | Save as Draft | cancel

Return to Core

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

8. For instructions on sending the invoices to Pls 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 Pls:

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

About Our Core || Schedule Equipment || Request Services Reporting || Billing || Charge Entry | Administration

View All Requests || Reservations || People

oh Merge Drafts | | ‘4 View Charges | | @ New Billing Event | | View Detached Invoices

Displaying 30 out of 167 results. (Page 1 of 6) o
—Previous 1 [2][3][4][5][6][Next—

Name Created By Status Date Added Value(#of charges) Actions
=
Oct 06 22 $767.75(5) Summary Invoices %

CINJ Proteomics Facility - October Adell Bosco Billing initiated

. Under Bulk Invoice Mailer, select “send invoices to all invoice owners.”
3. If you would like to write a message for the Pls, 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

Return to Core || Summary || Invoices || Credits

2, Reload Invoices

Invoices

Bulk Invoice Mailer
@® send invoices to all invoice owners o

) send invoices to selected invoice owners
(_) send unapproved invoices to selected invoice owners ..

O send invoices with selected price types to invoice owners._ .

end unpaid inveices
(_) send invoices missing billing information to selected invoice owners...

Prepend custom message to invoice emails? ~ o

File= Edit= Insert> \View= Format-

= Paragraph ~ FontSizes ~ I,

A-EEEE x X Q&P R 0 m =

=
~

c

"M
[[]

P

Send Invoices ‘--.."'_—___. o

[zt Mark all invoices as [Update status ~| [~ Download one PDF of All Invoices
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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.

About Our Core || Schedule Equipment | | Request Services | View All Requests || Reservations || People = Reporting |Ei|ling| Charge Entry | | Administration

&4 Merge Drafts °\, View Charges | | @ New Billing Event | View Detached Iiﬁ\ces

Displaying 30 out of 167 results. (Page 1 of 6)

« Previous 1 [2][3][4][ 6] [Next —
Mame Created By Status Date Added Value (# of charges) Actions 4

-
CINJ Proteomics Facility - October Adell Bosco Billing initiated Oct 06 22 3767.75 (5) Summary Invoices o

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

Summary Price Type Billing Status

Created On
Oct 06,2022 at 14:06

End Date
Oct 31,2022 at 23:59

Charges
5charges totalingin $767.75

Grouped By W CINJ Full Member
lab External Academic

W Billing Initialized (§767.75)

Download Files

Send File to ErpRutgers ~— o

Internal Billing File
External Billing File

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 Pl 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.

N o] P Q R 5 T U Vv W
Account  |Activity |Account (Category |Source |Journal |Journal |Line Header Line
Desc Batch Number |Description |Description
T - - - - - - - - -
4125 fooo0 Recovery  |Miscellane |Projects |Projects A| Sep-23 66 Project
Senvice ous Cost 94021570 | Miscella Expenditure |
Center & 00001 neous Project=<
9402160 Cost 22- 202460 = |
Y 6001086 Task< 200 =
| Trx Source
# <RUilab > |
Trx Doc <
RU iLab = |
Comment =
RPSC-
1240181 =

To review external Pl 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

N o] P o] R 5 T u \i w X Y AA AB AC AD
Account [Activity |Account |Category |Source |Journal [Journal |Line Header Line R R Party A d Dr[ A d Balanct
Desc Batch Number |Description |Description (Interface |Interface |Name Cr|
Contract |Project
et A h hd hd hd hd s s " |Number .~ |Number ™ A hd <l -
12807 000 Accounts  |RU iLab RUilab |RUGLILA [ RUGLIL [ 2 Journal RPSC- 4.250.00 0.00 4.250.00
Receivable BACT202 | ABACT2 Import 4425511
Agile 20922170 | 0220922 9345839:
658_2022 [ 170658 _
0922 _dat 2022092
RUilLab A 2.datRU
4342 iLab 22-
9345839 6001086
N
42055 000 Other RU iLab RUilab |RUGLILA [ RUGLIL [ 4 Journal RPSC- 0.00 4.250.00 -4,250.00
Revenue BACT202 | ABACTZ2 Import 4425511
External Se 20922170 | 0220922 9345839
6562022 | 170656_
0922 dat 2022092
RUilLab A 2.datRU

4342 iLab 22-
9345839 6001086
M




RUTGERS CORE ADMIN ILAB USER MANUAL (BILLING)

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.

J=| Get PDF of Invoices | | [ Download Results as CSV | | [E4] Email Admins with AXcess to Invoices

Lab And Institution Invoice Owner Invoice Number Payment Numbers Total Cost Status Comment Approved?
Becker, Amira (UOPH) Lab (569 8 i B @ M=

i ira ) ( ) Nakia Kub (invoice_owner) EMF-2253 7896541 $73 % Paid click to edit & not required
(University of Port Hope) 2 chargesy, mark as billed
Feest, Lorenzo (PRI) Lab (41 3 B & M=

( ) 2 ¢l Torey Green (invoice_owner) EMF-2252 APP01203 3900 ~ NotYetPaid click to edit & required

(Petersfield Research Institute) 2 charges mark as paid

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.

Invoice Details
DATE ITEM DESCRIPTION PMT# QTy PPU  STATUS SUBTOTAL TAX TOTAL

¥ Request: EMF-DF-29 Start: July 21, 2017  Owner: Dave Fritsch
Financial Approver: iLab Admin - July 21, 2017

(72628) July 21, 2017 Bead Level data 7896541 1.0 $24.38/ea  Completed  $24.38 ii xj}nl /}

(72629) July 21, 2017 lllumina CNV370 arrays 7896541 10 $48.75/ea  Completed $48.75 $0.00 548 752

»

Actual cost: $73.13 Projected cost: $73.13 Invoice cost: $73.13


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.

ont Mo 7ROARAA °

mira (UOK Create a refund

Refund Reascn

Select one v |

Select one 13

Incorrect Quantity

STATU
Charge Cancelled

d v
Incorrect Price

Completed| &
Incorrect Payment Number 136 90

Completed D4G. D U

$48.75 ¢

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.

Invoice Details
DATE ITEM DESCRIPTION PMT# QTy PPU STATUS SUBTOTAL TAX TOTAL

¥ Request: EMF-DF-29  Start: July 21, 2017  Owner: Dave Fritsch \ &
Financial Approver: iLab Admin - July 21, 2017

(72628) July 21, 2017 Bead Level data 7896541 1.0 $24.38/ea  Completed $24.38 $0.00 $24 '

(72629) July 21, 2017 lllumina CNV370 arrays 7896541 1.0 $48.75/ea  Completed $48.75 $0.00 54875 ¢

Actual cost: $48.75 Projected cost: $73.13 Invoice cost: $73.13

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.

Invoice Details
DATE ITEM DESCRIPTION PMT# QTy PPU STATUS SUBTOTAL TAX TOTAL

¥ Request: EMF-DF-29 Start: July 21, 2017 Owner: Dave Fritsch
Financial Approver: iLab Admin - July 21, 2017

(72628) July 21, 2017 Bead Level data 7896541 1.0 $24 38/ea  Completed $24.38 $0.00 $2433 68 ¢

(72629) July 21, 2017 lllumina CNV370 arrays 7896541 1.0 $48.75/ea  Completed $48.75 $0.00 54875 ¢

Actual cost: $48.75 Projected cost: $73.13 Invoice cost: $73.13
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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.

v Jul21 Dave Fritsch EMF-DF-29 Completed 7896541 $73.13 -$122 $47.53 ¥ 'S
(Jul 212017) Becker, Amira (UOPH) Lab (848.75)

completed: Jul 21

»> Overview

» Payment Information

Collaborative Options
Share with collaborating cores

v Forms and Request Details (see bottom of st to add items to this request) :=

> Jul 21 Bead Level data Quantity Tax Total Billing Status: Nork Status »‘fl;)r
11:59AM  llumina 1.0 $0.00 $24.38 Paid Completed v ‘1
& nEzezLQnPw oS3 vl o (j‘{n(;n.\ :,‘ 22 5121 60 ga;adgyaT‘o Bill v ‘Fb‘é;:‘ifﬂdvf‘;”CC"f‘EifP“Ce J‘”ﬁ"}
> #‘592;\»1 Il‘:LL'J“I‘T:;na CNV370 arrays t{w(;mu, ;0\'00 ;4‘% - E‘Ma‘\”dc Status: (;(rm:pa!;:ed . X
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.
Total Billing Status Work Status v 08 x
b?ﬁ Paid _Comnleted. v |
Tol . x
Q All Refund Transactions
= Refund Date Reason Service Name Quantity Invoice Date Invoice Number ' X
$4
Dec 20, 2017 Incorrect price  Bead Leveldata -1.0 Not Invoiced
svent
ove.

J~1Generate PDF quote

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.

Agilent

‘ iLab Operations Software

CrossLab

Home
Communications ()

30

¥ Home

Core Facilities N
Equipment Search
My Cores

My Reservations Search equipment and resources at your insiitutions. -
View Requests

View Funds

My Centers

Reporting

Manage Groups
My Groups
MyDepartments
My Cores

Rutgers University
Rutgers Cancer Center
People Search

1t you need help, email-iLsb-support@zgilent com
© Agilent Technologies, Inc. 2022

¥ Kevwords

[—

b Total Cost Over

Brivacy Policy

» Quner

» Qwner Institution

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.

¥ Cores

O wetaioiomics Core
Research Pathalog... {
O Rutgers Test Gore:
() Rutgers University
O Rutgers University

> Labs

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)

b Billing Event

P Payment Number

b Price Types

» External

» Approved By

> Appraval Status

> Status

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

¥ Invoices Sent

P Receive Hard Copy.

» Dispute status

¥ Detached

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

> Refunds

» Date Created
¥ Past Due
0-30Days
31-80 Days
61-00 Days

over 90 Bays

© wy s fi— e

2 Resat Filters

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

@ Invoices
Invoices
< Hide Filters
¥ Keywords ﬁ << Bulk Adtions
[ Joa |Thispae dispiays invoices from the past one year To access oider invoices please use the Date Created fiter a the bottom
¥ Total Cost Ov Displaying 5 out of 5 result(s). (Page 1 of 1)
» Quner Created On Core Invoice Number Lab Owmer Payment Numbers Price Types Total Cost Past Due Status Approval Status [m]
> Quner insutution _
e Oct31°22  Research Pathology Services Core RPSC- 1245781 Evans, Emilia (NYU) Lab Emilia Evans P987654 Industry $2,864.75 0-30 days Not Yet Paid not required OHGR O
O Cores | Manage Qct31722 Research Pathology Services Core RPSC- 2356892 Smith, Henry (NJU) Lab Henry Smith P123456 Industry $1,505.75 0-30 days Not et Paid not required oEGE O
Research Pathole 5) " =
s 0ct31722  Research Painology Services Core RPSC-1266785 Adams, Bill (NJU) Lab Bill Adams P678910 Industry $2,475.25 61-90 days Not Yet Paid not required oEG@ 0
» Labs.
> iting Fuent
@ Invoices
o Invoices
< Hide Filters
¥ Kevwords >> | | /) Get POF of Invoices | | B Download Results as €5V | | (2 Email Admins with Access to Inveices | | Generate Aging Report | (i Mark selected invoices as [Update stafus ~ << Bulk Actions
[ oo | hispage dsplays invoices from the past one year. To access oider invoices please use the Date Crealed fiter at the botom
F— Displaying 5 out of 5 resull(s). (Page 1 of ) ]
Oy Created On Core Invoice Number Lab Owner Payment Numbers. Price Types. Total Cost Past Due Status Approval Status [u]
¥ Owner Institution _
Oct31'22  Research Pathology Services Core RPSC- 1245781 Evans, Emilia (NYU) Lab Emilia Evans PYaTEs4 Industry 5286475 0-306ays Not Yet Paid ot required cEG@E O
¥ Cores
O Corest Manage Oct31'22  Research Pathology Services Core RPSC-2356892  Smith, Henry (NJU) Lab Henry Smith P123456 Industry 515875 0-30days Not Yet Paid ot required cEG@E O
Re h Pathol 5) =
tesearch Patfolcg Oct3122 Research Pathology Services Core RPSC- 1256785 Adams, Bill (NJU) Lab Bill Adams P676910 Industry $2475.25 61-90 days Not Yet Paid not required o=a@E O
> Labs
» Biling Event




