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Overview

Introduction

This guide is intended for core managers and staff. We hope it will help guide you
during the initial stages of getting to know your iLab implementation. Please feel free
to contact iLab if you would like to request additional training or help with questions.

There are several other help resources at your disposal:

Look for the help icons throughout the system ( » ). They often provide
definitions or guidance on using features.

Hover over system-generated text. Often additional information on the feature
you hover over will be provided.

Click on the leave iLab feedback link in the upper right-hand corner of the screen,
or send an email to support@ilabsolutions.com with your question and we will
respond as soon as we can. Our team is dedicated to providing you with a timely
response to any questions, suggestions or urgent help that you require.

To access the iLab system, follow the login instructions you received with your iLab
welcome email.

Please Note:

This manual is intended to assist core personnel in the use of iLab Solutions’
core services system. Please keep in mind that due to the continual
development of this system, some details discussed in this training manual
may have been updated in iLab. Images are for illustrative purposes, and may
not reflect the exact configuration of each core's system.
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How do I manage my account?

When you log into iLab you will either land on your core’s page or you may land on
your homepage (Figure 1). Here you can view messages, manage your account,
manage your support tickets and find lists of cores that you can access through iLab.
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Figure 1. Your homepage.

On the left side you will see a link to your homepage (home) (Figure 1.1) that you
can click on to view your homepage and messages sent using the iLab system in the
Home green menu bar. If your lab also utilizes iLab requisitioning, you will see links
on the left side for material management.

Under core facilities (Figure 1.2) you are provided links to your core’s site, to view
past and future reservations you have with cores (my reservations), you can see
requests of services or projects that you have submitted to cores (view requests),
and you can see a list of cores that you can access (list all cores).

Under manage groups (Figure 1.3) you can view my labs to see details about your lab
and lab members. If you are a Pl or Lab Manager please review Pl + Financial
Admin Training Manual for more details about managing your lab settings.

The upper right hand corner provides links for you to view new system upgrades,
create support tickets (leave iLab feedback), manage your account (my profile) and
manage support tickets (support) (Figure 1.4). If you contact us through leave iLab
feedback you will be sending a message to our entire support team so you can
receive our most comprehensive support and track your tickets. You can view the
support tickets you have sent by clicking on support. You also can view links to
general manuals and videos with basic instructions on how to make a request on
Screen Casts on the support page.

In my profile you can update your name, log in information, password, and billing

and shipping information. You also can view the labs that you are associated with in
iLab.
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As a core member other menu bars can be seen on your homepage with quick links
(Figure 2).
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Figure 2. As a core staff member, you can manage requests and reservations that
require core attention on your homepage.

Under the Home panel you will see quick links to messages, recently used cores and
possibly purchases if you are using our requisitioning system under the info tab
(Figure 2.1). Every panel has a help tab with additional information.

You may also see a Service Requests panel or a Scheduled Events panel. Under
Service Requests you will see requests that require core staff action under alerts, or
a list of the most recent requests under info (Figure 2.2). In the Schedule Events
panel you can view and approve reservations that required your approval under
alerts or you can view and manage up and coming reservations under info (Figure
2.3).

Equipment Scheduling Workflow
Overview

1) The customer or core user logs into iLab.
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2) The customer then views and reserves time on equipment (core managers
can also schedule equipment on behalf of the customer).

3) Scheduling equipment may require a form for capturing information about
the project.

4) The customer uses that equipment at the scheduled time, being sure to log
in and out to track actual time used.

5) Core manager and staff review the equipment schedule and actual time
used (if applicable).

6) Core staff can adjust actual usage and confirm usage for billing.

7) Core manager bills for the equipment usage.
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Equipment Scheduling Walk Through

How do | access the list of calendars available for
scheduling?

If there is equipment or resources available that can be reserved, the scheduling
module on the core's iLab site will be available. Next to the About Our Core tab will
be a Schedule Equipment tab. When the Schedule Equipment tab is open, the list of
available equipment/resources and information about the equipment is displayed
(Figure 3).

For Demonstration Only - Biology Core

Schedule Equipment | Request Semices | View All Requests  Reservabons || Repafting | Admimstraton

Schedule Eg I.JimeI‘t.-" Resources Q) Add Equpment Message Customers

This ske & for Lab demonstrations only. No equipment & avalable to reserve

300 NMR

FACScan

Figure 3. To access the list of calendars available for scheduling, click on the
Schedule Equipment tab.

In the Schedule Equipment tab, the calendar for each piece of equipment can be
viewed by clicking on the name of the resource or by clicking on the view calendar
button to the right of the equipment name (Figure 3.1). For a detailed description of
the equipment calendar, please see How do | reserve time on a piece of equipment
in this manual.

Core staff can also review past equipment reservations to update logged time or
confirm usage to send the charge to the billing interface in review usage (Figure 3.2)
or upload a csv file of a usage log (Figure 3.3). Please see How do | track actual
usage of equipment” in the Administrative Features section of this manual for further
details.

Cores can also make a calendar offline by clicking on take offline (Figure 3. 4). This
setting is useful when equipment goes down; to temporarily block users from making
reservations on the calendar, or for utilizing calendars for internal core use only.
Core staff can still access the calendar and make reservations even if it has been
taken offline. Core staff can designate how long the calendar will be offline and
manually reinstate the calendar back online at any time.
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All core staff can edit existing calendar settings by clicking on the pencil edit icon

( ¢ ) (Figure 3. 5) and can add new calendars by clicking on the Add Equipment
button (Figure 3.6). Please see How do | add or edit equipment in this manual for
further details.

Core staff can also send mass emails to equipment users by clicking on the Message
Customers button (Figure 3.7). Please see more information in How do | email
selected equipment users? in this manual.

How do | reserve time on a piece of equipment?

Core staff can reserve equipment on behalf of a customer. After clicking on the view
calendar button, the Schedule tab will open, displaying the current calendar and
availability for the chosen piece of equipment (Figure 4). The equipment scheduling
calendar can be displayed in a 'Day’, ‘Week', or 'Month' view. For calendars with
multiple instances for the equipment, these can be compared for availability and
scheduling by selecting the Multi View viewing tab (Figure 4.1). More equipment
details can also be found under the Description tab (Figure 4.2). For quick access to
other calendars, click on the Other Equipment tab (Figure 4.2).
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Figure 4. After you click on the calendar of interest you will see the calendar
with a legend, key and other tools.

In the scheduling view, different price classes (e.g. assisted versus unassisted use)
are defined at the top left-hand side of the calendar under the legend. You can
expand the legend by clicking on the blue arrow on the left (Figure 4.3). The legend
is a color-coded classification that identifies different access times on the calendar. A
customer will only be able to schedule a reservation during hours for which their
account allows access. For example, if the customer has been trained for unassisted,
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after-hours use of a piece of equipment, they can be granted access for scheduling
during the corresponding extended time frame. Administrators will see all price
classes and all reservations in scheduling.

A color-coded key for reservations can also be expanded by clicking on the blue
arrow for the Color codes for events (Figure 4.3). Definitions given are for users to
reference as a guide.

You can also have the option to overlay reservations from multiple calendars by
clicking on a check box next to available calendars listed under Show events for
other resources and then clicking refresh events (Figure 4.4).
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Figure 5. Some calendars may have multiple instances (resources) that can be
scheduled from one calendar.

Some calendars are set up so users and/or core staff can schedule multiple resources
with the same settings and pricing on one calendar. If this is the case you will see
the multiple instances on the Multi View tab (Figure 5.1). Concurrent reservations
can be made on the multiple instances. Reservations will display the resource
instance chosen, availability type, customer name, customer phone number,
customer lab, and whether the reservation has been confirmed for billing or not
(Unconfirmed) (Figure 5.2). You can click on the customer’s name if you want to
send them an email.

To reserve time on behalf of a customer, click on the desired day and time on the
calendar, and drag to the approximate end time. A window will pop up, prompting
the core personnel to enter in the customer name for which the reservation is being
made. Start to type the name in the customer field and, if they have an iLab
account, their name will be listed. If their name does not come up in the live search
they either do not have access to the core or do not have an account. This dialog
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window also allows the core to reserve time when the piece of equipment will be
unavailable, such as for scheduled maintenance.

event details required forms El

@ Unsaved reservation - please chck save reservation
FACScan - My Resarvation - $82 50

*  Project
Availability Type: Name:
Off Peak Hours - Unassisted $30.00 (trained users) = _ -
* Project Due  octaber 06, 2011 09:43 A

Specify the required resource & Date:
FACScan =
Project
start end Description:
scheduled: October 07, 2011 11:30 AM  October 07, 2011 02:15 PM
3 ) &

Cost Cenler II'

If you plaase upload
prefer
please

upload a

Save Reservation  Cancel Changes

comments

Figure 6. When a reservation is created a window will open for reservation details to
be entered.

Once the customer name has been selected, click on Next to continue the
reservation process. A window opens with event details and any required forms
(Figure 6). If the selected customer has access to multiple pricing classes (e.g. for
assisted versus unassisted use) for the equipment, the applicable price class can be
set for the reservation by selecting from the Availability Type: pull-down

menu (Figure 6.1). If multiple instances (resources) are available to schedule from
one calendar the instance desired can be chosen from the Specify the required
resource: drop down (Figure 6.2). The scheduled start and end times can be
adjusted during the reservation process, using the corresponding calendar buttons
on the right of the fields (Figure 6.3). The next field gives a place for users to enter
in their payment number for the reservations. This can be set as required or
optional and (if your institution has financial integration in place) may display a
validated payment number.

On the right side of the window a form can be displayed containing fields for required
information for the reservations entered (Figure 6.5). The form input requirements
can be set and edited by core administrators. Please see the section on custom
forms for further information on how to create and edit forms.

Comments about the reservation can also be made on the form. Click on the add a
comment link (Figure 6.7) to add a comment. Comments will be tracked under the
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comments section on the lower left hand side of the window. The core
administrators can choose if they would like the reservation owner or the core
contact to receive emails when a comment is added in Other Settings under the
Administration tab.

Once the details of the reservation are completed, click Save Reservation (Figure
6.6) to return to the main scheduling window. The new event should now appear on
the calendar. Double-click on a reservation to re-open and edit the detailed view of
the event.

How do I email selected equipment users?
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Figure 7. You can find a particular user set to email or email all users that have
made reservations by filtering by date and resource type then sending the selected
users an email.
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To email resource users you can click on the Message Customers button on the
Scheduling Equipment page (Figure 3.7). You can search for users to contact by
filter for a date range and the resource type (Figure 7.1). Then you can select
specific (or all) users to email and send the group an email. This tool is useful if the
equipment goes down or a technician is unavailable (Figure 7.2).

Can users cancel reservations?

Core administrators can determine if they want to allow users to cancel a reservation
instead of just deleting them. Calendars can be set with lock out settings where
users are limited on when they can create, edit or remove reservations. As a core
staff member you can determine if you want specific calendars to allow users to
cancel reservations during the edit lockout period. This opens the time up for
another user to schedule, but allows the core track and even bill for cancelations.
Please see How do | add or edit Calendars? in this manual for details on how to
manage lockout settings.

When a user tries to edit or remove a reservation that falls within the lockout
settings, they are able to make the modification (Figure 8) but will see on their
calendar the cancelled time. The core will also see the cancelled time on the
calendar, which shows up as a translucent red reservation (Figure 9). Other users
will see that the time has opened and can schedule during that time. More details on
how the core can manage and bill for cancelled reservations is under the How do |
review and confirm Unconfirmed Usage? section in this manual.

a |
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Cost Center (Pt in payment expiration information) original reserved time.
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| S |

Figure 8. With the reservation cancelation setting on, users can choose to cancel a
reservation during the calendar lockout period.
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To create a reservation, click and drag your mouse on the calendar below.
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|
Figure 9. When a user edits or cancels a reservation during a lockout period, the core
will see the original reservation on the calendar as a transparent red reservation.
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Calendar Settings Features

How do I add or edit Calendars?

In the Schedule Equipment tab, new calendars can be added or existing calendars
can be edited by core members by clicking on the Add Equipment button (Figure 3.5)

or the edit icon ( ¢ ‘) to the right of the calendar name (Figure 3.6).

Update Equipment

Narne o= friabyses Schedule
Enter the equipment or
Descrpbion resource name that the BZU E = | rontaze -
calendar is for. Then enterina o )
description of Instruction In the A-SSHRIF|xx Q L =H
rich text box. Analyzers Available:
e —

By Phex

If you want to list your equipment LaRil

under a category. this is where
Category you would Indicate the category. | el fun Al
Resource and Schedule Settings

Dmplay Custon Form when Schedulng Self-Run Anaylsis Instructions -

Figure 10. In Update Equipment, you can enter in the name of the calendar, add a
description and categorize the calendar.

General information can be entered in the Description field (Figure 10) of the Create
Equipment for Scheduling or Update Equipment window. Information entered in this
section will be viewed under the equipment name on the Schedule Equipment tab, as
well as under the Description tab for that piece of equipment in the Scheduling
window (Figure 4.2).

If you want your equipment to be listed under categories you can indicate the
category in the Category drop down (Figure 10)
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.
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™)
Minimum Time 30 minutes &
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Scale Hour on Schedule? Q@
Default to resource or day view? no -
Send reminder e-mais for reservations?| 9. Send users Do not send -
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User Settings
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Figure 11. In the calendar settings you have an area where you can provide more
information and options to your users when they are making reservations.

Select a custom form from the drop-down menu (Figure 11) to associate it with the
equipment calendar. Users will see the form when they are making a reservation and
can be required to fill it out. For more information on editing the form, Please review
the How do | create and edit Custom Forms? section in this linked manual.

User Settings
Users see reservation owners?

Let ng -
Let Users adjust actual usage? Y 1. Under User Settings you can
Let Pubbc see reservabon owners? no - control what your users are able to
do on the calendar.
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View Inked resources an schedule? ¥ reservations require approval and

Lockout Rules
Create lockout:

Edi lackout:
Users can cancel during edic bckout:
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Price Classes &
.

Assisted Sorting Schedule
Assisted Anabysis Schedule
Self-Run Sarting Sch

ng = 4

365

choose other calnedar reservations
that could be seen in one view by
linking resources.

hours %

hours %
3. Lockout Rules help you control
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and cancel reservations.

days &

Figure 12. Control user settings and reservation lockout rules for a specific calendar.

Under User Settings in the Update Equipment page (Figure 12.1) you can manage
what your users can see and do on the calendar.
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If you want core users to see who has made other reservations on the calendar,
mark yes for Let Users see reservation owners?

Let Users adjust actual usage? allows users to adjust reservations that have been
made in the past by checking the box.

Let Public see reservation owners? is functionality that is now obsolete and has been
deactivated.

Let Users create reservations? can be changed to no if you want the calendar to be
read-only for users.

Let Users assign reservations to a service project? allows users to make reservations
and tie them to a service request they have made from the Request Services tab.
Users will only see requests that are processing and have be agreed to and started
by the core. Any reservations that have been tied to the service request will be
listed on the service request.

Let Users add charges to reservations? can be set to yes if you want your users to
add additional service charges to reservations on top of the hourly rate.

You also have the ability to decide which price class and availability type will require
approvals when users create a reservation (Figure 12.2). You can set the setting to
approvals are required to no availabilities, For all availabilities or for Only selected
availabilities. You may want to use the Only selected availabilities setting if you
require approvals for some reservation types but not others. For example if you
want Assisted Use to require core approval but not Unassisted Use.

You can also choose to link calendars in the User Settings section (Figure 12.2).
After you have created all of the calendars you can go back into the calendar edit
and click on View linked resources on schedule? A list of all calendars will appear.
Click on the calendars you would like to allow users and core staff to view from the
calendar you are editing. You have to add the link to resources in all of the calendar
edits that you want to be able to view other calendar views on.

Lockout Rules (Figure 12.3) restrict when a reservation can be generated and
changed. Create lockout is the setting that regulates how many hours in advance a
new reservation must be made. The Edit lockout restricts how many hours in
advance an existing reservation may be changed or removed. There is also an
option to limit how far in advance users can reserve time on the equipment in this
section.

Users can cancel during edit lockout: (Figure 12.3) allows your users to cancel
reservations instead of remove them. This functionality allows users to edit and
cancel reservations that are within the Edit Lockout while enabling the original
reservation to still be seen by the core for reporting and billing if desired.
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Price Classas &

add
Name Internal - 30 x
Off Peak Hours - Unassisted External |37

Corporate = |45 1. Price Classes allow you to give
Mame : Intemnal  ~= 45 different hourly rates for different x
Peak Hours - Assisted Extenal + 60 kinds of reservations available on

Corporate | |75 one calendar.
Name Internal - 30 x
Peak Hours - Unassisted External = 37

Corporate = 45

Trained Users

Link to Training Request MNone -
Differentiate between traned and untrained users: i
This resource & only available for traned users:
Traned users: Hame Email
Francis Crik darah lacer@ilabsolutions.com x

2. You can block some reservation

availability types to only be accessible to
trained users. Add your trained users to Add a tained user:
each calendar to give them access to the

N - i Francs Crik k
availablility type and price. 1 resuls for Francis Crik:
Name Email Add
Francis Crik darah_lacergddabsobstons. com Add as traned

Availability

Figure 13. Manage settings to determine different price rates for different
reservations and who may have access to specific rates using Trained Users settings.

Pricing and equipment availability can be changed for different hours of operation as
well as for different users’ access. Some cores have equipment available 24 hours a
day and charge differently for peak hours and off peak hours. The Price Classes
section (Figure 13.1) and the Availability section (Figure 14.1) allow for pricing and
hours of availability control.

Preferences can be set in the Trained Users section (Figure 13.2). The core
may wish to offer a different price class and availability for unassisted
equipment use to trained user, as described above. People currently trained
for this equipment are listed under this section. To remove a person from the
list of trained users, click the red X icon beside the name.

To approve people as trained to use the equipment, type their name in the
Add a trained user: field, and click the arrow icon to the right of the field to
search iLab user accounts. Results will be listed below the field; click the Add
as trained button to the right of the desired name.
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Availability

General availability: add

class: Peak Hours - Assisted - Su Mo Tu We Th Fr Sa x
Reservations need to be approved: ¥ (al & @ @ 7 " O

start hour: 9

o i . 1. Under Availability you can set
Availabiiity for trained users: add availability types that your users can
cass: Off Peak Hours - Unassisted ~ choose from when making a reservation. Th Fr 52 X
Reservations need to be approved: £ You have options to set availahility type, ¥ ¥ v

price, if reservations require core
approval and if certain times or pricing
are available to trained users only.

class: Off Peak Hours - Unassisted = Su Mo Tu We Th Fr Sa b 4
Reservations need to be approved: ¥ ¥ + | v v
start hour: 9
end hour: 16
Instances
add
name | 2- In the case where you may FACSCan F9¢

have equipment with the same
availability types and pricing .
Mame | you can place them all on one FACScan2 b4
calendar by adding instances.
All calendars must have at least
one instance. ' Update  Cancel
3.Save or cancel your settings. You
= = - can also remove the calendar, but
Remove th IS plece Of eq ul pm‘ remember that itis very difficult to
Clicking the below button will remove this piece of equipmen| bring the resenvations from that base proceed with caution
calendar back if you do remove it.

X -~

Figure 14. Set availability types and also a number of resources (instances) available
on one calendar.

You can use availabilities (Figure 14.1) to set peak usage hours, off peak hours,
assisted usage, trained user usage, and other designations that you want to set a
time and/or price for using Price Classes (Figure 13.1). Availability for trained users:
allows you to set availabilities that can only be reserved by users you add to the
Trained User list (Figure 13.2). You can also indicate the availability types that you
want to require core approval when users reserve time with those availabilities.

The Instances section (Figure 14.2) enables scheduling of multiple instances of the
same equipment or resource (e.g. three confocal microscopes) on calendars that will
always be viewable along side each other. The instance name will display on the
Equipment calendar in the Scheduling window Multi View (Figure 5.1). Click the add
link on the left of the Instances section (Figure 14.2) for each additional instance,
and then enter a unique name. For example: Computer Workstation 1, Computer
Workstation 2. Multiple instances (shown in the Equipment calendar Multi View
(Figure 5.1)) enable customers to schedule concurrent events on the discreet
instances.
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Important: Do not delete all Instances for a single calendar. Each calendar
must have at least one instance specified.

Tracking and Billing For Equipment or
Resource Usage

How do I track actual usage?

There are several ways to track actual usage on equipment. When creating or editing
equipment for scheduling, core staff can choose to allow the customer to alter actual
usage (Figure 12.1). In most cases, the core will review and adjust the actual usage

for the resource. To the far right of the equipment name in the Schedule Equipment

tab click the review usage button (Figure 3.2) to open the Confirm Usage window

(Figure 15).
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Confirm Usage — ,
After clicking on the review usage button
to the right of an equipment name, the
Noverrber 16, 2011 [ to December 16, 2011 &  ger dates Confirm Usage window will open with the
Unconfirmed Usage defaulted to open.
FACScan
Return to Equipment | Upload Actual Usage Unconfirmed Usaga | Confirmed Usage
date personiab start end payment info 1 al
Wednesday, James Watson schedded 12:15PM 0330 PM no charge: 5 off Peak Hours - Unassisted $30.00 (trained) =
Movember 30 DNATest Lab
on FACScan? logged  1215PM 0315PM Core adust Total Price: Cost Center (Put in payment expiration
Add a note i _ information)
billable 1215 PM 0315 PM 3.0 hrs confirm §99.0 @ cample12 x
Wadnesday, Francis Crik scheduled 04:00 PM 04:30 PM nocharge: Il Off Peak Hours - Unassisted $30.00 (trained) =
Movember 30 DNATest Lab
on FACScan Selact existing project = logged  0400PM 0530 PM Log matched  adust Total Price: Cost Center (Putin payment expiration
Add anote: . : information)
billable 4:00 PM 530PM 1.5 hrs confirm §45 & cample1? b4
Friday, December  Francis Crik schedued 08:30 AM 0930 AM no charge: & Off Peak Hours - Unassisted $30.00 (trained) ~ 1
16 DNATest Lab
on FACScan Select existing project ~ logged  08:30 AM 10:00 AM NA adust Total Price: Cost Center (Put in payment expiration
Cancelled by Add a note information)
et billable  09:30 AM 10:00 AM 0.5 hrs confirm §15.0 Q)  poymert *®
Friday, December  Francis Crik scheduled 0930 AM 10000 AM no charge: 71 Off Peak Hours - Unassisted $30.00 (trained) ~
16 DNATes! Lab
on FACScan Select existing project - logged adust Total Price: Cost Center {Put in payment espiration
Add 2 note: _ information)
billable  0%:30 AM 10:00 AM 0.5 hrs ol §150 @ poymen ®
Friday. December  Francis Crik scheduled 01:00 PM 0330 PM no charge: £ Off Peak Hours - Unassisted $30.00 (trained) =
16 DONATest Lab
on FACScan Select exdsting project ~ logged adust Total Prica: Cost Center (Put in payment expiration
Cancelled by Add a note: : information)
el billable  01:00 PM 03:30 PM 2.5 hrs confitm §750 @  payemnt x
Friday, December  Francis Crik scheduled 04:00 PM 0615 PM na charge: 1 Off Peak Hours - Unassisted $30.00 (trined) ~
16 DNATest Lab
on FACSecan Select existing project = logged adust Total Price: Cost Canter (Put in payment expiration
Add anote . _ information)
billable  04:00 PM 06:15 PM 2.25 hrs confirm §g7.5 & payment x
Set selected to scheduled
Set selected to logged
Set selected to manmumtime
(¥
delete all checked confirm all checked

Figure 15. To manage actual usage and get the charges ready for billing, click on
review usage to access the Unconfirmed Usage tab.

How do I manage and confirm resource usage?

The Confirm Usage window provides a four-tab interface to manage the review of

usage (Figure 15-Figure 18). By default it should land with the Unconfirmed Usage
tab open (Figure 15). Until an event has been reviewed by the core and confirmed
for usage, it will remain in the list under this tab.

A typical workflow would be for the core technician that is in charge of the particular
equipment to review an event in this tab, and then confirm the usage once billable
time and pricing has been reviewed. Confirmation will move an event to the
Confirmed Usage tab, where it becomes ready to add to a billing event.
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How do | review and confirm Unconfirmed Usage?

In the Unconfirmed Usage tab (Figure 15), authorized core personnel can review
details of an event, comparing scheduled time to logged time. Adjustments can be

made to several fields prior to confirming the billable time for an event.

Confirm Usage

Nowvember 16, 2011

[ to December 16, 2011 il

filter dates —

1. Select the dates in which the

selected dates.

reservations have occurred that you want
to view. Click on filter dates to apply the

—| 8. Adjusts billable charges in batches. Click on
the check box then click on the desired setting.

charyes to the

9. Confirm reservations to send the

billing interface.

—

2. Add additional
FACScan information for
charge line items Beturn o Equipment | Upload Actual Usage Unconfirmed Usage | Confirmed Usage
date Lo.lrllmvmces and stat end payment info &l
Wednesad P111M49- schedued 1215 PM 03.30 PN no charge: I Off peak Hours - Unassisted $30.00 (trained) ~
Moverrber 30 \ ATest Lab
on FACScan2 logged  1Z15PM 0315 PM Core . — — ir ation
Add ante bilable 1215 PM 03:15 PM 3.0 he 4. Adjust billable time. X
Scheduled time or logged
Wednesday., Francis Crik scheduled 04:00 PM 0430 PM mo time can he billed, indicated }q -
November 30 DNATest Lab / by purple
on FACScan Select existing project ~ logged  04:00 PM 05:30 PM Log metchec - hiration
rEormation)
i anote bilable  :00PM 5:30PM 15 hrs COM 5450 ' eomplers X
3. Assign the - —
reservations to an .‘) scheduled 08:30 AM 09:30 AM no charge Off Peak Hours - Unassisted $30.00 (trained) =
existing service ing project = logged  09:30.AM 10:00 AM WA adusl Total Price: Cest Center (Putin paym
reguest. information)
— billable  09:30 AM 10:00 AM 0.5 hrs confirm ¢45.0 & paymert b4
!:éida')- December gl‘a;'crissﬁiis schedued 09:30 AM 10:00 AM nochal 5. Adjust the reservation rained) ~
A Te: an
on FACScan Select edsting project - logged lémt;;:jl hourly rate t exgiration
Add & note billable  0%:30 AM 10:00 AM 0.5 hrs ) M X
Friday, December ~ Francis Crik scheduled 01:00PM 0330 PM no charge Off Peak Hours - Unassisted $30.00 (trained) =
16 ONATest Lab
on FAGScan Salect e R adust Total Price: Cost Genter (Put in payment expiration
Cancelled by " 6. Bill fu_r cancelled information)
reservations. PM 0230 PM 2.5 hrs confitm §750 @  payemnt x
user! B —
Friday, December  FrancisCrik schedued 0400PM 06150 7. Add additional G;
16 DNATest Lab
charyes to a
on FACScan Select existing project = logged 9 . btal Price: Cax
Add 3 note 2 reservation. infc
billable__ 04:00 PM 06:15 ] s e ®

confirm all checked

Figure 16. View and manage past reservations in the Unconfirmed Usage tab.

1) Use the date filtering panel to limit the range of events displayed and to
target a specific timeframe of interest (Figure 16.1). Broaden the filter dates
to see more events with unconfirmed usage.

Tip: If you do not see the reservation you are looking for, remember to check the
date range in the filter!

2) The core administrator can turn on a setting where custom text can be added
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to the charge line item for the reservations that will be seen in reporting and
billing (Figure 16.2). For more information contact support@ilabsolutions.com.

3) Assign the reservation to service requests in process by clicking on the pull-
down menu and choosing the service ID desired (Figure 16.3).

Tip: If you do not see the project that you are looking for, navigate to the View
All Requests tab and make sure the project request is set to a status of
processing.

4) The middle columns for the Unconfirmed Usage tab track the scheduled,
logged, and billable start and end time for an event. Purple highlighting indicates
from which source the billable time is currently derived: scheduled or logged
(Figure 16.3). To update the source for an event start or end time, simply click
on the appropriate field and the highlight color will move to reflect the new
source time.

The current billable details for an event display in bold across the same line:
billable start and end time, total billable time (in hours), and total price for the
event (Figure 17). The details will update to reflect adjustments to the time or
price class.

To modify the logged start or end time for an event, click the blue-highlighted
adjust button to the right of the logged times (Figure 17.1). A Logged Time
editing panel will open to the left of the button (Figure 17.2). Be sure to click the
arrow button in the bottom right-hand corner of the panel to save any
adjustments to the logged time made in this panel.

5) In the payment info column, review the price class assigned to an event. If
necessary, update this information by clicking open the pull-down list and
selecting the appropriate price class (Figure 16.5). The Total Price will update to
reflect any pricing change made here.

A payment number may be added or edited for the event in the field beneath the
price class.

6) If you have turned on the option to allow users to cancel reservations, you will
see the cancelled time and can bill for it (Figure 16.6).

7) If the core administrator has turned on the ability to add charges to

reservations, you will see a plus icon ( ) next to the price. You can add an
additional charge here (Figure 16.7).

8) Check or uncheck event records individually by clicking the corresponding
checkbox to the far right of an event (Figure 16.8). Alternatively, to process
larger batches of records, use the all checkbox at the top of the right-hand
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checkbox column to simultaneously select or deselect all events on the page.
Once a batch is selected, choose from the actions at the bottom of the page to
determine which time should be used for billing.

Set selected to scheduled: This button will change all selected events to base
billable time on the scheduled time.

Set selected to logged: This button will change all selected events to base billable
time on the logged time.

Set selected to maximum time: - This button will change all selected events to
choose the earliest start time and latest end time, from the scheduled and logged, in
order to generate the maximum billable time.

9) Once all details have been reviewed and adjusted as needed, a usage event can
be confirmed either individually or in batches. Confirming usage will move an event
from the Unconfirmed Usage tab to the list of Confirmed Usage on the next tab. The
lists of events will auto-refresh to reflect confirmation of usage.

To manually confirm a specific event, click the blue-highlighted confirm button,
between the total billable time and total price (Figure 17.3).

To confirm a batch of events, select the checkbox at the far right of each specific
event, then click the confirm all checked button on the bottom of the page (Figure
16.9).
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BD FACScans
Return to Equipment | Upload Actual Usage | Unconfirmed Usage | Confirmed Usage

date person/lab start end payment info Hai
Wednesday, December 15 | Franz Schubert’ scheduled 11:15 AM 12:00 PM no charge: ) wark Hours (assisted) $65.00 = o
Brahms, J - Lab (DFCI) 5
MCC-FS-8 z = logged adjust Total Price- intemnal payment
billable 11:15AM 12:00 PM 0.75 hrs  confirm $48.75 X
Saturday, December 18 Franz Schubert’ scheduled [04:15 PM 07:45 PM no charge: [ after Hours $35..U.ﬁ.[;:ré|ned.) P W o
Rrahms .1 - 1 ah (DFGI =
. adjust Total Price: |intemal payment
Logged Time S
confirm ($122.5 X
Thursday, December 2 Jisrat I end - charge: 7] after ngrg;'g;gs_gg (trained) e [
December = 18 = — 16 = @ 15 » December = 18 - — 20 = @ 15 = k) 5
adjust Total Price: internal payment
SEIELL BXISUNY prujetl « H e AR T
billable 06:15 AM 08:00 AM 1.75 hr‘ confirm $61.25 X
Friday, December 24 Franz Schubert” scheduled 09:45 AM 12:15 PM o charge: [ Work Hours (assisted) $65.00 = (]
Srmhmsiclob (DG logged I adjust |Total Price: |internal payment
Select existing project - g9 - : Lesna payITIce: -
billable  09:45 AM 12:15 PM 2.5 hrs confirm ($162.5 X
Monday, December 27 Andreas Hagen scheduled '09:30 AM 12:00 PM o charge: [ 'Work Hours (unassisted) $45.00 v ]
Aquatic Resources Group i

Set selected to scheduled

Set selected to logged
Set selected to maximum time

2, Click to save changes to 'Logged Time' and close panel. @

logged 09:30 AM 11:30 AM Core adjust Total Price: |external payment

billable 09:30 AM '12:00 PM wonﬁrm $112.5 X
confirm

1. Click 'adjust’ to open the 'Logged Time' editing |

panel; make changes to legged start and end times.

|3. Click 'confirm’ to save details of individual event and move to "Confirmed Usage" confirm all checked

Figure 17. You can adjust actual usage and confirm the reservation.

What is Confirmed Usage?

In the Confirm Usage window, events which have been confirmed by the core will
move to the Confirmed Usage tab ready to be billed (Figure 18). Once a scheduling
event has been included in a billing event, it will be removed from the Confirmed
Usage list.
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Confirm Usage

December 14, 2010 & to December 28, 2010 =

filter dates

BD FACScans

Return to Equipment | Upload Actual Usage | Unconfirmed Usage || Confirmed Usage |

date person/lab

Wednesday, Franz Schubert’
December | Brahms, J - Lab (DFCI)
15 MCC-FS5-8 -

scheduled 09:45 AM 11:15 AM

logged
billable

start end payment info

no charge: [ work Hours (assisted) $65.00 -

09:45 AM 11:15 AM Log matched
09:30 AM 11:00 AM 1.5 hrs

adjust Total Price: internal payment
update $97.5 0

Wednesday, Franz Schubert”

scheduled 02:45 PM 03:15 PM

no charge: O work Hours (unassisted) $45.00 ~

I;]]Secember Bhflf:ll::mlfshjzn Lol (OREN = logged 02:45 PM03:00 PM N/A adjust Taotal Price: internal payment
billable 02:45 PM 03:15 PM 0.5 hrs update $22.5 0
Friday, Franz Schubert” scheduled 01:45 PM 03:30 PM no charge: ] Wark Hours (assisted) $65.00 -
Saronbey | |fedee o lab L) logged adjust Total Price: internal payment
17 ISBV-FS-11 |2 e : pay
billable 01:45 PM 03:30 PM:1.75 hrs update $113.75 0

Figure 18. Once you have confirmed the reservations, they will be listed under the

Confirmed Usage tab.

Are there other ways to adjust actual usage?

Uploading actual usage logs is an alternative to adjusting logged time in the
Unconfirmed Usage tab. Open the Upload Actual Usage tab (Figure 15.1) to access
this feature. A template is available to download (Figure 19.2) and then re-upload for
submission. Choose the desired charge creation method: match times in the file
against the equipment's schedule; or create new reservations and charges,
regardless of the schedule (Figure 19.3).

Note: The same upload usage functionality is also accessible from the Equipment

page (Figure 3.3).
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Confirm Usage

1. In the Confirm Usage window, there
Nevember 16, 2011 [ to December 16, 2011 5  fper dates is also the Upload Actual Usage tab
where you can upload usage logs.

FACScan \

Return to Equipment | Upload Actual Usage  Unconfirmed Usage | Confirmed Usags

Upload ACtLIEll Usage 2. A template for the

Download the template hen re-L e— upload usage is provided.

Charge Creation Method Match times in file against schedule
® Create new reservations and charges, regardless of schedule
3. Choose to match current
Logtype o [ pmen: 09 #4——————| reservations in the calendar or
. . / to just upload the log. You
cov Ale T can upload the filled in
template or an equipment log.
Submit Query

Figure 19. Upload a csv usage log file for review to bill.

Figure 20 is an example of a filled in usage log from the provided template. Below
are some pointers on filling out the usage log.
1. To upload usage the user must have an iLab account.
2. The Equipment Name is the instance that they used; so if you have multiple
microscopes on one calendar, you can indicate which microscope was used.
3. You must enter in the start date and time in the same column. Times can be

entered in military time or you can indicate the time of day by adding AM or
PM next to the time.

4. Save the file as a CSV file.

5. Make sure your start date and time are before your end date and time.

6. Make sure there are no spaces before or after what you typed in each cell.

7. If your usage log is not a csv, gives the date and time in separate columns, or
if you run into any questions, please contact support@ilabsolutions.com for
assistance.

R e M P TS M M | & By [ | ¥4 Reply with Changes... End e, H Ry E!
F4 - A 11/29/2011 1-53-00 PM
A | B | z | D | E | F
1 [*Customer Mame Pl Last Name *Equipment Name Payment Mumber (PO/Project/Grant) Start Date & Time End Date & Time
| 2 |Francis Crik Crik FACScan?2 1234566 11/24/2011 12:00 11/24/2011 15:30
| 3 |Francis Crik Crik FACScan 11/24/2011 17:00_11/24/2011 23:59
4 |Francis Crik Crik FACScan2 11/29/2011 9:00[ 1172872011 13.59)

Figure 20. Above is an example of a log file that can be uploaded for actual
equipment usage

Once you have uploaded the usage log the reservations will be added to the
Unconfirmed Usage tab indicated by a grey tab and the log time will be highlighted
with a red Log only (Figure 21.1).
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Confirm Usage

| Noverber 06, 2011 | 4. Reservations that have heen
uploaded are flagged with a grey
tab and indicates that the log time

FACSean .
is from the Log only,
Relwn to Equipment  Upload Actusl Ussge | Lnconfirmed Usage  Confmed Liss
P“’SD" = 4] sia payment info al
K scheauled 12 no charge: OFf Peak Hours - Unassisted $30.00 (trained) =
ct exEtng project - ngged 1200AM DE:0DAM Log only aousl Total Price  Cost Center (Pul in payment expiration inf ormation;
billable  1Z00AM 02:00AM 80hrs confimm 3400 @ x
Thursday, November 24 scheddled 1Z15PM 0330 FW no charge: Peak Hours - Assieted $45.00 -

on FACScan?

logged aoust Tolal Pricee  Cost Center (Pulin payment expiration informalion’
billable  1215PM O0X30PM 325Mrs OB guag0s @ D6 »
Thursday, Movember 24 schedsled OSO00PM 1158 PM o charge: Off Paak Hours - Unasssted £30.00 (trained) =
., on FACScan
H fect = logged 0500FPM 11:59FM  Log only aous! Total Price  Cost Center (Put in payment expiration information;
il e 0S00PM 1159 FM 698 Rrs onliom 7005 QD X
Tuesday, Mowvember 29 scheduled O0S00AM 0130 FW 28! Peak Hours - Asskbed $45.00 hd
on FAC Scan2
L t v logged 2. Drag and drop the usage from ormalion
Al 3 notey bilable  0XO0AM 01:30BM &=~ ~| the log onto the scheduled x
Tuesday, Movember 29 Francis Crik scheduled 0Z00AM 0159 FM reservation.
., on FACScan2 N4 Test Lab
it Selact exiting project = L] 0F00AM D1TSIPM  Log only adusl Total Price  Cost Center (Pulin payment xpiration information
Add 3 not
anae bilable  0X00AM 01:59PM .187.02hrs confim sge.5 O x

Figure 21. In the Unconfirmed Usage tab you will see the reservations from the
uploaded usage log.

If the uploaded time is near the same time as the scheduled time it will populate
next to the scheduled time. To indicate in the system that the logged time was the
actual usage of the same event, click on the usage log row and drag it over the
scheduled reservation (Figure 21.2).

Editing a past event in the calendar interface is an additional method to review
scheduled, logged, and billable time for a usage event. Double-click on a past event
in the equipment schedule; the same way a reservation can be opened to edit event
details. The event detail view will pop open to show the same form content as for a
reservation (Figure 22). The addition of fields for logged and billable start and end
times is the primary difference. Through this scheduling interface, authorized core
members may also review and adjust the actual and billable usage time. Click on
Save & Confirm Usage to confirm the charge and send it to the billing interface. Or
click on Save Reservation to just save the changes made.

Tip: If you click on Save & Confirm Usage you will not be able to modify the
reservation later.
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event details
FACScan - Off Peak Hours - Unassisted - Francis Crik (555-555-5678) - (DMNATest Lab) - (Unconfirmed)

Adescription for Availability types can be seen here.

Availability Type:

Off Peak Hours - Unassisted $30.00/hr (trained users) (needs aj Click on edit to edit the logged
Specify the required resource " or hillable time for the
FACScan - reservation.

start end /
scheduled: December 16, 2011 09:30:00 AM  December 16, 2011 10:00:00 AM
logged: December 16, 2011 09:30:00 AM  December 16, 2011 11:00:00 AM  edit

billable: December 16, 2011 09:30; 21 December 16, 2011 10:00 ; =
< December ~ 2011 - 2

Cost Ceqter (Put in pavment expiration info/ on)
payme| Click on calendar icon next to

the start or end field to open a — 1 2 3
Assign | calendar to edit the day and/or -earcher
g time of the reservation. 4 5 6 7 8 9 10

Select
Instructions for add on charges can be seen here.

11 12 13 14 15 @i 17

20 21 22 23 24
B T - Sl & add-on
additional charges for this event: 25 26 27 28 29 30 31

December 16, 2011 10:00 AM
Save & Confirm Usage  Save Reservation  Cancel Changes

comments

Dec 15°11 Darah Arcila said
ac-ca na Y0 reservatinn has hesn annroverd nn FACSean (FACSeand

Figure 22. You can open a past reservation and edit the logged and/or the billable
time for that reservation.

Can | add other charges to reservations?

There may be some cases when you would like to apply additional charges to a
reservation. For example if the user scheduled unassisted usage but the tech spent
part of the time with the user or if the user broke glassware while working on the
equipment. The core administrator can turn on the ability to allow core staff to add
charges to reservations in the Other Settings panel under Administration (Figure 23).

Tip: Charges added must be on the core service list.
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Click on Alffow charges attached
to reservations? Then click on
save at the bottom of Other
Settings to allow core staff to
add charges to reservations.

Display options

Activate Advanced Modules & Features

[[ tnclude Daily Biling interface? &

Include Scheduling Module &

Integrate Sample Management &

Allow back-dating of service requests? &

Allow add-ons for charges? &

Allow charges attached to reservations? &

[C] Require customers to complete al required fields in my forms? &
Activate import samples' as a custom form option? &

[ Allow users to edit request name? &

Override request name: &

Custom field name: ‘&

€

Custom fields spec:

Allow managers to edit ine tem name? &

Figure 23. Core administrators can turn on the setting to allow core staff to add

charges to reservations.

To add a service to a reservation you must make sure the service is on the core’s
user list. You can check this by clicking on the Request Services tab. For more
information please see the How do | add or edit service requests or price lists? in the

linked manual.

You can add charges to reservations in two places, in the reservation itself (Figure

24) or in unconfirmed usage.
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event details

@ Unsaved reservation - please click save reservation.
FACScan - - Erancis Crik (555-555-5678) - (DMATest Lab) - (Unconfirmed)

A description for Availability types can be seen here.
Availability Type:

Off Peak Hours - Unassisted $30.00/hr (trained users) -
Specify the required resource &-
FACScan -

start end
scheduled: December 22, 2011 12:00:00 PM  December 22, 2011 02:45:00 PM
logged: December 22, 2011 12:00:00 PM  December 22, 2011 02:45:00 PM  edit
billable: December 22, 2011 12:00:00 PM  December 22, 2011 02:45:00 PM  edit

Click on add on to see the service list
for your core. Find the service you are
looking for, enter in the quantity then
add it by clicking on the add button.
Assign to an ongoing project of the same| The added charge will be listed under

Select existing project - additional charges for this event.
Instructions for add on charges can be sesmieie.

additional charges for this s4q consumable to charge *

Cost Center (Put in payment expiration in

&) add-on

Search: U by cz | gory | all

end
MName

¥ Other Charges (1) L
Mext Day Expedite (Per Black) —PQ £5.00

» Services (2)
Save Reservation Cancel || p» Training (1)

comments

Figure 24. Click on add on in the opened reservation to add charges to it.

Go to the calendar and double click on the desired reservation. When the event
window opens there will be an add on button at the bottom of event details. Click on
add on to see the service list for the core. Find the service you are looking for by
clicking on the category. Enter in the quantity for the service then click on the add

( 9 ) icon to add the charge to the reservation.
You can also see and add additional charges to reservations in the Unconfirmed

Usage panel (Figure 25) which can be accessed by clicking on review usage (Figure
3).
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Retum 1o Equipmen s | Untonfirmed Usage || Confim
date personfab start end payment info all
Weanesday, November 30 Francis Crik scheduled 0400 PM 0430 PM no charge: & off Peak Hours - Unasssted $30.00 (traned) =
on FAGScan DHATest Lab
Select exiting project = Iogged 0400PM 0530PM  Log matched DOEL ol Price Cost Center (Pul in payment expirabion informabion)
Adid A ool campiel2 x
Ewent add-on charges 1 et
Fridgay, December 16 Peak ted 530000 (trained) -
o RS additiona) & oy LIt
cancelled by user! ] Aad consumable to charge X L enter (Fut in payment expirabion informaton)
£0d 3 nok e categon | all confimm —
s 3 FanE o p—] Click on the grey aiild icon the_n cllc_k on add
on FAGScan DNATest L on to view the core’s service list. Find the
Select e wst . . . . .
ke ook - service in the core’s service list, enter in the
“tim | guantity and add the charge.
Friday, December 16 Francis Cr i [ & $5.00 ND Charge: P ear PRSIl 3 S (e
on FACSzan DNATest L
Cancelled by user! Select exe BOusE  Total Price Cost Center (Pul n payment expiration mnformation)
Add ol -
RO billable  GT0OFM O3EOFM L5 hrs conflrm 75, O ESVETR x

Figure 25. In Unconfirmed Usage you can add charges to reservations by clicking on
the grey add icon.

Once you add the charge you will see it in the reservation row in Unconfirmed Usage
and Confirmed Usage (Figure 26). In billing it would show up as a separate line item
charge for that user.

Confirm Usage

November 22, 201 [0 to December 22,201 ' fer dates

The added charge can be seen by the
reservation cost and is indicated by a

FACScan green add icon with the cost of the add on
charge next to it. Actual Usage  Unconfimesd Usage | Confrmed Usage
— —

date personiab sant end payrm i

Wednesday, Novemoer 30 Francis Crik scheduses 04:00 PM 04:30 PM mir charge Off e & dours - Unassisted $30,00 (trained) =

on FAGScan DhATest Lap
Select exEting project - |5g!?90 04:00 PM 05:30 PM Lﬁﬁ matened aﬂ,;.l_s_f Total Price: Cost Center gPuI in pa;,menl Bypiration information)
Charge name billable  04:00 PM 0S5:30 PM 1.5 hrs update sas0 O sample12

FACScan [FACSCcan) | Weanesday, November 30

Figure 26. You can tell if a charge has been added to a reservation by the add icon
under the Total Price being green instead of gray You will see the total of the added
charges next to the green add icon.
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How do 1 bill for confirmed reservations?

To bill customers for services rendered, navigate to the Administration tab, toggle
the Billing section, and click new billing event (Figure 27).

Inew billing event siew this months ct

‘Billing event name (click for detail

Figure 27. When you are ready to bill for charges, click on new billing event under
the Billing menu bar.

A screen that shows all charges that have not yet been billed will display (Figure
28).

New Billing Event
Retumn to Administration
1. ¥ou can adit the billing avent
Event Hame For Demonstration Only - Bokgy Core - November % | name, end date and whether you
End Date December 01, 2011 i want to group the charges by
Group By rcher - @ rasearchar or lab.
¥ included charges 2. Included charges are line
ftem chrages or services
dale  custormes from requests that have been swrice i Lotal & n paymenl number & stalus @ n acbons
10020 Jarkie Brown Test| Marked as complete or FOORCJR-134 3000 1739567 Ready Ta Bl 1'%
confirmed ressrvations. 300 NMR. {300 NMR) | T
120 Jackie Brown_Test [DO-BC-JB-124 750 PO NR7745 Ready To Bil g
00 NI, (300 NME) | 1
118 Jackle Grown_Test PC-JB-134 16.75 PO NR7745 Ready To Gill 1 'a
300 NMR. (200 NMR) | T
10/118  Jackie Brown_Test FDO-BC-JB-134 1875 PO NR7745 Ready To Bill g
300 NMR (300 NME) | T
1017 Jackie Brown_Test FDO-BC-JB-134 1875 PO NR7745 Ready To Bill i
300 NMR (300 NME) | b
W7 Francis Crik FDO-HG-FC-168 375 Ready To Bl 51 1'g
8. Excluded charges are charges 300 HMR (300 NMR) | b
or services that have been added 10. If you are not ready to
P excluded charges to requests but have not been craate a billing avent you
marked as complete. can exit this page by =8| Retum to Administration
clicking on Rewurn ro
Administration.
create cancel

Figure 28. In the New Billing Event you have several tools to manage charges before
creating the billing event.

From this window (Figure 28), you have several tools to manages charges before
running the billing event.

1. At the top of the New Billing Event window there are three fields that can be
modified.
a. You can change the name of the billing event; the default is the name
of the core and the month.
b. You also can determine the end billing date. The End Billing Date can
be used as a filter so you can only see charges that were confirmed or
completed before a certain date.
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10.

c. You can choose to have the charges group by researcher or by lab in
the invoices generated when creating the billing event.

The first section is the included charges that lists all charges that will be
included in the billing event. The charges in the included charges are line
item services or charges that have been marked as complete in a request or
are for reservations that have been confirmed by core staff.

The service id indicates the request that the charge comes from. Even
reservation charges will be assigned a Service ID. If you want to view the
request or view contact information for the researcher, you can click on the
Service ID number and a new tab will open with the request row. See the
How do | review and update request details? section of the manual to view
details on how to view the request details.

The total of each line item charge is the total value of the charge determined
by the number of units multiplied by the per-unit cost of the service or
charge.

Under the payment number you will see the payment number entered by the
user. You may have the opportunity to edit this information if you need to
depending on any financial integration that my have been built with your
institution.

The status of the charge will show if it is Ready to be Billed, Not Billable or
Pro Bono. You may also see a red flag, showing when a payment number has
not been entered or is not available, or a yellow flag showing that the charge
is Not Billable or Pro Bono.

Under the actions column you can move charges or send emails concerning
the charge.

a. You can move a charge from included charges to excluded charges if
you do not want to bill for it at this time by clicking on the green down
arrow.

b. The communication bubbles give you a place to email the researcher,
Pl or lab manager, core staff or anyone else you would like to email
about the charge. The email will be tracked in the request itself.

To view excluded charges you can click on the blue arrow and expand the
view. The charges in excluded charges are charges that have not been
marked as complete, but have been added to requests. You will not see
unconfirmed reservations here. You have the same tools on the excluded
charges as you do in the included charges. You can move charges from
excluded into included by clicking on the green up arrow under the actions
column.

When you are ready to run the billing event, click on create under the
excluded charges.

To navigate away from the New Billing Event when you do not want to bill yet
click on cancel or on Return to Administration.

Once you have reviewed the charges and clicked on create, the next screen provides
options to download spreadsheets with charges or a PDF of the Billing Event
Summary, and also to send emails to core and institution administration with the
Billing Event Summary (Figure 29).
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Cell Biology Core - July

Retumn to Administration | Summary | Invoices

Overview
Summary Price Type Billing Status
Created on Jul 12, 2011 at 18:45
End date Aug 02, 2011 at 02:59
This billing event includes 2 charges totaling in $5,800.00

Download a spreadsheet with

Internal charges, External charges

or a PDF of the Billing Event

Summary. W Internal (§5,800.00)

[ Biling Initialized ($5,800.00)
Downloac / l \

E| Internal B | External )| PDF Billing Event Summary

Email Billing Event

i Email a PDF Billing Event
Summary to administration.

" To help clarify features, we have moved the ‘'send invoices’ functionality to the ‘Invoices' tab (see upper right of this page).

[ Send Summary to Institution Managers

[ Send Summary to Service Center Managers

Send Summary to Additional Emails

Send Summaries

Figure 29. Once you create the billing event you will land on the billing event
summary page.

To review charges and get a list of invoice options click on the Invoices tab on the
upper-right hand corner (Figure 29). Once there you will have the option to create,

print, and email invoices (Figure 30). You also can view charges broken down per
invoice, email reminders and mark invoices as paid.
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Return to Administration  Summary | Invoices
Invoices [

Send bulk invoices to: 4 Email invoices to customers.

all customers

select customers by name

select customers by price type
~ customers who have not paid

customers who have not provided billing information

After creating a billing event,
create and manage invoices
at any time by clicking on the
Invoices tab in the billing
event.

Send Invoices

/| Download ane PDF of All Invoices S| Diownload all invoices.
date for Each invoice in the billing event can be show all charges
07/29/2011 Francis Crik - TI-CBC-53323 ma"age‘.’ sepfarately. Yiew Invoice charges| it Paid view details
0514 PM Labls): mark an invoice as paid, send a payment e arkas paid

DhiaTest Lab reminder or download the invoice. send reminder

instituten: T download invoice
07/29/2011 Mickey Mouse - THCBC-63324 TICBC-53324 $7.500.00 Nnt Yet Paid view details
05:14 PM Labis): Download invaice %) markas paid

HEneylsbs) send reminder

instituton: T

ots Jownload invoice

Anote can be added to each invoice after
clicking on (a.) download invoice, the (b.) add
anote. The note (c.) saved will then show on
the invoice PDF and the email to customers.

sdve note A—E

Figure 30. In the invoices tab you can create invoices, view charges, send emails and
mark invoices as paid.

If you want to create an invoice in iLab you can do so by clicking on the download
invoice option on the right of each invoice (Figure 30.a). A window will open where
you can add a custom note to the invoice (Figure 30.b). Save the note, (Figure 30.c)
then you can save the invoice as a PDF or email it from our system.

There is also a comments section on the invoice row, indicated by a pencil icon with

a green arrow ( “*), where you can add a comment for yourself or other core
administrators about the invoice.

To add custom text or information to the invoice template, please email
support@ilabsolutions.com with an example of what you would like to see on the
invoice.
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What other administrative tools are
available?

iLab Solutions provides a service that allows the core manager to have control of
their pages as their facility grows. There are additional administrative tools available
to the core to allow them to have control of their page. The core manager can set
price classes for users, add core personnel as members in the iLab system, and
adjust settings for their page in addition to the functionality reviewed above. Please
view the section of the linked document for more information under How do core
managers update the public web-page? and What other administrative tools are
available?
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