iLab Solution

Save money. Save time. Accelerate research.

iLab Solutions: Core Facilities
Scheduling Core Customer Help Manual



iLab Solutions

Save money. Save time. Accelerate research.

iLab Solutions: Core Facilities Scheduling Core User Help

Manual
Revision Date: 1/21/2013

Table of Contents

Click on the title to navigate to that section of the document.

(@ 1YY a VAT =10, A 3
Y2 s [0 /1= 0 = T [ 4
How do | Schedule Time on CalendarS? . ..o e 7
How do I make Service Requests to Core FacilitiesS? .......cccovvveeenn.... 12
[Return to Table of Contents] © 2006-2013 iLabSolutions, LLC



http://www.ilabsolutions.com/wp-content/uploads/2011/12/Customer-Manual-for-Core-Facilities-v1020111.pdf

iLab Solutions

Save money. Save time. Accelerate research.

iLab Solutions: Core Facilities Scheduling Core User Help

Manual
Revision Date: 1/21/2013

Overview

iLab is designed to help core facilities manage the process of requesting and billing
for services rendered and the use of equipment.

Instructions on how to access the system should be provided to you in a separate
communication. Please contact core staff or other appropriate personnel if you did
not receive these instructions.

If you experience any problems using iLab, do not hesitate to click the leave iLab
feedback link in the upper right hand corner once you are logged in. The leave iLab
feedback link will give you the most comprehensive iLab support. Alternatively, send
an email to support@ilabsolutions.com with your question and we will respond as
soon as we can.
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My Homepage

When you first log into iLab make sure you update your time zone by choosing your
correct time zone and then clicking on Update my time zone. After you update
your time zone, you will either land on the core’s page you logged into or you may
land on your homepage (Figure 1). On your homepage you can view quick links to
facilities you often use, view requests that require your attention and view a list of
your reservations. You have menu options to manage your account, manage your
support tickets and find lists of cores that you can access through iLab when you are
on any page in iLab.

i Lab Sol Uti Ons system upgrades | leave iLab feedback | my profie | support | logout Franklyn Crane
SEXS MRS G / » Search cores and services... Go!
& home ¥ Home
F::;ran)unlcatlons (1] &) help

¢ core facilities The new 'Home' panel provides you with quick access to recently used resources, important information and items that reMention.

my reservations For All Users
view requests

) « Alinkto your communication panel with a count of all unread communications in the last week.
list all cores : » " .
« Links to any cores you have recently used.

Involces » Links to any equipment or resources you have recently scheduled

reporting
For Administrators & Lab Managers

& manage groups
| gb g P = Alinkto your service request management page if researchers have requested senvices that require your approval.
my labs = Alinkto your lab page if any individuals have requested access to your lab

my departments
Testing Institution 3 For Core Managers

people search » Alink to your core page if you have any outstanding access requests requiring approval

Figure 1. When you first log into iLab, you may land on your homepage. You can
also navigate to the homepage by clicking on home at the upper-left corner. On
the homepage you can find quick links to cores, requests and services that are
relevant to you.

The options on the left-hand panel and upper-right panel can be accessed regardless
of the page you are on in iLab. The home menu option on the left side of the page
(Figure 1.1) will take you to your homepage and homepage panels. Under home is
the Communications menu option where you can view emails sent through the iLab
system. If your lab also utilizes the iLab Lab Management system, you will see menu
options on the left side of the page for requisitioning.

Under core facilities (Figure 1.2) you may see my reservations where you can view
past and future reservations you have with cores. You can see requests of services
or projects that you have submitted to cores from the view requests link and you can
see a list of cores that you can access from 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 Principal Investigator or Lab Manager please
review Pl + Financial Admin Training Manual for more details about managing your
lab in iLab.
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The upper-right hand corner provides links for you to view recent updates, contact
iLab support with leave iLab feedback, manage your account in my profile and
manage your created support tickets from support (Figure 1.4). If you contact us
through leave iLab feedback, you will be sending a message to the iLab support team
so you will receive the most comprehensive support. This will also enable you to
track your support tickets. You can view the support tickets you have sent by
clicking on support. You can view manuals (like this one) with basic instructions on
how to make a request and reservations on Generic Help Documents on the support

page.

In my profile you can update your name, log-in information, password, and manage
how you want to receive system-generated messages in Manage Communications
Preferences.

Under the menu options is a search bar. If you are only a user of cores, you can use
this search bar to find services and resources list in iLab for your institution (Figure
1.5). If you also use our lab materials requisitioning system, you can search for core
facility services and for products.

When you are on your homepage, you will have panels with different kinds of
information. Each panel will have a help tab (Figure 1.6) with more information
about what you can see in the panel.

w Home

[ 270 unread messages
On your homepage, the Home

» 2 cores usedinthe pastiwo months

panel will include quick links to
» 4resources scheduled during the past month core facilities you use and resources
that you have scheduled.

» 1 resource scheduled during the coming month

Figure 2. You can access quick links to cores and resources you have used in iLab
in the panels on your homepage.

Under the Home panel you may see a Service Request panel. This panel will have
any requests that require your attention in the alerts tab (Figure 2). Requests that
require attention could be ones that require your approval, ones that are missing
payment information or ones that you have not been submitted to the core. Lab
heads will see requests from all of their lab members and for themselves that require
approval in the Service Request panel.
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w Service Requests

Salerts @ info @ help

Name Owner In the Service Request panel you Action "‘ "‘ =
FDO-BC-JW-266 Jonathan Wallce will see service req uests that ) Agree @ Disagree
require your attention under
FDO-BC-JW-264 Jonathan Wallce q ‘/ ) Agree @ Disagree
alerts.
ERIEEE N Jonathan Wallce P ¥) Submit
FDO-BC-JW-173 Jonathan Wallce 51,000,000.00 Waiting for Rezearcher to Agree ) Agree @ Disagree

($620.00)

Figure 3. If you have any service requests with any cores in iLab, you will see the

Service Request panel on your homepage. In this panel you will see requests that

require your attentions under alerts. The info tab researchers see all of their own

requests across the cores in the system for a 6 month period. The help tab gives
you more information about the Service Requests panel.

Under the info tab you will see up to twenty of your most recent requests (Figure 3).
For more information about the Service Request panel, click on the help tab.

You may also see a Scheduled Events panel on your homepage. This panel will show
any of your reservations that are still pending core approval in the alerts tab, and all
of your future reservations, up to fifteen, in the info tab. Again, click on the help tab
to see more information about the Scheduled Events panel (Figure 4).

w Scheduled Events

View future reservations and manage them

0 al infi © hel
from your Scheduled Events panel. aterts | @il @ neip

Actions

Equipment Chw

200 HMR Jonathan Wallce Mon, Dec 21 at 03:00 A 270 minutes valid ¥ Delete

[&] My Reservations

4| 1 | »

Figure 4. If you have scheduled reservations on any core resource calendars, you
will see the Scheduled Events panel. On the Scheduled Events panel you can view
future events, click on the resource name to view the calendar, or take specific
actions like deleting or cancelling the event.
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How do | Schedule Time on Calendars?

To reserve time on calendars, login to the core's web page by following the directions
you received in the iLab welcome email, or by using the core’s direct link, if core staff
has provided you with the link. Note: The core facility staff has the ability to
edit the information seen on their site. The instructions below are general
instructions. When you land on the core’s page, you may not see exactly
the information provided in this manual, but we hope this will guide you
through the basic steps.

When you are logged onto the iLab system on a specific core’s site, a Schedule
Equipment tab may be available next to the About Our Core tab (Figure 5). When on
the Schedule Equipment window, the different equipment or resources that the core
has available will be listed. To view the calendar, click on the resource name or the
view calendar button to the right of the name.

About Our Core || Equipment | Reguest Services | View My Requests || Contact Us || Reservations

Schedule Equipment/Resources e —

Click on the categories below to see a list of available ¢ tab to see a list of

available calendars.
¥ Tissue Culture (2)

Incubator for Stagin
description pricing @ C|IC|( on the
Tissue Culture Hood resource name to

description (There is no charge for the use ofRWITAV VR d o T-Ror=1 =18 s [- | 8
Usage rules and logging in instructions.

i wview schedule

B request training

7 view schedule

¥ Imaging (1)

300 NMR
description pricing e
» Unclassified (2)

7 view schedule

Figure 5. To view a list of calendars click on the Equipment or Scheduling tab
after landing on the core’'s page.

In the calendar several tabs can be accessed (Figure 5):

e Return to Schedules - to return to the list of facility resources window

e Schedule - to view the current schedule for the all of the Resource sets for the
listing in the Multi View, or the Day, Week of Month of the listing
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Description - a description of the equipment
Other Schedules- to view and access other equipment listed and calendars

legends & help — Click on legends and help to view pricing, a calendar color
legend and reservation color legend.

refresh events — Click on refresh events to refresh the calendar to see any
events created or updated since you last opened the page.

other relevant schedules — Some facilities may have the option to view
multiple calendar schedules in one view. To see the reservations on other
relevant calendars, click on the other relevant schedules, and then choose the
other calendars you wish to see.

The color legend for events seen in Figure 6 is below.

e Green Events - Your future reservations

e Yellow Events - Your past reservations

e Gray Events - Reservations created by other users

e Red Events - If the equipment is unavailable for selected amount of time

e Orange Events - In some cases, cores require core approval for reservations.
If you have reserved time on the calendar that requires core approval, that
event will be in orange. When the reservation has been approved you may
receive an email and you will see the event turn to green.

e Purple Events — When a reservation is approved by the core it will turn
purple.
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300 NMR (For Demonstration Only - Biology Core)
Return to Equipment | Schedule | Description | Other Equipment

Z refresh events /. Please refresh frequently. Click on the tabs and i= legends & help
buttons at the top for

To schedule a time, click and drag on the calendar. ) .
help and navigation.

(This calendar is in Eastern Time (US & Canada))

« »  Today Sunday, Dec 30 - Satur  Multi View pav | Week ; Month

Sun, DecemberiMon, December Tue, January 1 \Wed, January 2{ Thu, January 3 Fri. January Sat, January 5

08:00 AM

View the Multi View,
" Day, Week or Month
View.

09:00 AM L R

10:00 AM

11:00 AM - 11:00 AM - 11:00 AM -

11:00 AM 300 NMR. - 300 NMR. - 300 NMR. - 11:30 AM -

Booked Training Booked A

i Request - (Pending
My _ 12:30 PM - approval
Reservation T - by core) i

01:00 PM Boaked S

user - My

02:00 PM

03:00 PM

04:00 PM

05:00 PM

06:00 PM

Figure 6. After you click on the calendar name you will see the resource
calendar. You can view multi-instances on the calendar, Day, Week, or
Month view. Click and drag on the calendar to make your event
reservation.

You can initiate a reservation on the calendar by clicking and dragging on the day
and time of the intended usage. A window will pop up that contains information
required to create the event under event details. A sample form can be viewed in
Figure 7.
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event details required forms . =
@ Unsaved reservation - please click save reservation.
FACScan - - My Reservation
Iagree thatmy  yes =
A description for Availability types can be seen here. samples do not
Availability Type: _CO"‘ta”" any
Peak Hours - Unassisted $30.00/hr (trained users) - infectious or
. N Q. 1 radioactive
Specify the required resource '€ material. The
FACScan hd facility will
start end refuse to sort my =
= e samples should
scheduled: january 03, 2013 06:30 AM January 03, 2013 10:00 Ah they be labeled 5
@ This equipment is billed in 15 minute increments in such a way.
Is this a new Yes v
Cost Center (Put in payment expiration information protocol: =
Please provide a PO number Unload S '
pload Sample lease upload
PO 456832039847 Questionairre: E !
Instructions for add on charges can be seen here.
Experiment L
Information:

additional charges for this event:

@invite additional people to this event by email: 96 Well Flate

No =

Please enter a comma separated list of valid email addresses deposition:

Nozzle Size: 70 -

Pressure: 25

Sterile Sort: Yes v L4

Aerosol No = -
Save Reservation  Cancel Changes - E Delete Reservation
comments

add a comment
Information about groups -

Fluorochromes:  Frrc

Figure 7. On the event details window you have information you have to enter

Under

1.

ok w

before creating your reservation.
event details you can (Figure 7):

Adjust Availability Type which may be necessary when cores have different
options to choose from like if you require assistance during your usage or not.
Choose which resource you want to schedule under Specify the required
resources.
Update the time you scheduled.
Provide the payment information you want to use to pay for usage.
Sometimes a form is required to fill in to schedule an event. Under required
forms fields may be provided for you to fill in information.
a. Required fields are marked by a red star.
Action buttons are under the event details. Save the reservation, cancel
changes, delete reservations and sometimes the core may allow you to cancel
the reservation.
a. Note: If you do not click on Save Reservation, your reservation

will be temporarily saved for 15 minutes. Be sure to click on

Save Reservation or Cancel Changes before exiting the event

details windowv.
The add a comment link is provided for comments to be added to the
reservation. All comments are logged and can be viewed by anyone that is
approved to view the reservation under comments at the bottom left of the
form.
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Note: Depending on the settings determined by the core, you may be able to
alter future reservations and sometimes past reservations. In many cases,
the core tracks actual usage by a log accessible on the equipment. Please be
sure to log in and out on the equipment log so the core can track actual
usage correctly.

Note: Some calendars are only available to trained users of the equipment.
If you click on view schedule and do not see a calendar, please contact
facility staff to inquire about how to gain access to the calendar.

If you have any questions about the software please contact us at
support@ilabsolutions.com.
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How do | make Service Requests to Core
Facilities?

Core facilities that you work with may also have services that you can request.
Please click here to see how to make a service request to the facility.
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