ILab Account Basics and Setting Up a New User Account
External Users ONLY

Our login page for iLab is https://vanderbilt.corefacilities.org. For specific core iLab pages, please
visit our core facilities page.

iLab functions differently from the C.O.R.E.S. System, as your user account is a global account within the iLab
system. What does this mean for you? This means:

e You only need to set up a user account once, and with this account, you can utilize cores at VU, as well
as at any other institution around the world that is utilizing iLab. (Please see Figure 1 in Section 3). If
you have already set up an iLab account, you do not need to set up another one.

e You can place an order at one of our cores; have users that assist you in your lab use the system as well
and assist you with any orders from VU Cores; message the core directly; receive a quote; check your
requests and reservations; access your invoices; etc.

¢ Should you have any difficulty with the registration process, you will need to contact iLab directly by
emailing ilab-support@agilent.com. If you have any questions about iLab, registering, or our cores, you
can contact coresvu@vanderbilt.edu, and we will happy to assist you or guide you to the correct party
that can help you further.

Please Note: To utilize a core at Vanderbilt University, a Research Core Services Agreement will need to be
completed with the Sponsored Programs Administration (SPA) office. Please see our website for the standard
services agreement under additional forms.

If you have any questions, you can utilize the please feel free to contact us at coresvu@vanderbilt.edu.

. Setting Up a New Account

You may either go to the URL provided to you by one of our cores, or you can go to our university iLab landing
page. If you do not have an iLab account, please click on the button. You will then be taken to a
new window.

VUMC or VU user (with VUNet ID):

Click here to login or register using your institute login and password.
External Users can create

an account here.

Not a VUMC or VU user? (no VUNet ID)

Click here to signup for an iLab account.

You will then be taken to a series of pages, where you will be asked to enter your information. Please complete
all required fields.
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Screen 1: You must enter your information. If your institution is not already listed, you can add it by creating a
new one.

V VANDERBILT
UNIVERSITYe

Personal Information

You are requesting access to the Vanderbilt University's service centers.

*

Email address: Phone number:

= .

® &

First name: Last name:

| am affiliated with the following institution: *

Please type the n

]

me of your institution x v

I'm not a robot
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Screen 2: You will then be asked to identify your role, and you can choose to create a new lab, or select one
already present. You can also select if there is another person in your lab who helps to manage lab memberships,
fund assignments and/or spending approvals. If you select YES, please see the next screen. If the answer is NO,
please jump to Screen 4.

V VANDERBILT
UNIVERSITYe

Institution Role

You are requesting access to the Vanderbilt University's service centers.

What is your primary role at External Test Company - VU?

Please select Principal Investigator’ if you manage your own research and have your own funding.

— No title — A

— No title —
Principal Investigator
Student

Graduate Student
Research Associate
Fost-Doctoral Fellow
Medical Resident'Fellow
Technician
Administrator
Director

Other

Back Start Over

Continue

Screen 3: Here you can add a person from your lab who helps to manage lab memberships, fund assignments
and/or spending approvals.

V VANDERBILT
UNIVERSITYe

Manager Contact

You are requesting access to the Vanderbilt University's service centers.

Financial Admin's Email address: * Financial Admin's Phone number:
= * e
Financial Admin's First name: * Financial Admin's Last name: *
* *
Back Start Over
Continue
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Screen 4: Here you must complete all your billing information. This must be your correct billing information, as
this will appear on the invoice, and is not related to any shipping information. You can choose to enter different
shipping information at the bottom of screen 4 if needed.

You are requesting access to the Vanderbilt University's service centers.
| Associate a newb ng aadress o my account

Billing Information

iLab is free... but we still need your billing information so core facilities can charge you when necessary. Gonsider the payment method you intend

Institution to Bill: *

*
Attn (name of billing contact): ©
*
Email (email of billing contact): *
*
Department to Bill:”
*
Billing Address:
*
Billing Address 2:
City:*
*
Province | State:
Country: *
*
Country: *
*
Zip or Postal code: *
*
Billing Phone: ~
*
Billing Fax:

Do you have a different shipping address?
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If you need assistance with your account set up at any point, you can:

o Utilize the Help me register button to the upper right corner of the account set up screen. This is
available on each screen.

Help Me Register — will give you various contact options for iLab support staff.
e You can contact your VU Core contact for assistance.

e You can contact our office at coresvu@vanderbilt.edu.
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2. Loqaing into iLab and Utilizing our Cores

Once you have set up your iLab account, you can then log into the application. You can go to the core’s specific
URL or our Vanderbilt iLab landing site and click the green login button.

ABOUtOCGA VU Core Facilties  Search WU Core Facilfies.

\bout Research Cores and other Shared Resources

ssearch at Van is supporiad by designated institulional cores and shared resources. Thesa facilites offer cuting edge scientiic services, enabling access Io high-end equipment, advanced techniques and specialized experiise for all Vandesbiltir -
SEEE : m

Once you click the button, a new screen will pop up.

VYUMC or VU user (with VUNet ID):

Click here to login or register using your institute login
d password.

External Users can login
here using their iLab
username and password.

Nota VUMC or V

Login using iLab credentials
If you don't have an account, please register for an
iLab account.

(no VUNet ID)

Learn more about iLab Operations Software

Please Note: Please contact the relevant core you wish to utilize, as each core has a different process
when working with external users. You can either find the core’s contact information on our Core Facilities
page, or on our landing site.

‘7 VANDERBILT .
UNIVERSITYe® B

About 0CGA U Core Facilties  Search VU Gore

About Research Cores and other Shared Resources.

Research at Vanderbitt Ui 20 techniques and specialized expertiss for all Vanderbilt investigators:

VU Core Facilities Search VI Core Facilities

You can search any core that is currently live from our landing page using the two tabs above. You will only be
able to see their public information from here. To access a core’s iLab site directly, you can find the core’s
specific iLab link on our Core Facilities webpage.
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3. Navigating iLab — the basics

3.1 Searching for CoresinilLab

Vanderbilt University’s iLab site is: https://vanderbilt.corefacilities.org.

Please see landing page search information on the previous page.

Figure 1: Left Menu Bar > “list all cores” — this is where you can search for cores in iLab

Agilen
CrossLab

w Home

& home

communications (13)

“ core facilities
my cores =] 13 unread messages
my reservations

view requests » J cores used in the past two months

view funds
my centers » 1 resource scheduled during the past month
list all cores
Invoices /®. 3 researchers are seeking accessto 2 cores you manage
time entry
a . 5 researchers are seeking accessto 5 labs you manage

dmm procurement groups

Once in the search for cores page, you can Cores at Other Institutions. You can refine your search
further by using the search bar to the right of the “View” drop down menu, and type in the type of core
you are looking for using keywords.

Aglent

CrossLab

Core Facilities

a
Cores at Partner Institutions
Gore Name Primary Gontact Email Phone Number
Cores at Other Institutions
Agency for Science Technology and Research — A*STAR | SERC IMRE
SERC nanoFabrication Processing and Characterization (SnFPC) Gerard Gibbs gerard gibbs@ilabsolutions.com 61405 668 565
Albert Einstein College of Medicine
Analytical Imaging Facilty (AIF) Frank Macaluso M Sc frank macaluso@einstein yu_edu 718.430.3547
Animal Physiology Core Licheng Wy, M.D. licheng wu@einstein yu edu 718.430.2348
Biomarker Analytic Research Core (BARC) Daniel Stein, M.D daniel stein@einstein yu edu 718.430.2445
Biorepository Bing Na Zheng bingna zheng@einstein yu edu 718.430.3492
Chermical Synthesis Core John'S_ Blanchard, Ph D john blanchard@einstein yu edu 718.430.3096
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3.2 The top right corner menu bar

system upgrades (Jun. 2017} | HELP | my profile | logout Emma Pacill

. Search cores and services... Gol

= System Upgrades: This link will take you to another page that lists all of the updates that
have occurred, with the most recent set at the top.

=  HELP: This link will allow you to submit a help ticket directly to iLab. You can use this if
you are having trouble with your account.

= My profile: Here you can edit your own profile details. Please see Section 4 for more
details.

= Logout: This will log you out of the system. When you are finished using iLab, please
make sure you log out.

= Search cores and services... search bar: You can use this as a way to search for cores and
services.

3.3 The left hand menu bar

The left hand menu bar is your main navigation tool within iLab. What appears will change for each
user based upon your role within iLab and on your institution’s set up (if your institution is on
iLab). The explanations below are to provide you with a basic guide, but may be somewhat
different.

Principal Investigators and Lab Managers:

“home” will take you to your dashboard.

= “communications” will list any communications you have. This is similar to the
emails you receive from the system.

o
it home
communications (28)

s - = “core facilities” will take you to the Core Facilities list of VU within iLab.
wwi'core facilities

my reservations (8) = “view requests” will populate if you, or users of your lab(s), have requests with

view requests core facilities, and will only show YOUR lab’s user requests.

=t all cores . . . . . e
= “my reservations” will populate if you have any reservations with core facilities,

nvwoICES R R
and will only show YOUR reservations.
il re porting = “invoices” will have all the invoices generated for your labs.
i
® manaoe aroups ¢ . :
manage groups =  “reporting” allows you to create and generate reports as it relates to your
my groups

department. Please watch the reporting tutorial offered by iLab.

pzople search
= “my groups” will list any labs you are a member of.

= “people search” will allow you to search for VU an VUMC people who already
have an iLab account.
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4. Your iLab User Profile

If you click on the “my profile” link at the very top of the right hand corner of the screen, you will be taken to a
new page where you can edit your profile.

system upgrades (Jun, 2017 | HEL- logout Emma Pacilli

. Search cores and services... Go!

Your options are listed below: = Profile Details: Here you can edit your basic profile
details. Please Note — It is important that your time
zone is set correctly, or you may have issues with

Profile Details equipment reservations.
= Billing / Shipping Information: This is important for
Change Fassword utilizing external cores.

= Notification Settings: This is in relation to a materials
module that Vanderbilt does not utilize.

Motification Settings = Default Ordering Settings: You can set order default
settings if desired.

= Search Preferences: This is in relation to a materials

Search Preferences module that Vanderbilt does not utilize.

= Projects: This is in relation to a materials module that

Billing / Shipping Information

Default Ordering Settings

Frocts Vanderbilt does not utilize.
Labs = Labs: list all the labs you are a member of.

= Colleagues: This will list any user profiles you have
Colleagues chosen to add as a colleague.
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