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Overview 
As an institution administrator you will be able to manage labs, view settings, view 
billing events and run reports in iLab.  This manual can be used as a resource to the 
general tools you have as an institution administrator.  Some features described in 
this document may not be available depending on how the iLab system was set up 
for your institution. 

If you experience any problems or have any questions using iLab, do not hesitate to 
click the leave iLab feedback link in the upper right hand corner once you are logged 
in. Alternatively, send an email to support@ilabsolutions.com with your question or 
visit ilabsolutions.com for a live chat with our support staff. 

iLab practices continual deployment of new features to meet all of our customers’ 
needs to the best of our ability.  Because of this, there may be some features that 
you see in our system that have not been updated in this document.  

http://www.ilabsolutions.com/
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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. 
 

 

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 Ordering 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.  Under the view requests link you 
can see all requests made by members of your labs, including ones that require your 
approval or payment information.  You can see a list of core facilities that you can 
access from list all cores. Depending on your institution’s settings, you may be able 
to click on invoices to view and approve all invoices regarding charges for any 
member of your lab.  To run reports on facility usage and lab spending, click on the 
reporting option.  For more information about reporting, please click here.  
 
Under manage groups (Figure 1.3) you can view my labs to see details about your lab 
and lab members.  You may see my departments or the institution name depending 
on your access level.  More information about these links can be found in this 

Figure 1.  Your Homepage 

https://content.ilabsolutions.com/wp-content/uploads/2012/12/iLab-Solutions-Core-Facilities-Core-Usage-Reporting.pdf
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document.  Lastly, you can click on people search to search for any user that belongs 
to your institution or uses your institution’s facilities. 

In iLab you will always see menu options at the upper-right hand corner and on the 
left panel (Figure 1.4).  The options at the upper-right hand corner are directly 
related to your account.   

1. system upgrades, is where you can view new features that will be added to 
the iLab system 

2. leave iLab feedback button is where you can leave a support ticket for iLab to 
review   

3. support button will show you a history of all of your support tickets 
4. my profile option is where you can edit your account   

a. You can update your name, time zone, password and contact 
information.  You will need to contact support@ilabsolutions.com if you 
need to update your login ID. 
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Your homepage will have panels with different kinds of information.  Each panel will 
have a help tab (Figure 1.5) with more instructions on the information seen in the 
panel and an info tab with information and quick links to resources that apply to you. 

 

Figure 2. On the homepage you will see the Home panel that will have quick 
links to cores you use. 

 
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 2.1).  Requests that 
require attention could be ones that require your approval, ones that are missing 
payment information or ones that you have not 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. 
 

 
Figure 3. Under the Service Request Panel you will see requests that require your 

attention under alerts. 
 
Under the info tab you will see up to twenty of your most recent requests (Figure 
3.2).  
 
You may also see a Scheduled Events panel that will show any of your reservations 
that are still pending core approval in the alerts tab (Figure 4.1), and your future 
reservations, up to fifteen, in the info tab (Figure 4.2). 
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Figure 4. See reservations that are pending approval and your future 

reservations in the Scheduled Events panel. 
 
Please click here to see our general use manual. 
 
As an institution administrator, you may also be listed as an administrator for core 
facilities at the institution.  If you are, you will see under the Service Requests panel 
and Schedule Events panel requests and reservations that are for the core staff to 
manage.  Please click here for our core staff help manuals. 
 

http://www.ilabsolutions.com/wp-content/uploads/2011/12/iLab_Core_Facilities_Standard_Core_Member_Trav11.18.pdf
http://www.ilabsolutions.com/wp-content/uploads/2011/12/Customer-Manual-for-Core-Facilities-v1020111.pdf
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How do I manage institution related 
information? 

List of Cores and Core Statistics 
 
On the left side of the iLab page there is a list of options (Figure 5).  Under manage 
groups you will see the name of your institution.  Click on the name of your 
institution to access functionality to manage the Institution’s information and 
settings in iLab. 

 
When you first land on the institution’s page, you will see a list of institution core 
facilities and their general statistics.  In the core list table, you can see statistics on: 

1. List of all cores 
2. The core head or contact 
3. If the core’s page is live in the system 
4. If the core is open to the public or requires core access requests 
5. The last day of billing 
6. The number of recent core service requests 

Above the table you can see overall statistics on: 

Figure 5. After you click on the institution name on the left panel, then you can 
manage different aspects of your institutions set-up on the Institution page. 
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1. The number of cores total 
2. The number of cores live in our system versus the number of cores still in 

development 
3. The total number of services and resources that the cores offer 
4. The break down of the number of services and equipment (schedules) 

offered from all of the cores 
5. The total number of users using iLab to order from facilities 
6. A breakdown of users by type, like internal and external 
7. Total revenue for all cores and a breakdown of revenue for internal versus 

external customers 
8. The total number of services requests 
9. A breakdown of requests for different user types like internal and external 
10. Number of hours scheduled 
11. A breakdown of scheduled events by reservation or maintenance 

Also on the core’s page you can view the payment settings for each core.  The core 
facilities can determine if they require payment information and at what point.  You 
can view what the core has set up if you click on show/hide payment configuration 
(Figure 6).  
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Institution and Lab Memberships and Settings 
 
Next to the Cores tab is the institution Memberships tab.  On this page you will see 
panels to: 

1. View and set up Departments 
2. View, find and access institution Research Groups (labs) 
3. View the list of uses with institution administrative access 
4. View and manage partner institutions 

Figure 6.  Click on show/hide payment configuration to see when facilities require 
payment information from customers. 



 
  
iLab Solutions Core Facilities Institution Administrator Help 
Manual 

Revision Date: 1/28/2014 

 

[Return to Table of Contents]           © 2006-2014 iLabSolutions, LLC 
 

11 

 

How do I Add and Manage Departments? 
Some institutions need to have labs (research groups) to be listed under 
Departments for billing and reporting purposes.  iLab allows institutions to set-up, 
edit and view departments within their institution.  For more information click here. 

How do I Address Lab Memberships with ID Authentication and 
Integrations? 
Many institutions have ID Authentication set up with iLab.  This is where users would 
log in with their institution log in and password and then their PI can approve their 
account request.  As an institution administrator, you can see the entire Lab Access 
Requests.  You can approve a lab access request on behalf of the PI under the blue 
Lab Access Request panel then, if you have financial integration with us, give the 
user access to funds.  For more information on ID Authentication or general 
Integrations please click here. 

How do I view, add and manage research groups in iLab? 
To see a list of Labs/PIs in iLab, click on the red Research Group panel.  From there, 
you can either look through the list of groups or start typing in a group name in the 
live search in the upper right corner.  You can click on a name to access the lab 
setting page.   

Figure 7.  Under the Memberships panel institution administrators can help 
manage Departments, Research Groups, Institution Administrators and Setting 

up Institution Partnerships in our system. 

https://content.ilabsolutions.com/wp-content/uploads/2013/06/iLab-Solutions-Core-Facilities-Basic-Integration.pdf
https://content.ilabsolutions.com/wp-content/uploads/2012/10/iLab-Solutions-Core-Facilities-Department-Manager-Feature.pdf
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Institution administrators also can add research groups from the Research Groups 
panel.  

Figure 8.  Click on the Search for a specific research group field to find a group by 
typing in the group name. 
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Figure 9.  Institution Administrators can add groups to iLab.  Click on Add on the 
upper left corner of the Research Groups panel and either create a group under 
and existing iLab user (a.) or create the group under a new user account (b.). 

a. 

b. 
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To add research groups: 

1. Click on Add at the upper left corner of the Research Groups panel 
2. If the group or lab head is already in the iLab system then fill out the fields on 

the left side of the add a lab popup (Figure 9a).   
a. Enter the desired group name 
b. Choose if the user you want to create the group under is the manager 

or a Principal Investigator 
c. Find the user in the drop down menu 

i. Tip: If you start to type in the user’s first name after clicking on 
the drop down menu, you will be brought to their name in the 
list. 

d. Click on Add 
3. If the group or lab head is not in the system, add the manager’s or PI’s 

information in the fields on the right of the pop-up under Create new (Figure 
9b). 

a. Enter in the correct institution email address for the manager or PI 
b. Create a temporary password 
c. Enter in the person’s first and last name 
d. Click on Add 

4. After you click on Add, a welcome email will be sent to the user, if they did 
not already have an account and the new lab will be added to the list of cores 

a. Note: When you first add a group, it will show at the top of the list of 
Research Groups as confirmation that the group was added. 

Please click here to see more information on lab settings, how to manage funds or if 
you have basic financial integration, and how to manage lab members. 

How can I view and add institution administrators? 
The yellow Members panel will list all of the Institution administrators that are set up 
in iLab.  You can also add new administrators here as well. 

http://www.ilabsolutions.com/wp-content/uploads/2011/12/iLab_Customer_Help_PI_Financial_Admin_Trainv102011.pdf
https://content.ilabsolutions.com/wp-content/uploads/2013/06/iLab-Solutions-Core-Facilities-Basic-Integration.pdf
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Users you give institution administrative access to can accomplish all topics covered 
in this manual.  Financial Managers and Voucher Issuers have a more limited access 
and can only access their designated financial duties in iLab. Please reach out to your 
iLab Account Manager if you need more clarification on specifics for your institution.  

Can I add partner institutions and what does that do for my 
users? 
The last panel, is a green Partner Institutions panel.  Here you can view the 
institution list to add any as a partner institution (Figure 11).  In iLab, any partner 
institution you add that have core facilities in iLab will have their list of cores show in 
a segregated section below your institution’s list of core for you institution members 
to easily view  on the list all cores page (Figure 12). 

Figure 10. View and add institution administrators to iLab and choose their access 
level.  Note: The person must have an iLab account for you to add them. 
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What Institution Settings can I manage? 
The next tab is the institution Settings tab (Figure 13).  Here you can: 

Figure 11.  In some cases there may be other institutions that you would prefer 
your researchers to use if they do not use your facilities. You can add these 

institutions to your partner institution list so their facilities will come up under 
your facilities on the list all cores page. 

Figure 12.  The core facilities of the institutions that you have added as a partner 
will show under your institution's list of core for easier access for your 

researchers. 
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6. Download csv files that list all research group contacts, all active core facilities 
users and all services and calendar price lists for all of your facilities. 

6. View the institution logo iLab has for your institution. 
a. Note: Contact support@ilabsolutions.com if you want to update the 

logo. 
6. Add a default auto-approval amount for your labs.   

a. Example: If you set the auto pre-approval amount to $10,000 then 
any new labs added to lab under your institution will not require the 
lab administrator’s approval for service requests unless the quotes 
exceed $10,000. 

6. If you do not have ID Authentication, you can add text to your registration 
pages for new user to see when they want to register for facility use (Figure 
14). 

6. Have lab access requests that are rejected trigger a notification email to 
institution administrators.  This will only work for institutions that have ID 
Authentication. 

6. If your research groups are using our requisitioning system, you can add a 
note for them to see when ordering materials. 

6. Work with your iLab Account Manager about invoices and if invoice require 
approval before charges can be billed.  If you do have your invoices set up to 
required approval before charges can be billed, add reasons why and 
institution administrator may need to approve an invoice for a lab for tracking 
purposes. 
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Figure 13.  Manage some institution settings under the Settings tab.  If you do 
not see the setting you want to update, reach out to your iLab Account Manager 

for assistance. 
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Figure 14.  Here is an example of a standard registration page for new users if 
your institution does not have ID Authentication. 
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Charge Justifications: How do I require justifications for Not 
Billable, Pro Bono, No Charge and Flex Charges? 
 
In iLab’s Core Facility Management System, institution administrators can set the 
degree of control they would like to have concerning how their facilities bill for work. 
One of the tools iLab provides is the ability to require and define justifications for no 
charge, not billable, pro bono and flex charges.  To turn on this feature, please follow 
the instructions below.  Please reach out to your iLab Account Project Manager or to 
support at support@ilabsolutions.com for more information.   
 
Institution administrators can choose to either require justifications for Not Billable, 
Pro Bono and No Charge line items and/or for flex charges by clicking on the setting 
on their Settings tab (Figure 19).  Under each setting is a field for the administrator to 
enter customized allowable justifications.  These allowable justifications need to be 
fifty characters or less and will be seen on invoices and reporting.  Please separate 
each reason with a vertical line (|). 
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Figure 15.  Under the Settings tab of your institution page, scroll towards the bottom to see the fields 

to enter in allowable justifications for charge line items.  Note that these justifications will be seen 
on invoices and have a maximum of fifty characters. 

 
Once the justifications are defined, when core staff change the Billing Status to Not Billable, Pro 
Bono or No Charge on charge line items, they will be prompted to choose the reason for the zero 
dollar charge. 
 

 
Figure 16.  When a core member changes the billing status to Not Billable or Pro Bono, they will be 

prompted to choose why they are making the line item a no charge item from a drop down of 
reasons entered by administration. 
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Figure 17.  When core staff identify a reservation or reservation add-on as no charge, they will be 
prompted to provide a reason by selecting from the drop-down menu. The drop-down menu 

justifications are previously determined by the administration. 
 

If administration wants cores to justify why they are adding flex charges, the core will be 
prompted to choose the reason of the flex charge from a list of drop down of options. 
 

 
Figure 18.  When a core staff member adds an ad-hoc charge, they will be prompted to choose a 

reason from a drop down of options provided by institution administration. 
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Flex charge or no charge justifications can be seen on the line item in the following ways:  
 

1. On the request: If a Billing Status is changed to Not Billable or Pro Bono, hover over the 
status to see the reason. 

 

 
 

2. On the request: If a flex charge is added, the reason for the charge will be printed below 
the charge name, next to the charge category. 

 

 
 

3. On review usage for scheduling: If a reservation or add-on charge is marked no charge, 
hover over no charge to see the justification. 
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2. On the new billing event page: If you see a charge that has a status of Not Billable to Pro 
Bono on the new billing event page or view charges page, hover of the status to see the 
justification. 

 

 
 

5. On the new billing event page: If you see a flex charge (indicated by the (charge) just 
before the charge name), then you can see the justification by hovering over (charge) 
on the charge name. 
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6. On the Invoice: The justification for the no charge line item or flex charge will replace the 
status of the charge on the invoice.   
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Note: Depending on your settings, you may not see all of the settings options above 
or you may see different ones.  Please reach out to your iLab Account Manager or 
support@ilabsolutions.com with help on adjusting your settings.  
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What reporting features do I have access to, so 
I can run usage reports? 
Institution administrators can run usage reports from the Reporting tab.  For more 
information on running reports, please click here. 

Can I review Invoices and Billing Events within iLab? 
As an institution administrator you have access to all billing events and invoices 
created by your facilities.  You can access a list of billing events from the Billing tab.  
Here you can do the following: 

1. Narrow your search by filtering for different options on the left-hand side of 
the page 

2. View event details and summary 
3. View the billing event’s specific invoices  
4. Sort your list by clicking in the column header 

 

Can I view all facility invoices in one location? 
To view a list of all invoices, click on invoices on the left side of you iLab page.  For 
more information on invoices, click here. 

Figure 19.  Click on the Billing tab from your institution page to view billing 
events created by your institution's core facilities. 

https://content.ilabsolutions.com/wp-content/uploads/2012/12/iLab-Solutions-Core-Facilities-Lab-Administrator-Invoice-Help-Manual.pdf
https://content.ilabsolutions.com/wp-content/uploads/2012/12/iLab-Solutions-Core-Facilities-Core-Usage-Reporting.pdf


 
  
iLab Solutions Core Facilities Institution Administrator Help 
Manual 

Revision Date: 1/28/2014 

 

[Return to Table of Contents]           © 2006-2014 iLabSolutions, LLC 
 

28 

How is a billing event created and managed? 
For more information on how billing events are created and managed, please click 
here. 

To view support tickets that have been created by your institution members, click on 
the orange Support Tickets panel. 

The last panel is the blue Settings panel where you can manage some institution 
settings.  If you want to change a setting that you do not see on this panel, please 
contact your iLab Project Manager or support@ilabsolutions.com. 

http://www.ilabsolutions.com/wp-content/uploads/2011/12/iLab_Core_Facilities_Standard_Core_Member_Trav11.18.pdf
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Can I track iLab support issues brought up by 
institution members? 
Live support for iLab is available from 8:30am to 8:30pm Eastern Time (US).  There 
are several ways to contact our support team: 

• Email - support@ilabsolutions.com,  
• Phone - 617.297.2805 or by  
• Leave iLab Feedback Button - Click on leave iLab feedback (Figure 1) at the 

upper-right corner of your iLab page.   

If a support issue is left using the leave iLab feedback option, a support ticket is 
created.  As an institution administrator, you can view all support tickets created by 
your institution members.   

1. To view the support tickets, click on support at the upper-right of your iLab 
page (Figure 1). 

2. On the support page you can filter for tickets by user, date, status and more.  
You can also view the tickets see the communications back and forth and see 
if the issue has been resolved. 

 

For more information please reach out to your iLab Account Manager or 
support@ilabsolutions.com.  




