
HOW DO I  REGISTER FO R AN ACCOUNT?  

    

Registering for an account with iLab is easy and quick! 

Registering 

STEP 1: Enter email and security agreement.  

Enter your email address, CAPTCHA, and agree to iLab privacy and security policy’s.  

 

Figure 1: Enter email and agree to security policies. 

STEP 2: Enter personal information.  

A welcome message from your institution will display. Enter your personal information. Then, enter 

your institution and your role at the institution. If you select "other", an additional box will display. 



 

Figure 2: Enter personal information. 

STEP 3: Enter group associations.  

Select the group with which you are associated. You may enter the group name, PI name, or financial 

approver and the system will search for a group meeting that information. 



 

Figure 3: Enter group association information. 

Once the registration is complete, a confirmation page will display letting you know that you will receive 

an email with account information within 24 hours. All registration tabs will be removed and the Go to 

iLab button will display institution and core external information based on the account signup request. 



 

User 4: Confirmation 

Cancel 

You may cancel from the registration process if you choose. Cancel Registration will take the user to the 

institution or core external page. Go back will return the user to the registration process with no data 

loss. 

 

Figure 5: Cancelling registration. 

 

 



HOW DO I  REQUEST SER VICES? 

STEP 1: Navigate to the ‘Request Services’ Tab  

Follow the instructions at the top of the page 

 

Figure 6: Requesting services 

 

 

HOW DO I  MAKE EQUIPM ENT RESERVATIONS?  

STEP 1: Navigate to the Schedule Equipment Tab  

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 facility’s direct link. Then click on the Schedule Equipment tab. 

(Figure 7). Please be aware that only Users that have been approved can make reservation using iLab.    

https://my.ilabsolutions.com/service_center/show_external/4657


 

 

Figure 7: You may use the Schedule Equipment tab to reserve time on a piece of equipment. 

Step 2: Access calendar.  

To access the calendar, click on the category that instrument is part of. Then, click the ‘view 

schedule’ button to the right of the name. (Figure 8).  

 
Figure 8: Access the equipment calendar 



Reading the calendar 

In the calendar, several tabs can be accessed: (Figure 9) 

• Return to Schedules: This will return you to the list of facility resources window.  

• Schedule: This tab displays current schedule. 

• Description: This displays a description of the equipment. 

• Other Schedules: This tab allows you to view and access other equipment listed and calendars. To see 

the reservations on other relevant calendars, click on the other relevant schedules, and then choose the 

other calendars you wish to see.  

 

Figure 9: Click on the Schedule tab to schedule the selected equipment. 

The calendar will display events in various colors for easier reading. The color legend for events is as 

follows (Figure 4). 

• Green Events: Your future reservations 

• Yellow Events: Your past reservations 

• Red Events: If the equipment is unavailable for selected amount of time 

• 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 purple. 

• Purple Events: When a reservation is approved by the core it will turn purple.  

• Gray: Other users’ events 

You may view a legend of reservations by clicking the Legends & Help button on the top left.  



 

Figure 4: Events are color-coded on the calendar to quickly determine the status of the appointment. Click the Legends & 

Help button to view a legend. 

Scheduling an event 

Step 1: Select the desired time 

To schedule an event on the calendar, click and drag on the day and time of the intended usage. A pop-up 

window will display asking you to identify the lab for which the event is to be scheduled. Select the lab 

and click Next.  
 

Step 2: Fill  out all the information required in the ‘ Reservation details ’ window  



 

 


