iLab User Guide for PIs and Administrators

How to Request Funds to Your iLab Account

Core Fund Site: https://wwwapp.bumc.bu.edu/corefund/Authentication/Login/?ReturnUrl=%2Fcorefund%2FCoreFund

PIs are required to request account numbers in the Core Fund site to associate with their iLab profiles for billing purposes. This should include any funding from Boston University, Boston Medical Center, or Evans Medical Foundation. Note: Reminder email notifications are sent out to the PIs as fund accounts approach their near end date. No action is required unless you would like to extend the end date. Please email the Core Administrator if you would like to extend the end date. 

If you are submitting on behalf of the PI, your email, last name, and first name will automatically default. Please make sure to update with the PI’s information to ensure the fund account is linked to the PI’s lab. Accounts will be automatically sent to iLab on a nightly basis at around 11 pm and made available in iLab the following business day once approved.


1. Request your funding information on the Core Fund
2. Select “Add New Fund” and complete the request form. Accounts will be automatically sent to iLab on a nightly basis at around 11 pm and made available in iLab the following business day once approved.
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See below descriptions for the Organization dropdown:

· BU - A Boston University SAP account (cost center or internal order number)
· BMC - A Boston Medical Center account (activity unit and activity number)
· EMF - An Evans Medical Foundation account (activity unit and activity number

3. Navigate to the “Membership Requests & Fund Numbers” tab and check off the grid box to assign fund numbers to each user as needed
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How to Extend End Date for Fund Account

Reminder email notifications are sent out to the PIs as fund accounts approach their near end date. No action is required unless you would like to extend the end date. Please reach out to  rrith@bu.eduif you would like to extend the end date.


How to Add New User to Your Lab

All new users must create an iLab account to schedule Equipment and must be a member of at least one Lab/Group to be able to order services and make reservations.  

1. Direct new user to https://bostonu.ilab.agilent.com/account/login to register for an iLab account
2. During profile creation, new user will associate their account with a lab and fund account provided by the PI. Please visit Core Fund site to create a new fund account to associate with your lab. Note: While new user profiles can be created without a fund account, you need one to make reservations for cores requiring payment.


How to Add Existing User to Your Lab

If you are a PI or Lab Manager, you can manually add or remove existing users from your lab group on the Members tab of the lab page. 

1. Navigate to “Members” tab
2. Type their name in the search field below, select the user from the search results, adjust their role, start and end date fields, when applicable, and click 'Invite'. Note: Remember to select grid and assign funds to user
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Billing Overview

You will be billed 2-4 weeks after your reservation. Invoices are emailed monthly from the iLab system to both external and internal PIs and Financial Managers. The invoice is “for review purposes only.” No action is required unless you would like to dispute the charges. The invoice is paid through an internal upload process so it is important that a fund account is selected during equipment reservation to avoid any billing errors. 

Forms of Payments Accepted

Boston University source accounts (grant or non-grant), Boston Medical Center activity account, and Evans Medical Foundation accounts. Purchase orders and checks are accepted for external users.

How to View Your Invoices

The Invoices view is accessible from the left-hand side navigation‍. It provides a comprehensive way for all users to review their invoices. Note that this interface has a number of features only available to Core Administrators and Staff. 



The layout of the Invoices interface is illustrated below:
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Additional Help

[bookmark: _Hlk189208721]
More detailed instructions can be found by clicking on the “HELP” link in the upper right hand corner or by navigating to our iLab Help Site. For any questions not addressed in the Help site, click on the “HELP” link in the upper right hand corner and submit a ticket, or email ilab-support@agilent.com. Please reach out to rrith@bu.edu for any other Core related inquiries.  

Training Video: https://www.bumc.bu.edu/camed/research/cores/ilabs-core-facilities-equipment-scheduling-video-training/

[bookmark: _Hlk189208433]FAQs: https://www.bumc.bu.edu/camed/research/cores/accessing-cores/frequently-asked-questions/
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