PI Actions in iLab:

	See screen shots below
1) Accepting users into your lab
2) Assigning Chart of Accounts to lab members
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PI Actions in iLab cont:

3)  Requesting access to additional Chart of Accounts
4)  Hide/Show Chart of Accounts from view/access 
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PI Actions in iLab cont:

5)	Managing lab members and their rights 
6)	Managing lab members and their rights 
7)	Managing lab members and their rights 
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PI Actions in iLab cont:

8)	Approving service requests and reviewing/providing payment information
9)	Approving service requests and reviewing/providing payment information


[image: This is a screenshot of the iLab website of what is being described in the number points.]






If you would prefer to delegate these notifications and approvals to specific member(s) of your lab, please email support@ilabsolutions.com with their name and email.


Additional help
More detailed instructions are available in the PI Manual. For any questions not addressed in the manual, click on the “leave iLab feedback” link in the upper right hand corner or contact support@ilabsolutions.com.
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Lab-wide approval settings

5. Set Approval Thresholds:
Set the amount above which new
requests require financial approval
from authorized lab personnel. This
defaults at the lab-level, or can be
setat the member-level.

© Click the pencil icon next 1o the person below whom you would like to make the financial approver.

Default auto-approval tresnoc N —Y
Cost overage buffer —")

save approval settings

Lab members and settings

Name Auto Approval Amount Email Phone
Lab default (8500.00)
- Lab default (5500.00) — - —
Lab default (5500.00) - -

Lab default (S¢
Levdetaut (7. Add Lab Memb
‘Search for previously registered users to add them as a member of the lab

4 tink exiting user

6. Manage Lab Members:

Use "" to remove a member from the
lab. Use the pencil icon to edit
membership levels of the lab members.

A"Manager” can provide financial
‘approval on requests. All members who
should receive approval emails need to
be listed as a "financial contact.”
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Manage SublLedgers

'@ Click on the check boxes to change funding assignments in real time. A green highlight indicates a saved change.

Name Default SubLedger
R None.
—— None.
- None.
-_— None.

g ——
[l @ Membership Requests & SubLedgers [§Members (5 | Budgets ' Protocols | Bulletin board o) | Group Settings

1. Membership Requests:
Accept/Reject lab membership
requests. Registered users can
also be added directly on the

Members tab.

Email Actions

(st | @ Reject |

2. SubLedger Assignments:
Check the boxes in the grid to
provide SubLedger access to
lab members
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¥ Request access to additional SubLedgers
9 f you don't see a SubLedger that you should have access 1o, please type it in below. The Subledger Approver will
receive a notifcation and approve or deny your request.

3. Additional SubLedger Access:
Request access to additional (non-
sponsored) SubLedgers

* SubLedger [ | Request |

Your SubLedger requests:

Subledger Requested on Status Owned by Resolved on Resolved by Notes by SubLedger Approver Archive request
v Dec 1115 approved Dec 1115 =

—— Dec 1115 approved Dec 1115 =
e~ Dec 1115 approved Dec 1115 =

v Disable/Enable Subledgers
9 The list of these SubLedgers are received automaticaly from your institution's financial system. f you have any SubLedgers that are ot used, please Uncheck those below. Selected ones are dispiayed and usable In the grid above
by your researchers.

9 Please note, when you uncheck a specific SuLedger, users will NOT be able to use it and any active charges that have not been biled will be considered invalid. If you think a SubLedger should not be in your 2b permanenty,
please contact your nstitution acminstration,

4. Disable/Enable SubLedgers:
Hide/Show SubLedgers on the
fund grid
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