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Overview

The iLab/UNCCH Financial Integration allows PIs, Financial Managers, Researchers and
Core Managers to ensure that they are using valid payment information (Chartfield String)
at each step of the request and billing process for core facilities. PI's and/or lab managers
assign Chartfield String to individuals who should be able to order services from UNCCH
cores. Researchers can order services with Chartfield String, and core managers can bill for
these services knowing that they are using valid Chartfield String. This document can be
used by core staff, PI's, and lab managers as a guide for using iLab. This document will
review logging into and navigating iLab, assigning Chartfield String and making any
appropriate changes to labs.
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Logging into iLab:

1. Type the following URL into your browser: https://uncch.ilab.agilent.com/

2. Bookmark this URL.

3. Once on the iLab login page, login or register.

C
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Agilent

C I'O SS La b iLab Software Help ~ System Status  Request Dema

Sign in using UNC credentials
or

Signinusing iLab credentials

Learn more about iLab Operations Software

© Agilent Technologies, Inc. 2017

a. Click “here” if you have a ONYEN. The next screen will be a familiar login
screen for entering that information.

h

—_N THE UNIVERSITY
”n of NORTH CAROLINA
= l > at CHAPEL HILL

Single Sign-On TEST

Onyen -or- UNC Guest ID

Password

Sign in
Reset password for Onyen | UNC
Guest ID or get help.

To protect your personal
information, you must close every
instance of this browser that is open
on your computer when you log out.

y

© 2016 The University of North Carolina at Chapel Hill. Al rights reserved.

b. Ifyou do not have an iLab account, and you have a ONYEN, once you

authenticate you will be directed to a registration page. You will need to
select your Pl and a request will be sent to your PI to approve your request.
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iLab Account Registration

Hello Test User,

Welcome to iLabl Please choose your Pl or group to get started]

Pl/Group: # | Please select your lab/PI ... v
First Name: # ‘Test

|
Last Name: # ‘User |

Email: % nobody @ we.edu

Phone number: & % ‘ |

register | cancel

rivacy policy (pdf) | security policy (pd

c. Ifyou do not have a UNCCH login (external user) and need an iLab account,
follow the link below and provide all details during the registration wizard.

4. https://uncch.ilab.agilent.com/account/signup/279
5. Once logged in you will be on the iLab homepage dashboard. Make sure to set your

Sysiem upgrades Sep. 2046 | HELP | mypotle | ool s -
il Search cores and servi Go
w Getting started
£ home —
comemunications (o) L
core faciiities Welcome to iLabl
my cores
View requests
view funds Thank you for regesterng for an iLab account. Please use the iformation below 1o help you get staned. Fesl free 1o contact fab-supportiiagient comn with any questions.
st ol cores
voices Best wishes,
The iLab team
il reporting
B manage grotns L—
my bbs
my cores
Uninvessity of North
Carcng ax Chepsl 1 1. Chek o the core facies ik n the ke hand menu
peaple search 2. Sekect 3 core from he kst of Cores
Purchase Orders 3. On the core's page, chck the 'sbout our core’ 1ab 10 leam more sboul the avalatle serices

4. To request sernces, chck The request seraces’ Lt
5. For cores with equipment, chck on the ‘schedule equipment’ tab

Clhck an HELP" at the uppesr nght of the iLab apphcstion 1o submi & supporn ticket or access onlne heip anbcles

w Home
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Navigating iLab:
The left-hand navigation panel will be used for all iLab functionality.
CE%‘E‘ELab Searchcores and semces. Go!
~ Getting started
o
Weicome to iLab!
Thank you for registenng for &0 iLab sccount. Please use the nformabion bekn to help you et stamed Feel free bo contact dab-supponifiagient com with any questions.
Toe L
University of Narth o
Carobna at Chapel HRl e b the left hand e
people search from the: kst of cores.
Furchase Orders page, chck the "about our core’ ta 1o leam more about the svalable senaces
4 To request senaces, chck the Tequest senices’ lab
5 For cores with equipment, Chck on the “schedule equipment’ tab
Clck or "HELF it the upper right of the iLah applcition b subrmi 4 suppor Bckel of stcess online help articies
w Home
0 Into

Image 1.1: Core Facilities:
e C(lick ‘Core Facilities’ to see any live UNCCH cores
e Use this to navigate to core facilities to work with.
Image 1.2: View Requests:
e Click View Requests’to see a list of requests per core. This area is where a
PI/Lab Manager can approve/deny requests or provide a Chartfield String
Image 1.3: My Labs:
e C(lick ‘My Labs’ to see a list of the labs in which you manage.
o Tip: you may also hover over ‘My labs’ to see a bubble of your labs.
Image 1.4: “University of North Carolina at Chapel Hill”:
@ NOTE: This link is ONLY available to those with Institution Admin membership.
@ Click this link to access the Institutional Admin Dashboard which included a full list
of cores (live and in development), Institution Admin memberships and a full list of
internal labs

View Requests:
1. Click ‘View Requests’ to see all requests.

2. Use the tabs along the top to navigate between requests

a. Awaiting Approval: Displays any request made by a researcher from your
lab to a core that has exceeded the pre-approved cost that the lab has set.
This request now requires approval from a financial manager to proceed
with the service request. Simply click ‘Agree’ or ‘Disagree’.

b. Require Payment Info: Displays any request made by a researcher that
does not have A Chartfield String selected to charge the request against.

i. Toupdate, simply click the $ icon and select a Chartfield String. Click
save.

c. Processing and Recently Completed: Displays all current or recently
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finished request from any researcher within your department(s).
d. All Requests: Display all requests from anyone within your department.

My Labs:
system upgrades. Sep. 2 LE | s o
~fgilent Search cores and services Go!
CrossLab | Lab Coamicna Sotwais « Search cores a !
2 w Gatting staned
£ home o into
communications (0}
“ core facilities Welcome to iLab!
iew requests
iew funds
kst all cores Thank you for regestenng for an iLab account. Please use the information beiow b help you get staned. Feel free to contact dab-supportagient Com wih any quesbors
Invoies
Best wishes.
s reporting The d.ab team
Getting started
1. Chick on th cove faciities ik in the ket hand rmeny
2. Select & core from the st of cones
3. On the core's page, chek the “sbout cur core” ta 1o learn maone abodt the avslable services
4. To request sendces. chek the ‘request sendces’ tab
5. Fo cores chick an the de e o
‘CGicik on "HELF" at the upper nght of the iLab apphcaton i Submit @ Support bcket o access onine help amicles.
 Home
Do w

1. Click ‘My Groups’ to see a list of labs you manage.
2. Click the lab name to enter into the lab to adjust settings, members, Account

assignments.
LA @iets (UNC) Lab

Membership Requests & Chartield Sinings | Members (3) | Budgets  Bulistn board {0) | Group Settings

Lab-wide approval settings

Labs can be managed using

& Chick the pencil icon nead o the person below whom you would ke to make the financial approver the tabs along the top.

Drefault auto-approval threshald £1000 0 L
Cosl overage buller s[1o0 ]

B save approval settngs

Lab members and settings

Name Auto Approval Amount ERFID Email Fhone Start Date End Date
Lab defaul (51,000 00) m— e il com 857
Lab defau® ($1,000 00) carefinmgr carl crsckshankiiabx com a7 x
Lab default (51,000.00) chuckie@enail unc edu 1234 -

3. Pending access requests:
As new members register for their iLab account they will need to be included in a
lab so that they may be assigned Chartfield String(s).
You will receive an email when a new researcher is awaiting access to a lab.
Login to iLab — Click on ‘my labs’ - click the lab — Click ‘Membership
Requests & Chartfield Strings’ this will show any pending approvals -
approve the access request, or if the researcher selected the incorrect lab use
‘change lab’ to update their membership and then ‘approve’.
After approving, assign Chartfield String(s) to the new researcher.
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Assigning a lab manager:

1. Navigate to “Members” tab in the lab.
2. Select the Yellow edit pencil.

Abels, Kimberly (UNC) Lab

0

ipR &0 Membess |3 | Budgots | Bullotin baard ) | Group Settings

Lab-wide approval settings

& Click the pencil whHam you woud i
Diefauh auta-apgroval threshold s[omo i
Cost overage buller T

[& save approval setings Select the indnidual

that you wish to update

Lab members and settings

Auto Approval Amount ERF ID Email Phone Start Date W
Lak default {($1,000.00) kabets@unc. edu fabr.com i 3ix
Liab chefiandt (31,000 00 conefrmgr carl cnackshank@ilaby com & x
Lk cefadt (31,000 00 chuckie@emal g edu 1734 &/ x
&9 add new user & Ik exstng user
13 ” 4
3. Open the “LvI” drop down menu to update the user’s role.
1] i =
a. Select ‘Manager’ here to delegate user/fund approval authority.
Abels, Kimberly (UNC) Lab
ip Requests & Char ings |Members(z | Budgets  Bulletinboard (1) Group Settings
Lab-wide approval settings
4 Click the pencll icon next to the yau hee i | apgraver,
Diedaul uts.approval threshold sfiooos
Cost average buffer sfos @
B save approval settings
Select the new
mesmiber kevel n e Select "Financial
drop down menu Contact” here.
Lab members and settings
Name Auto Approval Amount Phone Start Date & End Date ¥
Famberty Abels Lab dedauk ($1,000.00) ssiunc edu ilaby com aSox
Carli Cruickshank | Lot [Manager ¥ ~ [corefinmer cari cruckshe m | = wave | eancel
Can ondart ] 4
Core Financial Coatact: [
Charles Brown Lab defint (§1,000 00} ehuckin@enal unc edu 1234 a4/x
@ add newuser | A ik exsting uper

4. Select the “Financial Contact” checkbox to delegate financial notifications.
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Invoices:

1. Click Invoices’ to see a list of all invoices created by any core.
2. Use the filters on the left to reduce and sort the invoices that display.

3. Click the magnifying glass on the right to view the actual invoice.
@ Invoices

[e—
4|
¥ Koy < Bulk Actons
| —|dv Displaying 30 out of 33 rsuliis) Page 1 of 2)
= Togal CoslOver Created 0 Corg Ieoich Number Lok Dwmer Payment Numbers Price Types Tolal Cost Status  Approvnl Statug O
¥ Dwnee = (m]
[T ——— w4y FProteomics = Giray, Steven Steven & Hot Yat -3
et 1217 PF ¥ b 3 ntemal 3 ot roquing
[T O 127 frey 3589 e 2521049200 Itgmal 1300 0% oot requiny o
> Coms
» Labe vy Proteomics z Gray, Stnen Stevan : Click the Magnifying X 0O
—_—— pau PF-36 " £210-49700- - 3
' E O 217 pte” R ke Gy 2521048200 It gass icon to view the mark hs i
.—m el
wp  Proteomics Gray, Steven Sleven ; » a4 O
» Oct T T. 3686 £710-4! - o4 Ba- FrFRGa.
Prica Types oct 17 P PFA3606 o i 2421045200 Imoenal 81 o aek bl
= Exeenal
L P = S Buidge, Keith  Keith 2521044000 25210490004 i i MOV oo, AR a
> Appronl Status ‘ Faciity " [UNCCH)Lab  Bumdge 2521043000 " Paid e ek 3 paid
- St
> sl Grank, Judah  Cletus ot Vet =T |
Iafrotcas Seal Oct 12'17 Cytometry  FOF-353) n i PO1ZME Extemal 33750 D% ™ oot soquired
> Becete Hard Copy Eaciity RGCC) Lab by aid miark a5 paid
= [apyte Maluy Fhow . g O
—_— N el Junes, Cobn Corkin A - irop Mol Vet : d
* Detached Oct 1717 :;tw:rauq P68 e s it 471049000~ Intwonal s1200 oo™ not requied TG
= ity
e Flow Bausch Aetork A (=1ry (]
: 041217 Cytomatry  ECE.2681 Vietona (C) 202 aean0 soggo e imamnst s387600 OO o niee
Facity Eah Bautch Paid mark as paid
Flow = FEF 1049300 =1~} (m}
i —_— Gray, Sieven  Stewn ’ ot et
Ot 1217 Cylometry  FCF-3680 iy : 2521045200 Inemal 543100 ol requited
iy UNCCH) Lab  Geay LT Paid ok supeid
Flow e Mimberte Himbert t »EG [
Use filters to D127 Cytomewy  FeFaars  Aoes Mimbedy Kimbedy oopa sa000, Iternsl 5304260 0T ot i )
sort invoices Faciity [UKC) Lab Absis i mark a3 paid
a display ; i o
otz Coomen FCEITE Bemenin Banjum’ 23210 AEHH sl SUBO0 MUY i o
' Fackty ' [N CayLap Phiset 2521049200 Pan . rack 23 paid

To View an Invoice:
1. Once an invoice has been created by a core, a PI or Lab manager will have the

opportunity to review the invoice and make corrections if necessary.
2. Click on ‘Invoices’ in the left hand menu
3. Then click the magnifying glass to view the live invoice.

To Update or Change the Chartfield String:
1. Review the charges and then click the $ icon to view the Chartfield String being

charged

2. Change or split the charges between Chartfield String(s), select a charge in the
payment list

3. Update the Chartfield String section and click save.
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This is a screenshot of an invoice and how to change the Chartfield String associated with it.

THE UNIVERSITY
of NORTH CAROLINA
at CHAPEL HILL

=

Invoice No. PF-3447
Invoice Date  September 27, 2017
Lab UHC-CH) Lab

From: Proteomics Facliity To: Gray Steven (UNC-CH) Lab | Steven Gray

show sdditional contacts

Invoice Total $26.00
Invoice Details
DATE ITEM DESCRIPTION PMT# ary 1
v it ﬁ
= amng status Chartfed string
September 28, | 2600
¥ Buming CNVETO armays Elling Infialized Muliple Chariield Sirings_ o
¥ mumina CHVETO arps 50.000% 25210-49200-+
Actual cost: 31 W muming CHETD ey 50.000% 25210-49000- $13.00 %6.00
sasbected charge(s) total: $0.00 |
Invoice T s 1SS 00
¥ Update payment info for (%) charges
comessings @ 1100:0_F|[Select Chartfield string... v
Powered by iL e @
1000%
it Criarge |
For core make defizul for project? &
For customer w‘-'
| payment nctes &
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Managing Chartfield String(s) in a Lab

Chartfield String(s) are used to create valid charges in iLab using valid information sourced
from UNC. UNC allows any PI or lab manager to request non-sponsored funds within their
labs.

The chartfield string in iLab does not display all of the fields used in Connect Carolina. All of
the required fields are present but the view is concatenated. It will show the user the most
important elements and allows space for titles associated with projects within a lab.

The following elements display:

Fund-Source-Department-Project ID-ProgramCode-CostCode1-CostCode 2-Cost Code3
Hover over the chartfield display will show the fund title and expiration date when applicable.

The account number is set within the core facility based on the product or service offered.

It does not appear to the user but will populate when billed to the financial system.

How do I Assign and manage Chartfield String?

1. Hover over or click on the my groups menu option on the left hand side. Click the
name of the lab to enter the lab.

ST uRgTAdes. Sep. 2016 |

oito | ogoul &

Agilent f
C{G SS Lab | iLab Operations Software . Search cores and services... Go!
= Gatting started
£ home into
communications (0} 9
“ core facilities Welcome to iLab!
e eqUESLS
wew funds
kst all cores. Thank you for regrstenng for an iLab account. Piease use the information beiow to help you get stared. Feed free to contact dab-supportiBagient com with any questons
Invoies
Best wishes.
s reporting The d.ab team
R manage group:
o IUES Getting started
people search

the core's page, chek the ‘sbout cur core” tab 1o leamn morne sbout the avalable servces
request senvices, ek the ‘request services’ tab
otes with i, chick on the qupEnt tab

Chck on "HELF" at the upper right of the iLab appcaton o subime a suppor boket of access onlne help aricles

w Home

2. On the lab’s page, click the Membership Requests & Chartfield String tab to expand
this section.

3. Click on the appropriate check boxes to provide the researcher’s access to Chartfield
String(s). Assign Chartfield String(s)for each researcher on the list, when the box
turns green it means the Chartfield String information has been applied to the
researcher.

- Agilent Technologies
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w s (UNC-CH) Lab

Membership Requests & Charficsd $inngs | Members () Budgets  Bubetin board @ Group Settings

Membership Requests

¥ Mo Access Requests requine approval

Manage Chartfield Strings

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

2E0-£3000- —Giama  25240-E5000_ S W Combeanon 25404300050 p—Dwected 2520040000 SN - SUBCOMTIALANE  25290-45000 cmmme s —FELLOVW:BAN.
Hame String 1 p Fvehutica of Raval KA MATIOMAL PRIBATI B Traatmant of
Steven mem None: %3] 7l =] %] =]
Kimbesty Nare O O O -
Robert e O O (] =

Seled check boxes 1o assign
Chartfield Strings to different
members.

» Request access to additional Chartfield Strings

» Disable/Enable Chartfield Strings
<

How do I request a new Chartfield String within my lab? (Non-
sponsored)

1. If the Chartfield String is needed for a lab member to charge services against does
not exist in the fund grid, one may be requested.

2. To do this simply click the Request access to additional Chartfield String section
which appears below the fund grid.

3. Here you will see instructions on how the new Chartfield String needs to be entered.

4. Once approved the Chartfield String will appear in the fund grid above. Assign it to
the necessary lab member(s) so that they may use it as a payment option

W It you dont see a Chartfield String that you shoukd have access lo, please type i in below. The Account Manager
Wil FECERAE 2 NABBCANON and APROVE OF DENY YOur equest

Comglele the necessary fields below

[Cptienal flp et 1o request agdional chartekd sring) using e help text as reference:
& Charfieid Siry 2710114101

na (Eegest] | Chanfield Sinng wil appear as you a
‘Your Chartheld String requests: - lete e click ‘Request

Chartfield Strin Requested on Status _ Owned by on by Hates by Account Manager Archive request
| 27101-14101 et 137 penging o

Alter the request 15 made the
Chartfield String will appear below
as pending unlil approved

» Disable/Enabile Chartfield Strings

*If the chartfield does not display after searching, please email coresupport@med.unc.edu
and request the chartfield for it appear in the iLab fund grid.
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FAQ'’s

Q: How do I add someone to my Lab?
A: You may add already existing iLab users to a lab. This means if the researcher has

not registered their Chartfield String with iLab you will be unable to add them to a lab
until complete.

C FF;E% Lab | iLab Oparatons Softwans Go!
v Genag sunsd
£ home
communearssns (0) s

“core lacilities Welcome 1o iLab’
Thank s fer rogrstonng st o 48 eeturt Phisoe uss P rimsbon bk ' helf you ol lartied Fos e 13 comtael dab npport@acsint com nilh iy quecians
Eeat wishes,

The Lab tean

Gatiing started

5, For cores meh expipment. click 04 e 'schedule equpmert 1o

ok 0 HEL ol e e gt of e b st i subaril @ suppon bebet o acorso orire help e

 Home
L

Image 1.1: Click the name of the lab that needs a new member added

Image 2 - Lab Page
was (UNC) Lab

Membership Requests & Chanfokd 3I'II’: Buggels  Huebin board ) Group Seflings

Lab-wide approval settings

W Click the pencil iCon nex B The person below whom you woukd like 10 make B Bnancial approver.

Detfaunl auio-approval threshokd $wo00
Cost overage bufier $[100 o

B save appeoreat settags

Lab members and settings

Name Auto Approval Amount ERF ID Email Phone Start Date @ End Date &
Adaora, Lab detault ($1,000 00) @emed unc edu dabx com a37%
4 Ink existing user

Add an existing user

nwite: acdilional members fo thes s!oup

Starl fyping the name of the

Image 2.1: Click Link existing user. Then use the search box to type the name of the member

to add. They must be registered to locate them in the search
**Be sure to give them access to Chartfield String(s)after inviting them to the lab.**

Q: Someone has left our Lab, how do I delete them from the lab?

A: Follow these steps:
e LogintoilLab
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Click the name of the lab which needs member(s) removed

Click the red X next to the member that should no longer be part of the lab.

Alternately, you may click on the yellow pencil, enter an expiration date for your lab member

and click save.

If the member is no longer part of the institute, please click ‘Help’ up in the top right of your
iLab page to submit a ticket to iLab support. Please tell them the name of the researcher who

has left and to disable/delete their account
Ews, Kimberly (UNC) Lab

Lab-wide approval settings

W click the pencil icon nest to the persan below whorm you woukd Bke: 1o make he financial approver

Detaull auto-approval hesnok) s[roo00 h
C0st overage bufter 5100 w

B =ave approvedl sotimes

Lab members and settings

Hame Auto Approval Amount ERPID Email
Labs default (51,000 00) i@une edu ilabx com
La defaull ($1,000.00) corelinmge can. crukkshankiiaby, com
Lan default (51,000 00) i @emal une sdu

Q: How do I split charges on an invoice?
A: Follow these steps:

1. Locate the invoice:
e LogintoiLab
e from the left panel click ‘Invoices’

Click to dalete
a member from
Lhe laty,

Phon Start Date ¥

o Alist of all invoices will appear, to refine the list use the ‘keyword search’ to type in

the invoice number
e (lick ‘Apply Filters’

e (lick the magnifying glass icon for the invoice you wish to view you will find this

icon on the far right side of the screen

- Agilent Technologies
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« Invoices

Immices
4 Hide Filees
¥ Knwoids <4 Bulk Achons
| —|do Displaying 30 out of 33 resulljs] Page 1642)
= Tokal Cosl Over Created On Corg oice Numder Lok Dwmer Payment Numbers Price Types TolalCost Slalus  Apgiownl Status O
¥ Dwnee =
» Cwner nasulion Qcpaziy ETOMES  op aeng Gray Jmvan SIS0 och19.42002 imemal S1300 P o peguiny - =
| imatiosion | Faciity UNCCH) Lab  Geay £ Pard meck as poid
= Coms
I Labe vy Pretuomics . Gray, Steen Steven % Chick the Magnifying 2 O
L R oF 3 y 210 43200 3
T 02 oy 368 (UNC-CH)Lab  Gaay 2621045200 Mtany glass icon to new the ek 5 paid
L —— pekily
» Taumant Humber ga O
» Prica Tynes et 17017 Proteomcs ppaep Gray, evan  Steven  appyn goang. intemal 5179 AP
—_—— Faciity (UNC.CH)Lab  Geay Paid mark 35 pakd
|wheemal |
= = c: . o oma O
Amiind etz PrOtmOmCs ool Bustidge, Keith  Keith 2521049000 25210490004 O .. —
 Aesroun Staun Faciity [UNCCH)Lab  Bumdge 2521043000 Paid ek 3 paid
= Hals
e Flow g . " (= 1Y O
¥ laroicos. Sent Oct12'17 Cytometry ~ FOFagmy  O3budsh  Cls  pappyyy Extemal 83750 NOLYR o uid
RECC)Lab Auer Paid ik 25 pad
' Racesss lard o Facity
» Diapute staius Flow ; cEs 0O
—_— N el Junes, Cobn Corkin A 5 Hot et : d
* Detached Oct 1717 :.,t::l::nlq (1= %" e s i 471049000~ Intemal s1200 oo™ not requied e
ity -
» fedunds
o . Basich v A PER O
: 041217 Cytomatry  ECE.2681 Vietan [LNC) h"""'" 25210-49000 s Imemal  $3.57600 g"' Yot ot vaquinad
Facity Ly UCh tid mark a5 paid
Flow FEF 1049300 SEK C
i e Gray, Sieven  Stewn ’ ot Yt
Ot 1217 Cylometry  FCF-3680 %21 2521045200 inemal  $431.00 ol requued
iy ANCCHLab Gy il Paid ok supeid
Flow ) . Kimberh ol TEa O
Oct 1217 Cytomey  FCF-3679 ?J_“:'[f] Fimbarty Kimborty 2336 49000 Iternsl 5304260 0T ot i "
sort invoices Facity L . mark a3 pakd
tat dispiay : o
oct 12747 E;:mulry FCF-3678 Erl-i—u"m Banjurmin B2 18- RaSHH ol vuE0 VETE i o
Faciity UNGCH)Lap  Phieel 25270432004 » Pand sk 23 pail

From the total price column click the $ icon

This opens the payment information box

To split all charges within the invoice select each check box in the service list
Using the payment information below change the percentage field to the percent
that should be applied to the first payment number

click ‘Add Split’

repeat steps 4 & 5 until the splits total 100%.

Click ‘Save’
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Invoice Total $512.00
Invoice Details
DATE ITEM DESCRIPTION PMT.# QTy FFPU STATUS TOTAL
¥ Request: FCF—? | =
charge billing status Chartfield String amount % f
September 28, 2017 80.00
'?Phasphupmtein Enrichment - Hourly Rate Billing Initislized25210-48000-313200- |:| '@5 =]
September 28, 2017| $”Phosphoprotein Enrichment - Hourly Rate Billing Initislized25210-48000-31 5200 |:| '@5 o 18.00
September 28, 2017 '?Phcsphap—eptideand phosphoprotein Enrichment  Billing Initislized25210-48000-31 8200~ |:| ﬁﬁ =] §9.00
'?Peptide Segquenceing with MS/MS (Low Resolution)Billing Initialized25210-48000-218200- I:l 'éé =]
September 28, 2017 & |:| _@ 24.00
" Protein Anslysis by Exparion Billing Initislized25210-40000-31 8200 ) x| e
September 28, 2017 'yPIDtEiI'I In-Gal| Digestion Billing Initislized25210-40000-318200~ |:| '@5 ¥ 2400
selected charge(s) total: $0.00
September 28, 2017 27.00

Invoice total: $512.00

Actual cost: $512.0 w Update payment info for selected (%) charges 12.00

cratois suings @ [1100.0 o [25210-49000-426801 s ma-|| |
Invoice Total .00

| total allocated ) |

100.0%
Splt Charge
Powered by iLab | make default for project?

For core &

| payment notes L] |
For customer &7

> Send Payment Reminder?

=]

Splitting charges on an Invoice (Individual charges):

e From the total price column click the $ icon

o Select the individual charge (service) that needs to be split.
e (lick the green split icon next to the check-box.

e Using the split payment box, complete the percentage field or $ amount field with

the amount to split, update Chartfield String.
e (lick ‘Add Split’
e Repeat steps 4-5 until splits total 100%.
e (lick ‘Save’
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UNCCH Billing Process

1. Per OSR policy, core facilities must invoice at least once a month. The billing
process can run more frequently if the core chooses to do so.

2. A sponsored project will be available in the billing file for 60 days after the
budget end date. You will receive an error message if a charge is not processed by
this cut off. Another payment option must be selected in order to proceed sending
the charge to Connect Carolina for processing.

3. Budget end dates are updated in iLabs one day following the change to budget
end date in Connect Carolina.
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