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Register for an iLab account

Register for an External account

Register for an account from an institution already
integrated with iLab



Register for an External account

If you are a researcher that is external to the University of Melbourne and not from an institution that already has iLab
implemented, such as Monash University, you must register for an external iLab account. This includes research
centres around the Parkville precinct and affiliates of the University of Melbourne such as Walter and Eliza Hall
Institute of Medical Research (WEHI), Peter Doherty Institute and Florey Institute of Neuroscience and Mental Health.

Navigate to either the University iLab page or the Research Platform’s Core page:

https://unimelb.ilab.agilent.com/

1. Hover over the word ‘Register’ and select the ‘Register for an iLab account’ option

You will be presented with a multi-step registration form to complete.

Agilent

CrossLab

iLab Software Help

System Status

Request Demo

Register using UOM credentials

X

THE UNIVERSITY OF

MELBOURNE

Sign in using UOM credentials
or

Signin using iLab credentials
or

Sign in using other institution credentials®

Learn more about iLab Operations Software

2. Enter your institution email address and click ‘Continue’.

Register for anilab account

Already have an account? m English _ ~
MEL Iil_.‘l'll.-\l
Start F al Inform. r ing |l na
You are requesting access to the
University of Melbourne's service centers.
* Please enter your institution email address
™
\/ I'm mot a robot
| agree with iLab’s privacy and security policies
. . 2
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3. Complete the mandatory fields indicated by a red asterisk and click ‘Continue’
If your affiliation does not exist for selection, enter the full correct name of your institution/workplace and select
the ‘create new’ option.

Start Personal Information Group Assot

Billing Informatior

You are requesting access to the
University of Melbourne's service centers.
*First Name
" Last Mame
Phone Mumbser

* | am affiliated with the following institution

* What Is your primary role at the above?

4. Search for your lab group or supervisor name and click ‘Continue’

Start Personal Information Group Associations Billing Information

You are requesting access to the
University of Melbourne's service centers.

*What lab or research group are you associated with?

Kance Back m

5. If your lab group or supervisor is not available for section, select the ‘Create New Group’ option.
6. Complete the mandatory fields indicated by a red asterisk and click ‘Continue’.
Do not change the auto-generated group name.
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Start Personal Information Group Associations Billing Information

You are requesting access to the
University of Melbourne's service centers.

“Whiat Iab or research group are you associated with?

Create New Group...

* PI's First Name

“ PI's Last Name

* PI's Emall Address

PI's Phone Number

* Is there anather person in your lab who helps manage lab ips, fund
and spending approval?

No ™

* Your Group's Name

7. Enter the billing address for your institution. Add extra fields to the form, such as Institution and Department,
by clicking the prompts on the right side of the form.

Start Personal Information Group Associations Billing Information

You are requesting access to the
University of Melbourne's service centers.

Billing information is required for core facilities to be able to charge when necessary,

Billing Contact Name

° Billing Address

State / Province
* Zip/ Postal Code

Add shipping address if different from billing

8. Click ‘Complete’

Allow 2 business days for your account to be created. You will receive a Welcome Email from iLab with your login
credentials.
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Register for an account from an institution already integrated with iLab

If you are a researcher from an institution that is external to the University of Melbourne but that already has iLab
implemented, such as Monash University, to get started you must register for an iLab account through your

institution’s sign in page.

Navigate either to your institution’s iLab page or the Research Platform’s Core page:

https://unimelb.ilab.agilent.com/

1. Hover over the word ‘Register’ and select the ‘Register for an iLab account’ option

Agilent

C ross La b iLsbSoftwareHelp  SystemStatus  Request Demo

Register using UOM credentials

THE UNIVERSITY OF
MELBOURNE

Sign in using UOM credentials
or

Sign in using iLab credentials
or

Sign in using other institution credentials @

Learn more about iLab Operations Softwar

Register for an iLab account

2. Enter your institution email address into the registration form that appears and click ‘Continue’
A pop-up will appear informing you that your institution is already integrated with iLab.

3. Click ‘Continue’
Your browser will be redirected to your institutions iLab sign-in page

It seems your home institution is already integrated withiLab.
To access this site, please click Continue below to login with your institution network credentials.

We recommend that you bookmark the URL for future access.

Cancel

4. Follow your institution’s registration
5. For support please contact your local iLab integration or IT support team

Research Platform Booking System | iLab
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Sign-in to iLab

External Sign In

Requesting Access to Multiple Lab Groups



External Sign In

External researchers from an institution with an iLab integration will sign in via their institution login page.
Navigate to the Research Platform’s Core page,

1. Click ‘Sign in using other institution credentials’

Agilent

rHec ILabSoftware Help  SystemStatws  Request Demo
CrossLab

MELBOURNE

Sign inusing UOM credentials
or

Signinusing iLab credentials

or
Signinusing ather institution credentlals®

2. Inthe new field that appears start typing your institution name and select it when it is found.
3. Click ‘Go’ and you will be redirected to your institution’s iLab sign-on page
4. When you sign in through your institution you will be redirected back to the UoM Research Platform’s Core

External researchers from an institution without iLab integration should sign in with their iLab credentials.

Navigate to the Research Platform’s Core page,

1. Onthe upper-right-hand corner of the screen click ‘Sign In’

[

THE UNIVERSITY OF

MELBOURNE

About

2. Click ‘Sign in using iLab credentials’ and input your login details
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Agilent

o ~ ILab Software Help System Status Request Demo
CrossLab

THE UNIVER

OF
MELBOURNE

Sign inusing UOM credentials

or
SigninusingLab credentials
or

Sign in using other institution credentials®

Remerber e Signn

Requesting Access to Multiple Lab Groups

Researchers in iLab can be members of multiple lab groups. When you register for the first time you will have
requested access to your primary lab group. Once you are registered you can then request access to further groups.

Navigate to your institution iLab page and sign-in using one of the above methods,

1.

2.

Once signed in, click on the upper-left-hand pop-out menu, then click ‘Manage Groups’
On the new page click ‘Request Group Access’

On the new pop-up window search for the institution to which the lab group belongs,
for example “University of Melbourne”, and select it

In the next box search for the lab group by the name of the group Pl using the format “Surname, First Name”
and select it when you find the correct lab group

a. Note, if you cannot find the lab group via the search, you can ask the Pl to add you directly
Click ‘Request Access’

The group Pl will receive the request and approve your access into their lab group

Research Platform Booking System | iLab
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Navigating UoM Research
Platform iLab Cores



Navigating UoM Research Platform iLab Cores
Agilent iLab has a consistent general appearance across all UoM Research Platforms with most end-user operations
accessed via the row of tabs near the top of the page.

J—— N O p—

1-

2 -

3 -

Melbourne Histology Platform F{

THE m\r\m TY OF
MELBOURNE

¥

[ About Our Core | Schedule Equipment | Request Senvices | View My Requests | Contact Us ]

Navigation tabs

e About Our Core — An overview of the platform’s research capability, services and resources, as well as
contact information for the platform leadership and staff

e Schedule Equipment — Access the research platform’s resources including requesting training on specific
resources, viewing resource schedules and booking time on permitted resources

e Request Services — Access the research platform’s services including general service/training requests, and
specific services offered by the platform

e View My Requests — View requests that you have already submitted to the platform

e Contact Us — Submit a comment or question to the platform staff

‘Hamburger icon’ left-hand pop-out menu

e Home — Access service requests, messages, your cores and institutions, and all features available in the left
and top navigation panels

e  Core Facilities — List and search all core facilities at your own institution, as well as at partner institutions and
other outside institutions

e My Groups — Manage your group access and request access to new lab groups

Help

e Access toilab's support dashboard which provides help documentation, webinars, and access to the support
portal to submit support tickets with Agilent (the system vendor)

Research Platform Booking System | iLab
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Scheduling a Platform
Resource

The Schedule Equipment Tab
Request Training on a Resource
Schedule time on a resource

Amending reservations



The Schedule Equipment Tab

About Our Core || Schedule Equipment | JRequest Services = View My Reque Contact Us
Schedule Resources
Users who require training should first contact Platform staff to arrange a suitable time which they will then be able to book on the calendar (which then goes to MHP staff for approval)
¥ Microscope (1 g
Olympus CX3 series microscope with digital imaging system desc ng View Schedule

Light microscope fitted with digital camera. Includes a polarising filter for viewing polarising stains (e.g. Congo red)
» Sample preparation and staining facility (4)

» Sectioning equipment (6)

1. Click on the ‘Schedule Equipment’ tab to view the resources available on the platform
2. Schedules may be categorised in expandable groups, if so, expand the group to find the desired resource

3. Each resource will have a clickable header name that will take you directly to the schedule. Beneath this
header will be a short description of the resource. Here you can also look at an overview of the pricing for the
resource by clicking the ‘pricing’ link to the right of the resource header

4. View Schedule will allow you to view the schedule for the resource just the same as clicking the header. For
some platforms you may also see a ‘Request Training’ button here to allow a direct training request

5. You may designate favourite resources for quick access later by clicking the heart icon

Request Training on a Resource

» Advanced Fluorescence Imaging (8)
» Cytometry & Particle Characterisation (5)

¥ Electron & lon Microscopy and NanoFabrication (2)

Hitachi FlexSEM description pricing View Schedule

Request Training

The Hitachi FlexSEM 1000 is a rapid and easy-to-use variable pressure

scanning electron microscope (VP-SEM) amenable to the imaging of both

conductive and insulating samples

« Secondary electron (SE) detector for max resolution imaging at high vacuum

« Back-scatter electron (BSE) detector for high material contrast imaging at high
and low vacuum

o Ultra-variable detector (UVD) for high resolution imaging at low vacuum and
cathodoluminescence (CL) imaging

o Energy-dispersive X-ray spectroscopy (EDX) for elemental identification and
mapping

Some platforms may have their resources configured to provide a ‘Request Training’ button to the right of the
resource description in the Schedule Equipment tab. Clicking this button will take you directly to the necessary
training request form for that resource.

The content in this form will vary for each platform but typically you will need to provide information about
e your research and the way you wish to use the resource,
e details about your samples and any hazards that may exist with your work,
e financial details such as the account code this training should be charged against,
e and some forms may give you an indicative cost of the training for you to agree.

Platforms may also only enable training requests for resources to be submitted via the ‘Request Services’ tab. For
more details on this tab and how to submit service requests please jump to the next section in this guide.

Schedule time on a resource

1. Click on the ‘Schedule Equipment tab’
2. Navigate to the resource you wish to schedule (you may need to expand the categories in the list), then click
on either the resource name or the ‘View Schedule’ button to the right
a. If you see the message below you do not have permission to book the resource, contact the platform
manager to enquire about training/induction to access the resource

Note *®
You are not authorized to create or edit reservations. Please contact your core manager if you need to do so
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3.  You should now see the calendar for the resource

a. A schedule will show the current activity colour-coded on the resource including Unavailable times due
to maintenance/downtime, your bookings and other researcher bookings (you may or may not be able

to see the owner(s) of other booked times)

‘ Pending Approval ‘ | My Event l l

Past Event

Available for Specific Permissions

‘ Approved Event ‘ | Other's Event ‘ [

Cancelled or No Show | ‘

Unavailable ‘

b. Near the top-left you can change the display of the schedule and select a specific date, at the
top-middle you can skip left and right on the schedule to change days/weeks being viewed

Materials Characterisation & Fabrication Platform > View Schedul

Navigate to different
date periods

Sun, 23 Aug - Sat, 29 Aug 2020
Melbourne

Mon, 24 Aug Tue

Renishaw inVia Raman Microscope ¥ ©

G]D

[ Week (7 Days) =

7]
N
S

Wed, 26 Aug Thu, 27 Aug
08:00)

Change the display

and jump to date

10:00 AM

Unavailable
Instrument maintenance

11:00 AM - 01:00 PM

11:00 AM Anders Barlow

Unassisted Use /

12:00 PM Price: $15/r (Trained,
Super User)

[~ 01:00 PM-03:00PM |
01:00 PM
0200 P14 -

[ 03:00 PM-05:30PM |

Anders Barlow

Unassisted Use /
04:00 PM Price: $15/hr (Trained,

Super User)

05:00 PM

09:00 AM - 01:00 PM

Linked Calendar

02:30 PM - 04:30 PM

Calendar Details

Left click and drag to
create new reservation

4. To create a new booking, left click on the time/day that you wish to book and that is available, then drag

down to create a booking of the desired length of time

5. If you are a member of multiple labs within iLab, you will be prompted to select the lab to which the work will

be assigned against, pull down the list and select the correct lab, then click ‘Next’

02:30 PM - 04:30 PM Create Reservation

Barlow, Anders (UOM) Lab

Cancel

6. A new window will appear with details about your reservation for you to enter and confirm

Research Platform Booking System | iLab
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General Comments Contacts

Reservation details @unsaved reservation - elick save reservation

$15.00%hs (Super User) (needs approval) - My Resenvtion

note visible to anyone v @
Add a note here to
show on the schedule

Event Notes:

Times
Start End

Aug 28 2020 02:30 PM Aug 28 2020 04:30 PM Booked time

Scheduled

This event can be madified or deleted before it is approved by the core. Once approved, further modiications may be disallowed

Reserve time on a linked schedule
[ Resen

Bldg 165 Rm 217-220 - NMC Node - Slot 1 Room Usage $0.00h« | © amine Linked resources
(= Rm 217-220 - NMC Node - Slot 2 Room Usage 0.0 ~| + that can/should
[IBHdg 165 Rm 217-220 - NMC Node - Slot 3 [Room Usage 50,00 +| v o

[JBidg 165 Rm 217-220 - NMC Node - Slot 4 Room Usage S0.00Mr ~| +*
[JAnders’ Client Time Calendar - Anders’ Client Time Calendar| Client Time (no charge) <]+

Repeating event
| OEnabled

Use and cost of reservation

ot emtv s amont o
200 s - e (R o
2.0 haurs Total Cast 52000 iaterns

»priceg Osass

Payment information
Please enter the Account §

% Account
11000 % [ot4110 T operaing
100.0% Total Allocated &
+ spit Charge
E Use the same payment information for all add-on charges i

Invite additional people to this event by email &

Please enter a comma separated list of valid email addresses

m

b Gancel Chang

- « Once complete click Save Reservation

Required forms

Laser excitation
wavelength

Spectrometer grating

Which objective(s) do
you plan to use?

Do you require the
Linkam stage?

Do you require
advanced sample
handling?

Usage type, rate and
the cost of the booking

M . Default Themis account

« Please provide details about the requested instrument configuration for your booking

Please indicate the lasen(s) you plan to use. All lasers are point sources that can be converted to |

with optics controlled via the software

0532 nm

O633nm

D785 nm

Please note that the standard configuration of the inVia includes the 1200 and 1800 I/mm gratings. The 2400
grating is available upon request and is only setup o operate with the 532 nm laser for greater spectral
Tesolution

1200 Vmm (785 633 and §32)

[ 1800 Vmm (633 and 532)

0 2400 Vmm (532)
The inVia has four objectives: x5, 20, x50L, and x100. Note the standard s the x50L long working distance
objective and will suffice for most analysis.

O=s

Ox20

=500

Ox100

The Linkam stags allows for heating (10 600'C) and cooling (10 -150°C) of sampls. but is not avaiable vithout
planning and consultation with MCFP staff

Qes

Ono

The inVia has advanced sample handiing capability including a well plate holder (for 6/12/24/48/96 well plates), a
slide holder for standard microscope slides, and a gripper assembly for holding small cbjects under the objective.

L

Forms will often be required
for a booking for you to
complete. Red stars ()
indicate required fields.

[ Well plate holder
[ Side holder
O Gripper assembly

X Delete Reservation

7. Shown above is an example of a reservation window in iLab, you will likely need to scroll to see all the

information presented to you in the window

a. Reservation details — Display of the resource, the usage type and rate and the lab under which you are
creating this reservation. An Event Note could be added to display on the schedule for either all users to
see or only yourself and platform staff to see

b. Times — The scheduled time of the reservation. If the schedule time needs to be amended, click the
yellow pencil icon and then save the adjusted times (see Amending Reservations below)

c. Linked schedules (platform dependent) — Some resources may be linked together meaning that you
can, or sometimes need to, book time on the linked schedule, here you can make these selections

Use and cost of reservation — Usage type that you are allowed to access and the corresponding rate for
the resource. The total cost of the reservation is automatically calculated, if you have access to multiple

Payment information — Assigned Themis account string(s) available for you to use, these are set by your
lab Pl and are required to allow the reservation to be made, if no payment information is set please

i. You can also click ‘Split Charge’ to assign multiple Themis strings to split the charge across

Required forms (platform dependent) — Each platform will manage this differently, but it will be
common to see a form on the reservation screen for you to complete to detail the way in which you
plan to use the resource. Some of these questions may require completion to save the reservation

Save Reservation — Once you have reviewed and completed the necessary information, click the ‘Save

d.
usage types you can select this by clicking ‘Pricing Details’
e.
contact your lab PI to organise this
f.
g.

Reservation’ button to submit this to the platform, your reservation may require approval by platform
staff before you can use the resource at the scheduled time so wait for a confirmation email from iLab

Research Platform Booking System | iLab
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Materials Characterisation & Fabrication Platform > View Schedule

Renishaw inVia Raman Microscope ¥ ©

Week (7 Days) ~ a8 ¢ Sun,23 A"'UM;I?SJ‘I;]E“ Aug 2020 Linked Calendar Calendar Details
Sun, 23 Aug Mon, 24 Aug Tue, 25 Aug Wed, 26 Aug Thu, 27 Aug Fii, 28 Aug Sat, 29 Aug
w00 a0

09:00 AM - 01:00 PM
09:00 AM

pment Use D pm Use Development Use Unavailable Development Use
s . st oo MOEUR S 10:00 AM - 02:00 P
10:00 AM
100 AN - 01:00 PWT
H08.AM Anders Barlow
Unassisted Use /
12:00 PM Price: $15/hr (Trained,
Super User
01:00 PM - 03:00 PM
01:00 PM

02:00 PM 02:30 PM - 04:30 PM

03:00 PM - 05:30 PM Anders Barlow
02:00 PM & Anders Barlow Unassisted Use /
Price: $15Mmr (Super User)

Unassisted Use /
04:00 PM Price: $15/r (Trained,
Super User)
" Anders Barlow 90359639
05:00 PM Yama
Raman
h B o Start: Frid ) PM
Platforms may require core staff Duratio
approval for resource bookings Type: U dUse Price:

Lab Name: Hyde, Lauren (UOM) Lab
(Pending approval by core)

before you can access a resource

8. When the reservation is saved, you will be returned to the resource schedule where you will see your
reservation at the chosen time
a. If the platform requires reservations to be approved by staff before you can access the resource, you
will see that your reservation is indicated as ‘Not Approved’ when you hover over your reservation. You
will need to wait for a confirmation email from iLab that the platform staff have approved the
reservation

Materials Characterisation & Fabrication Platform > View Schedule

Renishaw inVia Raman Microscope ¥ ©

Week (7 Days) ~ (m] =] < Sun, 23 Auqm;“i:tr;:g Aug 2020 > Linked Calendar Calendar Details
Sun, 23 Aug Mon, 24 Aug Tue, 25 Aug Wed, 26 Aug Thu, 27 Aug Fri, 28 Aug Sat, 29 Aug
08:00 AM
. 09:00 AM - 01:00 PM l

0000 AM Development Use Development Use evelopment Use i Development Use :

A . Instrument maintenance 100 AN 000 PR ]
10:00 AM

11:00 AM - 01:00 PM
i Anders Barlow
Unassisted Use /
12:00 PM Price: $15/r (Trained,
Super User)
01:00 PM - 03:00 PM
01:00 PM
e 02:30 PM - 04:30 PM ‘
03:00 PM - 05:30 PM Anders Barlow
03:00 PM & Anders Barlow Unassisted Use !
Unassisted Use / gu"::flf:',m i
04:00 PM fﬂfej S15/Mr (Trained,
Anders Barlow 90359639

05:00 PM

28 at 2:30 PM through 4:30 PM
Approved bookings will change
colour and show (Approved)
when you hover over

e Price: $15/mr (Trained, Super User
Pl: Lauren Hyde Lab Name: Hyde, Lauren (UOM) Lab

9. When your reservation is approved by platform staff, or if reservations do not require approval, you will see
your reservation on the schedule in purple noted as ‘Approved’ and you can now follow the requirements of
the platform to access the reserved resource

Research Platform Booking System | iLab Page 17 of 25



Amending reservations

Depending on the way in which a platform manages their iLab Core, you may be able to amend a future reservation,
such as changing the reservation date/time or the length of the reservation and alter financial information.

Note: once a reservation is approved you may not be able to alter a reservation without contacting platform staff.

If you need to shift a reservation to another day, earlier or later in the same day, or change the reservation length,
with all other details the same, you can drag-and-drop the reservation directly on the schedule.

1. Navigate to the resource schedule and locate the reservation you wish to shift

Drag to new

time/date
Left-click header

10:00 AM - 02:00 PM

10:00 AM - 12:00 PM g - 02
Anders Barlow

Anders Barlow

10:00 AM - 12:00 PM
Anders Barlow

Unassisted Use /
Price: $15Mhr (Super User)

Unassisted Use /
Price: §15/r (Super User)

Unassisted Use /
191

Price: $15/hr (Super User)

Left-click base of '

reservation

Drag to extend
reservation time

= =

¥

2. Click on the reservation header and drag the reservation to a new time or date
3. To extend or shorten a reservation, click the bottom of the reservation and drag the reservation to the
desired length of time

Reservations can be edited directly if you need to perform more precise changes.

1. Navigate to the resource schedule and locate the reservation you wish to amend
2. Double-click on the reservation

Times

Start

Scheduled Aug 28 2020 02:30 PM

Reserve time on a linked schedule
| OResene

Repeating event

| O Enabled

Use and cost of reservation
Dunter et nats

2omm st

2.0 hours

Total Cost

» Prcing Dstass

Times

Start

End
Scheduled | aug 28 2020

Aug 28 2020 04:30 PM 02:30 PM

d

© save

End
Aug 28 2020  04:30 PM

Reserve time on a linked schedule

| OResene
Repeating event
| O Enabled

Amost UseTipe Use and cost of reservation

s (R s e Please save or cancel your time edis to display the estimated price

$30.00

3. To alter the reservation time:

Times

Start
Aug 28 2020 02:30 PM

Scheduled

Reserve time on a linked schedule
| OResene

Repeating event
| OEnabled

Use and cost of reservation

End
Aug 28 2020 05:30 PM

Emsctne s

Total Cost

amount usa pe

$45.00  interns

e

a. Click on the yellow pencil to the right of the scheduled times

Change the date and/or the required start and end times

Click the ‘Save’ button

The Use and Cost of reservation section and the Total Cost will update after the scheduled time has
been edited

4. To change financial information, select the alternate Themis code from the pull-down menu

5. Click ‘Save Reservation’ when you have finished your amendments

oo o

Research Platform Booking System | iLab
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Requesting a Platform
Service

The Request Services Tab
Initiating a Request to the Platform

The View My Requests Tab



The Request Services Tab

About Our Core = Schedule Equipment View My Requests  Contact Us

Request Semvices

¥ Service Projects & Quote Requests

» COVID-19 Induction (1)
» General Requests (2

¥ Training Requests (4
AFI (Training Requests) % request service

» Nikon Confocal Microscope, Amnis Imaging Flow Cytometer, Apogee Flow Cytometer, Olympus Fluorescence Microscope
Nanosight, OMX Super Resolution Microscope, STORM Super Resolution Microscope, Partec Flow Cytometer, High content
analyser, Llive cell microscope

NMC (Training Requests) = request service

¢ Cypher AFM, Bio MFP3D AFM, MFP3D AFM-Acoustic Hood, Hirox 2D/3D Microscope, Tensiometer, Sputter Coater, Nanoindenter

Raman (Training Requests) = request service

« Renishaw inVia Qontor confocal Raman microscope

1. Click on the ‘Request Services’ tab to view the services available on the platform

2. The Request Services tab is separated into two sections: Service Projects and Services, most ‘services’ that
you would typically request from a platform will be located in the top section (note that some platforms may
rename these sections, but they will always be in the same position on the page)

3. Services may be categorised in expandable groups, if so, expand the group to find the desired service

4. Services will be labelled by a header and may have a short description detailing what the service will provide
to you by the platform

5. The Request Service button will allow you to initiate a request for the service and take you to a form for you
to complete

Research Platform Booking System | iLab Page 20 of 25



Initiating a Request to the Platform

»,

About the MCFP | Book Equipment | Request Training & Services || View My Requests | Contact Us | My Bookings
2020 All Nodes Training
Request Name: MC&FP(CD] | The name of the Service being requested
Customer: Anders Barlow Lab: Hyde, Lauren (UOM) Lab N
Email: anders.barlow@unimelb.edu.au Phone: 90359639 and detalls abOUt the reqUEStor

Forms and Request Details

=1 View Form: 2020 MCFP Training Request Form - CF-2314629.7 [Not Started ]S @

You will usually be required to complete a custom form to @ add senice
. . " s s Please fill out any forms that are highlighted in red
provide details about the service being requested
Cost

The core will review your request and provide you with a quote for the requested senice(s)

You can add extra services and/or
consumables to your request

Payment Information

Please enter the Account &

% Account &
100.0 % 014110 -MCFP operating |
100.0% Total Allocated &
: + Split Charge
For UoM researchers, select the Themis Save a draft request
string to be charged, external researchers to complete later or
can usually leave this field blank submit the request

« submit request to core | |l save draft request | 3 Cancel

The specific details within service requests will vary between platforms since each platform has specialised

capabilities, however the general workflow will remain same between each platform’s iLab Core.

1.

Navigate to the Request Services tab (remember that some Platforms may have renamed this tab), locate the
service you wish to request from the platform, and click the ‘Request Service’ button to the right

You will be presented with a new request window that is customised for the service you have requested
At the top of the request you will see your details and your labs details

In the ‘Forms and Request Details’ section you will have one or more forms that you will need to complete in
order to submit the request. Forms will ask you to provide specific details about the service you are
requesting (such as details about a requested analysis, or how many and what type of samples you will be
providing). Some forms may ask you to upload training, induction or OHS documentation to the platform to
allow them to process your request. Mandatory fields in forms will be marked with a red star (%)

In some cases, you may need to add extra services into a request, such as lab consumables, and the ‘Add
Service’ link on the right side allows you to add these extra services into your request

Depending on how the platform has configured the request the Cost section may not display any estimated
costs until after the request has been reviewed by the staff

The Payment Information section will allow internal UoM researchers to select their appropriate Themis
account string to charge the request to, while for external researchers this section will allow the researcher to
enter payment information such as a purchase order number (if required by the platform)

Finally, the service can be requested by clicking ‘Submit Request to Core’, or can be saved as a draft to be
completed later
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The View My Requests Tab

About Our Core | Schedule Equipment = Request Services | Vi ly Requests || Contact Us

Reload Active Requests |

V¥ active requests

Searching within active requests: Results in this tab are restricted by Sfatus (show details)
Please use the filter panels in the left-hand menu to drill down to requests of interest. You can also save filters to custom tabs! Click here for more details

<« Hide Filters

Displaying 1 out of 1 result. (Page 1 of 1)

for service id © status payment number cost

.

¥ Status

MC&FP-2126 Waiting for Core to Agree 01-4110- $0.00 ¥ 9

2020 All Nodes Tr. ;Y—/ $0.00

General Requests

¥ Aug 31 Anders Ba
[[]Researcher In Agreement ( Aug 212020) Hyde L

» Category

» Labels

P Assigned To
» Overview

» Payment Information
» Institution ¥ Forms and Request Details h
» Account

» Payment Method
Request Date 1 View Form: 2020 MCFP Training Request Form - CF-2314695-0

v
E

[Completed v |2E©

P Start Date

» Due Date J
Attachments & URLs

i

~

» Completed Date Comments 29d comment
» Service Request History

© Apply Filters

% Reset Filters » Billing Information egit » Shipping Information egit

@ Create Tab from Filters
& Download Results as CSV
Once you have submitted a request to a research platform you will see your request appear in the ‘View My Requests’
tab which will allow you to keep track of your requests

1. Click on the ‘View My Requests’ tab where you will see a list of the requests you have made across all iLab
Cores you access, including those not at a UoM research platform

2. You can display only active requests, i.e. requests that require action on part of the researcher or the Core, or
requests in various other states (all requests, completed, cancelled, processing etc..)

3. You can filter the list of requests with the left-hand panel, including by searching using a keyword, or filtering
by Status, Category or Date

4. Toinspect a request further, click on the drop-down triangle to the left of the request which will expand the
request and give you access to all the details

5. The status of the request is indicated for each request, common statuses are:

e  Waiting to Submit to Core — a draft request that you have not yet submitted

e  Waiting for Core to Agree — a request that has been submitted to the Core and is awaiting approval

e  Waiting for Researcher to Agree — a request that has either been made on your behalf and is waiting for
you to agree to it, or one that has had financial details updated and requires your approval

e  Waiting for Core to Begin — a request that has been agreed upon by all parties and is ready to start

e  Processing — a request that has been started by the Core

e  Complete — a request that has been marked as completed by the Core and is ready to be billed

6. Forms associated with the request can be viewed and amended here

7. Other details related to the request are near the bottom and include the request history and any
attachments that have been added to the request such as quotes, documentation, or data files

Research Platform Booking System | iLab Page 22 of 25



Support



Support

For external researcher login issues, please contact your institution’s IT Support if your institution has an iLab
integration, or contact iLab directly at iLab-support@agilent.com if your institution is not on iLab.

For any resource, service or platform-specific support, your first contact should be with the platform management
staff. Contact information for the platform will generally be included on the core’s ‘About’ tab.

For simple or general iLab support and “How do I...?"” type questions, talk to platform support staff who will be able to
assist you with frequently asked questions.

For more in-depth iLab support, read through the Help documentation on the iLab support portal.

Access the iLab Support Portal

= CFH;S!LBIJ ‘ iLab Operations Software

Melbourne Histology Platform

From any core page you will be able to access the iLab Help Portal by clicking the ‘Help’ button in the top-right of the
page. This will open the portal in a new window.

Subscribe to iLab Newsletter!

[ o (& -

search our helpsite and browse View the current status of the View recorded iLab webinars on
documentation iLab application iLab Support regional phone: system functionality
numbers.

& » ?

Submit a new support ticket Review previously submitted
tickets Track open iLab feature issues.

In the iLab support portal you can view the Help Site, which provides comprehensive documentation on the operation
of iLab from an end-user perspective (see Using a Core).

Here you can submit a support ticket to Agilent for help with technical issues that could not be resolved locally. Please
exhaust local support first before contacting Agilent for support as many issues will likely either be known about or
have solutions already that local support can resolve.
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