
 

What is iLab? 

When requesting services online, what if I do not know which services to pick? 

Where can I get more information on sample submission and starting the iLab process? 

Who do I contact if I cannot remember my password, do not see my WSU index numbers (for 

WSU users paying with WSU index only), or have problems requesting a service in general? 

What is the rule for creating iLab accounts for WSU users?  This applies to WSU users only. 

I have an alternate email address that I prefer to use.  How do I make sure that I receive all 

iLab and Core emails?  Why am I not receiving the iLab emails? 

Who do I list as the Financial Administrator if asked on the registration form? 

My P.I. is very busy and does not have time to log into iLab and approve every request that 

requires P.I. approval.  Can the P.I. assign someone in the lab to be their iLab Manager and 

what will be his/her tasks? 

My P.I. has assigned me to be the lab’s iLab Manager.  How do I make sure that I will receive 

the emails asking for financial approvals? 

Does the P.I. or the iLab Manager have to accept the member’s account request and assign 

index numbers before a user can request services in iLab?  (Internal WSU users only) 

How do I request services in iLab? 

For external (non-WSU) users, do I have to provide a payment number when submitting a 
request online?  This also applies to “external” WSU users (those WSU users paying with a 
non-WSU account and having to pay by check).  
 
I made a mistake in the service request form but I have already submitted it to the Core.  Can 
I change it? 

How do I view or track services that I have submitted or that were submitted by members of 

my lab (if P.I. or iLab Manager)? 

How do I contact the Core about a specific request? 

Once the Core reviews the request and issues a quote, who has to approve the quote & how? 

How does the P.I. or iLab Manager approve a service request that is quoted above the set 

Auto-Approval Threshold amount?  That is, those requests Waiting for P.I. Approval. 



Why does my screen not look like what is in the FAQs screenshots or iLab manuals? 

Can I track spending at the Core or set Auto-Approval Threshold amounts? 

If I have requested services before and have access to an index number, do I have to assign a 

new index number the next time I request services? (for WSU users paying with WSU index 

numbers only) 

Can I change/update the WSU index number at any time before the charges are sent to 

Banner?  Who can make these updates? (for WSU users paying with WSU index numbers 

only) 

Who will receive invoices & how do we pay? 
 
Where are the iLab manuals? 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



What is iLab? 
 
It is the online system for submitting service requests, tracking jobs, and billing for all Cores at 
Wayne State University – a central location where investigators from various institutions can 
access services. 
 
 

When requesting services online, what if I do not know which services to pick? 

Users who have already consulted with the Core about their mass spec needs do not have to 

specify services in detail since all of the pertinent information have probably been discussed 

already (project goal, experimental techniques, buffer contents, protein concentration, gel 

images, number of slices to analyze, etc.).  Only the red-starred items are required in the iLab 

form as long as you have already provided the Core the rest of the information. 

For those who have not discussed with Core personnel at all can provide as much information 

as necessary.  Feel free to upload any documents from within the iLab submission form.  Some 

services (ex. trypsin digest, Sequest, Mascot, or Scaffold analysis) are standard and will be 

provided even if not specified on form.  If you are unsure about what to pick, leave a comment 

in a blank box, just leave it blank, or contact the Core.  If anything is not clear to us, we will 

contact you, so do not worry.  Also see How do I request services in iLab? 

 

Where can I get more information on sample submission and starting the iLab process? 

http://proteomics.wayne.edu/submissions.php 

https://waynestate.corefacilities.org/account/login 

Be sure to read the rest of the FAQs also. 

 

Who do I contact if I cannot remember my password, do not see my WSU index numbers (for 

WSU users paying with WSU index only), or have problems requesting a service in general? 

Only iLab can send you email reminders of your username & password, but you can contact the 

Core and we will help you contact iLab.  To contact them directly, email them at 

support@ilabsolutions.com – iLab staff will be in touch within 24 hrs.  For any issues, contact 

the Core at 313-577-6545.  For index number & service requests issues, see appropriate section 

in FAQs or call the Core. 

 

http://proteomics.wayne.edu/submissions.php
mailto:support@ilabsolutions.com


What is the rule for creating iLab accounts for WSU users?  This applies to WSU users only. 

For now, you must follow these rules: 

If you are with WSU and will be paying with a WSU index number, use your and your P.I.’s WSU 

email address when creating the iLab account and requesting service: ex. ab1234@wayne.edu 

If you are with WSU but will be paying with an external (non-WSU) account number (ex. 

Karmanos, Henry Ford, VA, etc.), use your and your P.I.’s external institution email address 

when creating the iLab account and requesting service: ex. jane@karmanos.org 

 

I have an alternate email address that I prefer to use.  How do I make sure that I receive all 

iLab and Core emails?  Why am I not receiving the iLab emails? 

Be sure to forward all iLab and Core emails to the alternate email address.  iLab emails may be 

filtering into your Junk Mail box – remember the sender may say “no-reply,” not “iLab.” 

Ex. If you prefer to use mary@karmanos.org but your iLab account is under 

ab1234@wayne.edu, have your Wayne email forwarded to your Karmanos email account. 

 

Who do I list as the Financial Administrator if asked on the registration form? 

This is the person in charge of payments for the P.I., manages their accounts, and should be 

receiving iLab invoices in addition to the P.I.   

 

 

 

 

 

 

 

mailto:mary@karmanos.org
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My P.I. is very busy and does not have time to log into iLab and approve every request that 

requires P.I. approval.  Can the P.I. assign someone in the lab to be their iLab Manager and 

what will be his/her tasks? 

Some P.I.s assign their Research Assistant, Post-Doc, Lab Manager, or Financial Administrator to 

that role.  Let the Core know if you would like to assign someone.  This is optional.  If the P.I. 

would prefer to oversee all iLab activities him/herself, that is fine. 

Some of the tasks of the iLab manager: 

(*WSU index numbers apply to WSU users paying with WSU index numbers only) 

a. Accept lab members’ requests for iLab accounts 

b. Assign WSU index numbers to users* 

c. Adjust Auto-Approval Threshold and Overage Buffer as needed  

(the amount up to which users can request services without P.I. approval and the 
amount up to which a request can cost above the approved cost without approval) 

When set high, P.I. or iLab Manager does not have to log into iLab & approve for 
every little job BUT the user should still check with the P.I./Fin. Admin. regarding 
their quote before approving) 

d. Create a budget for the lab to spend at the Core and track spending 

(you will receive an email reminder when you approach the budget limit) 

e. Manage the setting for who should be  financial contacts for the lab 

f. If the Fin. Admin. is the iLab Manager, you should be set up to receive invoices also 

(contact the Core if you are not receiving invoices) 

g. P.I./Fin. Admin. manual applies to iLab Manager also 

 

Contact the Core at av3631@wayne.edu to give us your iLab Manager’s contact information. 

 

 

 

 

mailto:av3631@wayne.edu


My P.I. has assigned me to be the lab’s iLab Manager.  How do I make sure that I will receive 

the emails asking for financial approvals? 

Your screen may not look exactly as in the screenshot since the website is constantly being 

improved. 

1. Under My Labs, choose the lab name. 
2. Click on the Members tab across the top. 
3. To the right of your name in the list, click on the pencil icon to edit. 
4. Choose your level as Manager. 
5. Put a check mark whether you can order/request services. 
6. Put a check mark under Financial Contact. 
7. Click Save. 

 
 
 
 

 

 

 

 

 

 

 

 

 



Does the P.I. or iLab Manager have to accept the member’s account request and assign index 

numbers before a user can request services in iLab?  (Internal WSU users only) 

Yes, to begin requesting services in iLab, your P.I. or iLab Manager must accept you first after 

you register and assign you index numbers (WSU users paying with WSU index numbers only) 

before you can make a request in iLab.   

 

 

 

 

Screen tabs have changed to the ones above but the older screenshots below give you the general idea. 

 

 

             



                

 

 

How do I request services in iLab? 

The actual screens may differ a little from these screenshots. 

1. Click on List all cores, then choose the core of interest. 
2. Click on Request Services tab across the top. 
3. Click on Click here to request services. 
4. Then click on Initiate request to the right 

              

                      



 

5. Start typing your name in the Project Request box below…when your name appears with the 

appropriate email address, click on it, and you will be directed to the request form. 

**For WSU users, choose the email address for the type of account number you will be paying with.  Ex. 

ab1234@wayne.edu if you will be paying with a WSU index number vs jane@karmanos.org if you will be 

paying with a KCI account. 

 

6. Fill out the form : 

Starred items are required.   

Upload gel images or sequence information, if desired. 

If you have not consulted with the Core regarding your project, provide as much information as 
necessary but leave blank or leave a comment if unsure.  We will contact you if anything is not 
clear.…some services are standard and will be provided even if not checked off.     

Click Save towards the middle of the form.   
 
Lastly, click Submit to the Core at the bottom of the form.  
  
Only WSU users paying with WSU index numbers have to provide index numbers for now.  WSU users paying with non-
WSU accounts & external users paying by check – if it prevents you from requesting a service without payment 
information, type “pay by check” or type in PO number (if known) in the payment box. 

mailto:ab1234@wayne.edu
mailto:jane@karmanos.org


 

 

WSU users – choose index number if paying with WSU index number 
WSU users paying with non-WSU account & will be sending a check and non-WSU users – can type “pay by check” 
if will not let you submit without some payment number 
                                                                                                      
Can leave service types blank…                                                                                          
will do standard services unless consulted Core                                              Upload gel image or document, if desired 



For external (non-WSU) users, do I have to provide a payment number when submitting a 
request online?  This also applies to “external” WSU users (those WSU users paying with a 
non-WSU account and having to pay by check).  
  

For now, external users do not have to provide a payment number.  This may change in the future.  If 
the system will not accept your request without any payment number, you can type “pay by check” or a 
PO number, if known.  
 
 

I made a mistake in the service request form but I have already submitted it to the Core.  Can 
I change it? 
 

Yes, log in & just change the information in the request form for the specific request.  Also, 

contact the Core to let us know if you want a different digestion enzyme used, etc.  See How do 

I view or track services that I have submitted or that were submitted by members of my lab 

(if P.I. or iLab Manager)? 

 

How do I view or track services that I have submitted or that were submitted by members of 

my lab (if P.I. or iLab Manager)? 

 

 

 



How do I contact the Core about a specific request? 

You can call the Core at 313-577-6545, email Core personnel, or send a message from within iLab. 

 

 

 

 

 

 

 

 

 



Once the Core reviews the request and issues a quote, who has to approve the quote & how? 

The person whose name the service request is under will receive an iLab email to approve the 
quote.  Consult with your P.I. or Financial Administrator regarding fund availability before 
agreeing to the cost.  Follow email instructions. 

 

 

 

                                 

 



How does the P.I. or iLab Manager approve a service request that is quoted above the set 

auto-approval threshold amount?  That is, those requests Waiting for P.I. Approval. 

Some information may not apply to you depending on whether you are a WSU user or an            
external user.   

                              

                         



Why does my screen not look like what is in the FAQs screenshots or iLab manuals? 

Your actual screen may vary a little as the website is being constantly updated.  The idea should 

be the same, so use the directions as general guidelines. 

 

Can I track spending at the Core or set Auto-Approval Threshold amounts? 

Yes, the P.I., iLab Manager, or Financial Administrator can click on My Labs to the left of the 

page, choose the lab name, then change the Auto-Approval Threshold or Cost Overage Buffer 

under the Members tab.  Set it higher than the default amount, if possible, so that you do not 

receive too many iLab emails asking for your approval for every small request (unless you prefer 

it that way).  Click on the question marks to see definition of terms in iLab screens.  Track 

spending at the core by creating a budget under the Budgets tab - you will receive an email 

reminder when you approach the budget limit. 

 

 



                

 

 

 



If I have requested services before and have access to an index number, do I have to assign a 

new index number the next time I request services?  (for WSU users paying with WSU index 

numbers only) 

You will still have access to the index number(s) that your P.I. or iLab Manager has already 

assigned to you.  If you need to use a new index number, have them assign you the new 

number so that you will have access to it.  Otherwise, the index number that you have 

previously used will show in the request and charges will be made to it. 

 

Can I change/update the WSU index number at any time before the charges are sent to 

Banner?  Who can make these updates? (for WSU users paying with WSU index numbers 

only) 

The P.I., iLab Manager, Financial Administrator, and the person who requested the service (as 

long as you have been given access to the particular index number) can update the index 

number by clicking on the $ sign in the service request line. 

         

                    



Who will receive invoices & how do we pay? 
 

Unless told otherwise, the Core will send invoices to the P.I. and the Financial Administrator. 
WSU users will pay with a WSU index number and will be billed automatically through Banner 

once the request is completed, or pay by check if paying with a non-WSU account (ex. VA, 

Henry Ford, etc).  All non-Wayne State users must pay by check.  See mailing address on 

invoice. 

 

Where are the iLab manuals? 

WSU user manual: 

https://content.ilabsolutions.com/wp-content/uploads/2011/12/WayneUserInstructions.pdf 

 

WSU P.I./Fin. Admin./iLab Manager manual: 

https://content.ilabsolutions.com/wp-
content/uploads/2011/12/iLab_Customer_Help_PI_Financial_Ad_f.pdf 

 

External (non-WSU) user manual: 

http://www.ilabsolutions.com/wp-content/uploads/2011/12/Customer-Manual-for-Core-
Facilities-v1020111.pdf 

 

External (non-WSU) P.I./Fin. Admin./iLab Manager manual:   

http://www.ilabsolutions.com/wp-
content/uploads/2011/12/iLab_Customer_Help_PI_Financial_Admin_Trainv102011.pdf 

 

http://www.ilabsolutions.com/wp-content/uploads/2011/12/Customer-Manual-for-Core-Facilities-v1020111.pdf
http://www.ilabsolutions.com/wp-content/uploads/2011/12/Customer-Manual-for-Core-Facilities-v1020111.pdf

