THI USIVTREITY OF
MELROURNE

iLab

Quick Reference Guide

iLab

For External researchers including Parkville affiliates

26 May 2025



Table of Contents

Register for an iLab account ........cccciiiiiiiiiiiiiiiiiiiiiiirrrssr e sesassssssnnees 3
Register for an EXternal @CCOUNT......uuviiiii it e e e e enbraaeeas 4
Register for an account from an institution already integrated with iLab .......ccccevveeeeiieinnnnneen. 7
LY T4 o BT I o I 1 - | TN 8
=T 1Y F=4 0 T [ O PP PT PRI 9
Requesting Access to Multiple Lab Groups ......coovvvieiiiiiiiiiiiiiiee e 10
Navigating UoM Research Platform iLab Cores ......cccccoiireuiiiiiinniiiinnnnniininensinnnnnnnneenees 11
Navigating UoM Research Platform iLab COreS.....uuiiiiiiiiieeieiieieciiieeeeee e eeeccirreee e e e 12
Scheduling a Platform RESOUICE .....ccuceieeuiiienirtenieieeertennertenerenseeeesseeenssesensessansessanessnnens 13
The Schedule EQUIPMENt Tab ..o e e e 14
Request Training 0N @ RESOUICE ....coeeeeieeeeee e 14
Schedule tiMe 0N @ FESOUICTE .....eiiii ittt e e e e e e e e et e e e e e e e e e enraraaeeeaeeeas 14
AMENAING FESEIVATIONS c.uivtiie ittt ettt e st e e e see e e s st e e e s s sbeeeessabtaeessnasaeeessnssneeenn 18
Requesting a Platform Service ......cccciiiiiuiiiiiieniiiiiiniiiiiiiiiniiieiniiennieesessssseenees 19
The ReQUESE SEIVICES TAb coiiiiiiiiiiiiieeee e e e e e e se st e e e e e e e e eennraeeeees 20
Initiating @ Request t0 the PlatfOrm ... e eeanns 21
The View MY REQUESTS Tab ...cciiiiiiiiiiiiec ettt eesrree e e e e e e s saaraeeee e e e e eennaseeeens 22
Y U] o] 's Yo o PR TON 23
] VT o] oo o FO PP P PP O PO PP PP PRPOPPPOPPPPPPPPPRt 24
Access the iLab SUPPOIT POrtal .....ccovuiiiiiiiiiie e e s 24
Page 2 of 25

iLab | iLab



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 the University of Melbourne’s iLab Institutional Landing Page:
https://unimelb.ilab.agilent.com/

1. Click ‘sign-up’ and then select the ‘Not a UOM User’ option
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Welcome to the Uobd Research Platform Booking Systemilab

2. Enter your institution email address and click ‘Continue’.
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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.
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4. Search for your lab group or supervisor name and click ‘Continue’
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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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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.
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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 to the University of Melbourne’s iLab Institutional Landing Page:
https://unimelb.ilab.agilent.com/
1. Click ‘sign-up’ and then select the ‘Not a UOM User’ option
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Welcome to the Uobd Research Platform Booking Systemilab

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

1.
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Navigate to the University of Melbourne’s iLab Institutional Landing Page,
https://unimelb.ilab.agilent.com/

On the upper-right-hand corner of the screen click ‘login’

Select ‘Sign in using other institution credentials’

In the new field that appears start typing your institution name and select it when it is found.
Click ‘Go’ and you will be redirected to your institution’s iLab sign-on page
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External researchers from an institution without iLab integration should sign in with their iLab credentials.

1.

Navigate to the University of Melbourne’s iLab Institutional Landing Page,
https://unimelb.ilab.agilent.com/

On the upper-right-hand corner of the screen click ‘login’

Select ‘Login using iLab credentials’
In the new fields that appear complete your login details and click ‘Login’
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Requesting Access to Multiple Lab Groups

Researchers in iLab can be members of multiple lab groups either at University of Melbourne or outside. 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
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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.
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1 - 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

2 — ‘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

3 —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)
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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
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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
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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
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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)
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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
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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’
(2-50 Pl - D400 PN Creaks Reservabion
6.

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

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)

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
usage types you can select this by clicking ‘Pricing Details’

Payment information — For UOM research groups this will be the assigned Worktag(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 contact your lab Pl to organise this. For external research groups, this will be
the text field to enter the PO number if available.

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
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

iLab | iLab
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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. Ifthe 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
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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
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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
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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
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3. To alter the reservation time:
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, UOM research groups to select the alternate worktag from the pull-down
menu and external research groups to update the text field with the PO Number.

5. Click ‘Save Reservation’ when you have finished your amendments
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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
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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
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Initiating a Request to the Platform
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You will usually be required to complete a custom form to
provide details about the service being requested
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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

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

4. Inthe ‘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 (%)

5. 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

6. 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

7. The Payment Information section will allow internal UoM researchers to select their appropriate Worktag 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)

8. 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
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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
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Support
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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
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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.
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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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