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Signing up for CrossLab — New PI

The Centre for Cellular Imaging (CCl) is using a web-based tool, CrossLab, to help manage the
equipment resources at the CCl. CrossLab is used for registration, all resource booking at CCl,
tracking of usage, service requests, user database, inventory management and
reporting/billing.
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Signing up for CrossLab

To use CrosslLab, you need your own personal credentials; please follow the instructions
below to sign up for a CrossLab account and create your Lab (research group) for billing.
With active credentials you can access core services through this on-line system.

1. Go to the CrossLab sign-up page:
https://gothenburg.corefacilities.org/account/1212/signup?sc id=3429

2. Enter your email address and press Continue.
Important: Use your work email address. DO NOT USE personal/private email accounts
(gmail, Yahoo, etc.)!

Start Personal Information Group Associations Billing Information

You are requesting access to the
University of Gothenburg's Centre for Cellular Imaging.

* Please enter your institution email address

maria.smed hl@gu.se

\/ I'm not a robot

+"| | agree with iLab's privacy and security policies
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3. Fillin your personal information and press Continue:

Start Personal Information Group Associations Billing Information

You are requesting access to the
University of Gothenburg's Centre for Cellular Imaging.

* First Name

Maria

* Last Name

Smedh

Phone Number

031-7869712

* | am affiliated with the following institution

| University of Gothenburg .

" What is your primary role at University of Gothenburg?

Principal Investigator .

Important: First search for your Institution, i.e. your university or other work place
(e.g. University of Gothenburg, Chalmers University of Technology, Sahlgrenska
University Hospital). If not in the list, write the English version of your Institution name!

4. Create your Lab by starting to write your name, then press Create New Group followed

by Complete:

Start Personal Information Group Associations Billing Information

You are requesting access to the
University of Gothenburg's Centre for Cellular Imaging.

“What lab or research group are you associated with?

Please type then

ame of your group v ‘

j Maria g 0\-:
Create New Group...

TEnceT BaCK
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5.

Enter the information about your research group and press Complete:

Start Personal Information Group Associations Billing Information

You are requesting access to the
University of Gothenburg's Centre for Cellular Imaging.

“What lab or research group are you associated with?

Create New Group... -

“ Pl's First Name

Maria

" Pl's Last Name

Smedh

* Pl's Email Address

mariasmedh@gu.se

Pl's Phone Number

031-7869712

“ Is there another person in your lab who helps manage Iab memberships. fund assignments
and spending approval?

No -

*Your Group's Name

Smedh, Maria (GU) Lab

You will receive a “Welcome” e-mail (can take up to 24 hours) with login credentials and
basic instructions.
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Logging in to CrosslLab

Navigate to the CCl core page:
https://gothenburg.corefacilities.org/service center/show external/3429

' UNIVERSITY OF GOTHENBURG m

About

Centre for Cellular Imaging

Click the Sign in button at the upper right corner of the page. Your web browser have to
accept pop-up windows. Enter your username (i.e. your email) and password provided by
CrossLab and press a Sign in button once more:

Aagilent
CrossLab

From Insight to Outcome

& mariasmedh@gu.se

eecccccscee @& Show

Forgot your password?

You have been logged out due to inactivity.

Note: If you do not remember your password you can press the “Forgot your password?”
link to reset the password.

Centre for Cellular Imaging 5(11)
Medicinaregatan 7A, PO Box 435, SE 405 30 Gothenburg, Sweden
www.cf.gu.se



Managing your profile settings
When you have logged in you can access your profile settings if you click your name at the
upper right corner. Here you can change your name, password etc:

My Profile

Profile Details

Change Password

‘ Notification Settings
Wy Profile

Default Ordering Settings

Billing / Shipping Information

System Upgrades
Search Preferences

Projects

©

Labs

Colleagues o

Managing your group settings

It is advisable that you once in a while enter CrossLab and check that all your information is
correct and that you have the correct group members associated to your lab.

Press the “hamburger”-icon to the top left corner. Press “My Group” and select the group
you wish to access the settings for (some Pls have more than one group, e.g. one GU and
one SU group):

Aglleﬂ
CrossLab | ievore

Agilent

S CFOSSLab | iLab Operations So

Core Facilities My Groups
View Requests
Invoices l My Groups
¥ Reporting Smedh, Maria (GU) Lab
Manage G
e Request Group Access
My Group
Peopie Search
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Under the Members tab (1) you can see the people, who are members of your group:

Smedh, Maria (GU) Lab

Edit membership

e pesonfomaton

Group Information

You can either add a new user to your group or add a user who already has a CrossLab
account (2).

The status of a current member can be updated by clicking the edit button to the far right
(3). For members who have left your group, please, set an end date to the membership (4).

NOTE: Do NOT remove any member from your group by clicking the trash button!
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Entering/updating billing information

1. Go to My Profile link on the upper right corner of the page:

= (fASLab | tboremonsonas = N

Click here to access the left navigation My Prafile

w Getting started System Upgrades

@ info
Your Recent Access Requests Centre for Cellular Imaging

Welcome toiLab!

Thank you for registering for an iLab account. Please use the information below o help you get started. Feel free to contact ilab-supponi@agilent.com with any questions

Bestwishes,

The iLab team

2. Go to the Billing/Shipping Information page:

= EF&EéLab | L.ab Opermbons Softwara S Ot B
My Profile
Prafile Dietalls Profile Details for Maria Smedh # Edit
Change Pasmword Hame
Flaria Smedh
Billlng / Shipping Information Title

Principal Investigatos
Maotification Settings
Email

arla_smedhifvahoose
Default Ordering Settings koot i

Phane
Search Preferences 031-7859712
Tirne Zone
Projects u Stockholm
Labs o Delimiter for Reporting C5V Export Files

Colloagues o]

3. Click the Edit button and enter your billing information:
a. Name
b. Institution (University, company etc.)
c. Department: This should be the billing reference number and/or reference
person (e.g. Ansvarsnummer, PO number)
d. Your full billing address, including VAT number

IMPORTANT! Remember to click Save!
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Invoices and the billing procedure
We create so-called Billing events in CrossLab for each invoicing period. This billing
information is then imported into the university accounting system Agresso. In the invoice
sent to you there will be a link address to your CrossLab invoice. This link has the format
https://eu.ilabsolutions.com/invoices/XXXXX, where XXXXX is the current invoice number.

Click the “hamburger”-icon at the top left corner in CrossLab and then “Invoices”:

This page display=T

Invoices || [ Download Results as CSV
e year. To access older invoices please use the Date Created filter at the bottom

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

CreatedOn Core Invoice Number Lab Owner  PaymentNumbers Price Types TotalCost Status  Approval Status

@ Invoices
<« Hide Filters
¥ Keywords
CréssLab | wawoe e
> Total Cost Over
#* Home > Owner
ions (0) » Owner Institution
» Cores
< Core Facilities L
» Billing Event
View Requests » Payment Number
Invoices » Price Types
» External
M Reporting >
»>
- Manage Groups » Status
My Group » Invoices Sent
» Receive Hard Copy
W&,dl » Dispute status
» Detached
> Refunds
» Date Created
@ Apply Filters

% Reset Filters

Apr 2720

Centre for CFCI-408770 Smedh, Maria  Maria 5803 xsmema Intemal Not Yet

K
Cellular Imaging (GU) Lab Smedh 168350 Paid not required

Here you can view an invoice by clicking on the magnifying glass icon to the right and export
the invoice to a PDF file using the button “Get PDF of invoices”.

Please, contact Ai-Linh Nguyen (ai-linh.nguyen@gu.se) or Lisa Mansson
(lisa.mansson@gu.se) if you have any questions about accounting.

Optional: CCl registration

This part has to be done by all users of the facility. Therefore, if you, as a PI, only have a
CrossLab account for the invoicing for your students, postdocs etc, there is no need to go
through this registration. If you, on the other hand, will be trained for using any equipment,
please, follow these steps for the CCl registration procedure!

1. Go to the Request services (1) tab to fill out the CCl registration form, which is found
under Registration Form for New Users (2) and click request service (3):
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1
About Our Core | | Schadule Equipment | Request SGMCE:;‘ View My Requests | Cantact Us

¥ Complex Projects & Quote Requests

To become a CCl user, please fill the Registration Form below

2

Registration Form for New Users (Registration) 3

Please, fill out the Registration Form and print it. This form has to be signed both by you, as a New
User, and the Principal Investigator before you are granted access to the CCl equipment. Thank
you!

Your signature declares that you will follow the "CCl user rules”. Please find more information
below.

CCl Rules

4. Fill out the form, print it (1), save it (2) and press submit request to core (3):

Registration Form for New Users
Request Mams [CCHGTCID]

Customa: Golfwnbueg Tastuser Lode Fulnaﬁﬂea-ﬂwluun: Julia (G Lab
Ermail: sahlgrenskasftost odu Phona:

Forms and Request Details —

£ Wi Foum,  Registragion farm

This regisiration form has o be filled by all pew users.

Date [Jurss 18, 2010 1457 B
IMPCORTANT] Autier Mg this form, pleose print, sign [both by you and your supervieor and being i o CCIL
Planse save your form! Sl | @ s complated form | Ko st eraft of farm |

Alwr saving your fomm, ploase sobmii your iequest i fhe code,

O add asenis
Planss 8l ol sy foims e ale heghvioitad i 1ed

Lost

The oo will reame your meguest and preade you with @ quoie for the fegueestied saniceie]

3 I o WGl (RQuUBE iD foF IE sve dralt fequest | | X Cancel

5. Sign the printed form, and bring it to us before the start of the training (or any other
service).
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More information and support

You reach the Support Portal by clicking the Help button, next to the Sign out button at the

upper right corner of the page:

Help

Sign Out &

Here you can also browse the help site (1) to get more information on how to use CrossLab,
e.g. for equipment bookings and service request instructions.

In case of technical problems with
the CrossLab software can get
assistance from the CrossLab
Support Team by submitting

a Support Ticket (2) where you
describe your problem.

Sincerely,
the CCl Team

1

[

‘search our helpsite and browse

documentation

@

View the current status of the
iLab application

e

Submit a new support ticket

() =

View recorded iLab webinars on
iLab Support regional phone system functionality
numbers.

®»

Review previously submitted
tickets

Centre for Cellular Imaging

11 (11)

Medicinaregatan 7A, PO Box 435, SE 405 30 Gothenburg, Sweden

www.cf.gu.se



