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iLab Messaging Overview*

For questions or concerns please contact iLab.Support@pennmedicine.upenn.edu

iLab offers a wide variety of ways to contact your core facility users. Click below to learn more about reaching out from
a specific tab within your core facility, or to learn how you may quickly contact users with unpaid invoices.

Schedule Equipment Tab
View All Requests Tab
o Contacting a user from a specific request
o Bulk messaging users
People Tab
o Bulk messaging users
o Contacting equipment or service users
o Contacting specific individuals or groups of individuals
Billing Tab
o Contacting a single user
o Contacting multiple users
How can | quickly contact users with unpaid invoices?

*Please note that available contact methods may vary based upon your core facility set-up.



mailto:iLab.Support@pennmedicine.upenn.edu

Contacting users from the “Schedule Equipment” tab

The “Schedule Equipment” allows you to contact users of a specific piece of equipment. This may be useful to notify users
of equipment related delays, availabilities, or upcoming maintenance.

1. Click the “Schedule Equipment” tab, then click “Message Customers.”

About Our Core ( Schedule Equipment | JRequest Services = View All Requests = Reservations | People = Reporting | Billing PO (1) | Time Entry || Charge Entry = Administration

Go to Kiosk | | Timeline View

Confirm Usage | ©

C) Message Customers ) J More

2. Select a usage date range for the customers you would like to contact, then select the specific resource. Please
note you may also choose to contact users of all equipment within your chosen timeframe by clicking “Select
All.” After choosing your date range and equipment, click “Find Customers.”

1) % Find customers

K Select date range:

From: [Jan 01, 2022

Select resource(s)

Resource

BRB ORs

ULAR- Staff Only

ULAR- Technicians Calendar

ULAR- TRC ORs

Aria FACS - test

Confocal Microscope

RMPC Per Specimen Example

Find Customers

& To: [Jan 31,2023

() select All

Oora
UJore

(J ULAR- Staff Only

(O Technician 1
[ Technician 2
(O Technician 3
CJULAR- OR 1
O uLAR-OR 2
I FACS Aria

procedure 1
procedure 2
procedure 3
procedure 4
procedure 5
procedure 6

(O instance 1

3. Select the customer(s) you would like to contact or click “All” to message the group.

2) & Select customers to email

Clan

@

O

Name
April Weakley

Curtis Embree

Jiju Mathew

Rose Researcher iLab Test (Testing) Lab

Group(s)

Soslowsky, Lou (UPENN) Lab
1- Researcher (UPenn) Lab
2 - Test (UPenn) Lab

Blanco, Andres (UPENN) Lab

Email Telephone

awealdey@pennmedicine.upenn.edu 215-746-5678

1 - Researcher (UPenn) Lab
Mathew, Jiju (UPENN) Lab

2 - Test (UPenn) Lab

Molecular Profiling Facility Admin lab
UPHS Lab

Curtis.embree@pennmedicine.upenn.edu 215-746-0582

1- Researcher (UPenn) Lab
UPenn Extemnal Test Lab
Mathew, Jiju (UPENN) Lab
UPHS Lab

matjiju@upenn.edu

rose.researcher@ilabx.com

‘ﬁ OR  this week | next week | last week | this month | last 30 days | next 30 days




4.

Compose your message and click send. Please note you may include additional email addresses; however these
individuals must be registered iLab users. If you include a link in your message, recipients must have appropriate
iLab access to view it (for example links to specific iLab requests).

3) & Send emails

5.

Email title
[PSOM Demo Core (UPenn) Cenfocal Microscope |

Additional Email Addresses
|

Recipients must be registered iLab users with appropriate access in order to view all content included in this message. Some links or additional content may not be accessible

Email body

File= Edit~ Insert~ View~ Format~

B J U - = = = Paragraph ~ FontSizes ~ 1,
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Geod afterncon,

You are recieving this message because you have used the Demo Core Facility's confocal microscope within the past year
We are reaching out to inform you that the microscope will be going offline for repairs from 3/1-3/15/2023.

Please feel free to contact us with any questions or concemns.

My best,

Jane Smith
Director, Demo Core Facility

Your message will be sent to the selected users, copying your designated core facility contacts.

Contacting users from the “View All Requests” tab

Contacting a user from a specific request

1

. Click the “View All Requests” tab.

About Our Core | Schedule Equipment | Request Services  View All Requests) Reservations  People | Reporting  Billing PO (1) | Time Entry | Charge Entry = Administration

2. Locate your desired request and click the conversation bubble that appears on the right-hand side.
date for service id & status payment number cost
» Jan13  April Weakley PSOMDC(UP)-AW-21  Processing $467.50 _ B,
Gan 12 2 - Test (UPenn) Lab i ] $400.00
203) Administrat
v test label ») Complete
3. Choose who you would like to receive the message (researcher, PI, financial contacts, etc.) and compose your

message. Please note you may include additional email addresses; however these individuals must be registered
iLab users. If you include a link in your message, recipients must have appropriate iLab access to view it (for
example links to specific iLab requests). Once you have chosen your contacts and composed your message, click
“Send.” You will receive a copy of this message, provided the “Send me a copy of this email” box remains checked.




Financial managers:

|;| Curtis Embree<Curtis.embree@pennmedicine.upenn.edu> Phone: 215-746-0582 (primary contact)
I christopher Dymek=dymekc@upenn._edu= Phone: 2158989714

Principal investigators:

(] April Weakley<aweakley@pennmedicine.upenn.edu> Phone: 215-T46-5678
[ curtis Embree<Curtis.embree@pennmedicine.upenn.edu> Phone: 215-746-0582 (primary contact}

Researcher:
April Weakley<aweakley@pennmedicine_upenn_edu> Phone: 215-746-5678
Core contacts:

[ curtis Embree<Curtis.embree@pennmedicine.upenn.edu> Phone: 215-746-0582 (primary contact)
[} April Weakley<aweakley@pennmedicine.upenn.edu> Phone: 215-746-5678

Additional Email Addresses:

E

Email content:
Message(optional):

B 7 U & » = 2

Good morning,

We are contacting you as the previoulsy submitted budget code has expired.
Please provide us with an updated budget code at your earliest convenience.

Please feel free to reach out with any guestions or concerns. |

p

Send me a copy of this email:

(Gona ressan)
L

4. Your message will be sent to the selected contacts and will include a link to the request. A copy of this message
will also be placed into the “Comments” section of the request itself for future reference.

Bulk Messaging Users

1. Click the “View All Requests” tab, then click “Message Customers.”

About Our Core || Schedule Equipment = Request Services (?iewﬁ]l Requests)‘ Reservations | | People | Reporting | Billing | PO (1) Time Entry | Charge Entry | Administration

'@{ Reload Active Requests |

2. Select the date range and the services for which you would like to find customers, then click “Click Here to Find
Customers.” Please note you may also search for customers by keyword (such as researcher or Pl name, request
label, etc.) or by project status (completed, cancelled, etc.).

Coelect date range;

Select date range manually
From: |Jan 01, 2022 ‘E To: ‘January 31,2023 |E

| Daily Billing

Or, select date range. ..
this week | next week | last week | this month | last 30 days | next 30 days | last 90 days | next 90 days

Search through projects by keyword:

I

Search through projects in the following state:

[all v|

Click Here to Find Customers )




3. Select the customer(s) you would like to email.

2) Select customers to email

Name Group(s) Email Telephone
@A{m\ Weakley Soslowsky, Lou (UPENN) Lab aweakley@pennmedicine upenn edu 215-746-5678
(5 projects) 1- Researcher (UPenn) Lab

2 - Test (UPenn) Lab
Blanco, Andres (UPENN) Lab
O | Curtis Embree 1 - Researcher (UPenn) Lab Curiis.embree@pennmedicine.upenn.edu 215-746-0582
(3 projects) Mathew, Jiju (UPENN) Lab
2 - Test (UPenn) Lab
Molecular Profiling Facility Admin lab

UPHS Lab
[ | Luellen Figtcher 1 - Researcher (UPenn) Lab Iuellen@pennmedicine.upenn.edu
(2 projects) Fletcher, Luellen (UPENN) Lab
Moore, Jonni (UPENN) Lab
O |Jiu Mathew 1 - Researcher (UPenn} Lab matjju@upenn.edu
(2 projects) UPenn External Test Lab
Mathew, Jiju (UPENN) Lab
UPHS Lab
[ iLab Administrator UPenn | iLab Administrator (UPenn) Lab support+upenn@ilabsolutions.com
(1 project) 1 - Researcher (UPenn) Lab
[J | CHANEL NICOLE WRIGHT 1 - Researcher (UPenn) Lab chanel.wright@pennmedicine.upenn.edu | 2155732058
(1 project) Moore, Jonni (UPENN) Lab
Luning Prak, Eline (UPENN) Lab
O | core Admin 1 - Researcher (UPenn} Lab upenndemoadmin@ilabx.com
(1 project)
O |uPenn Recipient 1- Researcher (UPenn} Lab poinv@upenn.edu
(1 project)

4. Compose your message and click “click here to send emails.”

3) Send emails

Email title
[[Re: PSOM Demo Core (UPenn)] ]

Email body

File~ Edit~ Insert~ View~ Format~
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Good morning,

You are receiving this message because you are an active user of the Demo Core Facility.
We are writing to inform you of upcoming service delays due to supply chain issues.
Please feel free to contact us with any questions or concerns.

My best,

Jane Smith

Director, Demo Core Facility

click here to send emails cancel | B9

Contacting users from the “People” tab

The “People” tab displays a list of your core facility customers. You may choose to reach out to all your customers at once,
to contact a subset using filters, to contact users of specific services or equipment, or to contact a single individual.

Bulk Messaging Users

1. Click the “People” tab.

About Our Core |  Schedule Equipment | Request Services  View All Requests Rc-ser-.-atfcn:c-pc’t'";-! Billing PO TimeEntry  Charge Entry = Administration

2. Select the users you would like to contact by checking the box that appears to the right of their name. Please note
you may search for a specific set of users by using the filter panel on the left side of the page. Filtering options
include a keyword search, date range of user activity, lab, equipment training permissions, and more. In the




example shown below, we have filtered for users from the “Researcher” lab who have been active within the past

year.

——

3. Click “Email people.”

About Our Core

Schedule Equipment

i
E
£
E

cubri?@gmailcom

swealkiey@pennmedicing uptnned

poirvBupennedy

Univarsity of Pennsyivania

upsnndemoadmingilaticzom

chamel weright @pennmedicneupen
University of Pennsyfvania nedu

matuEupenned

University of Pennsyheanis uellenEoerrmedicing Lpenned

u v of Curtis.embree@pennmedicine Lpe
P i3 Pennhed UPHS Labs  nnuadu

Unhversizy of Pennsy$vanta suppart-upanngl atzsutions.com

Request Services ~ View All Requests | Reservations | | People

Reporting || Billing | PO(0)

Teisabene

d a0
P179622134

aa=

215-745:5678

dlBC
Y

dacE
2155732958

dac

5

da=

d3a

Time Entry | | Charge Entry | Administration

=3 3 Manage Equipment Permissions (1 1 Email people > B | Exportto CSV | | &2 + access to a new customer | [ Advanced messaging

4. Confirm who you would like to receive your message. If an individual should not be contacted, simply uncheck
their name within the message window. You may also wish to include the user’s administration, or to contact
only the administration without including the user. After confirming the recipients, type your message and click
“Send.” A copy of this email will be sent to your inbox, provided the “Send me a copy of this email” box remains

checked.

’Separate emails will be sent to: &

leakley (aweakley@pennmedicine.upenn.edu

Ov ant (oinv@upenn.2d
() iLab Administrator UPenn (supportsupenn@itabsolutions.com)
UJ Catherine Ubri (cubsi7@gmail.com)

ne upenn.edu)

[J upenn

[J Copy each user's administration (10 additional contacts)

Jema only administration and exclude the users

Additional Email Addressas

cludedin

Email content:
Subject
[Updated Pricing for Researcher Lab ]

BN U B NG e — i —

|vou are receiving this message as pricing has recently been updated
for the Researcher lab. Please feel free to contact us with any
questions or concerns.

p

Send me 3 copy of this emai-




Contacting equipment or service users

1. Click the “People” tab, then click “Advanced Messaging.”

About Our Core | Schedule Equipment = Request Services || View All Requests R&sematiun‘ People | 'Rsp-]rting Billing  PO{0) || TimeEntry | ChargeEntry = Administration

<< Bulk Actions + access to a new customer(( [ Advanced messaging )

2. Select whether you would like to contact equipment customers or services customers, then click “View.”

<< Bulk Actions ? + access to a new customer 3 Advanced messaging

©

Extended usage info |

Core ¥ |

| [FSOM Deme Core (UPenn) v

@

3. For guidance on contacting equipment customers, please click here and following the instructions beginning with
Step 2.

4. To contact service customers, select a date range for the customers you would like to contact, then click “Click
here to Find Customers.” Please note you may also search for customers by keyword (such as researcher or Pl
name, request label, etc.) or by project status (completed, cancelled, etc.).

1) Find customers

Select a date range and the services for which you would like to find customers, then click 'find'

Select date range:

Select date range manually.
From: [Jan 01, 2019 IE To: [Jan 31, 2023 ]3

Or, select date range.
this week | next week | last week | this month | last 30 days | next 30 days | last 90 days | next 90 days

Search through projects by keyword:

1

Search through projects in the following state:

all v

Click Here to Find Customers .

5. Confirm the customer(s) you would like to contact. If an individual should not receive your message, uncheck
the box next to their name.




2) Select customers to email

Name Groupis) Email Telephone
April Weakley Saslowsky, Lou (UPENN] Lab aweakley@pennmedicine.upenn.edu 215-746-5678
(5 projects) 1- Researcher (UPenn) Lab

2 - Test (UPenn) Lab
Blanco, Andres (UPENN) Lab
Gurtis Embree 1- Researcher (UPenn) Lab Curtis. embree@pennmedicine upenn.adu| 215-745-0582
(2 projects) Mathew, Jju (UPENN) Lab
2 - Test (UPenn) Lab
Molecular Profiing Facility Admin lab

UPHS Lab
Luellen Fletcher 1 - Researcher (UPenn) Lab luellen@pennmedicine.upenn.edu
(2 projects) Fletcher, Luellen (UPENN) Lab
Moore, Janni (UPENN) Lab
Jiju Mathew 1 - Ressarcher (UPann) Lab matjju@upenn.edu
(2 projects) UPenn External Test Lab
Mathew. Jju (UPENN) Lab
UPHS Lab
iLat Administrator UPenn  |iLab Administrator (UPenn} Lab supparttupenn@ilsbsclutions.com
(1 project) 1- Researcher (UPenn) Lab
CHANEL NICOLE WRIGHT |1 - Researcher (UPann) Lab chanel.wright@pennmedicine.upenn.edu |2155732058
(1 project) Moare. Jonni (UPENN) Lab
Luning Prak, Eline (UPENN) Lab
Core Admin 1 - Researcher (UPenn) Lab upenndemaoadmin@ilabx.com
(1 project)
UPenn Recipient 1- Researcher (UPenn) Lab poinv@upenn.edu
(1 project)

6. Compose your message and click “click here to send emails.” A copy of this message will also be sent to your
designated core contacts.

3) Send emails

Email title
[[Re: PSOM Demo Core (UPenn)] |

Email body

File~ Edit~ Inset~ View~ Format~

= Paragraph -~ FontSizes =~ T, K
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x
X

Good afternoon,

You are receiving this message because you used Demo Core Facility services within the past X years. Wa are
reaching out to let you know that service rates will be adjusted beginning July 1, 2024,

Please feel free to contact us with any questions or concernsl

P

Tick here to send emails ) Cancel | B9

Contacting specific individuals or groups of individuals

1. Click on the “People” tab.

About Our Core | Schedule Equipment | Request Services | View All Requests | Reservations eporting Billing | PO Time Entry @ Charge Entry | Administration

2. If the individual(s) you wish to contact appear on the first page of results, you may contact them by clicking the
envelope icon that appears to the right of their name.

Soslowsky, Lou (UPENN) Lab (Memser) il @ 0

1- Researcher (UPenn) Lab (principal investigatan)
2 - Test [UPenn) Lab iprineipal inve or) University of aweakley@pennmedic
April Wealley Blanco, Andres (UPENNM] Lab iManager) Pennsylvania ine.upenn.edu 215-746-5678

If you wish to contact multiple individuals you may do so by clicking the checkboxes to the right of their names
before clicking the envelope icon.




April Wealley

UPenn Recipient

Core Admin

Hetitle

3. If the individual(s) you wish to contact do not appear on the first page of results, you may search for them using
the filter panel that appears on the left side of the page. The filter panel allows you to search using a wide range
of criteria, including lab, equipment training status, keyword, and more. Enter your desired search criteria, then
click “Apply Filters.” Inthe example below, we have set the filters to locate customers from the “Researcher” lab

Soslowsky, Lou (UPENN) Lab Memizer)

1- Researcher (UPenn) Lab (erine pal investigarar)
2 - Test (UPenn) Lab (rincipal Investigator)
Blanco, Andres (UPENN]) Lab iManager

1-Researcher (UPenn) Lab (Memeer

1 - Researcher (UPenn) Lab (Memzer)

University of
Pennsylvania
University of
Pennsylvania
University of

Pennsylvania

who have used the Demo Core Facility within the past year.

<« Hide Filters

¥ Keywords

|

[i Institution |

‘ » Department |

[» Core personnel ]

¥ Lab
9
(1
() COHEN. AKIVA (CHOR) (1)
Lab
) Fletcher. Luelien (UPENN (1)
Lsb
(O Luring Prak, Eline 1)
{(UPENN]) Lab
() Matl ijs (UPENN] Lab (2

ar Profiling Facility 1

[DiLsb Administrator (UPann)

Lsb

clear selection

» Role

[» 1

[» Trained on Resources

0

[ » Core Customer

¥ User activity
From|Jan 24, 2022 3

T [dan24,2023

& Apply Filters

= Reset Filters

aweakley@pennmedic
Ine.upenn.edu 215-744-5678
poimv@upenn.edu

upenndemoadmingZila
bx.com

Te)!

{3=

W35y

3

4. From your results page, select the individual(s) you would like to contact by checking the box to the right of their
name before clicking the envelope icon.




April Weakley

UPenn Redipient

Core Admin

Mo tithe

Soslowsky, Lou (UPENN) Lab nember)

1- Researcher (UPenn) Lab (Principal Investigatar)
2 - Test (UPenn) Lab principal Investigator)
Blanco, Andres (WPENN) Lab iMznzgern)

1 - Researcher (UPenn) Lab (memeer)

1- Researcher (UPenn) Lab (Memier)

University of
Pennsylvania

University of
Pennsylvania
University of
Pennsylvania

aweakley@pennmedic
Ine.upenn.edu

poinv@upenn.edu

upenndemoadmingila
ecom

215-746-5678

You may also choose to contact all users resulting from your search. To do so, click checkbox that appears above
your search results. Checking this box will select all users from the first page of your search results. To select users
from all your search results, click the “Click here to select all results” link shown below before clicking an envelope

icon.

h Manage Equipment Permissions | ||

| Email people

B | Export to CSV

~ + access to a new customer

[53 Advanced messaging

Displaying 9 out of 9 results. (Page 1 of 1) Selected all results on this pa@c select all r@

Namea

April Weakley

Catherine Ubri

Nottle

CHANEL NICOLE WRIGHT

Na title

Core Admin

Notitle

Curtis Embres

Lab Administrator UPenn

Jiju Mathew

Nottle

Luellen Fletcher

Naotitle

UPenn Recipient

5. After clicking an envelope icon, confirm your email recipients.

Lab

Soslowsky, Lou (UPENN) Lab Member]
1- Reszarcher (UPenn) Lab (Princips! Imvestizatar)
2 - Test (UPenn) Lab (Princios! Investizator

Blanco, Andres (UPENN) Lab (Manager]

1-Researcher (UPenn) Lab (Memzer
COHEN, AKIVA (CHOP) Lab Member
1- Researcher (UPenn) Lab (Member
Mocre, Jonni (UPENN] Lab Member]

Luning Prak. Eline (UPENN) Lab (Member]

1-Ressarcher (UPenn] Lab Mamzer
1- Researcher (UPenn) Lab (Principsl Investizator
Mathew, Jiju (UPENN) Lab (Mamber]

2 - Test (UPenn) Lab (Princiaal Investigator]

Molecular Profiling Facility Admin lab Manager)

UPHS Lak {Principal Investizator

iLab Administrator (UPenn) Lab (Manager]

1- Ressarcher (UPenn) Lab Manager)

1- Researcher (UPenn) Lab (Marazer)

UPenn External Test Lab (Mzanzger]

Mathew, Jiju (UPENN) Lab (Principal Investizator)
UPHS Lab (Princieal Investizator

1 - Researcher (UPenn) Lab (Member)
Fletcher, Lusllen (UPENN] Lab (Princips
Investizator]

Moere, Jonni (UPENN] Lab Memker)

1-Ressarcher (UPenn) Lab (Memper)

Institution

University of
Pennsylvania

Children’s Hospital
of
Philadelphia,Universi
ty of Pennsylvania

University of
Pennsylvania

University of
Pennsylvania

University of
Pennsylvania PennM
ed UPHS Labs

University of

Pennsylvania

University of
PennsylvaniaTasting
Institutions,PennMe
d UPHS Labs

University of
Pennsylvania
University of
Pennsylvania

Email

aweakley@pennmedi

cine.upenn.edu

cubri7@gmail.com

chanelwright@penn
medicine.upenn.edu

upenndemoadmin@il
abx.com

Curtis.embres@penn

medicine.upennedu

support+upenn@ilab

solutions.com

matjiju@upenn.edu

luellen@pennmedici

ne.upenn.edu

poinv@upenn.edu

i
Telephone

9179622134

2155732958

Wl 32

You may choose to contact the just the users, just
the user’s lab administrator, or both. In the example below we have chosen to contact the user as well as their
lab administrator. You may choose to include additional email addresses; however these individuals must be
registered iLab users with appropriate access to view all content included in your message, such as links to
requests or invoices.




Administration ‘

'_IfCL-:m-'ne [ufcommerca lcistomer@abrass coem ) 353-123-4587 [perimary coneact)

993 -

\‘:riz Ragagrcher (mareresasrcher8ilabscom] 132-4357

Additional Email Addresses

ab usanl with IO0rooradE SCoEE o ofder 10 view 3l content included n shis mesaape Some inka or sddttondl comens &0y not b sccassble

6. Compose your message and click “send.” A copy of this email will also be sent to you, provided the “Send me a
copy of this email” box remains checked.

Administration

Uf Customer (ufcommercialcustomer@ilabtest com) 352-123-4567 (primary contact)
Person

Marie Researcher (marie researcher@ilaboccom) 122-4557

Additional Email Addresses

gstered iLab users with sppropriste sccess in order to view 31l content included in this message. Some links or additional content may not be sccessible.

Recipient:

Email content:
Subject

B I Y| & o= =

Good afternoon, =
You are receiving this message because you have used the

Demo Core Fadility within the past year. We are reaching out to

let you know that pricing will be adjusted beginning July 1,

2024, Please feel free to reach out with any questions or =
p

Send me 3 copy ar’:h:ar:

Contacting users from the “Billing” Tab

Contacting a single user

1. Click the “Billing” tab.

About Our Core || Schedule Equipment | Request Services | View All Requests | Reservations People  Reportin O:cn Time Entry | Charge Entry | Administration

2. Click “Invoices” next to the billing event that contains the user you would like to contact.

Mame Created By Stalus Date Added alue (# of charges) Actions

PSOM Dema Core (UPenn) - January April Weakley File sent Jan 2723 $963.66 (3) §>.'|nm
PSOM Damo Core (UPann) - Novamber Shelbi Orr File sent Nov 21722 4536900 (1) Summary Invoicas %
PSOM Demo Core (UPenn) - November April Weakley File sent Nov 18722 $21,006.26 (43) Summary lnvoices %

3. To contact a single user/invoice owner, click the envelope icon that appears to the right of their name.

Lab And Institution Invoice Owner Invoice Number Payment Numbers JTofal Cost Statys Comment O

2 - Test (UPenn) Lab (464641) Curtis Embree $4.00 NotYet clickto edi '>. Bi=

{University of Pannsylvania. PennMed S PDC-3583038 Fund 2 iy
(invoice_owner) 1 charges Paid 9 [t |5

UPHS Labs)




4. You will be shown a pop-up window. The top of this window displays the most recent message sent to the user
via the billing tab (if any).

Emails Sent

Date Sender Recipients Subject Body

Sent

Jan Curtis  Curtis.embree@pennmedicine. upenn.edulnveices Please find an invoice attached for services rendered by the PSOM Deme Core. If you have any questions related to the

27, Embree - Curtis charges, please contact the Technical Director. Thank you for using the Core’s services.InvoicesPlease find current invoices for
2023 Embree the PSOM Demo Core (UPenn) for researchers you manage. The invoices can be downloaded from the attachment in this

email, and a summary has been provided for your convenience, below. Links to the digital inveices can also be found below -
you can click the link to update your payment information and approve invoices, if applicable. https://med-

upenn.corefacilities. org/invoices/show/3583038 PSOM Demo Core Rm BB01 Richards 421 Curie Blvd. Philadelphia, PA 19104
Invoice No. PDC-3583038 Invoice Date January 27, 2023 Lab 2 - Test (UPenn) Lab From: PSOM Demo Core (UPenn) To: 2 -
Test (UPenn) Lab | Curtis Embree  PSOM AP DeptEmail: AP-billing-emailPhone: 1111111111Institution: Perleman School billing
Department: AP department123 Franklin WalkUniversity City, PA, USA, 19104 Lab Contacts: Name Email Phone Role Curtis
Embree Curtis.embree@pennmedicine upenn.edu 215-746-0582 Invoice ewner Christopher Dymek dymekc@upenn.edu
2158989714 Financial managers April Weakley aweakley@pennmedicine upenn.edu 215-746-5678 Principal investigators
Customers: Name Email Phone Invoice Total $4.00 Invoice Total $4.00 Thank you for being a valued user of the PSOM
Demo Core DO NOT PAY - this invoice is for your records. Payment has been electronically journaled. Please direct questions
to Bob Smith @ 215-599-9955 or Boberts@pennmedicine upenn.edu Powered by iLab

5. Scroll to the “Send Email” portion of the window, then select your recipient(s). You may choose to contact the
invoice owner, their financial manager, their principal investigator, or any combination thereof. You may choose
to include additional emails; however these individuals must be registered iLab users with appropriate access to
view all content included in your message such as links or invoices.

Send Email

To: Invoice owner Financial managers Principal investigators
Curtiz Em| bree Chriztopher Dymek April Weakley

Additional  |Enter comma-separsted emails...
Email Recipients must be registered iLab users with appropriate access in order fo view all confent included in this message. Some links or additional content may not be accessible.

Addresses:

6. Compose your message and hit “Send.” You will be sent a copy of this email, provided the “send me a copy of
this email” box remains checked.

Subject: iLab: Your inveice PDC-3583039 from University of Pennsylvania (PSOM Dema Core (UPenn))

Body: Message (optional)
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Good afternoon,

We are reaching out regarding invoice number PDC-3583038 from the PSOM Demo Core. Please provide us with updated payment information for
this invoice at your earliest convenience.

p

Click this link fo access this invoice within your iLab account

hiips:fimy ilabsolufions com/purchasing/show/3583039
send me a copy of this email

7. Your chosen recipients will receive a copy of the message. The message will contain a PDF attachment of the
relevant invoice, as well as a link to the invoice in iLab.

Contacting multiple users

1. Click the “Billing Tab.”

About Our Core || Schedule Equipment | Request Services | View All Requests | Reservations | People Reportir:gorm Time Entry = Charge Entry | Administration




2. Click “Invoices” next to the billing event that contains the users you would like to contact.

Displaying 3 out of 3 results. (Page 1 of 1)

Created By Status Date Added Walue (# of charges) Actions

PSOM Demo Care (UPann) - January April Weaklay File zent Jan 2723 596366 (3)
PSOM Demo Core (UPenn) - November Shelbi Ort File sent Nov 21°22 -§389.00 (1) Summary Inveices %
PSOM Dema Core (UPenn) - November Aprl Weakley File sent Mov 18722 $21,006.25 (43) Summary Invoices X

3. Choose your recipients in the “Bulk Invoice Mailer” section.

Invoices

Bulk Invoice Maile
' send nvoices to all invoice owners

) send invoices to selected invoice owners ...

send invoices with selected price types to invoice owners...

send unpaid invoices

send invoices missing billing information to selected invoice owners

[l Prepend custom message to invoice emails?

Send Invoices

4. You may click “Send Invoices” to send users a message with your default core text, or you may check the “Prepend
custom message to invoice emails” box to add a custom message.

@pend custom message to invoice emails?
File~ Edit~ Insert~ WView~ Format~
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Please find an invoice attached for services rendered by the PSOM Demo Core. 1f you have any questions related to the charges, please contact the Technical Director.

Thank you for using the Core's services.

p

£ Send Invoices

5. After clicking “Send Invoices” your chosen recipients will receive a copy of the message. The message will contain
a PDF attachment of the relevant invoice, as well as a link that the recipient can click to view the invoice in iLab.




How can | quickly contact users with unpaid invoices?

1. Click the three-bar icon in the upper left corner of your iLab homepage, then click “Invoices”

Agibert i
CrossLab | tevoee

Home

Communications (§)

Core Facilities
My Cores
Equipment Kiask
My Reservations
View Requests
View Funds

My Centers
Imvoices

Time Entry
Reporting

Manage Groups

My Groups

My Departments

My Cores

University of Pennsylvania
Perelman School of Medicine
People Search

Purchase Orders

2. You will be shown all invoices for your core or cores from the past year. You may use the left panel filter menu to
narrow down your results by institution, lab, total cost etc., or to be shown older invoices (“Date Created”). To
filter for unpaid invoices, update the “Status” filter to “Not Yet Paid” and click “Apply Filters.” Please note that if
you wish to see unpaid invoices older than 1 year, you must also adjust the “Date Created” filter accordingly.

4 Hide Filters

¥ Keywords

—

» Total Cost Over

P Owner
» Owner Institution

P Cores

> Labs

» Eilling Event

» Payment Number

» Price Types

» External

> Approved By
» Approval Status

)

Mot Yet Paid (991)
U paid (4401)
O partially Paid (132)

» Invoices Sent

» Receive Hard Copy
» Dispute status

» Detached
» Refunds

» Date Created
» Past Due

& Apply Filters

e Raset Filters

3. After checking and applying your filers, you may contact the owner of a specific invoice by following these steps.
To contact multiple users, click the “Bulk Actions” button on the top right of the page, then “Email Admins with
Access to Invoices.”




Invoices
Invoices

1Email Admins with Access to Invoices

L Generate Aging Report

=> | | Get PDF of Invoices | [=] Download Results as C5)
=t .o - PR . )

Confirm the invoices you would like to send, as well as who you would like to send them to. You may see additional
contacts for each invoice by clicking within the “Select Contacts” field.

Displaying irvolces filtered by: »

= Company
o Psom Demo Core {Upenn)
= Custom Status
o Not Yol Paid
= Darg
o Between January 30, 2022 And January 30, 2023

Contacts to Email
Invoice Number Core Select All lnvoices Select Contacts

PDC.358303% PS0OM Demo Core (UPenn) | Select Involce x Aol Weakley

PDC-3583038 PS0OM Demo Corg (LIPenn) Salact Invoice Department Managers

poC 3478359 PSOM Bemo Core (UPenn) Selec inoie G o e |

Principal Investigators
PO 3475485 PS0OM Demo Core [UPenn) Sedect Invoice e
Curtis Embres

Compose your message and click “Send message & Invoice PDF.” Please note you may include additional email
addresses; however these individuals must be registered iLab users. If you include a link in your message,
recipients must have appropriate iLab access to view it (for example links to specific iLab invoices). You will
receive a copy of this message, provided the “send me a copy of this email” box remains checked.

Additional Email Addresses:

Recipients must be registered iLab users with appropriate access in order to view all content included in this message. Some links or additional content may
not be accessible.

Email subject:

Message
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send me a copy of this email

Cancel Send Message & Invoice PDF




