Page: 1

GLADSTONE INSTITUTES STEM CELL CORE
GLADSTONE CORE SERVICES
SOP Number:
iLAB Use for Stem Cell Core Effective Date: 14Sep17

Written/Revised By: Wendy Runyon

Table of Contents:

T PUMPOSE e 1
P2 Tt o1 S PRSPPI 1
3. Adding New Users to iLAB ... 1
4. LOGINTOILAB .o 1
5. Submitting/Deleting @ ReqUESt ..........ccceviiiiiiiii i 2
6. Fulfilling REQUESTS ... 5
7. AddING HEMS ..o 8
8. Editing and Deleting HemMS ..........cooiiiiiiiie e 10
S R = 11111 T 11
Version Number Summary of Changes Revised by/Date
- Wendy Runyon
01 Original Document 14Sep17
1. PURPOSE
To describe the process for using the iLAB program for the Stem Cell Core.
2. SCOPE
This procedure applies to the Agilent CrossLab (iLAB) program for use in the Stem Cell

Core.
3. ADDING NEW USERS TO iLAB

3.1. Send email to support@ilabsolutions.com:

Hi iLAB,
Please create a new iLAB account for the below user.

First Name:
Last Name:
Email:

Pl:

Lab:

3.2. You will receive an email with a new ticket confirmation. When the account is created,
you will receive another email stating the account has been created. The new user will
receive a welcome email with instructions to set up their account and password.

4. LOGINTOILAB

4.1. Go to https://my.ilabsolutions.com/account/login to log in to your account.
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Agilent
CrossLab

From Insight to Outcome

Forgot your password?

femembertie m

Learn more about iLab Operations Software

4.2. Sign in using the username and password associated with your account.
5. SUBMITTING/DELETING A REQUEST

5.1. Under the “Request Services” tab, click on the product type being requested.

»s | Roquest Se

V¥ Project Requests
3§ Sort manually | ) Add a Service Project Template

VY Fixed Cost Services & Product Requests

5.2. In the drop down list, select the product being requested. Click the “Initiate Request”
button.

mTeSR1 complete kit EXCLUDES plasticware ( for use outside core ) - 500 mL
mTe! s - ba

lor use inside core )- 500 mL

5.3. Type your name in the box labeled “person” and select your name from the dropdown
menu that appears.

mTeSR1 Complete Kit INCLUDES plasticware ( for use inside core )- 500 mL

person Search within: (3) cument cstomers s Instituton

Wendy Runyon % Carce

5.4. Select the lab to be billed from the dropdown menu labeled “lab”. Click on “Proceed”.
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mTeSR1 Complete Kit INCLUDES plasticware ( for use inside core )- 500 mL

person search within: (&) current customers () this institution () all

Wendy Runyon Gladstone Stem Cell Core - Lab (+1) wendy.runyon@gladstone.ucsl.edu Fund v

lab

Gladstone Stem Cell Core - Lab Fund v \ ¥

5.5. Type the quantity needed in the box labeled “Quantity”.
mTeSR1 Complete Kit INCLUDES plasticware ( for use inside core )- 500 mL

Request Name: SCC-WR-|CID)
Customer: Wendy Runyon Lab: Gladstone Stem Cell Core - Lab
Email: wendy.runyon@gladstone.ucsf.edu Phone:

Labels

1) Forms and Request Details

» Sep01 mTeSR1 Complete Kit INCLUDES plastioware ( for use inside core )- 500 mi dantry eprice:  Tota g S
—et 10 $39300 $393.00 | NotReadyTc @

/ Click the 'ADD OTHER ITEMS' link 10 adc
In the pop-up service kst panel
+ Click on a category name (e.g. Me

« Enter a quantity beside the desirec
« Click the '+' button beside the qua

5.6. To request more than one item, click on “Add Other ltems”. Select the product type being

requested.
Click the "ADD OTHER ITEMS' link to add other services or products to this order.
In the pop-up service list panel:
« Click on a category name (e.g. Media, Reagents, etc.)
« Enter a quantity beside the desired item.
« Click the '+ button beside the quantity to add that item to the request.
Add other iteri ; - pdd charge add form add milestone change order
o 1 new or running request using the ‘add’ links above.
Search
»
Name
» Cells (8)
> Matrigel (4)

rd"t:' > Media (14 ave added. The "buffer” amount is for services or

» Neuronal Morphogens (18)
5.7. In the drop down list, enter the quantity needed of the item(s) you are requesting. Click
on the button with the “+” symbol and price to the right of the item.
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° 2 ADD OTHER ITEMS add charge add form
Search

iLAB Use for Stem Cell Core

i new or running reque

Name

» Cells (8)
he ¥ Matrigel (4)

A ave added. The "buffe
ed Corning Matrigel hESC-qualified LDEV-free 0 © $245.00
Matrix, SmL Vial

Growth Factor Reduced (GFR) Matrigel - 0.5 0 (
mL aliquot
or

Growth Factor Reduced (GFR) Matrigel - 10 mL (o

5.8. Once all items have been added to the request, select the Index Code for billing in the

“Payment Information” section. Click on “submit request to researcher”.

3) Payment Information

Please enter the Index Code &
%

Index Code &

11000 % 0021 (Stem Cell Core) (xpires on December 31, 205%)

100.0% total allocated &) \

Skip approval?

'
) spik charge

5.9. To delete an iLAB request that has not been processed, click on the icon of a pencil to
the right of the order.
date for service id & status cost |
» SaoO!_y

(Sep 01 2017)

SCC-WR-10358 Watting for Core to Begin $393.00 & @
m Cell Core - Lab Modia $393 00)
») Begin

5.10. In the window that appears, click on “Cancel”. A pop-up window will appear. Click “OK”
to delete the order.

my.llabsolutions.com says:

. Are you certain?
Cancel

Q Carcolng Dis sorvice requost mesns & wil rol bo compleled. ey chasges Vel
arve bemn complelnd wil e Libesd for

& print

vilabsolutions com/sc/295 X stem-cell-core tab=requests&sid=1383769
“ Related Data
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6. FULFILLING REQUESTS

Note: iLAB orders are processed on Monday, Wednesday, and Friday after 10am. Any
orders placed after 10am will be processed on the following iLAB day.

6.1. Click on “Stem Cell Core” link in the left hand menu.

Agilent

CrossLab

. w Getting started
42 home
communications (0)

acilitie Welcome to iLab!
Stem Cell Core

invoices Thank you for registering for an iLab account. Please use the information below to help you get

Best wishes,

s reportin
porting The iLab team

8 manage groups
my groups
my core Getting started
people search

6.2. Click on the “View all Requests” tab and filter by “active requests”. You will now see a list
of all active requests with the newest requests at the top.

Stem Cell Core GLADSTONE

Message Customers Relopg

Searching within active requests: Resuts in this 1ab are resiricted by Status (show detals
Prosse use the fiter panels i e lef-hand meny o dil down 10 requests of nterest. You can 8l save filers 1o custom tabe? Gikck hare for Mo detals

<o
¥ St > - e
Coteac =]
Larels > 4 s
] 9
™ [ 9 4 "0 AY s v
» Owne
>
> A g 143 0 0 AY 24
> Paymest Numter
» Payment Wethod © Dlasgre
4 T T y s ¢
> Request Date p
> Start Oate  Disagre
» Dus Date |

6.3. Expand each request by clicking on the blue arrow. Using the Stem Cell Core Daily
Activity sheet, record today’s date, name of requestor, product, and quantity ordered.
Make sure to note in the product section if the order is for material outside the core.
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date for service i W status cost
> Aug 30 Angela Liu SCC-AL-10346 Waltng for Core %o Agree $483.00 vos
g 30 2077 . Brucs - GICE Mecia
*) Agrex @ Disagree
50 Méslang Pan / SCC-MP-10345 Waiting for Core % Agree $483 00 & é
») Agree | © Disagres
> Overview
>
Share with
v Foem - “ -
\ / ( ; ; ¢ %
2 1.0 0.00 $90 00 Not Ready T¢ Proposed
> Aug 3 ware  for use inside corm )- 500 * $ X
2 1.0 $303.00 $39300 | Not Ready Te * Proposed

Chick the "ADD OTHER ITEMS' link 10 add other services of products 10 this order

N the pop-up service kst panel

+ Chick on a category name (0.9 Meda, Reagents, etc.)
« Enter a quantity beside the desired ilem
« Chck the '+’ button beside the quansty 10 add that lem 10 the reguest

LITEMS ad 20 009 form agd
Buld & quote, or #dd COMPONENts 10 & NEw OF FUNNING request
Attachments & UR
> Service Request History
> Biting Information > Bhipping Wormation
> Aug ¥ Changsheng Lir SCC-CL-10344 g for Core Yo Agree $262 00 v s

6.4. As each request is recorded, click on the “Agree” button and then the “Submit” button.

e - iy e
heng Lin SCC-CL-10344 Waiting for Core to Agree $282.00
1eng - GICD Lab Matrige ($282.00)
») Agree & Disagree
projected cost: § 282.00

quote expires on _‘}]

include pdf quote: &

payment note

es
summary: &
iils ~— / (see bottom of list o add Rems b
(Maximum characters: 26)
submit
Reduced (GFR) Matrigel - 10 mL Vial Quantity { prco Tota Biling Status Work Status
1.0 $282.00 $282.00 Not Ready Tc Proposed

Click the ‘ADD OTHER ITEMS' link to add other services or produ
6.5. Click on the “Begin” button. The button will then say “Complete”. Do not click on the

“Complete” button until the order has been fulfilled, as this will notify the user via email
that their order is ready for pickup.

For some requests, a “Complete” button will not appear and there will be a note stating
“Waiting for Financial Approval”. This will be dealt with after the orders have been fulfilled.
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») Agree @ Disagree
ng Lin SCC-CL-10344 Waiting for Core to Begin $282.00

ng - GICD Lab Matrigel ($282.00)
Click fo begin working on this service request. The customer will not be notified @

6.6. After recording all the active requests, collect the materials. ltems stored at -20°C and
-80°C should be placed on dry ice.

6.7. After the materials have been collected, attach the appropriately colored plasticware
stickers to the bottles stored at 4°C. Refer to the Plasticware document on Google Drive
to determine the appropriate sticker color.

https://docs.google.com/document/d/1 FTAJErpQmPIRzOTQIlszccuS9GvezUAZAnBgxFO
OUZVs/edit?ts=59a06f5d

6.8. Place the items on a cart in the stem cell core hallway along with the Stem Cell Core
Daily Activity sheet and a pen. Users will initial next to their items after picking them up.

6.9. Go back to the iLAB program under “View All Requests” and filter by “active requests”.
Click the “Complete” button for all fulfilled orders. The status should now say

11 ”
Completed”.
date for service id o status
> SepO1 Arye Elfenbein SCC-AE-10356 Processing
Sep 01 2017) Srivastava, Dgar GICD Lat Mod
Mark DNs sorvice request 8 comglele Ary o Beme wil outomatoedy te
Compietd and be preprared for biling. A notication mary be sent 1 the
Qo
» Sep01 Desmond RICHMON BUCK
bop 01.2017) Srivastava, Deepak - GICD Lak
> Sep0 Steven Cincotta SCC-SC-10357 Processing
SCC-AE-10356

W' 715 service request has bean marked s complate, The total cost 1o be paid by tha researcher is $340.00.
Please use the commenting icon on the right of the request row If you wish o communicate additional information about the request. ( o)

date for service id W status cost

» Sep01 Asye Elforibein SCC-AE-10356 Completed $340.00 > 'Qé
Sep 012017) Srivastava, Deapak - ¢ b M 1 service completed

completed: Sep 01

6.10. Some requests will state “Waiting for Financial Approval”. To complete these orders
click on the “edit” button under the expanded order. (Click on the blue arrow to the left to
expand the order.)

¥ Aug30 Mediang Pan SCC-MP-10345 Waiting for Financial Approval $483.00 I v o
Aug 30 2017) Conkdin. Bruce - GICD Lab Reagents $48

» Payment Information

Collaborative Options
Share with collaborating cores
¥ Forms and Request Details ew bomom of st 15 #5S Bems 1o tis request) =

6.11. In the “Overview” section, change the status to “Completed”. Then click the “Save”
button.
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e T

¥ Aug30 Meiiang Pan SCC-MP-10345 Waiting for Financial Approval $483.00 v d,.>|
Cor 8 Reagent $483,00

{Aug 30 2017) ilin, Bruce - GICD Lat Reagents

»  Owverview

Service id SCC-MP-10345

Summary & (suggested kmit, 25 characters)
Project description

Related data Draft

Proposed
Information Gathering

Researcher In Agreement
Needs Additional Approval
Service Center In Agreement

Status Requested
Lab Needs Department Approval
Financials Approved

<

Projected cost
Processing

Quote expires on: eds FiABal Reapproval
Completed
S

» Payment Information

6.12. In the “Forms and Request Details” section, click on the “Process” button for each item.
This will change the button to “Complete”. Click on the “Complete” button.

¥ Aug30 Meliang Pan SCC-MP-10345 Completed $483.00 & |
(Aug 30 2017) Conkiin, Bruce - GICD Lab Reagents $483
> Overview
»  Payment information

* Aug 30 ROCK Inhibitor - 0, 5enl. (10mM) Complete
210

1.0 $90.00 $00.00 | Not Ready Tc ¢ || Processing

#

* Aug 30 mTeSR1 Complate Kit INCLUDES plastiownre ( for use inside core )- 500 2 Work Process
212 $303.00 $3003.00| Not Ready Tc & || Financials Ap —~

mi 1.0 ' .
- Mete
Chick the 'ADD OTHER ITEMS' link to add other services or products xx #1

In the pop-up service kst panel

6.13. The work status should now say “Completed”.

sformation

Dptions
llaborating cores

| Request Details 300 Sotiom of kst 10 833 Bems 10 this request

)CK Inhibitor - 0.5mL (10mM) dua 2 7 Biing work /X
fo— 1.0 $90.00 $50.00  Ready ToBill : Completed ¥
X

feSR1 Complate Kit INCLUDES plasticware ( for use inside core )- 500 mL Juantry ' 3ilrg Stat Work
S 1.0 $383.00 $393.00 Ready ToBill = Completed

Click the "ADD OTHER ITEMS' link 1o add other services or products to this order
In the pop-up service list panel

7. ADDING ITEMS

7.1. Click on the “Request Services” tab.
GLADSTONE

COIES

About the GSCC  Schedule Microscoples = Request Services  VieW All Requests  Reservations People Reporting  Billing  Administration
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7.2. Under “Fixed Cost Services & Product Requests” click on the “Add a Service Template”

button.
/

¥ Fixed Cost Services & Product Requests
7.3. F|IIout the template. Enter product name and description. In the description, add the
vendor information and catalog number. Select a category from the drop down list. Set
“Require payment information to initiate request” to Yes. Set the visibility to “Client Can
Request”. Set Public Visibility to Yes.

Search avalable services D View: &

I v E = = Paagaph <~ FontSizes
x X Q& 2 A =@

i~
- ]

Cataiog Number

Category /

Classifications

Visibility for core cus!

. Client Can See Invisible

Public visibility

@ ruvicy visible on this core's landing page 7

7.4. Continue filling out the template. Do not make any changes in the “Custom Billing
Fields”, “Custom Forms to Include”, or “Service Assignees” sections. Set the prices for
Internal Gladstone, UCSF, and Corporate. Delete the other pricing sections using the red
X’s.

Click the “Save” button to add the item.
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=

Users cannot order a service if they do not have a price for their price type
Please make sure o Include prices for all necessary price types

\ Type Price Unit Unit qty Visible publicty? W Effective Starting Ends
aa . v . v No 31 x
\ internal Gladstone 000 s each i o B  newe

e v 000 s each v No o nen x

No

5

w—p—— om0 s por
orpora 00! s o 0 ohw X
ernal - Specia 00K s o J » x
internal - Specis 00 s poe J » x
pocs o0 ' - s x
8. EDITING AND DELETING ITEMS
8.1. Click on the “Request Services” tab.
GLADSTONE

coreés]

8.2. Under the “Fixed Cost Services & Product Requests” click on the category of the item

you want to edit or delete. This will open up a menu of all the items in this category.

VFixed Cost Services & Product Requests

Search availal
\d 8)

Matrigel (4)

¥ Modia (14)

B27 supplement (with Insulin)
Life Technologies - catalog # 17504-044

DMEM, high glucose, GlutaMAX supplement - 500mL
Ufe Technoko slog # 10566-016

fachnologhes - catalog

8.3. To delete an item, click on the red X on the right hand side of the item Iistihg. A dialog
box will open asking if you want to delete the item. Click “OK”.
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yplement (without Insulin

nologies - catalog # A1895601

my.ilabsolutions.com says:
; — . Are you certain that you would like to delete Essential 8 (E8)
high glucose, GlutaMAX ¢ Medium - 500 mL? This can not be undone!

'ologies - catalog # 10566-016

al 8 (E8) Medium - 500 mL
8 basal medium + 50X Supplem¢
'ologies - catalog # A1517001

|_| Prevent this page from creating additional dialogs.

| Cancel | OK

al 8 Medium ( for use outside of core : excludes plasticware)
8 basal medium + 50X Supplement - for the culture of human PSCs.

1ologies - catalog # A1517001

8.4. To edit an item, click on the pencil icon on the right hand side of the item listing. This will
bring up the item template, which can be edited.

Click the Save button to save your changes.

=

Type Price Unit Unit gty Visidle publicly? ¥ Efective Starting ¥ Ends
Inteenal Glacstone v 340.00 s each z 1 Yo 8 Sways never x
UCSF o 64600 $ each = 1 Yes : Shwerys never x
Corporate ¥ 85000 each = 1 Yo ¢ ways never x

& Upcate 0l Charges with The Current Senvice Name

BILLING

9.1. Click on the “Billing” tab and then click on the “New Billing Event” button.

9.2, |

Stem Cell Core

< Hide Filters

}' Keywords

w9)  Name
[» Oraanizasien Stem Ceil Core -
[> Craated 0 Stem Call Core
[‘ Date Added ] Stem Cell Core -
© AoovFmes | StomCol Core-

\JLHHD i UI‘C

A Merge Drafts \ View Charges & New Billing Event _ View Detached Involal
Displaying 0 resu age 1 of
«— Previous 2 3 4 56 7 8 9 ) Nex
Value (8 of
Created By Suna Date Added charges)
August 1-15 ( Finkbeiner Lad Urma Lakshmanan Fie sent Aug 1517 $29,175.72 (18)
August 1-15 (Intemal) Uma Lakshmanan Sie sart Aug 1517 $29,865.00 (94)
My ( Finkbeiner Lab ) Final Uma Lakshmanan Biling errors Aug 0417 $2.27566 (3 Summary
July ( Finkbeiner Lab ) Uma Lagsbrmanan $18635.29 (16) Summary

In the form that populates, select the end date (either the 15th or Iast day of the month)

and update the event name to the date range and billing group. Click the “Load Charges”

button.
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Billing groups are: Internal, Finkbeiner Lab, External (UCSF), or Corporate.
Create a New Billing Event

1. Select which charges to view /
End Date Aug 31, 2017 M e
Event Name Stem Cell Core - August 15-31 (Internal) ©
Include all : | @
Group By lab | @

18 Load Charges

9.3. Click on the green arrows to the left of the charges to exclude a charge. These will move
down to the “excluded charges” section. Most charges are internal, so process this
billing group first by excludmg any charges for Finkbeiner, UCSF (external), or corporate.

TS S g R S s A

08/15  Vaishaall Natarajan 0 szoooc Multiple: § Ready To Bi 13
) 4d (Gladst s 0.00

lum (f 100.0% S02500(Engineering microscale tissue const)

08/14 Kenneth Wu SCC-KW-10244 $115.00 Muttiple: $/ Ready To Bi g
nklin, Bruce - GICD Lab 827 supplement (with x$ 100.0% R02622(Protein quality control, cardiomyop)
08/14  Kenneth Wu SCC-KW-10244 $69.00 o & Ready To Bi O
Conkdin, Bruce - GICO Lat REMI 1640 ey 100.0% RO2622(Protein quality control, cardiomyop)
¥ excluded charges /
vsearch
date  customer sorvice id total © payment number & status @ actions §
SCC-JW-102 54500 X Multiple: 5 Ready To Bill 1S
1b NY(OQ Asma screening 30 100.0% B001196009

9.4. Minimize the excluded charges and click on the “Create” button.

08/15 Vaishaali Natarajan SCC-VN-10245 $200.00 Multiple: -

McDevitt, Todd (Gladstone) Lab Essential 8 Medium ( (1.0 x $200.00) 100.0% S02500(Engine
08/14 Kenneth Wu SCC-KW-10244 $115.00 Multiple: &

Conklin, Bruce - GICD Lab 827 supplement (with (1.0 x $115.00) 100.0% R02622(Proteit
08/14 Kenneth Wu SCC-KW-10244 $69.00 Multiple: &

Conklin, Bruce - GICD Lab RPMI 1640 (1.0 x $69.00)

/ 100.0% R02622(Proteit

» excluded charges

3. Save the billing event with all included charges and view invoices

avc as Draft  cancel

9.5. Wait for the billing event to finish processing. A price will populate under the Value
column when this occurs.

About the GSCC  Schedule Microscopes  Request Services  View All Requests  Reservations  People  Reporting

S Reporting B Al el
A Merge Drafts View Charges ) New Biling Event | View Detached Invoices
Displaying 30 out of 371 results. (Page 1 of 13)
—Previous 1 2 3 (4 (5/(6] 7 (89 12/[13 [ Next —
Value (¥ of
Name Created By Status Date Added charges) K:mns
Stem Cell Core - August 15-31 (Intemal) Wendy Ruryon Processing Sep 0117 $0.00()
Stem Cell Core - August 1-15 ( Finkbeiner Lab ) Uma Lakshmanan File sent Aug 1517 $20,175.72 (18) Summary Invoices
Stem Cell Core - August 1-15 (Internal) Uma Lakshmanan File sent Aug 1517 $20,865.00 (94)  Summary Invoices

9.6. Repeat steps 1-4 for any additional billing groups.

9.7. When all billing events have been created, click on the “Invoices” link for all new billing
events.
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For external customers, billing is automatically initiated. Internal customers will need to
approve the invoices before billing can be initiated.
& Merge Drafts » View Charges & New Billing Event  View Detached Invoices

Displaying 30 out of 373 results. (Page 1 of 13)

—Previous 1 2 |3 4|56 7 89 12|13 || Next —
Value (# of
Name Created By \ Status Date Added charges) Actions
Stem Cell Core - August 15-31 (External) Wendy Runyon Billing initiated Sep 0117 $38.00 (1)
Stem Cell Core - August 15-31 (Finkbeiner) Wendy Runyon Billing errors Sep 0117 $11,378.43 (18) Summary Involces x
Stem Cell Core - August 15-31 (Internal) Wendy Runyon Billing errors Sep01'17 $36,699.00 (126)  Summary Invoices X
Stemn Cell Core - August 1-15 ( Finkbeiner Lab ) Uma Lakshmanan File sent Aug 16'17 $20,176.72 (18) Summary Involces

9.8. For external billing events, clicking on the “Invoices” link will bring up the Billing Event
Summary. Click on the “Send File to Gladstone” link.

Betam 1o Com | Surmary  bwoicms  Creaes

Billing Event Summary

Email Summaries
Summary Billing Status
Created On

Sep 01,2017 at 11:09

End Date
Aug 31,2017 at 23:59

Charges
1 charges totaling in $38.00

Grouped By

lab

9.9. This will create the following pop-up windows. Click on “OK” for both.

my.ilabsolutions.com says:
) The file has been scheduled to be sent.

Prevent this page from creating additional dialogs.

my.ilabsolutions.com says:
@  The file has been scheduied to be sent. B

9.10. For internal customers, click on the “Billing Errors” tab to bring up a list of invoices that
need to be approved. Click on each invoice link to bring up the invoice.

Stem Cell Core - August 15-31 (Internal)

Billing Errors

Invoices that require approval %
revabdate
invoice Number Lab Invoice Owner Actions
SOC-1024099 ( Conkin, Bruce - GICO Lad Bruce Conkin Notty
SOC-1024104 McOwvitt, Tods (Gadsions) Lad Toad McOevtt

Nty
100u0ar Aninasc: Ransit . CICH L ah
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9.11. Copy the link to the invoice.

M Inbox - wendy.runyon Stem Cell Core X ' iLab Organizer :: Stem Ce X

| https://my.ilabsolutions.com/invoices/1024106

Back to Core Billing Event Mark as paid Hide details Show details
GLADSTONE "\

COIreS

9.12. Send an email to the financial manager for each lab’s invoice.
Hi [name],

Please approve the below invoice link to complete our stem cell core billing for [month
and year].

[insert link]

Thank you,
[name]

9.13. To find the financial manager for each invoice, click on “show additional contacts” on the
invoice.

SCC-1024101
September 01, 2017
Gan, Li (GIND) Lab

From: Stem Cell Core To: Gan, Li (GIND) Lab | Li Gan

Emall Phone Role

Email Phone

Invoice Total $400.00
9.14. The billing page will show a red “Billing Errors” under the status until each invoice has
been approved for the billing group.

9.15. When all the invoices have been approved for a billing group and the status shows
“Billing Initiated”, click on the “Summary” link.

9.16. Click on the “Send File to Gladstone” link. Click “OK” in the pop-up window. Then click
on the “Return to Core” tab next to the Summary tab.
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GLADSTONE INSTITUTES STEM CELL CORE

GLADSTONE CORE SERVICES
SOP Number:
iLAB Use for Stem Cell Core Effective Date: 14Sep17
Written/Revised By: Wendy Runyon
Billing Event Summary
c Email Summi
Summary Price Type Billing Status

Created On
Sep 01,2017 at 11.07
End Date
Aug 31,2017 0t 23:59
Charges
126 charges totaling In $36,699.00
Grouped By
o o

lab

Download Files

my.ilabsolutions.com says:
) The file has been scheduled to be sent.

9.17. The status of the billing group should now read “Ready to send”. When the file has been
sent (usually by the next day) the status will say “File sent”.

Value (# of
Name Created By Status / Date Added charges) Actions
Stem Cell Core - August 15-31 (External) Wendy Runyon File sent Sep 01°17 $38.00(1 Summary Invoices
Stem Cell Core - August 15-31 (Finkbeiner) Wendy Runyon Billing errors Sep 0117 $11.378.43 (18 Summary Invosces X

Stem Cell Core - August 15-31 (Internal) Wendy Runyon Ready to send \5@: 0117 $36,699.00 (126 Summary In



