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Quick Intro

iLab, a cloud service provided by Agilent Technologies, serves as the centralized platform for managing the life cycle of
service requests made by Pls and researchers. It allows user to initiate a service request of any service being provided by
CPOS (except Imaging, Cytometry, Bio-reagent and Oligo ordering services). It keeps track of a service from the beginning
until invoices are paid.

This guide will walk you through how a service request is made, approved, processed, and invoiced.

Terminology

Core/Core Facility in iLab = CPOS (excluding Imaging, Cytometry, Bio-reagent and Oligo ordering) Lab/Group
in iLab = Pl group

Lab Member/Researcher = User/Researcher/Customer

Core Manager = Lab Manager

Core Member = Lab Technician (who processes a request)

Request Approval Workflow

Once the request is successfully submitted by the Pl/User, it will follow the approval workflow below:

Core generates
Customer quote with Financial
submits service scope of work

Core executes
work

Customer agrees

Approver
to quote e

request and estimated approves cost

cost

Skip to financial approval if scope and cost are known at submission
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Benefits of using iLab

HwnN

Online system available 24 x 7 and can be accessed anywhere on the internet
Real-time check on status of all service requests raised in your group

Online invoices with simplified payment process

Paperless

What you can do with iLab

PwnN

b

Make a service request anytime to our Centre
Set a pre-approved dollar value limit for the entire Pl group or individually
View status the requests made

Change billing account number anytime before invoice is generated and split a service charge into multiple billing
account numbers by percentage (not by actual value).

View invoices online when they are generated
Communicate with the Centre

What you need to do as a Pl

A

Approve service request financially
Set/Change Auto Approval Amount for individual user of your group (Do NOT change the Lab-wide values)

Change billing account number, if necessary, before invoice generation
View and confirm invoices for payment
Add or remove users/researchers in your group

Assigning a manager (proxy)
You can assign a manager (proxy) to handle daily operation on your behalf. See “How to authorize a Lab/Group Manager for
your group” on page 33 for details.
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Account Registration and Creation — you only need to do this once

1. Once we begin registering a new account for you, you will first receive an email from support@ilabsolutions.com with
the Subject: NOTIFICATION: Account request received, like below. There is nothing you need to do but wait for the
next email.

From: support@ilabsolutions.com [mailto:support@ilabsolutions.com]
Sent: Thursday, August 1, 2019 1:59 PM

To: <your_name> <your_email@hku.hk>

Subject: NOTIFICATION: Account request received

Your account request is awaiting confirmation.

Thank you for requesting an iLab account. Please allow up to 24 hours for account confirmation.

Next, our team will...

1. ...review the account information that you provided.
2. ...confirm the provided information with your Principal Investigator and/or a Financial Contact.
3. ...send your account credentials to the email address provided during registration.

If you have any additional questions about your account status, do not hesitate to send us an email at ilab-support@agilent.com. Alternatively, you
can call us at 617-297-2805.

Please feel free to contact ilab-support@agilent.com if you have any problems accessing or approving your request.
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2. Within 24 hours (usually within a couple of hours), you shall receive another email confirming the account
has been registered, like below:

From: support@ilabsolutions.com [mailto:support@ilabsolutions.com]
Sent: Thursday, August 1, 2019 6:48 PM

To: <your_name> <your_email@hku.hk>

Subject: iLab - account information

Agilent
CrossLab

<Your Name> - Welcome to iLLab!

Thank you for registering for an iLab account. Please use the information below to help you get started. Feel free to contact
ilabsupport@agilent.com with any questions.
Best wishes,
The iLab team
Getting started
1. Click here to retrieve your password and view available cores.
Click on the'eare facilities link in the left hand menu: cores
Select a core from the list of cores ( You requested access to: Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences )
On the core's page, click'the 'about' tab to learn more about the available services.
To request services, click the 'request services' tab.
6. For cores with equipment, click on the<schedule equipment' tab.
Click on 'HELP' at the upper right of the iLab application to submit a support ticket or access online help articles.

whk v

3. When you receive the above email, please click “here” (as shown above with the arrow) to retrieve your
password.
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4. You will then be directed to the following webpage to retrieve and reset your password. Enter your email
address (must be the same as the one you see in the previous emails) and click “Send”.

Agilent i N
C ross La b iLabSoftwareHelp ~ SystemStatus  RequestDemo Signin

Ag|lent
CrossLab

From Insight to Outcome

Completing this form will send you an email
with a link to reset your password.

& louis1i@hku.hk

™

reCAPTCHA
Privacy -Terms

\/ I'm not a robot

Back to Login

Using iLab Operations Software Legal Getting Help

Agilent

iLab Software Help System Status Request Demo Signin
CrossLab ‘

Agllent
CrossLab

From Insight to Quicome

Using iLab Operations Software Legal Getting Help
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Thu 29/8/2019 7:30 PM
support@ilabsolutions.com

iLab: Set Password
To  Kevin Tsang (CGS); ilab-support@agilent.com

o Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

To set your password. please follow this link:

https://au.ilab.agilent.com/account/retrieve password?login=kevintsang cgs@hku hk&token=QkEH2NT JVkROxe9bz5tLCbTIec

Q

Zoom

Zoom

~

Agilent
CrossLab

Your password has been reset.
Complete this form to create a new password.

@
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5. You will then receive an email with the link to reset your password. This step is important to ensure it is
only you who can change the password. The link is a one-time link just for your password reset.

6. Click the one-time link for password change brings to the following page. Just enter your password and click
Save. DONE!
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Logging in for the first time

Go to https://au.ilab.agilent.com/account/login

Login using registered email address (contact us if you have not registered yet)

Agilent
CrossLab
From Insight to Outcome

& pi1234@hkuhk

| Remember Me

Learn more about iLab Operations Software

Using iLab Operations Software Legal
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Once logged in, you will be asked to choose the preferred Time Zone, by default, GMT+08:00 Hong Kong Leave

the New mail box empty. Click Set.

| Logged in successfully
Click hes

Getting started

info

Please select your time zone from the dropdown below and click "Set"

Time Zone: [ (GMT+08:00) Hong Kong v

Below is the email address that iLab has on file for you to receive notifications.

louis11@hku.hk

If you would like to receive notifications to another email, please update the email address below.
You can always update this later by clicking on 'my profile’ in the upper right.

Note: Your login email will remain unchanged.

New email:

Home Sel

info

Equipment Search

You will then be prompted to enter Billing and Shipping Information. Please input the correct information which will be
used in all future invoices.

Agilent

= (rdssLab ‘ iLab Operations Software

T o soous

Li Ka Shing Faculty of Medicine Centre for Genomic Sciences

x Ity of Medicine

ey Genomic Sciences
\ The fields marked with a red star are required to use this facility. H)Uf % ':F' l|:;\

O use billing address

Billing Information Shipping Information

Name [ Name [
Emal [ Emal [
Phone ,— Phone %
About Us: i e —
Institution ,7 Institution ,7
Department| Department|

Address1
*

Address2 [
Address3 [
cyw [ |
State

Country

Zip &

Set Cancel

Address1
*

Address2
Address3
ctys [
State [
Country # [
Zpw [

Prof Pak SHAM

Dr Agnes CHAN
o €

Email: pcsham@hk Email: ag
Phone: 2831 542¢ Phone
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The User Interface of iLab

Your home page right after login. The bottom section shows a list of requests that require your attention. You can directly click the button
accordingly to act. You can also click on the service ID to see details of a request.

Agilent

CYOSSLab l iLab Operations S/ avare

Logged in successfully

@ info | @ help
Equipment Search

Search equipment and resources gifyour institutions.

Recently Used Cores

Li Ka Shing Faculty of Medici@ Centre for PanorOmic Sciences

(4 26 unread messages

W Service Requests

Name Owner Total Price State

POS- -AC-1 $265.00
W Agnes Chan Waiting for Researcher Approval ») Agree ‘ @Dsagree ‘

(5265.00)
CPOS-AC-176 Adiies Chah $0.00 Whsitions for Fsaanibir Abpiovat ) A @ D
Biobank - g (50.00) Waiting for Researcher Approva ») Agree isaaree ‘

CPOS-AC-173 $40,540.00 -
NeS- Agnes Chan (540,540.00) Waiting for Researcher Approval ») Agree ‘ @ Disagree _.‘

LKSFMCGS-AC-[CID] $175.00 s e )
Tapestation - Agnes Chan ($175.00 Waiting to Submit to Core ») Submit ‘

LKSFMCGS-AC-70 $600.00 _ -
Realime POR- Agnes Chan oo Cors Disagrees ») Agree ‘

LKSFMCGS-AC-71

00,000.00
Nes- Agnes Chan t:loo RS Waiting for Researcher Approval ) Agree | @ Disagree

t name to view the reguest details.

If you need help, email: iLab-support@agilent.com
© Agilent Technologies, Inc. 2019

au.ilab.agilent com | Privacy Policy | Technical Security Measures | Acceptable Use Policy
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To See more details of all requests, click the “Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences” or
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about

CiaGiLab | comommorssonms N - smoe

W Home
© info | @ help
Equipment Search
Search equipment and resources at your institutions -
Recently Used Cores

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

4 26 unread messages

¥ Service Requests

Gmﬂsr‘ @ info | @ help
Name Owner Total Price State Action
W Agnes Chan figigoo Waiting for Researcher Approval ») Agree | angagree ‘
%g;:f_—‘lm Agnes Chan tggg Waiting fo ») Agree | | @ Disagree i
CPOSAC1T3 Agnes Chan i‘i?;i‘ffﬁ i At ) Agree | | @ Disagree |
%@1 Agnes Chan $_17_§g£ Waifing to S - ») Submit !
LiSFMCGS4G.10 P se00 0 e )
EKSSMM Agnes Chan ﬁggfgfﬁo Waiting for Researcher Approval ») Agree | | @ Disagree ‘

If you need help, email: iLab-support@agilent com
© Agilent Technologies, Inc. 2019

au.ilab.agilent com | Privacy Policy | Technical Security Measures | Acceptable Use Policy
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How to make a service request

1. Login to iLab (assuming the user account exists in iLab. If not, contact CPOS for account creation)
a. https://au.ilab.agilent.com/account/login

b. Assuming Schwan Lui is a user of a Pl group (Ng, Bond (HKU) Group, where Bond is the PI)

Agilent
CrossLab

From Insight to Outcome

schwan.cgs@hkuhk
-------------- ® show

Forgot your password?

‘You have been logged out due to inactivity.

Repembsrine m

Learn more about iLab Operations Software

Using iLab Operations Software Legal Getting Help

2. Once logged in, user will see the following landing page. In this page, a user can see all requests that are not
completed yet and require attentions. In the example, there are 4 requests (alerts) that require user attention.

Agilent

= CrossLab ‘ iLab Operations Software a IG" l & Stweniin =

¥ Home
@info | @ hel
Equipment Search
Search equipment and resources at your institutions.
Recently Used Cores
LiKa Shing Faculty of edicine Centre for PanorOmic Sciences,
[ 350 unread messages
¥ Service Requests
S0alerts | @ info | @ helr
Name Oviner Total Price State Action >
Schwan Lui e ») Submit
Schwan Lui S,T?‘SF,UPP ») Agree | | @ Disagree
Schwan Lui sf), U?, 3
Schwan Lui ol @
P— $1453000
Schwan Lui el
Schwan Lui Submitto Core ») submit
Schwan Lui it o Core ») Submit
Schwan Lui L

Ifyou need help, email: iLab-support @agilent.com
© Agilent Technologies, Inc. 2019
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If you don’t see the link to the Core Facilities page, you may click the top left menu and then Core Facilities. A link

will then show up.

& C & aui.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about * 6@

C?a”é"éLab I iLab Operations Software

#® Home
Commimors e Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

Find Inventory

Add Inventory
Pl

‘Aboul CPOS“ Schedule Equipment | Request Services || View All Requests = Reservations || People

- @ o

Manage Locations

Manage Institution Locations

Core Facilities
My Core
My Reservations

HKU LKS Faculty of Medicine
M l Centre for PanorOmic Sciences

BREABZERBHPY

View Requests

Invoices

Important Message:

iLab Operations Software

Core Facilities

View | Coresat My Institutions -

Core Name Primary Contact Email
The University of Hong Kong
Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences CPOS Office enquiry.cpos@hku.hk

Displaying 10 ~  of 1results
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3. Go to the Core (CPOS) home page by clicking “Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences” or
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about

_Iaol & Agneschan - [IEERS

About Ci y Requests Contact Us

Overview of Services

About Us:

The Centre for PanorOmic Sciences (CPOS) was established by the LKS Faculty of Medicina of the University of Hong Kong to strategically support omics research
CPOS comprises of three major divisions which operate synergistically with a view to accelerating scientific discoveries and help push forward the frontier of research

under the omics revolution

The three divisions are

1) Platform Technologies
2) Research and Training
3 Strategic Programmes

On this iLab section, core services by cutting-edge platform technologies are available in the areas of genomics, proteomics, metabolomics, bioinformatics and

biobanking

For oligo ordering, imaging, flow cytometry and bio-reagent service support, please refer to separate links below.

| eadershin

Director

es | View My Requests Contact Us

Location and hours of operation

Pr ics and i ioil ics, Biobank Cores
Hours Location
Monday -Friday  9am - 5:30pm 6th Floor The Hong Kong Jockey Club Building

for Interdisciplinary Research,

5 Sassoon Road

Samples and goods reception not available 1.00pm - 2.00pm

Closed on Saturday, Sunday, all University and Public holidays

Links and Resources

Pokfulam, Hong Kong

Genomics and Bioinformatics Core hitp-//cgs hiku hk/portal
Biobank hitp //biobank med hku hk/

Proteomics and Metabolomics Core http //pmcore med hku hk/

Faculty Core Facility hitp //www med hku hi/coretac/index htm

Oligo ordering hitps.//sq idtdna com/Corelnstitutions/L.ogin aspx?p=CGS

Map

Hona Kona Chinese

University of Hong Kong the H—. = Mount H
vies

574 Sass000 Rd, Pok Fu Lam, Hong

Kong
) SOxkARR

v

HKU-Pasteur university of Hong
Resoareh Come 9 ’Kor\g the Hong Kong.

HKU Stanley Ho
poris Centre Complex

Talanranh:

Contacts

The University of Hong
Kong Li Ka Shing

+

-
Ca

z [N Py —
Map dota £2010 Tarma of Use - Rugort s map s

Core agministraton

it you need nelp, emait |Lan-suppod@antsnt com
© Agilent Technologles, inc. 2013
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https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about
https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sciences/?tab=about
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4. Make a request by clicking “Request Services” tab on the top right

C?SlggLab ’ iLab Operations Software

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

About CPOS | | Schedule Equipment ‘ Request Ser\'ices‘ View All Requests

V¥ Service Projects

Brief Description of our Services

CPOS - Biobank Core:

Biobank - provides an optimal bio-repository system from raw sample processing to secure sample storage for LKS Faculty of Medicine.

CPOS - Genomics Core:

Nucleic Acids Extraction

Extraction - equips with automated nucleic acids extraction systems for robust DNA and/or RNA extraction from various sample types.

Sample QC

Bioanalyzer - utilizes Agilent 2100 bioanalyzer for DNA/RNA quality assessment using RNA 6000 Nano, High Sensitivity DNA assay and DNA 12000 assay.

5. To make a request for DNA or RNA Sequencing service, scroll down to the section below

Request a DNA or RNA Sequencing Service (SS100/SS200/SS300)

To initiate a service request for SS100/55200/SS300, please follow the steps below:

1. Choose the type of service and click 7“5tV | o the right.

2. Sample info must be provided before submission. You may download the Sample Submission Form and perform bulk update via uploading the filled form in CSV format.

3. Click "Submit request to core".
4. Core facility staff will follow up your request.

$5100 - DNA Sequencing (Library Construction, Sequencing and Data QC) =) initiate request IR
$5200 - Exome / Target Capture Sequencing (Library Construction, Sequencing and Data QC) = initiate request IR
$8300 - RNA Sequencing (Library Construction, Sequencing and Data QC) = initiate request IR
Test Request = initiate request | IR

6. After clicking Request of a DNA (SS100/5S5200) or RNA (SS300) Sequencing service, fill in the Sample Submission
Form with all relevant data by typing direct in the grid or upload all data via a template, which you can download as
a CSV file.
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= Ciflab | o nes ) © e soous

About Qur Core | | Request Services || View All Requests | | People | Reporting | Billing | Administration

$S100 - DNA Sequencing (Library Construction, Sequencing and Data QC)
Request Name:

Customer: Tony Researcher Lab: iLab Test (Testing) Lab
Email: tony.researcher@ilabsolutions.com Phone: 9035 3021

Labels

Forms and Request Details (see bottom of st 1o add tems to this request) 1=
|= sLmMS description: click to edit note: click to edit QP X
£ View Form:  Sample Submission Form (DNA) & [Visble  v][NotStared v (=111 @ X

Sample Submission Form

Notes

1. For further information, please refer to our website: "https://cpos. hku.hk/

2. We DO NOT accept any sample with potential biohazard.

3. For Research Use Only. Not for use in diagnostic procedures.

4. For personal data protection, please be reminded that the submitted sample IDs should NOT carry any personal information such as the HKID or passport numbers, the laboratory numbers of patient reports, or the patient IDs of hospitals.
T \d-poii

5. Please refer to the Privacy and Personal Data Protection Policies at hitps://cpos. hku.hit policy for on personal data protection and handiing by CPOS Genomics Core.
Special Notes on Sample Name & 1. More than one character 2. Must NOT be numbers only 3. No space " " 4. NO reserved characters (e.g. &%) except - L
Sample submission date May 25, 2023 1114 =
Gel photo (for DNA samples oniy) & please upload |

¥ Sample Submission Form

Sample Name  Sample Type Species Sample Concentratic Sample Volume Sample Buffer Nucleic Acid Qu_A260/280 ratio | A260/230 rati Gel photo (for DNA samples only)

o o~ o 0 os e N

7. To upload sample information in bulk, first download the grid template (empty), fill in the information and save as
CSV in Excel. Then click “Upload a file” and select the CSV file that is filled with sample info and save.

¥ Sample Submission Form

Sample Name Sample Type Species Sample Concentratic Sample Volume Sample Buffer Nucleic Acid Qu A260/280 ratio  A260/230 rat Gel photo (for DNA samples only)

© W N O s W N =

10

¥ upload or download data to the grid from excel _ Click to upload sample info in bulk
download grid template | adosid data
Click to download the grid template
&  Upload a file

9 instructions (aceapted formats *csv, * xisx) Click to upload the filled temp|ate

Please save your form! = | @ save completed form asave draft of form | | (54 lock and save form © CIle "save completed form"

8. Finally click “submit request to core” at bottom right of the page. CPOS will then contact you with the service
details and sample submission arrangement upon receipt of your request.
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To make requests for other services, scroll down to Services by platforms and choose the required service.
Once clicked on a platform, a list of services will be shown below it. Click “request service” button on the far right
of the desired service. Note that since the user is a HKU user, he has been classified as HKU Academics and thus the
corresponding price. For non-HKU Academics or Commercial, there may be a different pricing scheme.

CONFIDENTIAL

= C?allg'g Lab ‘ iLab Operations Software

W
I
About CPOS ‘ Request Senvices || View My Requests || Contact Us

Services by platforms

Search available senviceg

¥ Bioanalyzer (6)
BA101 - RNA 6000 Nano Assay (Sample) / per sample

Please fill and attach Bioanalyzer Sample Submission Form after submitting service request
BA102 - RNA 6000 Nano Assay (Full Chip) / per chip

12 samples per chip

Please fill and attach Bioanalyzer Sample Submission Form after submitting service request
BA103 - RNA 6000 Pico Assay (Full Chip) / per chip

11 samples per chip

Please fill and attach Bioanalyzer Sample Submission Form after submitting service request

BA201 - DNA High Sensitivity Assay (Sample) / per sample

Please fill and attach Bioanalyzer Sample Submission Form after submitting service request

BA202 - DNA High Sensitivity Assay (Full Chip) / per chip
11 samples per chip
Please fill and attach Bioanalyzer Sample Submission Form after submitting service request

BA203 - DNA 12000 Assay (Full Chip) / per chip
12 samples per chip
Please fill and attach Bioanalyzer Sample Submission Form after submitting service request

» Tapestation (2)

» Qubit (8)

» Realtime PCR (3)

» Extraction (11)

» Sanger Sequencing and Genescan (7)
» Pyrosequencing (3)

» Massarray (1)

» iScan (3)

» NGS (9)

» PacBio (11)

» Single Cell (8)

» Mass Spectrometry (3)

» Proteomics and Metabolomics Core (6)
» Biobank (11)

» High Performance Computing Facility (1)

View: by category alphabetically

request service
$54.00 (HKU Academics)

request service |
$610.00 (HKU Academics)

request service |
$790.00 (HKU Academics)

request service

$80.00 (HKU Academics)

request service

$820.00 (HKU Academics)

request service |

$640.00 (HKU Academics)
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10. In this example, a request for “BA101 - RNA 6000 Nano Assay (Sample) / per sample” is raised. Since the user (in
this example) belongs to more than 1 Pl groups. User will be prompted to select a group to submit the request for.

s il ;
S E—— T - smoce

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

About CPOS | Request Senvices | View My Requests | Contact Us

BA101 - RNA 6000 Nano Assay (Sample) / per sample

Please select which lab the request is for:
[please select a lab v]

X cancel ‘

If you need help, email: iLab-support@aailent com
© Agilent Technologies, Inc. 2019

su.ilab agilent.com | Privacy Policy | Technical Security Measures | ble Use Poli

Notes: It is important to ensure the correct Pl group is selected. Otherwise monthly invoices will be
incorrectly created and thus charged to incorrect Pl accounts.
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11. User shall then input Quantity (5 in this example) for the service (BA101). Note the Total Projected Cost will be
automatically adjusted accordingly. This figure is meant to provide a close estimation on service charges. This may
not necessarily end up to the final invoice charges.

a. User will need to input HKU billing account number or the service request may not be processed.

b. User can also choose to split the charges into different accounts by % (ONLY by %).

Agil
Crgé'g Lab l iLab Operations Software _ a e || EEIETE

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

About CPOS ‘ Request Senices | View My Requests || Contact Us

BA101 - RNA 6000 Nano Assay (Sample) / per sample
Request Name:

Customer: Schwan Lui Lab: Ng, Bond (HKU) Group - 001
Email: schwan.cgs@hku.hk Phone:

© Request Summary

(see bottom of list to add items to this request) :=

Forms and Request Details

» Sep26 BA101 - RNA 6000 Nano Assay (Sample) / per sample Unit Price: Total Billing Status Work Status: v X
11:51 AM Bioanalyzer $54.00 $270.00 Not Ready To Bill Proposed
Cost

The core will review and update this projected cost. You will only be billed

Total Projected Cost: § 270.00

Payment Information

Please enter the HKU billing account number &

% HKU billing account number &)

1 [oos % |—/

100.0% Total Allocated &
4+ Split Charge ‘

enter additional payment information

o submit request to core | | [ save draft request | | ¥ Cancel |

If you need help, email: iLab-support@aailent com
®© Agilent Technologies, Inc. 2019

su.ilsb sgilent.com | Privacy Policy | Technical Security Measures | Use Polioy
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12. If HKU billing account number is absent, user will be prompted with error when clicking “submit request to core” at
bottom right.

&, Collaboration | Ir Ganglia::

OptiPlex 7050 X | A s W B services—itab X 7B
3
(¢)> C B [6R0N"Y https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-panoromic-sci = N

There was an error while attempting to create your request. Payment number The HKU billing account number you have entered is invalid.

Reasons:
Paymentinfo is blank

Please contact ilab-suppUri jagilent.com if you need assistance.
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13. User will then be brought to a page of showing al

are not shown by default.

Agilent

= CrOSSLab ‘ iLab Operations Software

Ill

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

CONFIDENTIAL

active requests” by the user. Note that “completed requests”

=

About CPOS || Request Services | View My Requests || Contact Us

| Reload Active Requests

active requests

Searching within active requests: Results in this tab are restricted by Stafus (show details)

Please use the filter panels in the left-hand menu to drill down to requests of interest. You can also save filters to custom tabs! Click here for more details.

<« Hide Filters
¥ Keywords Displaying 30 out of 129 results. (Page 1 of 5) |
[ Go — Previous 1 [2][3][4][5][Next =]
¥ Recurring Requests date for service id @ status cost
[CJRecurring requests (18) . = " > - 5l
[JRecurring requests o » Sep26 Schwan Lui CP0S-190926-SL-[CID] Waiting to Submit to Core $54.00 & b
nesdiig reapproval (Sep262019)  Ng. Bond (HKU) Group - 001 Bioanalyzer ($54.00)
S ») Submit | Bioanalyzer...
[]Core Disagreement 3)| > Sep26 Schwan Lui CP0S-190926-SL-372 Waiting for Core to Agree $270.00 -4 ‘:“d m;
[Disagreement @ (Sep282019)  Ng. Bond (HKU) Group - 001 Bioanalyzer ($270.00)
[]Financials Approved (15) Bioanalyzer...
[]Processing 31| > Sep25 Schwan Lui CP0OS-190925-SL-371 Waiting for Financial Approval $10,000.00 'S
[]Proposed ) (Sep252019)  Ng. Bond (HKU) Group - 001 NGS ($10.000.00)
[]Requested (15) ® PIC:Wei NGS Team, Team Bioinf...
[Researcher Draft 20) p Sep25 Schwan Lui CP0OS-190925-SL-370 Waiting for Core to Agree $0.00 $'Sd
[JResearcher In Agreement  (32) (ep252019)  Ng. Bond (HKU) Group - 001 iScan ($0.00)
[ClSerics Comechiwe:. G » Sep 25 Schwan Lui CP0OS-190925-SL-369 Waiting for Core to Begin $0.00 $'QB
T (sep252019)  Ng_Bond (HKU) Group - 001 Single Cell (5100.00)
Puabes ] b ke :
= » Sep25 Schwan Lui CP0S-190925-SL-368 Waiting for Financial Approval $14,630.00 &'aB
(8ep262019)  Ng. Bond (HKU) Group - 001 Massarray (514,630.00)
» Sep24 Schwan Lui CPOS-190924-SL-367 Waiting for Financial Approval $16,020.00 &'
(Sep242019)  Chan. Agnes (HKU) CPOS - 2223 Proteomics and Metabolomics Core ($17.320.00)
& PIC:Ricky Proteomics
> Sep24 Schwan Lui CPOS-190924-SL-[CID] Waiting to Submit to Core $14,630.00 $ S8
(Sep242019)  Chan. Agnes (HKU) CPOS - 2223 Massarray ($14,630.00)

» Payment Method

|

» Request Date

14. User can click the “active requests” link on top right section. A list of options will be shown. Select

see all requests ever submitted by user, including completed ones.

iLab Operations Software

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

About CPOS

») Submit |

Help  SignOut @

Request Senvices | View My Requests | Contact Us

Massarray Team

\ Reload Active Requests

V active requests

< Hide Filters

ra—
——_CT

¥ Recurring Requests

[CJRecurring requests
[JRecurring requests
needing re-approval

(18)]
)]

¥ Status

[]Core Disagreement
[JDisagreement
[JFinancials Approved

3]
)
(5)

date for
Sep 26 Schwan Lui
(Sep262019)  Ng, Bond (HKU) Group - 001

Sep 26
(Sep 26 2019)
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Schwan Lui
Ng. Bond (HKU) Group - 001

Searching within active requests: Results in this tab are restricted by Status (show details)
Please use the filter panels in the left-hand menu to drill down to requests of interest. You can also save filters to custom tabs! Click here for more details

service id

Displaying 30 out of 129 results. (Page 1

CP0S-190926-SL-[CID]
Bioanalyzer

CPOS-190926-SL-372
Bioanalyzer

© status

Waiting to Submit to Core

») Submit

Waiting for Core to Agree

Page 21 of 45

(]

active requests
all requests
equipment scheduling
draft requests
information gathering
awaiting financial approval |
financials approved

— Pre| b
processing
cost completed
| cancelled in
304.00 all except cancelled d
($54.00)
Bioanalyzer...
$270.00 'S
($270.00)
Bioanalyzer.

“all requests” to
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15. Status of a request — A typical request will be in any one of the following status.

a.

Waiting to Submit to Core — a request has been selected but not yet submitted to Core (ie CPOS)

Waiting for Core to Agree — a request has been submitted to Core and being reviewed by Core

Waiting for Financial Approval — a request is waiting for confirmation by user/Pl on the total service charge.
A Pl can authorize a user to approve a certain amount of charge.

Waiting for Core to Begin — a request has been approved by Pl/authorized user. Core to arrange process
start date and due date.

Processing — a request is being processed.

Completed

Cancelled — a request is cancelled either by requester or by Core

Core Disagrees — Core refused to carry out the request.
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16. During the whole process of request submission until it is completed, user/PI can choose to login to iLab and view
the status of the request. “Service Request History” shows all status history of a request. But it does not keep track
of every change (only major changes) in the request.

jlent

SSLab | iLab Operations Software a oy || e

About CGS || Request Senices [\/xew My Requests ‘ Contact Us

G
I B date for service id © status cost
¥ Status = 2
— |V Jul15 Schwan Lui LKSFMCGS-SL-41 Completed $4,150.00 Ry
[C]Canceled ® (Jul 15 2019) Ng. Bond (HKU) Group - 001 Bioanalyzer (84.150.00)
[]Completed (13)
[JFinancials Approved )| completed: Jul 15
[]Processing )
[JResearcher Draft @)  Gen
Re h (
[Researcher in Agreement (2)| Core Identifier 41
» Category Institution Identifier: 74
Date request created in iLab: Jul 15, 2019
Category Bioanalyzer
Senvice name: ABO07 - DNA High Sensitivity Assay (Full Chip)/per chip
Customer email schwan.cgs@hku_hk
Customer phone
Customer ttle Technician
Lab Name Ng. Bond (HKU) Group - 001 (change 1ab)
Lab PI(s): Bond Ng: bondng.cgs@hku.hk Phone
Kevin Yiu-Wing Tsang: kevi hku_hk Phone:
» Request Date Customer institute: The University of Hong Kong
URL: https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medi -centre-for-genomic-sciences?tab=requests&sid=1452185
Projected cost: $4.,150.00
Quate expires on
» Completed Date Labels:
© Apply Filters ¥ Payment Information updste peyment information
< Reset Filters | Actual cost: $4,150.00
=3 Create Tab from Filters Customer agreed to cost $4.150.00
m HKU billing account numbers: 123456
_— Default HKU billing account number. 123456

¥ Forms and Request Details

» Jul15 ABO07 - DNA High Sensitivity Assay (Full Chip)/per chip Quantity Unit Price: Total Billing Status: Work Status: S
04:42 PM Bioanalyzer 5.0 $830.00 $4.150.00 Ready To Bill Completed
Comments 2dd comment Attachments & URLs add sttachment sdd url

¥ Service Request History

Person Date Notes
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17. The “add comment” feature allows requester to send message to selected people directly in iLab.

SSLab l iLab Operations Softw: a Help SignOut &

About CGS | Request Senvices | View My Requests | Contact Us

@ Apply Filters v Payment Information updste psyment information
2 Reset Filters Actual cost: $4,150.00
m Customer agreed to cost $4,150.00
m HKU billing account numbers: 123456
e — Default HKU billing account number: 123456

¥ Forms and Request Details

> Jul15 ABO07 - DNA High Sensitivity Assay (Full Chip)/per chip uantity Unit Price Total Billing Status: Work Status -4
04:42 PM Bioanalyzer $830.00 $4.,150.00 Ready To Bill Completed
Comments 3dd comment ew 2dd url

~ Financial managers: I
¥ Service Request History

[JBond Ng<bondng.cos@hku.hk> Phone:

Person Date Notes [ Levina Lam<levina.cos@hku.hk= Phone:
Kevin Yiu-Wing  July 15, 2019 16:44 Status Change: Requested Department managers:
Tsang

[ Levina Lam<levina.cos@hku.hk= Phone:

Schwan Lui July 15, 2019 16:42 Date changed: Submitted on to 2019-07-15 16:42:03 +080( [ Bond N<bondng cos@hku hk> Phone:
Kevin Yiu-Wing  July 15, 2019 16:47 Status Change: Financials Approved 1 more
Tean Principal investigators:
g
Kevin Yiu-Wing  July 15, 2019 16:50 Status Change: Processing 1 more [ Bond Ng<bondng.cgs@nkuhk> Phone:
Tsang [Jkevin viu-Wing Tsang<kevintsang.cgs@hku.hk> Phone:
¥ Billing Information edit | Researcher: edit
Name Schwan Lui 1 OJschwan Luischwan.cgs@nku.hk> Phone:
Email schwan.cgs@hku.hk B additional Email Addresses
Phone 3
Fax F  Email content:
Institution HKU {  Messaoe(oplona)
Department CGS [ B 7 U & » = &=
Address1 6/F, The Hong Kong Jockey Club Building for Interdisciplinary Research 4 v Research
Address2 5 Sassoon Road, Pokfulam 4
Address3 4
City Hong Kong (
State §
Country China (
Zip 00 b P |
Send me a copy of this emai: (4] B
| | Send Message =
> Jul1s Schwan Lui LKSFMCGS-SL-40 VVamng 10T GUre egnT vouuy '8
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18. “Add attachment” enables requester to upload any file, such as Samples information sheet for sample submission
before processing.

Agwlgﬂél_ab ‘ iLab Operations Soft

Help

Sign Out

About CGS || Request Senvices [View My Requests | Contact Us

@ Apply Filters

2 Reset Filters

=3 Create Tab from Filters

[E pownload Results as CSV

¥ Payment Information

Actual cost:

Customer agreed to cost

HKU billing account numbers:
Default HKU billing account number:

¥ Forms and Request Details

> Jul15

04:42 PM Bioanalyzer

Comments
¥ Service Request History

ABO007 - DNA High Sensitivity Assay (Full Chip)/per chip

$4,150.00
$4,150.00
123456
123456

Quantity

5.0

3dd comment

Unit Price: Total

$830.00 $4.150.00

Attachments & URLs

edit ¥ Shipping Information

Billing Status: Work Status v

Ready To Bill Completed
240 sttschment 8dd url
aAdd an Attachment
File _ Browse.. | Nofile selected
Notes [

Uplosd | or Csncel

o

6/F, The Hong Kong Jockey Club Building for Interdisciplinary Research

Name Schwan Lui

Email schwan.cgs@hku.hk
Phone

Fax

Institution HKU

Department CGS

Address1

Address2 5 Sassoon Road, Pokfulam
Address3

City Hong Kong

State

Country China

Zip 00

Person Date Notes
Kevin Yiu-Wing  July 15, 2019 16:44 Status Change: Requested
Tsang
Schwan Lui July 15, 2019 16:42 Date changed: Submitted on to 2019-07-15 16:42:03 +0800 5 more
Kevin Yiu-Wing  July 15, 2019 16:47 Status Change: Financials Approved 1 more
Tsang
Kevin Yiu-Wing  July 15, 2019 16:50 Status Change: Processing 1 more
Tsang
¥ Billing Information
Name Schwan Lui
Email schwan.cgs@hku.hk
Phone
Fax
Institution HKU
Department CGS
Address1 6/F, The Hong Kong Jockey Club Building for Interdisciplinary Research
Address2 5 Sassoon Road, Pokfulam
Address3
City Hong Kong
State
Country China
Zip 00
> Jul15 Schwan Lui

LKSFMCGS-SL-40
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Invoices and payments

Invoices are generated electronically on the last working day of each month for review.

An email containing the invoice attachment will be sent to the Pl and the group’s designated primary contact (if applicable).
No hard copies will be provided.

Both the Pl and the group manager can review the invoices in iLab. Unless a dispute is raised, all invoices will be
automatically charged to the billing account specified in the request.

How to view and check invoices

Only the Pl or the Pl group manager (authorized by the PI) can view all invoices of that Pl group. A user (member) of a Pl
group can only view invoices that contain requests raised by him/her.

After logged in, click the menu at top left of the page to show the menu.

C?glgné Lab | iLab Operations Software

Click Invoices

&« C @ ® @ https://au.ilab.agilent.com/invoices_search/search vee v Yy Nn@OD O © @ =

GibsLah ] e 0mtrm stren O O TR - e

Home

Communications (9)

@ Invoices

Core Facilities

View Requests
Invoices
<« Hide Filters
Reporting
¥ Keywords /~| Get PDF of Invoices B Download Results as CSV
Manage Groups [‘—‘ Go This page displays invoices from the past one year. To access older invoices please use the Date Created filter at the bottom.
My Croun) » Total Cost Over Displaying 3 out of 3 result(s). (Page 1 of 1)
My Department
P » Owner Created On Core Invoice Number Lab Owner Payment Numbers Price Types  Total Cost  Status
eople Search — Lt e
» Owmer Institution
Li Ka Shing Faculty of i
» Cores
= . LKSFOMCFGS-  Agnes Agnes Hku Not Ye:
> Labs Aug 0519 Medicine Cerﬂre for 1040927 (HKU) Group Chan 88888 S $2.400.00 Paid
Genomic Sciences
» Billing Event - 002
» Payment Number . Chan.
= Li Ka Shing Faculty of
» Price Types Aug0219 Medicine Contrefor.  TKor OMCFGS-  Agnes AINES 453 456, 12345.00000.323333 bliee $14,690.00 'O Y
1040877 (HKU) Group Chan academics Paid
» External Genomic Sciences 002
» Approved By
Chan,
» Approval Status
— B — bf’ Sh'"cg Ft“”f"y o | KSFOMCFGS-  Agnes Agnes  123456789.123456.12345.123.01 Hku s300700 MUY
S " AOCIe T W Soi0ew (HKU) Group Chan  000123456.123456.12345.222.01 academics Paid
& IOl Saik Genomic Sciences - 002

» Receive Hard Copy
» Dispute status

» Detached

» Refunds

» Date Created

@ Apply Filters

% Reset Filters

If you need help, email: iLab-support@agilent com
© Agilent Technologies, Inc. 2019

https://au.ilab.agilent.com/invoices_search/search
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. L . . N
Click ™ to view a particular invoice.

9 % r'modO & @ =

< (&) Q [OF*] https://au.ilab.agilent.com/invoices_search/search .

Cifsiliabi || e ormmirnsitres O ) TRl e e

@ Invoices
Invoices ‘
<4 Hide Filters
¥ Keywords | Get PDF of Invoices | | [ Download Results as CSV
,7 Go This page displays invoices from the past one year. To access older invoices please use the Date Created filter at the bottom.
» Total Cost Over Displaying 3 out of 3 result(s). (Page 1 of 1)
» Owner Created On Core Invoice Number Lab Owner Payment Numbers Price Types  Total Cost Status  Approval Status
» Owner Institution R o
i Ka Shing Faculty of L an, Agnes -
> Cores Aug 0519 Medicine Centre for LKSFOMCFGS- 1)) Group- 9" gggss bl 5240000 MY oirequied P EG
X 1040927 Chan academics Paid

» Labs Genomic Sciences 002
» Billing Event
= — ) Li Ka Shing Faculty of L KSFOMCFGS- Chan, Agnes Agriss Hiku Not Yet e o

Payment Number Aug 02'19  Medicine Centre for (HKU) Group - 123.456, 12345.00000.323333 $14,690.00 not required z @

: 1040877 Chan academics Paid

» Price Types Genomic Sciences 002
» External : »
» Avproved Jul 3119 Ir:llieﬁcitr?e:tarceuf?rl “ wKsromcres. 5:1:8) Q?ZZS . shanest 423406780 12456 {2345 :123 0 bk $3007.00 MY otrequied D EI@ O

—_ 1040612 P~ Chan 000123456 123456 12345 222 01 academics >’ Paid 9
» Approval Status Genomic Sciences 002
» Status
» Invoices Sent
» Receive Hard Copy
» Dispute status
» Detached
» Refunds
» Date Created

@ Apply Filters

2 Reset Filters

Ifyou need help, email: iLab-support@agilent. com
®© Agilent Technologies, Inc. 2019
hitps://au.lab.agilent.com/invoices/1040027 au.ilsb.sgilent.com | Privacy Policy | Technical Security Messures | Use Policy o
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Checking and downloading an invoice

Since no hard copy will be sent out, it is important each invoice is checked by the PI. You can choose to view invoices in PDF

e o ) /~| Get PDF of Invoices
format within iLab or you can download the invoice to your computer in PDF - ‘or CSV formats

[ pownload Results as CsV

B iLab Organizer : Invoices x (g = o

& c ® @ https://au.ilab.agilent.com/invoices_search/search e w vy InN@D O © @ =

Cf85iLab | teoomorssomar N —

@ Invoices
Invoices ‘
<« Hide Filters
¥ Keywords ~| Get PDF of Invoices B Download Results as CSV
,7 Go This page displays invoices from the past one year. To access older invoices please use the Date Created filter at the bottom
» Total Cost Over Displaying 3 out of 3 result(s). (Page 1 of 1)
» Owner Created On Core Invoice Number Lab Owner Payment Numbers Price Types  Total Cost Status  Approval Status
» Owner Institution Li Ka Shing Faculty of Chan. A
i Ka Shing Faculty of 3 an, Agnes _
» Cores Aug 0519 Medicine Centre for LKSFOMCFGS- 1)) Group - 97 ggass Bl 5240000 MY ot requied P EG
1040927 Chan academics Paid
» Labs Genomic Sciences 002
» Billing Event :
. LiKaShingFacutyof | qroyopgg.  Chan Agnes o Hku Not Yet . = O
» Payment Number Aug 02'19  Medicine Centre for (HKU) Group - 123.456, 12345.00000.323333 $14,690.00 not required PHEQ
5 1040877 Chan academics Paid
» Price Types Genomic Sciences 002
» External
» Approved Jul 31°19 k;lelfi?cir:rztgeitariuflg ' LKsromcres. fﬁiﬂ;é?gfs . soanest 2306789123656 1 Z345:123 01 ik $3.007.00 MYl ot equied D E@ O
Aooreve b, 1040612 P~ Chan 000123456.123456.12345.222.01 academics ’ Paid q
> Avproval Siabin Genomic Sciences 002
» Status
» Invoices Sent
» Receive Hard Copy
» Dispute status
» Detached
» Refunds
» Date Created
@ Apply Filters
2 Reset Filters
Ifyou need help, email: iLab-support@aailent.com
© Agilent Technologies, Inc. 2019
https://au.wIab.agilent.comiinvoi<e5/1 040927 8u.ilab.sgilent.com | Privacy Polioy | Technical Security Measures | Use Policy o
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How to update Payment Information

Before the invoice is generated:

Payment information is entered when service request is made. If you need to change the Billing Account after the service
request is made and/or processed, you can make the change any time before the invoice is generated, usually by the last
day of each month.

IMPORTANT NOTES:
If you are a HKU user, you must fill in a valid HKU billing account number when initiating a request. If
you are a non-HKU user, you can fill in “NA” in Payment info.

To make the change, select the request that requires payment info change and click v or “update payment info”

<« c @ ® @ https://au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-genomic-sciences/?tab=requests % e O Ty YyIin@D O €@ =

Ci3Lab | vowovsmors s 1 —

About CGS | Request Services | View My Requests | Contact Us

T b J

V active requests

Searching within active requests: Results in this tab are restricted by Status (show details)
Please use the filter panels in the left-hand menu to drill down to requests of interest. You can also save filters to custom tabs! Click here for more details.

<« Hide Filters
¥ Keywords Displaying 4 out of 4 results. (Page 1 of 1)
I Go
date for service id © status cost

¥ Recurring Requests =

= = " 3 V¥ Aug 14 Louis Lai LKSFMCGS-LL-132 Processing $6,500.00 v d &
[JRecurring requests @) (Aug 14 2019)  Chan, Agnes (HKU) Group - 002 Pyrosequencing ($6,500.00)
[JRecurring requests (0)

needing re-approval
¥ Status -

» Overview

[C1Processing (4))
‘ » Category » Payment Information update payment information
|> Labels ¥ Forms and Request Details =

[ » Assigned To

[b Owner » Aug 14 PYO001 - Experimental Optimization (max 48 Quantity:  Unit Price Total Billing Status Work Status v
Shaitction 02:26 PM  samples in 3 runs)/per 3 runs 1.0 $6,500.00 $6,500.00 Not Ready To Bill Financials Approved
il

Pyrosequencing

‘P Payment Number

‘ » Payment Method

|
|
|
[> 2o |
|
|
|
|
1
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When the “Payment Information” window is opened, please:

(i) Check the box(es) on the right side of each charging item(s),
(ii) Change the billing account as needed

Click “Save” to confirm the changes.

- (m]

B LiKa Shing Facutty of Medicin- X [ia

&« c @ @ #@ https;//au.ilab.agilent.com/sc/4486/li-ka-shing-faculty-of-medicine-centre-for-genomic-sciences/7tab= requests 133% - @ 9 v n@O O ® @ =

Agilent : .
Cio%iLab | uebovemsors st 1] I—
About CGS | Request Services || View My Requests || Contact Us

Please use the filter panels in the left-hand menu to drill down to requests of interest. You can also save filters to custom tabsl Click here for more details.

<« Hide Filters

¥ Keywords Displaying 4 out of 4 results. (Page 1 of 1)

Go
service id & status cost \

date for

¥ Recurring Requests 9 T Y
¥ Aug 14 Louis Lal™ payment Information i v ''d &
[CJRecurring requests (3) (Aug 14 2019) Chan A Y (I)
[JRecurring requests () Charge Billing Status HKU billing account number Amou ¥
needing re-approval s PY001 - Experimental Optimization (max 48 samples in 3 runs)/iper Not Ready To 222233333 $6,500.0000 =€
3runs Bill
»  Overview Selected charge(s) total: $ 0.00

¥ Status

[ Processing (4

t information
Amount currently due: $0.00

» Payment Information | Only

‘ » Category

‘ » Labels ¥ Forms and Request D¢ ¥ Update payment info for selected (#) charges (“) =

HKU billing account 1 [100.0 % 222233333

numbers &)

‘ » Assigned To

o

» Aug 14 PY001 - Exp| 100.0% Total Allocated &) v

‘ » Owner
02:26 PM  samples in 3 + Splic Charge

Pyrosequencing

Default to this payment method

‘ » Payment Number

‘ » Payment Method payment notes &

Cc ment

» Service Request Histo|

‘ » Request Date

» Start Date

» Billing Information
save | cancel

» Due Date

» Institution |

‘ » Completed Date

Note: Click cancel anytime to cancel the changes. You must click Save to permanently change the setting/value.
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After the invoice is generated:

To make the change, click & to view the specific invoice you would like to update.

@ Invoices

CONFIDENTIAL

Invoices

< Hide Filters

¥ Keywords

<< Bulk Actions

C—

This page displays invoices from the past one year. To access older invoices please use the Date Created fiter at the botiom

» Total Cost Over

Displaying 9 out of 9 result(s). (Page 1 of 1)

N\
N\

» Owner

Created On Core

» Owner Institution

Li Ka Shing Faculty of Medicine Centre for PanorOmic

» Cores Nov 13°25
Sciences

> Labs

» Billing Event Oct 3125 Li Ka Shing Faculty of Medicine Centre for PanorOmic
Sciences

» Payment Number

- Price Types Li Ka Shing Faculty of Medicine Centre for PanorOmic

ps— S0 qiences
» Aporoved By Jun 30725 Ui Ka Shing Faculty of Medicine Centre for PanorOmic
» Approval Status Sciences
> Status May 3025 | Ka Shing Faculy of Medicine Centre for PanorOric
» Invoices Sent Sciences
» Receive Hard Copy May 3025 i Ka Shing Facuty of Medicing Centre for PanorOmic
) .

» Dispute status Y Sciences
g Detock el May 30725 1 Ka Shing Faculty of Medicine Centre for PanorOrmic
» Refunds Y Sciences
> DateCreated 30725 LiKa Shing Faculy of Medicine Centre for PanorOmic
» PastDue Apr Sciences

© Apply Filters Mar 3125 LI Ka Shing Faculty of Medicine Centre for PanorOmic

Sciences

2 Reset Filters

Invoice Number Lab Owner Payment Numbers PriceTypes  TofalCost PastDue  Status  Approval Status
';;3;2':CFPS' (T:G:TN Agnes (HKU) CROS - 5‘5’::":‘!“"’\'“9 1 Hkumed $17.464.00 ;:‘;’Sg" E;’I‘ f‘ notrequired & & @
;KDSB;ECFP& i::w Agnes (HKU) CPOS - I::: é\u—Wing :f:Ithil\ing account :::demim s000 . natrequred O @G, @
';ZKBSBFgTCFPS' 1‘3::'“ Agnes (HKU) CPOS - 53;":2“"’\'“9 1 Hkumed $0.00 Paid notrequired @ @& &
:E::B‘;';CFPS' ?;TN Agnes (HKU) CPOS - gx::gu—wmg 12345 Hkumed $4,400.00 Paid notrequired & (@@,
';ZK:;;?CFPS' 1‘3::'“ Agnes (HKU) CROS - 53;":2“"’\'“9 test Hkumed $29,332.96 Paid notrequired @ @@ &
5;:;3:8':%' ?;TN Agnes (HKU) CPOS - gﬁ:;m—wmg 12345 ::: domics | $15:300.00 Paid notrequired & [EG
';ZK:&(;';”CFPS' :f; Bond (HKU) Group - 001 i Lam :f“‘:hzil‘ing accourt Hkumed $0.00 Paid notrequired @ @@ &
LKSFOMGFPS- NG, Bond (HKU) Group-001 | . HKU biling account Humed s000 b natroquied @ E1Q,
1276171 Test number

I1.2K7SWF£?CFPSV (T::‘\N Agnes (HKU) CPOS - 5;:\.;: éiu—Wing :ﬁ(“l;lhzil\ing account Humed s00 o rotreied O AR B

Once the invoice is displayed, select the request requiring a payment information update and click the relevant option ¥ .

From:

show additional contacts

Invoice Total

DATE ITEM DESCRIFTION

¥ Request: CPOS-251110-JKCN-318128

Nowvember 10, 2025 CM205 - Cryo-EM Sample

Freparation

Test for note

Movember 10, 2025 CM206 - Cryo-EM Sample

Screening (Glacios)

Actual cost: 317,484.00

Invoice Total

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

LKSFOMCFP5-1306483
November 13, 2025
CHAN, Agnes (HKU) CPOS - Test

To: CHAM, Agnes (HKU) CPOS - Test | Kevin Yiu-Wing TSANG

Projected cost: 517,454.00

Page 31 of 45
V1.7: May 15, 2026 by Steve Chan@IT | Bioinformatics Core | CPOS | LKSFOM | HKU

$17,464.00

Invoice Details
PMT.# QT FPU STATUS TOTAL
Start: Movember 10, 2025 Owner: Jason Ka Chun MG o 9
20 E500.00ea Completed F4,000.00
8.0 31,683.00ea Completed 513,484.00

Invoice cost: 517,464.00

$17,464.00
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When the “Payment Information” window is opened, please:

(i) Check the box(es) on the right side of each charging item(s),
(ii) Change the billing account as needed

Click “Save” to confirm the changes.

Invoice Total $17,464.00
Invoice Details

DATE ITEM DESCRIPTION PMT.® amy PPU STATUS TOTAL
Payment Information \(i) v

N Charge Billing Status HKU billing account number Amount ¥0.00
W CR205 - Cryc-EM Sample Preparation Bullsng Intialced i £4.000.00 =2
W CM208 - Cryo-EM Sample Screening [Glacios) Billing Initialzed 1 512.484.00 o

N Selected charge(s) total: $0.00 54.00

A Invoice total: $17.4484.00 #4.00
¥ Update payment info for selected (¥) charges \ (ii)

I HKL biling account numbers - . E | .00

u.

o

100.0% Total Allocated &

+ Splt Charge
Dfault to thas PaymEng g thad

LY

Poy cancel

= Send Payment Reminder?

=5 g e

Note: Click cancel anytime to cancel the changes. You must click Save to permanently change the setting/value.

After saving, refresh the invoice interface, and the billing account should be updated accordingly.

For recurring services:

For previously issued invoices, update the billing account in the relevant invoice interface (same steps as to update AFTER
invoice is generated).

For future invoices, update the billing account in the request interface (same steps as to update BEFORE invoice is generated).
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Managing your group (lab) — Pl only

As the Pl of a group (lab), you have total authority in managing who can raise a service request, financially approve a
request, view and confirm invoices, set Lab-wide (group-wide) auto-approval limit.

How to authorize a Lab/Group Manager for your group

This can only be done by PI of a Lab/Group. Login with the Pl account. Click Menu at top left corner and then My Groups.
You shall then see all the Groups (Labs) you belong to.
Click the group you would like to authorize a member.

Ganglia:: CGS HPCF2 Grid Report X | =+ - ]

YN @D O ¢ @

u My Groups — iLab X H Installation of SQL Server Expre X Ganglia:: xomics Cluster Report

c @

[OF https://au.ilab.agilent.com/about/my_labs

Agilent

iLab Operations Software Help
CrossLab |

# Home
Communications (17) MY GTOUPS

= CoreFacilities My Groups
View Requests ) = i
roup -

Chan, Agnes (HKU

SignOut @

Invoices

. Admin Genomics (HKU) Lab
Reporting

Manage Groups

oy et Request Group Access

My Department

People Search

If you need help, email: iLab-support@agilent.com
© Agilent Technologies, Inc. 2019

au.ilab.agilent.com | Privacy Policy | Technical Security Measures | Acceptable Use Policy
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In the section “Lab members and settings”, you shall see a list of researchers/members of your group. Click the “yellow
icon at the far right of the member who you would like to be your manager of the group.

Agil
CiB5Lab | wsoommorssonms ) I

III

penci

Chan, Agnes (HKU) Group - 002

Budgets  Bulletin board (2) = Group Settings

Membership Requests ’ Members (3)

Lab-wide approval settings

© Clickthe pencil icon next to the person below whom you would like to make the financial approver.

Default auto-approval threshold ${10000.0 4

Cost overage buffer $/100.0 ]

[E save approval settings |

Lab members and settings

Name Auto Approval Amount ERP ID Email Phone Start Date & End Date ©

Agnes Chan Lab default ($10,000.00) agnes.cgs@hku.hk &SNS/
Kevin Yiu-Wing Tsang Lab default ($10,000.00) kevintsang.cgs@hku.hk &I I/x
Louis Lai Lab default ($10,000.00) louis11@hku.hk 28315436 &I Ix

-4 link existing user ‘

Department managers

Name Email Phone

Levina Lamlevina.cgs@hku.hk

Click to select Manager and Save.

Louis Lai [ Lot [Mensger o |4 isT1@hku hk [28315436 8 | B save | | cancel |
Can order?: [ ]

Core Financisl Contact: (7] \

The Manager can now perform daily operation on your (PI) behalf.
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View All Requests
As a Pl or Manager of a group/lab, you can view the requests for the whole group/lab.
Top left menu > Core Facilities 2 View Requests

< CoreFacilities
My Core

View Requests

Invoices

Choose ‘All requests’ tab on the top right.

Awvaiting Approval || Require Payment Info || Processing and Recently Completed || All requests
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Changing Auto Approval Amount

As a Pl or Manager of a group/lab, you can set/change Auto Approval Amount for individual user of your group/lab. Any
member of your group/lab can make any service requests with a total projected value under that threshold without the
need for financial approval.

Login to iLab, click top left menu, click My Groups and select your Pl group.
&> C B @ & https;//au.ilab.agilent.com/homepage/ ooe w yin@O O © @ =

= CitssLab | S eeeem—— ;
= CrossLab iLab Operations Software a A taill mprout®

# Home
Communications (20) v Home
< CoreFacilities -
Equipment Search
View Requests
Invoices Search equipment and resources at your institutions. -
Reporting Recently Used Cores

Manage Groups Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

My Groups,

People Sez
[E4 20 unread messages

W Service Requests

Name Owner Total Price State

LKSFMCGS-L 1114 Eodiotiai $1200.00 e
Biobank - s 00,

SEMCGS-AC-CID] . )
LKSPICCEACICID Agnes Chan 5,1_7_5 90 Vaiting to Submit to Core
Tapestation - $175.00)

LKSFMCGS-AC-70 $600.0 —
Realtime PCR - Agnes.chan $600.00 Gom
hlj;iFf.VCGSrﬂ,Cr71 Agnes Chan S:l?E,»ﬂJQDADﬂU
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Important Notes: DO NOT change the values in Lab-wide approval settings. Only change the Auto Approval Amount for
individual user

L I =

NG, Bond (HKU) Group - 001 Test

Membership Requests Membersu;‘ Budgets | Bulletinboard(2) | Inventory Settings | = Group Settings

Lab-wide approval settings

© Click the pencil icon next to the person below whom you would like to make the financial approver.

Default auto-approval threshold $[1 A\ DO NOT change value here!
Cost overage buffer $/0.0 ® o

[E save approval settings

Lab members and settings

Name Auto Approval Amount ERPID Email Phone Start Date & End Date &

Bond Ng $1.000,000.00 bondng.cgs@hku.hk 8%

Levina Lam $100,000.00 levina.cgs@hku.hk &9 Ix

Louis Lai $20,000.00 louis11@hku hk 28315436 &9 Ix

Cheng Wei Wu [310,000.00 Lot [ Member v] | i@hku hk [1079988 = =& save M cancel
Can order?: L) | o
Core Financial Contact L

© add new user | | 4 link existing user i
5 3

= 1

If you need help, email: iLsb-support@agilent com

© Agilent Technologies, Inc. 2019

1ab.agilent com | Privacy Policy | Technical Security Measures | A bie Use Poi

Change the Auto Approval Limit for individual user

1. Click on the “yellow pencil” icon on the right of the user to change. 2.
Change the value in the box

3. Click “save”.
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Scheduling Resources/Equipment — making a reservation

There are currently 2 types of resources in iLab that allow user reservation, namely Partek Flow and CryoEM.

Login to iLab
Go to Schedule Equipment tab and click CryoEM to expand.

Agilent

CrOSSLab | iLab Operations Software

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences

About CPOS {‘Scheaule Equipment‘ Request Services || View My Requests | Contact Us || Reservations

Schedule Resources Timeline View

This page is currently restricted for CPOS internal use only!

To make a reservation of a equipment or facility. follow the steps below:

1. Select the item to book below and click "View Schedule”.

2. Click and select the time or day to make reservation.

3. Fill in HKU billing account number for payment. Consult your Pl if you don't know the account number.

4. Click "Save Reservation”.

You shall then receive an email of reservation confirmation.

Q Search

» Partek Flow (1

» CryoEM (6)

» CPOS Meeting Rooms (4)
» User PC (2)

If you need help, email: iLab-support@agilent com
© Agilent Technologies, Inc. 2023

sgilent com | Privacy Policy | Technical Security Measures | Acceptable Use Poic)

To make a reservation on a particular equipment, please first check out the reservation details, policy and charges. Click
View Schedule to begin reservation.

¥ CryoEM (6)
Vitrobot description pricing View Schedule | #
—©

THIS ISA TEST ONLY. Please DO NOT make booking!

Sample Preparation System- Vitrification by Vitrobot Mark IV Review Usage
Vitrification is an essential step in structural biology applications such as Single Particle Analysis (SPA), cryo-electron tomography (cryo-ET), and MicroED. During the vitrification process, an Upload Usage
amorphous solid is formed that doesn't change the sample structure at all, and it is a vital technique for cell and structural biology research, in which samples are cooled so quickly that water —_———
molecules do not crystallize around the samples

Take Offiine

Reservation Details

Availability: Mon - Fri, min 2 hours per session. For non-office hours bookings. please contact us at cryoem.cpos@hku.hk or 3910-2938 during office hours.
Morning Session: 10:00 - 12:00

Afternoon Session: 15:00 - 17:00 h
Cancellation policy: if cancellation is made within 24 hours of the reservation start time, there will be cancellation fee of 50% of the reservation total
*Booking policy is subject to change with prior notice
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Select the desired session by clicking and dragging.

Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences > View Schedule

Vitrobot + © ©

TESTONLY. DO NOT MAKE BOOKING!

Availability: Mon - Fri, min 2 hours per session. For non-office hours bookings, please contact us at cryoem.cpos@hku.hk or 3910-2938 during office hours
Morning Session: 10:00 - 12:00

Afternoon Session: 15:00 - 17:00

Cancellation policy: if cancellation is made within 24 hours of the reservation start time, there will be cancellation fee of 50% of the reservation total

To make a reservation, click and drag to select either the morning or afternoon session on the calendar.

ar B B ¢ Sun,06Aug-Sat 12Aug2023
Hong Kong
Sun, 06 Aug Mon, 07 Aug Tue, 08 Aug Wed, 09 Aug Thu, 10 Aug Fri, 11 Aug
o e = = 10:00 AM - 12:00 PM S — 10:00 AM - 12:00 PM
12:00 PM
01:00 PM
 -—

02:00 PM

02:00 PM

04:00 PM

CONFIDENTIAL

Receive cancellation notifications

Calendar Details

Sat, 12 Aug

Each session will have a minimum duration. For example, the reservation session duration is 2 hours. If you have selected
less than the session minimum, you will see an error message and iLab will automatically adjust it to the minimum for you.

Thu, 10 Aug Fri, 11 Aug
eon | 10:00 AM - 11:00 AM

If the selected time is not correct, you can always click the “yellow pencil” to adjust the time accordingly.
Times

Start End
Scheduled Aug 11 2023 10:00 AM Aug 11 2023 12:00 PM D)h
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Remember to click Save to confirm the time.

Times

Start End
Scheduled | Ayg 112023 | 10:00 AM Aug 112023 | 12:00 PM

© save \

Reset

General Comments Contacts

Reservation details @unsaved reservation - click save reservation Required forms
| There are no forms required to make this reservation

You have scheduled a reservation that is less than the minimum allowed time
on this equipment.
Your reservation has been automatically adjusted to meet that minimum.

For: Vitrobot 1 - Morning and Afternoon session $0.00/hr (Trained) - My Reservation
Lab: CHAN, Agnes (HKU) CPOS - Test
Created on: August 07, 2023 14:18

Minimum booking duration is 2 hours. For non-office hours bookings, please contact us at
cryoem.cpos@hku.hk or 3910-2938 during office hours.

Moming session: 10:00 - 12:00

Afternoon session: 15:00 - 17:00

Any reservation must be made 7 days in advance

Each user/PI group can only reserve up to 12 hours (or 6 sessions) at any given time
Cancellation policy: if cancellation is made within 24 hours of the reservation start time, there
will be cancellation fee of 50% of the reservation total

Contact us for custom and urgent bookings

Total charge will appear after approval by Cryo-EM admin

Event Notes: [ note visible to anyone v|©

Copy notes to the charge
and display on the invoice

Times

Start End
Scheduled Aug 112023 10:00 AM Aug 11 2023 12:00 PM V4

Thic avant ran ha madifiad ar dalatad hafara

B Save Reservation | | (& Cancel Changes X Delete Reservation

Read the reservation policy, especially the cancellation policy and confirm all details.

Each user will have a maximum number of hours of reserving a particular equipment (Capped amount) at any time. For
example, each user can only reserve up to 6 sessions (or 12 hours) at any given time.

You are affected by the following capping rules

Scope Booked amount Capped amount
Vitrobot 0.0 hours 12.0 hours
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*Important: Note that no charges will appear at this stage.

Use and cost of reservation

Durstion Effective Rats Amount Use Type
2.0 hours $0.00 = $0.00 — Base Rate
2.0 hours Total Cost §0.00 Faculty Rate

v Pricing Dstslis

Depending on the equipment, some requires use of consumables, such as grid.

Click Add additional service charge and select the desired item to add with quantity. Click + button to add the charge.
Additional charges for this event
& Aug 07 Schwan LUl CM102 - Quantifoil Grid Cu R1.2/1.3 Quantity: Unit Price: Total: & X ?

03:18 PM 1.0 $80.00 $80.00
Search: \
[ | » @ Add additional service charge ’
Name Quantity Show alphabetically

¥ Cryo-EM (2)
CM102 - Quantifoil Grid Cu R1.2/1.3 ‘f
© $80.00

CM103 - Quantifoil Grid Cu R0.6/1 D
© $80.00

Last but not least, please make sure you put in the HKU billing account number. This account is to be charged to on a
monthly basis for any charges incurred. Ask you Pl for the billing account number before making a reservation.

Payment information
Please enter the HKU billing account number
% HKU billing account number

1 % [12345678 |

100.0% Total Allocated &)

+ Split Charge

Use the same payment information for all add-on charges
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To keep your Pl aware of such reservation, you may add the email address of your Pl in the box.

Invite additional people to this event by email &

Please enter a comma separated list of valid email addresses
peterchan@hku.hk

. B ve Reservation .
Click to make the reservation.

(72

w

An email (with outlook calendar event attachment) will then be sent to you on the reservation. Double click the event.ics in
outlook to add to your calendar.

[Li Ka Shing Faculty of Medicine Centre for PanorOmic Sciences] A reservation has ...

X ’ Repl & Reply All —> Forward
no-reply@ilabsolutions.com | 55 kel +E0S
To O! - (CPOS); ' Cryo-EM (CPOS) Mon 7/8/2023 3:28 PM
event.ics
v
1KB

A reservation has been created on Vitrobot (Vitrobot 1).

User: S LUI ()

Payment info: 12345678

Pls: Agnes _

Click here to view reservation details

Original event information:
Start time: August 11, 2023 10:00:00 AM (HKT)
End time: August 11, 2023 12:00:00 PM (HKT)

When Cryo-EM team receives your reservation request, charges will be updated based on standard charge subject to faculty
subsidy, if applicable. When you receive another similar email, which informs you of the reservation that has been updated,
you can login into iLab and check the total charges for the reservation.
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[Li Ka Shing Faculty of Medicine Centre for PanorOmlc Sciences] A reservatlon has ..

: : Repl & Reply Al | —> Forward
no-reply@ilabsolutions.com @ 2Rk | % Reiy ,
To @, (CPOS) Mon 7/8/2023 3:51 PM
event.ics
v
1KB

A reservation has been updated on Vitrobot (Vitrobot 1).

User: . - ()

Payment info: 1234567850

Pls: Agnes .

Click here to view reservation details

Original event information:
Start time: August 11, 2023 03:00:00 PM (HKT)
End time: August 11, 2023 05:00:00 PM (HKT)

You may click the link in the email to go directly to the reservation details or you can login to iLab
(https://au.ilab.agilent.com/service center/4486/?tab=about) and double click to open the reservation in Calendar view.
You shall see the service charge added. Contact CryoEM Team for assistance if needed.

Additional charges for this event

&4 Aug Schwan CM301 - easiGlow per Vitrobot quantity Unit Price: To Ono charge X
07 LUI booking 5150 00 $300 00
e s R ] 5
PM

2+ Aug Schwan CM102 - Quantifoil Grid Cu  Quantit UnitPrice:Total: [Jno charge %
07 LUI R1.2/13 $80 00 $80 00
o7 [0 3
PM

Search:

[ | @ Add additional service charge

Invoices will be generated and sent to Pls each month.
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LKS Faculty of Medicine Centre for PanorOmic Sciences

Cancelling and Deleting Reservation

CONFIDENTIAL

Based on the cancellation policy, if a reservation is cancelled within 24 hours of the reserved start time, there will be a 50%

cancellation fee.

If you would like to cancel/delete a reservation at least 24 hours before the reservation start time. Just go back to the

reservation and click Delete Reservation.

General Comments Contacts

Reservation details

For: Vitrobot 1 - Morning and Afternoon session $0.00/hr (Trained) - My Reservation
Lab: CHAN v N
Created on: August 08, 2023 15:46

Minimum booking duration is 2 hours. For non-office hours bookings, please contact us at
cryoem.cpos@hku.hk or 3910-2938 during office hours

Moming session: 10:00 - 12:00

Afternoon session: 15:00 - 17:00

« Any reservation must be made 7 days in advance
« Each user/PI group can only reserve up to 12 hours (or 6 sessions) at any given time

will be cancellation fee of 50% of the reservation total
« Contact us for custom and urgent bookings
« Total charge will appear after approval by Cryo-EM admin

Event Notes: [note visible to anyone v | @

Copy notes to the charge
and display on the invoice

Times
Start End
Scheduled Aug 11 2023 10:00 AM Aug 11 2023 12:00 PM &

This event can be modified or deleted before
10:00 AM HKT on Aug 10, 2023

You are affected by the following capping rules

Scope Booked amount Capped amount

Esave Reservation | | (¥ Cancel Changes

Required forms
| There are no forms required to make this reservation

« Cancellation policy: if cancellation is made within 24 hours of the reservation start time, there

¥ Delete Reservation

You can only “cancel” but not “delete” a reservation if the reservation start time is within 24 hours of the start time.
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General Comments Contacts

Reservation details

For: Vitrobot 1 - Morning and Afternoon session $0.00/hr (Trained) - My Reservation
Lab: CHAN * SEST Tast

Created on: August 08, 2023 16:23

Minimum booking duration is 2 hours. For non-office hours bookings, please contact us at
cryoem.cpos@hku.hk or 3910-2938 during office hours.

Moming session: 10:00 - 12:00

Afternoon session: 15:00 - 17:00

.

Any reservation must be made 7 days in advance

Each user/PI group can only reserve up to 12 hours (or 6 sessions) at any given time
Cancellation policy: if cancellation is made within 24 hours of the reservation start time, there
will be cancellation fee of 50% of the reservation total

Contact us for custom and urgent bookings

Total charge will appear after approval by Cryo-EM admin

..

Event Notes: [note visible to anyone v |©

Copy notes to the charge
and display on the invoice

Times

Start End
Scheduled Aug 09 2023 03:00 PM Aug 09 2023 05:00 PM

This event can be modified or deleted before
03:00 PM HKT on Aug 08, 2023

You are affected by the following capping rules

Scope Booked amount Capped amount

E] Save Reservation (% Cancel Changes

Required forms
| There are no forms required to make this reservation

Cancel Reservation

You will be prompted with the following message. Please just click Confirm and IGNORE the cancellation fee of $0.00
message since the actual cancellation fee will be calculated when the invoice is generated by end of the month. If you have
any query on the actual cancellation fee, please contact CryoEM team.

Cancelling this event will result in a cancellation fee of $0.00

Cancel

Confirm

A deleted reservation will no longer appear in the calendar while a cancelled reservation will still show up. Cancelled or
deleted reservation allow other user to make new reservation.

End of Document
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