Core Charge and Event Reporting
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Purpose:

This SOP describes how shared research facilities/cores can use iLab reporting
functionality to perform analysis, generate reports and extract monthly or annual report
data. The reporting tab in iLab provides access to useful data. The two types of reports
highlighted in this document are 1) charges: report on the individual financial charges
generated by core facilities and 2) events: report on data related to scheduled events.

Most shared research cores can be categorized as either a scheduling core or a service
core, although a few provide both options. Scheduling cores primarily offer equipment
reservations, such as booking time to use a wire bonder. Service cores primarily offer
specific services, such as a gene sequencing request. The reporting functionality groups a
core into one of these general categories.

iLab reports are great for performing a quick check on key performance parameters for your
shared research core facility. However, for more detailed analysis and control of the
output, excel offers more options. To reduce facility director work, a Pitt-designed Excel
template is provided on the shared research facilities website. This Excel template
produces graphs for data visualization and simplifies figure generation for analysis and
reports. The reporting features and template described in this SOP are intended to enhance
business awareness.

Scope:

This SOP pertains to the Core Administrator and Core Manager roles in iLab. Institutional
administrators also have this capability.
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iLab Event Reporting Page for Scheduling Cores

The reports created on the iLab event reporting page can provide visualizations and details
about equipment usage for scheduling cores.

1. Navigate to the ‘Reporting’ tab and ‘Events’ sub-tab of the core’s iLab page.

. University of
Unified Flow Core . Pittsb [urgh

Schedule Equipment | Request Services = View All Requests ' Reservations People | Reporting | Billing PO (o) Administration

About Our Core

Charges Requests  Events Custom Forms

Welcome to your reporting page. Please use the buttons below to load reports, build new reports or navigate to your reporting homepage EA
iLab reporting tutorial

¢ Load default | Load saved D Build new = Reporting home

2. Click on ‘Load default’.
3. Setthe Date Range for the desired range (e.g. first and last day of the month).
4. Click on ‘Run report!’.

Unified Flow Core @ i)lttstl)‘urrgh

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

Charges Requests Events Custom Forms

Welcome to your reporting page. Please use the buttons below to load reports, build new reports or navigate to your reporting homepage. I iLab reporting tutorial
¢ Load default & Load saved D Build new = Reporting home

& Report settings

1. Select a date range: "9 2. Select date field: @ 3. Customize display: 4. Apply settings: e
) Purch

Start |Octdoect 2028 - uichese dale = il Charts and tables... 4 Run report!

End [October 31,2025 |

The default iLab event report displays an overview of highly used instruments and
the most active labs for that core. Additionally, the individual equipment graphs of
scheduled vs actual time could provide useful information for a scheduling core.

i.  Graph example displaying top users by week:
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Top 10 Customers by week (by number of events)
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ii.  Graph example displaying highly used instruments by day of the week:

3 7]

Event reporting for November 1, 2025 to November 30, 2025
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iii.  Individual equipment graphs of scheduled vs actual time:
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5. The dashboard display may not show all the reportable information, or you may
wish to import the reports into a report. The export file that is obtained in the next
section includes a comprehensive set of data regarding core use.

Directions for Exporting Data to Excel Template:

1. Navigate to the ‘Reporting’ tab and ‘Charges’ sub-tab of the core’s iLab page.

. University of
Unified Flow Core ’ Pittsb ‘urgh

Schedule Equipment = Request Services ' View All Requests  Reservations | People | Reporting | Billing PO (0) = Administration
About Our Core

Charges Requests Events Custom Forms

Welcome to your reporting page. Please use the buttons below to load reports, build new reports or navigate to your reporting homepage B
iLab reporting tutorial

¢ Load default |3 Load saved 9 Build new = Reporting home

2. Clickon‘Load default’.
3. Setthe Date Range for the desired range (e.g. first and last day of the month).
4. Click on ‘Run report!’.

Unified Flow Core @ E;;;Bu]’rgh

About Our Core = Schedule Equipment = Request Services = View All Requests = Reservations = People | Reporting | Billing PO (o) Administration
Charges Requests Events Custom Forms

Welcome to your reporting page. Please use the buttons below to load reports, build new reports or navigate to your reporting homepage. B iLab reporting tutorial

¢ Load default |& Load saved D Build new = Reporting home

& Report settings

1. Select a date range: "9 2. Select date field: @ 3. Customize display: 4. Apply settings: o
| ) Purch dat

e October 1, 2025 e wiehase date ~ gl Charts and tables... 4 Run report!

End [October 31,2025 |

5. Click on ‘Export’ and select ‘Source data as CSV/XLS’ to download the CSV file.
6. Openthe CSV file and click on the top left corner of the sheet to select all the data.
Right click to copy the entire sheet.
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.
Charge reporting for October 1, 2025 to October 31, 2025 by purchase date
< Hide Filters
leisave... & share... 4 gmail... ibgpon... & Print preview...
l’c‘" | Z~| Charts/tables as PDF
leustomer | 8| source data as CSV/XLS e
Services by week (by total cost)
l'lih I & | pata from charts/tables
. below as XLS
lbglgmml I Show 10 ~ entries
lblnstilution I |« Data from charts/tables
Service *  Sep 29, 2025 Oct 6, 2025 Oct 13,2025 pelow as CSV Total
[ > Organization I .
@ Autosave @ < 10012025_10312025_charges_report_source_data_653941... « Saved to this PC v/ ch
File Home Insert Draw Pagelayout Formulas Data Review View Automate Help
\[:] X e A A ® (General )| B Conditional Formatling~ | Elinset ~ | S uv /O =
e o~ b 5 Dol B o | ek o - $ v % 9 [ Formatas Table~ Foelete v B> s Finda Add-in
S y 2z ] & @ 8 [ Cell Styles ~ ) Format ~ &~ Filter~ Select~
Clipboard 1] Font 1] Alignment 1] Number & Styles Cells Editing Sensitivity Add-in;
() POSSIBLE DATALOSS Some features might be lost if you save this workbook in the -delimited (.csv) format. To preserve these features. save it in an Excel fle format. | Don't show again | | Save As...
A/v H fx User Login Email
A A B C D E F G H | J K L M N ) P Q R S
1 |User Logir Pl Email Financial Service ID Service TyjAssetID Customer Customer Customer Customer Customer Charge NeNotes  Payment | Custom Fi IDC | Dept | Preparer P Entity| Def Status
2 P AC-2¢ 542978 Allie Cermak Kohan, AlIMED| Med University Aurora Black (Auror04-35448-29612-0000 DC| UFC| | Todd Lang03]35224 | complet
3 P UFC-AE-2¢ 542769 Alysa Evans Lee, Youj| Aria ly HOO 05-35510-00000-7187 IDC| UFC | Todd Lang 0335224 | complete)
4 AR-2¢ 542769 Andrew Richens Aria ly HOOL 05-35510-00000-139€ IDC | UFC | Todd Lang 0335224 | complete]
5 AR-2¢ 542769 Andrew Richens Aria ly HOOL 05-35510-00000-139€ IDC| UFC |1 Todd Lang 0335224 | complete]
6 BC- 542769 BaileyChalmers  Joglekar, /Hillman C University Aria Assembly HOOL 04-35510-29792- |UFC|1Todd Lang! |
7 BC-2¢ 542760 BaileyChalmers  Joglekar, /Hillman C University Attune NxT Assembly 04-35510-29792- |UFC|!Todd Lang I
8 UFC-BR-2¢ 542978 g ity Aurora Black 35269-00000 | '\.|llodd' g |
o lhe Aurora Rlack (A )

7. Paste the datainto the ‘iLab Charge Export’ sheet of the iLab Charge and Event

Report Workbook.

A -} C
1 | Search the menus Financial Contact Email
2 % oo upmec.edu
3 upmc.edu
4| @ Copy upme.edu
5 [ Past upmc.edu
6 Hu
7l CALL (% D % [
8 . Hu
ecial... >

of [(pasem] b
1q Insert Copied Cells du
11 Delete du
12 du
13 Clear Contents du
14 £ dupmec.edu
= Pupmec.edu
1§ Filter » dupmc.edu
17 Sort > Pupmc.edu
1§ = i dupmc.edu
14d Get Data from Table/Range... bupme.edu
20 1 Mew Comment Pupmc.edu
21 Bupme.edu

+
23 [ NewNote dupmec.edu
23 Format Cells... Pupmc.edu
24 dupmec.edu
| Pick From Drop-down List...
25 Bupme.edu
2d Define Mame... dupmec.edu
27 1] ed

@ Link >
24 dupmec.edu
2d Supmec.edu

0

:E EZ Show Changes qu

T

< > iLab Charge Export
Select destination and press ENTER or choose Paste
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8. Navigate to the ‘Reporting’ tab and ‘Events’ sub-tab of the core’s iLab page.

s

Schedule Equipment | Request Services = View All Requests  Reservations = People | Reporting | Billing PO (0) = Administration

University of

Unified Flow Core Pittsburgh

About Our Core

Charges Requests ™ Events Custom Forms

Welcome to your reporting page. Please use the buttons below to load reports, build new reports or navigate to your reporting homepage Ea
iLab reporting tutorial

« Load default & Load saved © Build new := Reporting home

9. Follow steps 2-7 as described above but paste the exported data into the ‘iLab Event
Export’ sheet of the workbook.
10. Each subsequent sheet in the excel workbook contains a report. For each report you
wish to generate or update:
i.  Click on thattab.
ii.  Highlight the table.
iii.  Click on the ‘PivotTable Analyze’ tab.
iv.  Click on ‘Refresh’.

G Autosave @D (2 9~ ' = s0P153_iLab Charge and Event Report Workbook () No Label « Saved v P search
File Home Insert Draw Page layout Formulas Data Review View Automate Help PivotTable Analyze Design
PivotTable Name:  Active Field: F‘ = [‘5«
PivotTable7 Usage T =7 : ot

votlable sage Type Insert  Insert efresh Change Data
S Options  ~ Slicer Timeline ~ Source ~
PivotTable Active Field Group Filter Data
A3 v i S Row Labels
A B C D = F G H

> Revenue b!lls!!e'l'm'g Will not apply for non-scheduling cores

3 |Row Labels ~ Sum of Total

4 |Assisted Use 11235.5

5 |N/A 684

5 |blank) REVENUE BY USAGE TYPE

7 |Self Use 38080.5

8 |User Training 1282.5 SLLLELL

9 |Training 1425 TRAINING

10 204 USER TRAINING %

| Grand Total 51629 Usage Type =

“E R N O L i i

13 {BLANK)

4 N/A

15

ASSISTED USE

16

17

8

19

Ready Tk Accessibility: Investigate

iLab Charge and Event Report Workbook Template

The template contains multiple sheets/tabs which are described below. Each type of core
(scheduling vs service core) will focus on different sheets to perform different types of

analysis:
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e Scheduling Cores: Revenue By Usage Types, Actual vs Scheduled by Lab, Event
Type by Cout by Eq., Actual vs Sched hours by Eq., Eq. Utilization by Lab

e Service Cores: Revenue By Service Name, Revenue By Service Type

e Both types: Revenue by Dept, Revenue by Lab

Description of each sheet/tab:

e iLab Charge Export: Raw data that is exported directly from the
Reporting—> Charges section of iLab. Tables and graphs generated in subsequent
tabs in gold are generated from the data copied into this sheet.

o Revenue By Usage Type: Displays revenue by usage type, which is a predefined
reservation type with specific scheduling and rate parameters (e.g. Assisted Use,
Self Use, etc.). This graph shows how much revenue is associated with different
usage categories.

o Revenue By Service Name: Displays revenue by the individual service request
names (or the individual ‘charge’ names). These are the services listed in the
bottom panel of the ‘Request Services’ tab in a core’s iLab page. This graph is
useful to assess what services generate the most revenue.

o Revenue By Service Type: Displays revenue by service request type as listed in
the top panel of the ‘Request Services’ tab in a core’s iLab page. These are the
umbrella service offerings that cores set up to collect all information needed to
start a project and are driven by the specific services listed in the bottom panel
of the core’s ‘Request Services’ tab. This provides a high-level view of what
service types contribute to overall revenue.

o Revenue by Dept: Displays revenue by department name. This data is useful for
assessing a core’s customer base by department.

o Revenue by Lab: Displays revenue by lab name. This data is also useful for
assessing a core’s customer base, but separated by lab.

e iLab Event Export: Raw data that is exported directly from the Reporting—>Events
section of iLab. Tables and graphs generated in subsequent tabs in blue are
generated from the data copied into this sheet.

o Actualvs Scheduled by Lab: Displays the proportion of actual total number of
hours versus scheduled total number of hours separated by lab. This graph is
useful to assess if individual labs are scheduling equipment efficiently.

o Event Type by Count by Eq: Displays the sum of event hours separated by
equipment. Event types are: reservation, unavailable (for maintenance
scheduling) or cancelled (for cancelled events). This graph is useful for
assessing overall equipment usage.
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o Actualvs Sched hours by Eq: Displays the sum of actual hours versus
scheduled hours by equipment. This graph is useful to assess scheduling
efficiency and usage separated by equipment.

o Eq Utilization by Lab: Displays the total actual usage hours for each piece of
equipment, broken down by lab. This graph is useful to assess which equipment
is most utilized and which labs are the primary users of specific instruments.
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