Group admin instructions to Open IRIS

* Creating project requests
* Managing group
* Managing requests



1. Creating a project request:

Choose the relevant provider and
click Submit request.

Note: CIC is three providers
-flow cytometry

-mass cytometry

-microscopy

Each requires its own request.

Browse Scheduler | Services | Dashboard Admin

lick Services

it () New Service || (@ Refresh

Uty

QDETAIIj

O, DETAILS

O, DETAILS

O, DETAILS

O, DETAILS

¥ Any provider ¥  Anyresource type

Add group request

Provider: Cell Imaging Core - Microscopy
Contact cie@btk.fi

Resource Type: Service

CIC flow cytometry project request for group le...

Provider: Cell Imaging Core - flow cytometry
Contact flow@btk.fi
Resource Type: Project

CIC flow cytometry training request

Provider: Cell Imaging Core - flow cytometry
Contact flow@btk.fi
Resource Type: Training

CIC mass cytometry project request for group L...
Provider: Cell Imaging Core - mass cytometry

Contact ketade@utuw.fi, innsta@utu.fi

Resource Type: Project

CIC microscopy project request for group leaders

Provider: Cell Imaging Core - Microscopy
Contact jouksand@utu fi, cibuha@utu.fi
Resource Type: Project

¥ | Flter text

Status: Online

Status: Online

Status: Online

Status: Online

Status: Online

a ® - < =@

SUBMIT REQUEST

DETAILS

ou B
SUBMIT REQUEST

DETAILS

ou B
SUBMIT REQUEST

DETAILS

o & E
SUBMIT REQUEST

DETAILS

ou &
SUBMIT REQUEST

DETAILS




Fill the request form

Type your name
Choose your group. If your group does
not exist, choose N/A.

Type the name of principal investigator

cic microscopy project request for group leaders

Mame:"
Request for:

Group:”

Comments:

Principal investigator

Static title

Cost pool
Project number
When does the project end?

Internal order

CIC microscopy project request

Diana Toivola

dtoivela@abo.fi “_ Change user

.-Please select - v .
_Ple e selec -
N/A

Diana Toivola group

Please type your project number or internal order for invoicing.

« SUBMIT X CANCEL




Fill the request form continued

Give invoicing information:
-type cost pool
-type project number or internal order

Choose the project ending date

Submit the request

CIC microscopy project request for group leaders

CIC microscopy project request

Name:"

Request for:
Group:”

Comments:

Principal investigator

Static title

Cost pool

Project number

When does the project end?

Internal order

Diana Toivola

dtoivola@abo.fi

Please type your project number or internal order for invoicing.

- Please select -

26000000

-« February 20159
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5a
2
9
16

i Change user

»
Su

3 % CANCEL
10

7




2. Managing the group

 Add or remove group members

 Add or remove group admins

e Edit group information: contact information, keywords, URL...
* DO NOT activate AD integration

e See groups reservations

e See groups requests

e See groups costs



Adding and removing group members

Adding: Removing:

Click Add member... Click remove icon
Find the person by typing her IRIS account login name Accept removal
Click Add to Group

Edit Group 'Riitta Lahesmaa group'

embers | Group Admins = Settings | Bookings Charges = (Cost pool

Add member... ¥ | imAddto Group g Mew member (#) Bulk import users

Organization ¥ Status (v} AD Override

Syed Bilal Ahmad Andrabi
2019-01-29 11:12 i ) University of Turku Approved
(sbaandi@utu.fi}

2019-01-15 0325 Omid Rasool (omiras@utu.fi) University of Turku Approved £'}m (=)

Mohd Moin Khan -
2019-01-08 13:47 ; 3 University of Turku Approved & m(®
(momokh(@ utw.fi) e’

2019-01-04 13:20 Ankitha Shetty (ankshe@utu.fi) University of Turku Approved ™ iiﬁ]

L 4 @ R 5 ¥ items perpage 1-4ofditems

% Close




Adding and removing group admins

Removing:
Click remove icon

Adding:
Click Add admin...

Find the person by typing her IRIS account login name Accept removal
Click Add as Admin

r—e
Edit Group "Riitta Lahesmaa group’

i v p Add as in
ame

Jouko Sandholm (jouksand@utu.fi) Q
< 4 o [ 3 » 5 ¥ i 5

itemns per page

% Close



Editing group information

DO NOT activate AD integration

Members  Group Admins | Semings | Bookings = Requests | Charges | Costpool

Group Name:

Short name:

Contact email:

Group head (any emall acceptable):
Group heads from IRIS:

Enable group orders list:

Type:

Keywords:

Organization:

Affiliated department:

AD Integrated:

Creator:

Auto approve group membership
requests:

Allow users from different
organizations:

Affillated communities:

Link URL:

Group nick name:

GUID:

hitp/

Riitta Lahesmaa group

Jouksand@utufi

jouksand@utu fi

jouksanad@utu.fix O show users from all organizations
2

Research v

Add keyword

or salect existed one:

University of Turku
{none) v
2 (DN of group / AD group name)

Created on 2019.01 .04 08:56 (UTC) by Jouko Sandholm (jouksand@utu.fi) from University of Turku
@

L4 group admin can add users from a different organization

95127505-02ed-4433.bade. 31249753406

+ Update W Delete

x Close




Visualize bookings

Edit Group "Riitta Lahesmaa group' ’

Members = Group Admins = Settings | Bookings | Requests = Charges | Costpool

¢, Refresh

Booked on Start ¥ End Duration Charge Resource @ Provider ® User @ Status
Cell Imaging

2015-02-0512:54 2015-02-05 14:30 2015-02-05 15:00 30 mins N/A  BDLSRIl flow cytometer Core - flow omiras@utu.fi Unknown
cytometry
Cell Imaging

2019-02-04 03:10 2019-02-04 10:30 2015-02-04 11:30 1 hour N/A  BDLSRII flow cytometer Core - flow sbaand@utu.fi Unknown
cytometry
Cell Imaging

2015-02-01 16:18 2015-02-01 18:00 2019-02-01 20:00 2 hours N/A  BDLSRI flow cytometer Core - flow momokh@utu.fi  Unknown
cytometry
Cell Imaging

2015-01-28 17:03 2015-01-29 10:30 2019-01-29 12:30 2 hours N/A  BDLSRII flow cytometer Core - flow omiras@utu.fi Unknown
cytometry
Cell Imaging

2019-01-28 14:01 2019-01-28 15:30 2019-01-28 16:30 1 hour N/A  BDLSRII flow cytometer Core - flow ankshe@utu.fi Unknown
cytometry

|« - o 2 3 M 5 ¥ items per page 1-Sof15items

X Close




Visualize requests (trainings etc.

Edit Group 'Riitta Lahesmaa group' y

Members  Group Admins = Settings  Bookings | Requests | Charges  Cost pool

& Refresh
Date @ Resource @ Type @ Provider @ User @ Approval Status @ Request Status @
Fri Jan 25 2019 09:37:00
CIC flow cytometry project request for group Cell Imaging Core
GMT+0200 (Eastern Service jouksand@utu.fi Closed
leaders - flow cytometry
European Standard Time)
e T e CIC flow cytomet ject request for Cell Imaging Core
GMT+0200 (Eastern ekt e Service s jouksand@utu.fi Active
leaders - flow cytometry
European Standard Time)
Fri Jan 25 2019 09:55:00
G CIC flow cytometry project request for group . Cell imaging Core .
GMT+0200 (Eastern Service jouksand@utu.fi Active
leaders - flow cytometry
European Standard Time)
TueF 57
ve Feb 05 2019 06:57:00 Cell imaging
GMT+0200 (Eastern CIC flow cytometry training request Service omiras@utu.fi Closed
- flow cytometry
European Standard Time)
e < o L - ¥ items perpage 1-4of4items

% Close




Visualize costs

Clicking Send now emails the summary of current charges to group admins

Edit Group "Riitta Lahesmaa group’

Members Group Admins Serr.ings Sookings Requests | Charges . Cost pool
Monthly report of open charges (sent 6:00 on the first day of the next month):  Off On 4 Send now & Refresh
Charge Date @ Status (¥) Description (¥) Provider @ User @ Cost center Price Charge @
2019-01-03 16:06 U igned P Now EEH !mf:ging ksh tu.fi " B e 9.50EUR ;
] - : nassigne cytonsatile ore - flow ankshe@utu.fi 19,00 EUR) . K4
cytometry
i o Cell imaging « BDLSRIlusage (2x )
b  2015-01-0815:13  Unassigned b Core - flow momokh@utu.fi 19.00 EUR) 3B00EUR &
cytometry
2015-01-11 16:19 U i d SOLEn fow 29“ ‘mﬂsgins ksh tufi plbeccivine o 9.50 EUR ra
1] - 4} nassigne cilosbic ore - flow ankshe@utu.fi 19.00 EUR) . 4
cytometry
O LSl S Cell Imaging * BDLSRIl usage [0.5x
b  2019-01-12 15:39 Unassigned Core - flow ankshe@utu fi 19.00 EUR) 950EUR &
cytometer =
cytometry
BD LSR!I flow Cell Imaging * BDLSR! usage {1x .
P 2015-01-1413:01  Unassigned AR Core - flow ankshe@utu. fi 15.00 EUR) 19.00EUR &
meter
cytometry
| < o 2 » » 5 ¥ items perpage 1-50f5items
% Close




3. Managing projects

* Visualize project details and status

e See which resources are available for the project

 Made reservations

e See project participants

e See purchases

* You can see the project log (when created, who was added...)
e Also the original project request form is available

* Project charges are available



Managing the projects

T e g e T

bymghatics
i . Echlauth
2018.02.08 15:25 Sarvice prd i i
requestfor group leaders 2608058411
20190205 1422 Sarvice I MRS prepuct 3422.7F 10
regquest for group lesden
20130205 13:43 Sanvica CIC microscopy project 5421 - vasks Cok 2605056501
request for group leadens
e e €I microscopy project 3402 - Sahlgren Cost Fool
requestfor group leaders 2804400
20180204 12:32 Sarvice O Row Gytomatry Pofict v Core 10 26002167
regquest for group beadens
. CH micrascopy project 5374 - Coffey 2840004452
2009-01-51 1514 Sarvice
requast for group lesders  Coat posl 2804400
CIC microscopy praject - PESCADR, Resanholm
2015-02-31 14224 Sarvice (i e A
request for group lasders  project 25200218K1
e L CHC Flow cytometry project 5348 - Wastermarck Sybpls
request for group leadens 2600461611
oL e o £ microscopy project 5326 - John Erikiacn AKA
requaat for group lesdens 26080711
2015-01-25 1155 Sanice X How o YPIOE 303 - Lahaamaa 1025002193
requast for group lesdens
T s CIC flow cytometry projsct 3302 - Lshesmas Jusalius
requestfor group leaden 2600304411
Datails{ID:5302) | Resdwrces (1) | Boskingail] | Participests (3] | Producta (D) | Teska(o) | Temaline (1)
Requester! joubaand@utu.fi Q
Groups Riitta Lahesmas proup
Project: HiA
Titla: Lahaimag Jusalivs 2600304411
Request ID 5302
Alternate ID:
Service: CIE flow cytomaetry project reguest for group lesders
Service Type: Project
Provider: Call imaging Cone « Row cytomaetry
Date of submission: 20130125 03:54:30

2603201 (Baoteknidan keskus, orpanization]

20150125
2015-04-30
0 {0 remadning)

[rene]

Dupli<ate

[re——
Call Imaging Core -
microscopy

Cell Imaging Cone -
microscapy

Call Imaging Core -
microscopy

Cell Imaging Core -
microscopy

Call Imaging Core - Aow
cytometry

Call Imaging Core -
migrascopy

Call Imaging Cone -
mizroscopy

Call Imaging Cors - Aow
cytomatry

Call Imaging Cont -
microacopy

Call Imaging Core - low
cytomatry

Call Imaging Core - Flow
ytomatry

Attacheanta (0] Form

anpa@utu.fi

hallyah haradi@utu B

wewazpefutu fi

vardagEutu i

perosenhBabo.fi

pukisndutudi

Jouksandgutu fi

Approvena (U] | Chargaa (D)

Active

Active

;

i

Active

Aztiv

Notes (0



Details and status

Attachments (0)

Details (ID: 5302) Resources (1) Bookings (1) Participants (3) Products (0) Tasks (0) Timeline (11)
Requester: jouksand@utu.fi q
Group: Riitta Lahesmaa group
Project: N/A
Title: Lahesmaa Juselius 2600304411
Request ID: 5302
Alternate ID:
Service: CIC flow cytometry project request for group leaders
Service Type: Project
Provider: Cell Imaging Core - flow cytometry
Date of submission: 2019-01-25 09:54:50
Request description:
Status: Active
Assigned to:
Cost pool: 2609201 (Biotekniikan keskus, organization)
Comments of provider:
Start: 2019-01-25
End: 20159-04-30
Budget: 0 (0 remaining)
Total charges: {none)
Edit Duplicate

Form

Approvers (0)

Charges (0)

Notes (0)




Available resources for the project

Details (ID: 5302) Resources (1) 1 Bookings (1) Participants (3) Products (0) Tasks (0) Timeline (11) Attachments (0) Form Approvers (0) Charges (0) Notes (0)

8

. items per page

#% Select Resource(s) [[] select all resources
Name @ Class @ Type @
BD LSRII flow cytometer Scheduled Flow Cytometry Analyzer Remove
a 4 o [ 1-1of litems




Resource bookings for the project

Details (1D: 5302) Resources (1) | Bookings (1) ] Participants (3) Products (0) Tasks (0) Timeline (11) Attachments (0) Form Approvers (0) Charges (0) Notes (0)

| Feb7,1999-Feb7,2021 |

Export
Bookedon v @ Start @ End @ Duration Resource @ Type @ User @ Group @ Organization @ Charge @ Status @
Riitta
2015-01-28 2019-01-28 BD LSRII flow Regular
2015-01-28 14:01 1 hour ankshe@utu.fi Lahesmaa uTuy Elapsed o3
15:30 16:30 cytometer usage
group

qubﬂ

S5 ¥ items per page

1-1of Litems




Researchers in the project

Adding: Adding:
Click Add USER... Click Remove icon
Find the person by typing her IRIS account login name Accept removal
Click Add as Participant
Details (ID: 5302 Bookings (1) | Participants (3) | Products{0) = Tasks(0) Timeline(11)  Attachments(0) Form = Approvers{0) @ Charges(0)  Notes(0)

Add as Participant [

search also non-affiliated organizations

Name ® Organization @ Added by @ Date @ Status ®

Syed Bilal Ahmad Andrabi (sbaand@utu. fi) University of Turku SOSkD Sociont 2019-01-29 Approved Remove
(jouksand@utu.fi)
Jouko Sandholm

Mohd Moin Khan (momokh@utu.fi University of Turku 2019-01-25 ed

i ( @utu.fi) ity of Tu (jouksand@utu ) Approw: Remove

Jouko Sandhol

Ankitha Shetty (ankshe@utu.fi) University of Turku ou e o 2019-01-25 Approved Remove
{jouksand@utu.fi)

M 4 o L 5 ¥ items per page 1-3of3items




Products/items purchased by the project

| Details (1D: 5302) : Resources (1) = Bookings(1) | Participants (3) | Products (0) | Tasks (0) = Timeline (11) = Attachments(0)  Form . Approvers (0) . Charges(0) = Notes (0)

g "'3 . Addproduct = Please selectaction ¥

@ Prce

@ Quantity @ Totalprice

Status

(#) Create Product |

No items to display




Project log

_ Details (ID: 5302) Resources (1) Bookings (1) Participants (3) Products (0) _ Tasks (0) Timeline (11) Attachments (0) Form Approvers (0) Charges (0) Notes (0)

2015-01-30 15:38 - start/end date changed to start 2019-01-25 and end 2015-04-30 - jouksand@utu.fi
2015-01-30 15:38 cost center set to Biotekniikan keskus jouksand@utu.fi
2015-01-29 13:14 participant sbaand@utu.fi added jouksand@utu.fi
2015-01-28 11:58 added resource(s) 'BD LSRI flow cytometer’ jouksand@utu.fi
2015-01-25 11:57 start/end date changed to start 2019-01-25 and end 2015-04-30 jouksand@utu. fi
2019-01-2511:57 status set to active jouksand@utu.fi
2019-01-25 11:56 start/end date changed to start 2019-01-25 and end 2019-04-30 jouksand@utu fi
2019-01-25 11:56 cost center set to Lahesmaan tutkimuksen tuki (sisdinen tilaus) jouksand@utu fi
2019-01-2511:56 participant momokh@utu.fi added jouksand@utu.fi
2019-01-2511:56 participant ankshe@utu.fi added jouksand@utu.fi
2019-01-25 11:54 request created jouksand@utu.fi
M < o L @i&mp«mp 1-11of 1litems




Details (I0:5302) ~ Resources{1)  Bookings (1) = Participants (3)  Products(t) = Tasks(t)  Timeline (11) Mmumimimm Charges (5} Motes (0)

CIC flow cytometry project request for group leaders
Cell Imaging Core - flow cytometry
2019-01-25

Form nama: CIC flow cytometry project request
Title: Lahasmas Jusqbius 2600304411
Requaster: jouksand@utu fi
Group: Fitts Lahesmas group
Cast pook: 2608201 (Blotekniikan keskus, arganization)
Request ID: sa0z
Comments: NiA
Attachments: NiA
Principal investigator Riitta Lahasmas
Static title Please type your cost pocl and then project number or internal order for invoicing.
Cost poel
Project pumber 2600304411
Internal order
hat is th | question? =
How are you planning to analyze the dsta? | FLowlo

Sample input

tubes || multiwellplate ¥

o# Edit | Bwort to POF

[ Export to POF (fitto page)

The project request form is included
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