
iLab instructions for Corporate users: 
 
To register for an account: 

1. Complete the registration form on the sign-up page. 
2. Receive a Welcome Email from iLab (typically within one business day) with login credentials. 

 
In order to schedule equipment, request services and projects from the core facilities, you need to 
have a “standing PO” that is used as payment information.  
  
Once you have an active account in iLab, you need to send a request to cfm-support@ki.se in order 
to create the standing PO. Please provide the following information: 
 

 Standing PO name (which also will be used as external reference on the invoice) 
 KI customer number 
 Corporate identity number (Swedish: organisationsnummer) 
 Lab/research group 
 Core facility that will be used 

 
Once the standing PO has been created, you will be notified and can start using the services 
provided by the core facility. 
 
 
To Create a Service Request (introduction/training/sort application form): 
 
Use this to request introduction and/or training, and for submitting a sort application form (which 
is needed to book sorts): 
 
Using your iLab login credentials, you can place a service request. 

1. Sign in here using the ‘Sign in using iLab credentials’ option.  
2. Select the Request Services tab and click on the Request Service button next to the service of 

interest. 
3. You will be asked to complete a form before submitting the request to the core. 
4. Your request will be pending review by the core. The core will review your request and either 

Agree to the work or they will ask for more information if needed. 
 
To Create an Equipment Reservation (booking of instruments for assisted or self-use):  
Using your iLab login credentials, you can schedule equipment time.  

1. Sign in here using the ‘Sign in using iLab credentials’ option. 
3. Enter your email and iLab password and sign in.  
4. Select the Schedule Equipment tab and click on the ‘View Schedule’ button next to the 
instrument of interest. Click and drag on the time frame you would like to schedule your 
reservation for.  
5. A window will pop up that will allow you to verify your reservations details and provide 
payment information before saving the reservation.  

 
Please note that a sort application form (see “service request” above) is required for booking 
of time for sorting) 

 



Additional help  
 More detailed instructions can be found by clicking on the “HELP” link in the upper right hand corner 
or by navigating to our iLab Help Site or on the KI iLab Project page. For any questions not addressed 
in the Helpsite, click on the “HELP” link in the upper right hand corner and submit a ticket, or email 
ilab-support@agilent.com. 
 


