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Quick Startup Guide 
 

Links	to	recorded	Training	Webinar:	
 
User	Training	Recording:	
	
https://us02web.zoom.us/rec/share/v94yF-vy-
jlOBaPu1W_dHZEhLNz7eaa8gCgWq_IExExHLCHCdcOrEW0BBay0w7rv 
	
	
PI/Lab	Admin	Recording:	
	
https://us02web.zoom.us/rec/share/6vR2BID0qExOAZHL0XHuZv8BJ7T-
T6a81XRNqPZZn0Zry6cXYJ4fZTV_DHiXNhse 
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Login	for	Internal	PI/Lab	Admins:		
 
PIs	with	a	Ghent	University	login	ID	can	use	their	credentials	to	login	and	will	be	redirected	to	the	
Infinity	page.	

 

1.	Login	via	Citrix	Athena	

	
	
	
2.	Login	using:	https://cfms.ugent.be	
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UGhent	Registration	and	Login	for	External	Users:		
	

External	users	will	use	the	Infinity	page	to	register	for	a	UGent	Welkom	account.		

Users	will	fill	out	their	information	under	“Get	started,	register	here	for	free.”	

External	Users	link: https://secure9.ideaelan.com/UGhent/Public/AppLogin.aspx 

	
	

• Enter	First	Name,	Last	Name	and	Email	ID	click	on	Join	Now	Button.	
• After	registering,	a	confirmation	email	will	be	send	to	your	account.		
• Click	the	link	provided	to	set	up	your	password.		
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• Once	the	password	has	been	created,	external	users	can	login	via	the	link	
à	https://cfms.ugent.be	
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Infinity	Functionalities:	
Once	logged	in	as	a	lab	admin,	a	toolbar	with	tabs	will	appear	that	are	specific	to	your	role.	
	

• Once	logged	into	INFINITY	as	a	PI,	a	toolbar	with	tabs	will	appear	that	are	specific	
to	your	role.	 	

• The	“9	square	box”	tool	provides	the	quick	links	to	access	facilities,	contact	Idea	
Elan,	Facility	admins,	Help	files	etc.	

	
User	Functions:	
	
								2												3								4													5												6																																																																								7																			8					9																1	
	

	
	
	
	

1. My	Items	List:	with	quick	links	to	homepage	icons,	my	favorite	instruments,	favorite	
requests,	etc.	

2. View	a	home	page	that	has	specified	favorite	instruments	and	sample	submissions,	
reservations,	submitted	samples,	issues,	service	requests,	and	user	profile.	

3. View	Instruments	in	a	facility	and	make	reservations	under	the	instrument	tab.	
4. Submit	sample	forms/service	requests	for	processing	in	Request	Services	tab.	
5. Supply	orders	for	new	supplies	from	facilities	under	the	supplies	tab.	
6. Lab	Admin:	To	access	all	the	lab	admin	features	
7. Select	the	facility	from	dropdown	to	get	access	to	other	facilities	that	you	have	

access	to	
8. Switch	to	User	allows	lab	admins	to	switch	to	other	users	
9. Start	page:	Click	here	you	can	make	your	current	page	as	the	start	page.	
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PI/Lab	Admin:	
	
	
					2					3						4							5							6							7												1																																																																		
	
	
	
	

	
1. Lab	Admin:	To	access	all	the	lab	admin	features	
2. Inbox:	To	view,	accept/reject	requests	or	approve	invoices	or	quotes	
3. Lab:	To	add	lab	information,	billing	details	such	as	account	codes/	PO	Numbers,	and	to	

access	lab	settings.	
4. Facilities:	To	view	and	request	access	to	various	facilities	listed.	
5. Users:	To	view	users	or	to	import/export	users	in	bulk.	
6. Reports:	To	generate	and	view	usage/	expense	reports	for	users	and	labs.	
7. Supplies:	To	view	supply	orders.	

	

Inbox	Functions:							
	
												1															2												3												4											5											6	
	

	
	
1.		Lab	Access	Requests:		
To	view,	accept	and	reject	user	requests	to	the	lab.	

Click	on	the	√	or	the	X	to	accept	or	reject	user	access	to	the	lab	
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2.		 Invoices:		
Invoices	can	be	viewed	under	the	Inbox	àInvoice	tab.	Once	the	facility	has	dispatched	the	invoice	to	
your	lab,	you	can	edit	/mark	for	review,	or	approve	the	invoice.		

	
	
1. Click	on	the	invoice	name	to	view	the	transactions.		

	

	
	

	
2. Mark	the	transactions	for	review	by	checking	the	box	next	to	the	transaction	and	then	selecting	an	

action.	You	can	also	submit	a	message	to	the	Facility	using	the	message	box.	Click	submit	when	
finished.		
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3. Once	transactions	have	been	marked	for	review	the	Facility	Admin	will	make	correction	and	you	

will	see	the	charges	marked	in	green	
	
	

	
	

4. Approve	the	invoice	by	clicking	Approve	Invoice		
	
	
	
	

	
3.		Sample	Submissions:		

To	view	sample	submissions/service	requests	for	the	lab	in	different	status.	
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Approve	quotes	send	over	by	the	Facility	Admin	by	clicking	on	the	forms	and	scrolling	down	
to	change	the	status.	

	
	
4.		 Projects:		

View	all	projects	for	the	lab.	

	
	
	

5.			Dashboard:		
Displays	a	quick	overview	of	the	number	of	samples	submitted,	instrument	reservations	and	supply	
orders	made.	
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6.			Publications:		
Displays	the	publications	by	the	users		

	
	

Lab	Details:	
	

							1													2												3	
																																																			
	
	

	
	

	
1.		Basic	Details:		
Fill	out	Lab	Name	(First	name	Last	name	of	the	PI),	Lab	ID,	select	Department	affiliation	and	choose	
default	user	role	as	well	as	addresses.	You	can	also	add	existing	users	in	Infinity	to	your	lab.	
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2.		Billing	Information:		
View	account	codes	or	PO	Numbers	and	assign	account	codes	to	selected	users.	
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Account	Code	Settings:	
	
Choose	between	2	options	
1.	All	users	can	use	any	account	code	
2.	Specific	account	code	for	each	user	
	
• If	you	choose	to	assign	account	codes	to	your	users,	select	that	option	and	click	‘update’	at	the	

bottom	of	the	screen.	
• Go	to	the	User	tab	and	click	on	the	pencil	next	to	the	user’s	name	

	
• The	‘Assign	account	code”	window	will	pop	up	and	you	can	choose	the	code	and	for	which	

facility	it	should	be	used	

	
• Click	on	‘Add’	to	assign	the	account	code	
• You’ll	have	to	go	through	the	same	steps	for	every	user	in	the	lab	

	
3.		Lab	settings:		
	
Other	lab	details	can	be	set	under	the	Lab	Settings	section,	such	as:	maximum	amount	a	user	can	use	
from	a	grant;	Invoice	approval	settings	modified	to	allow	an	invoice	to	be	approved	manually	or	
automatically;	and	a	lab	alternative.	
Sample	Submission/Supplies/	Project	approvals	are	set	here.	There	are	4	cases	according	to	the	process	
followed:	

• Case	1:	User	submits	a	sample,	the	lab	admin	approves,	and	the	facility	admin	completes	it.	
• Case	2:	User	submits	a	form	that	is	auto	approved	and	the	facility	admin	completes	it.	
• Case	3:	User	submits	a	sample.	The	facility	admin	creates	a	quote,	and	the	lab	admin	will	reject	

or	accept	depending	on	the	amount	of	the	quote.	Once	approved,	it	is	completed	by	the	facility	
admin.	

• Case	4:		The	user	submits	a	sample,	and	based	on	whether	the	user	is	an	External	User	or	an	
Internal	User,	any	of	the	above	cases	and	be	set	and	applied.	
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4.	Notifications	

Set	up	notification	setting	
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Facilities:		
View	and	request	access	to	various	facilities	listed.		

	
	
Users:		
All	users	affiliated	with	the	lab	are	listed	under	the	users	tab.	Users	can	also	be	removed	from	the	lab	
by	clicking	on	the	green	check	mark	to	‘inactivate’.		

	
	
The	list	of	users	can	also	be	exported	as	word,	excel	or	PDF.	
	
	
Reports	
Various	reports	can	be	generated	for	the	lab,	such	as	lab	based	/	project-based	reports.	For	example:	
Expenses	over	period,	Invoice	based	reports	or	Usage	reports.	

Select	the	report	type,	choose	the	required	month	and	click	on	run	report.	Options	to	save	the	report	are	
available.	You	can	also	export	the	report	as	a	Word	or	PDF	document.	
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Supplies	
The	Lab	admin/PI	can	view	all	orders	made	by	the	users	of	that	lab.		
	

	
	
	
	
	
	
	
	


