
 

 
Quick Reference Card 

Manage Trained User List 
 

© 2016 Purdue University 
Last Updated 03/25/2019, HAG 

Page 1 of 3 

This QRC outlines the steps for facility staff and management to manage the trained user list for a piece of equipment.  
The trained user list allows for the restriction of access to particular piece of equipment until the user is fully trained by 
facility staff on the use of the equipment. 

Access iLab 

Go to the iLab solutions site 
using the direct link or the One 
Purdue Portal and login using 
your Boilerkey credentials. Help 
logging in to iLab using 
Boilerkey can be found here. 

purdue.ilabsolutions.com 

 

Access Desired Facility 

Click My Cores 

 

Click the name of the desired 
facility for which you have 
access. 

 

Access Equipment 

Click Schedule Equipment.  

Locate desired equipment and 

click  to edit. 

 

https://one.purdue.edu/
https://one.purdue.edu/
http://purdue.edu/ilab/files/qrc/How%20to%20login%20to%20iLab.pdf
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View, Add or Remove Users 

Under Settings, click 
Permissions. 

 

The permissions interface 
contains the following: 
• Current list of trained users. 
• Search function to add 

trained user. 
• Delete function to remove 

trained user. 

 

Search for user by first name 
(last name may not return 
consistently). 
 
Select user from People list. 
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After selecting the user, click 
Add to add them to the selected 
group (should be Trained by 
default). 

 

Click X to remove user from list.   

 
The user will no longer be able 
to schedule reservations for this 
piece of equipment. 

 

Return to Core 
Click facility name to exit 
equipment details and return to 
core site.  

 


