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This document outlines the steps to maintain settings for PIs and their users, including: PI assignment to a Department, 
manual assignment of a user to a PI, adding PI delegate or financial manager, setting thresholds, and setting user 
expiration dates.  

Access Department and PI 

Click my departments. 

 

Find desired department listing 
and click view. 

 

Click Groups tab. 
 

Assign a PI to Department 

Enter PI last name and click 

 to search.  

Find PI name and click Add. 
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Remove a PI from a Department 

Click  under Actions 
column to remove PI from list. 

 

Assign an Existing User to PI 

Click PI Name under Group 
Name column to see PI details. 

 

Click Members tab. 
 

Click link existing user. 
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Enter User last name, search 
automatically begins. 
 
Click desired user name to add. 
 
NOTE: If the user has not used 
iLab, they will not be found in 
the search. 

 

Click Invite to add user. 

 

Add PI Delegate or Financial Manager 

Adding a delegate or a financial manager to a PI lab allows someone other than the PI to act on behalf of the PI in the 
following circumstances: 

• Approve membership requests. 
• Assign user thresholds. 
• Approve charges that exceed user thresholds. 
• Assign accounts to users. 

Click link existing user and 
add delegate/financial manager. 
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Enter User last name, search 
automatically begins. 
 
Click desired user name to add. 
 
NOTE: If the user has not used 
iLab, they will not be found in 
the search. 

 

Click pencil icon to edit 
membership.  

From ERP ID drop-down, select 
Manager. 

 

Click Save. 
 

Set Spending Threshold – Lab Level 

Setting the spending threshold at the lab level will apply the threshold to both the PI and all users listed in the PIs lab. 
 
NOTE: The threshold is a transactional threshold and should only be used to manage limits on single transactions.  
The threshold does not cumulate total spend and is not an account management tool. 

Click PI Name under Group 
Name column to see PI details. 
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Enter new threshold dollar 
amount. 
 
Click save approval settings. 

 

Set Spending Threshold – User Level 
Setting the spending threshold at the user level will apply the threshold to only the selected user. 
 
NOTE: The threshold is a transactional threshold and should only be used to manage limits on single transactions.  
The threshold does not cumulate total spend and is not an account management tool. 

Click PI Name under Group 
Name column to see PI details. 

 

Find user and click  to edit. 

 

Enter new threshold dollar 
amount. 
 
Click save.  

Set User Expiration Date 
The default setting for a user is to have no set end date.   
The end date is useful when the user is assigned to a PI for a limited time to gain access to an account, or if a user will 
be leaving the institution at a set time and will no longer require access to iLab. 
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Click PI Name under Group 
Name column to see PI details. 

 

Find user and click  to edit. 

 

Enter End Date. 
 
Click save.  

 


