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This QRC outlines the steps to access and review pending charges and approve invoices for a PI or user.  The account 
string information can be updated within 7 calendar days of the billing event creation.  Departments have access to view 
charges for only the PIs and users which are assigned to their Department.   

For a schedule of recharge center billing frequency and review periods, see the Recharge Center Billing Calendar. 

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 

 

Check for Account Assignment Errors 

Click View Requests, under 
core facilities. 

 

Four tabs appear, each which 
may contain reservations or 
requests.  

Awaiting Approval 
Charges listed on the Awaiting 
Approval tab exceed a user’s 
threshold and require approval 
from the PI or Department. 

 

To edit account information, 

click . 

 

http://purdue.edu/ilab/files/qrc/Recharge%20Center%20Billing%20Calendar.pdf
https://one.purdue.edu/
https://one.purdue.edu/
http://purdue.edu/ilab/files/qrc/How%20to%20login%20to%20iLab.pdf
file://1061fs03/data/bs/limited/HR/OE/BSTC/Projects/iLab/QRCs/purdue.ilabsolutions.com
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Make desired account 
assignment changes and click 
save. 

 

Require Payment Info 
Charges listed on the Require 
Payment Info tab are missing 
account assignments.  If a 
reservation or service request 
was made using an account that 
is now closed, a new account 
string must be assigned before 
a billing event can be created. 

 

To edit account information, 

click . 
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Make desired account 
assignment changes and click 
save. 

 

Access Invoices 

Click Invoices, under core 
facilities. 

 

A list of all invoices is displayed. 

 

Filter Charges 

Filter available invoices to display only those that are pertinent to the current billing period and/or desired PI/Lab. 

Click Show Filters. 
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Enter Keywords to search. 
 
Click filter name to expand and 
select or deselect options, and 
click Apply Filters to return 
results.  

 

View Individual Invoice 

Click  to open invoice.  

To edit account information, 

click . 
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Make desired account 
assignment changes and click 
save. 

 
 

Approve Invoice 

From the invoice, click click 
here to approve in the green 
banner at the top of the page. 

 

From list of invoices, Approval 
Status will be required. 
 

Click  to approve. 
 

Icon will change to  and 
Approval Status will now be 
approved. 

 
 

 

 

  


