
Group admin instructions to Open IRIS

• Creating project requests
• Managing group
• Managing requests



1. Creating a project request: Click Services

Choose the relevant provider and 
click Submit request.

Note: CIC is three providers
-flow cytometry
-mass cytometry
-microscopy
Each requires its own request.



Fill the request form
Type your name
Choose your group. If your group does
not exist, choose N/A. 

Type the name of principal investigator



Fill the request form continued
Give invoicing information:
-type cost pool
-type project number or internal order

Choose the project ending date

Submit the request



2. Managing the group

• Add or remove group members
• Add or remove group admins
• Edit group information: contact information, keywords, URL…
• DO NOT activate AD integration
• See groups reservations
• See groups requests
• See groups costs



Adding and removing group members
Adding: 
Click Add member… 
Find the person by typing her IRIS account login name
Click Add to Group

Removing: 
Click remove icon
Accept removal



Adding and removing group admins
Adding: 
Click Add admin… 
Find the person by typing her IRIS account login name
Click Add as Admin

Removing: 
Click remove icon
Accept removal



Editing group information

DO NOT activate AD integration



Visualize bookings



Visualize requests (trainings etc.)



Visualize costs
Clicking Send now emails the summary  of current charges to group admins



3. Managing projects 

• Visualize project details and status
• See which resources are available for the project
• Made reservations
• See project participants
• See purchases
• You can see the project log (when created, who was added…)
• Also the original project request form is available
• Project charges are available 



Managing the projects 



Details and status



Available resources for the project



Resource bookings for the project



Researchers in the project
Adding: 
Click Add USER… 
Find the person by typing her IRIS account login name
Click Add as Participant

Adding: 
Click Remove icon
Accept removal



Products/items purchased by the project



Project log



The project request form is included
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