Question:

How do | add a Facility User in CoreResearch@Duke and link them to a project?

Answer:

For Principal Investigators, Principal Investigator-Delegates, Financial Managers, and
Financial Administrators.

Adding a Facility User — Linking Facility User to a Pl (STEP 1 of Linking Process)

1.

2.

7.

Access CoreResearch@Duke
From the ‘Account Management’ Tramline, click ‘Manage PI’ Tramstop.

Click ‘OK’ and a list of Pls will be displayed who share your fund code.

Click on the ‘Duke Unique ID’ to manage.
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NOTE: The bottom tab displays all the current Facility Users associated with the PI
on the ‘Manage PI’ page.

Click on the ‘Add Facility User’ button.

Click on the *Add Facility User* button.

Type the NetID - OR - the First Name - OR - the Last Name in the ‘Search Unique
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8. Select the name you wish to associate as a Facility User to the Pl. Multiple Facility
Users can be added by clicking the ‘search Multiple NetIDs’ link and entering a list of
NetIDs separated by semicolons. Click the checkbox of each Facility User you would
like to add.
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9. You will receive a message confirming the ‘Operation was Successful’ and Click on
‘OK’ in the ‘Processing Status’ box.

10.The Facility User(s) you selected will be displayed in the ‘Facility Users’ tab.
11.Click ‘Save’ to store your changes.

This Operation has accomplished three actions:

The Facility User account has been created

A job type of Facility User has been assigned to the user.

The Facility User has been linked to the Principal Investigator (P1).



Assigning Facility Users as Members of a Project (STEP 2 of Linking Process)
1. LOGIN to CoreResearch@Duke.

2. The Tramline page will display.

3. From the ‘Projects’ tramline, click ‘Manage Projects’ tramstop

4. The 'Project List' page will display. If this is your first time on this page, you will need
to click “OK” next to the search box the refresh the page.
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5. Click on the Project ID to edit a single Project, or for multiple projects, select the
Projects you would like to modify and click ‘EDIT".

6. Click ‘Add New’ button on the Members Tab to add one or more facility users.

S ——
?" https://ga.coreresear x

L C' & https://qa.coreresearch.duke.edu/CR////rc?command =file&file=WEB-OPAL/layouts/navigator/navigaterlayout jsp&sdeid =Project
2 Apps X, Dashboard - Of.. [ Trello | SMIF - User Fee... Google Accoun... [ CLOUD CLEAN X3 SERVICENOW X Shared Resourc... 5% BIOBANK '

~LABVANTAGE" & CoreResearch@Duke e tems

Cores | Account Management | Funding information Belioooll Request For Serace  Resource Reservation | Manage Invosce  Manage Joumnal | Reporbng | System Guide

Mar sofs  Histoneal Projeots

Edit Set Navigator

NG oy
Save * Last

First Prew Hext

PR-DOTED
Martsnante No. 1of3
Praject | Bimng nto
Project FR-00780 Status Active
Title: 398E318_CVD-UNIY STOCK
Pi DDOBIET
P Naine Raozalyn B Ritts (ritts002)
Project Detail
g Select User - Google Chrome = |[E]
-
CEi T - & httpsy//qa.coreresearch.duke.edu/C {frcfcommand =pagefpage= FULookuph
~ cl o
[ - ~LABVANTAGE
| 5 AddNew | | 5~ Dalste | Select Usar % Select & Return (@) Cancel
_ Dulke Unigue 1D Full Mame | Search Bar 4 |[1-5of 5[4 selected |
| [==] vandiooz Dive Vandine ::-33033?
—— 2
Search By Queryi iy 1 kST Kathryn Davelsar by
S Sy~ James Faysen sames Fay
S A midid Mscey F Davenport m]rn'
™
4 aks3 Ashiey | Davenpart e

Search multiple NetiDs:

1)

ann newl e =esl



. Select the facility users to be associated with the project and click the ‘Select and
Return’ button and the users will be assigned to the project. If this is your first time in
this page, you will need to click “OK” next to the search box the refresh the page.

. Click ‘Save’ to store the change.



