CoreAdmin - Frequently Asked Questions


“How To”
Q: How do I find out about Cancer Center Core Facilities?

Q: Who can set up a CoreAdmin account?

Q: How do I get authorization to use CoreAdmin, if I am not a PI?
Q: How do I set up a CoreAdmin account if I am a UCSF PI?

Q: How do I set up my funds?

Q: How do I authorize users or create an account for my lab members?

Q: What should I do if I forget my CoreAdmin username/password?

Q: How do I update my funds and users?

External Users:
Do I need to fill out an authorization form?

How do I set up an external account?

How can I update or delete my account?

Q: How do I find out about Cancer Center Core Facilities?

A: You can find the list of Core Facilities from our website:

    http://cancer.ucsf.edu/cores/index.php

 Once you are ready to place your order with our core facilities, you will need to set up a CoreAdmin account by following the account set up steps. 

Q: Who can set up a CoreAdmin account?

A: The principal investigator should set up a CoreAdmin account, open FUND/DPA accounts for his or her lab members on CoreAdmin, then grant authorizations to new and/or existing CoreAdmin users to use his or her funds. 
Q: How do I get authorization to use CoreAdmin, if I am not a PI?


A: Ask your PI to authorize you to his/her valid fund.  After your PI has added you to CoreAdmin to use his or her fund, follow steps in “Retrieve username and password” to fetch your login information. If you are still having trouble, it is likely that the core facility has not been authorized to be used with this fund.  Please check with your PI to find out if the core facility is authorized to be used with his or her fund. 
Q: How do I set up a CoreAdmin account if I am a UCSF PI?
A:  

1) Please send an email with the following information to coreadmin@cc.ucsf.edu:
Last Name, First name, Email address, Campus Phone Number, and Box Number. All information is required for you account to be set up. An email notification will be sent to you with your login information. 
2) Once you log into CoreAdmin, you will need to set up your funds and authorize users. 
Q: How do I set up my funds?

A:
1) Select “Manage Funds” in the top menu. To set up a new fund, select “Add” located above the funds list in the body of the page.  Fill out the required fields and click “Add”.   Your fund information will go through an approval process and we may require additional information.  A CoreAdmin Administrator will contact you if additional information is required.
2) Once your fund is approved, you can authorize existing users or create new users to use your funds on CoreAdmin for services from our Core Facilities.
Q: How do I authorize users or create an account for my lab members?

A:
1) Once your funds are setup, select “Manage Authorizations” in the top menu.    
To create and authorize new CoreAdmin users:
· Click “Authorize Brand New User” located above the users list.

· Complete the required information for the new user.

· Select the fund source from the drop down menu
· Fill in the users authorized period. (*authorized period have to fall between the grant period of the funding source)

· Tell new users to click on “Retrieve username and password” link on http://coreadmin.ucsf.edu logon page.  Follow instructions on this page to get CoreAdmin username and password.
To authorize existing CoreAdmin users:

· Click “Authorize Existing User” located above the users list.

· Select the user from the drop down menu.

· Select the fund source from the drop down menu.

· Fill in the users authorized period. (*authorized period have to fall between the grant period of the funding source)

· Please have the new users follow the step from “Retrieve username and password” link on http://coreadmin.ucsf.edu logon page.  Follow instructions on this page to get CoreAdmin username and password.
Q: What should I do if I forget my CoreAdmin username/password?
A:
1) 
Go to the CoreAdmin homepage at http://coreadmin.ucsf.edu.

2) 
Click on the link “Retrieve username and password” that is located right below the input box for password.

3) 
Select your name from the drop down menu and click “Request Password”.

4) 
CoreAdmin will display an email address where it will send you your login information. Verify that your email address is correct. If it is incorrect, please email the correct email address to CoreAdmin Administrator at coreadmin@cc.ucsf.edu
Q: How do I update information for my funds and users?

A:              

      1)
 To update information (ie. usage period, contacts, cores) for funds, select “Manage Funds” in the top menu.  Find the fund you like to update in the funds list.  Select “Update” that is located on the right side of your fund.  Change the usage period (extend or expire the FUND/DPA account end date).  You can also add or remove core facilities you want to use with this fund. (Note: ending the fund will affect authorized users.)  FUND/DPA numbers cannot be edited.  To use new FUND/DPA for the account, expire the account and open a new account with new FUND/DPA numbers. 

2) 
Click on “Manage authorizations” to extend the authorization for the user(s).  Select the users you like to extend in the users list. Select “Update” that is located on the right side of the user and then entered the new usage period. 

   
 If you only change the facility and/or contact information, this step can be skipped. 

Q: What do I do if I or my authorized users are having trouble placing an order in CoreAdmin?

A:  There are two places that you should verify first before contacting the CoreAdmin Administrator. Please verify that your fund is valid AND that your authorization period for that fund is valid.  If you need to update the usage period on your fund and/or authorization period for your users, please follow steps from “How do I update my fund and users?”.  If your fund has ended and you need to add a new fund, please follow the steps from “How do I set up my funds?” If neither of these describes your problem, please contact the CoreAdmin Administrator.
Q: How do I add or delete a core facility for my account?
1) Follow the steps in “how do I update my funds.”
2) Select or deselect the core facility you would like to authorize usage under this fund.


Q: What do I do if I’m a user from outside of UCSF?

A:

1)        Fill out the Core Facility Authorization Form.  Please be sure to fill in all required information.
1) Please fax the completed form to 415-353-9728.

2) CoreAdmin administrator will set up your account. You will receive an email from the    CoreAdmin administrator regarding your account and login information. 

3)  Please follow steps in “how do I place a work order on CoreAdmin” to place your order. 
Q: When do I need to complete an authorization form?

A:
1.) Only users from affiliated organizations and external organizations using external funding sources will need to fill out the Core Facility Authorization form. 
2.) Official affiliated organizations with UCSF per the Budget Office are SFGH, SFVAMC, NCIRE, Gallo, Gladstone, HHMI, and LBNL. 
Q: How can I update/delete/add if I’m an external user?

A:
1. Revise your Core Facility Authorization form with the updated information. 
2. Fax the form to 415-353-9728.

3. You will receive an email from the CoreAdmin Administrator about the status of your account.


CoreAdmin Administrator Contact Information:

Email: coreadmin@cc.ucsf.edu
Phone: 415-353-9731
Fax: 415-353-9728

Contact Name: Maria-Elena Moncada
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