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1. Account Creation and Login Processes

Please use Google Chrome, Firefox Mozilla or Safari to access the RFS system, and do not use
Internet Explorer.

To access the system, please visit the Core Labs website: https://corelabs.kaust.edu.sa/services/request

p iy Core Labs
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To create an account, click on ‘Create an account’ button. Registration window will pop up as shown
below. User needs to fill all the mandatory fields.

Note: Fields marked with Asterisk (*) are mandatory.

“Fist Mame ASHVITHA ' LOGANATHAN
“Tvpe of Organication Industry CONSULTANT

“Organization Name ABC INDUSTRIES

Ars you KAUST Ressarch Park Tanant?

Dapartmant T - G1-ATHRNTEN

Inda - " B60234

NO.81,5TH CROSS,M G.ROAD,
BANGALORE

aahvitha Ighnciure com

1w NG Genens wmads acoegted w.g. Grad, yahon, Hotmal . et

User must check the box Authorized Person Information &7 if the request to be submitted needs approval for

financial reason or otherwise from personnel authorized by the user’s organization.
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“Email pryacharshin riincture.com
Oty vaht organzaton smad Mowed. N gaedne BMads Boepled 0.0 Grmad, Yahoo, Howmal, i

Authoriced perscn Information e

Chaci this bow  you are NOT your Iroem KALIST Core Laba nd appicve fnaecisl Iansscions. Pioass Drovide youf (psneaton’s
morized paron's detads

*Authorized Perscn Mams ashvitha

Eg Finarce the
“Authorised Parson Emall astvitna MR incture.com
Onty crganization smal slcwed. Mo genenc smalis Bcospted o.g. Gmak, Yaroo, Motmad, sic

Capioha

MoV bey

MEVIEEy

Click on ‘Register’ button as shown in the below screenshot.

NOLS1ATH CROSSM G ROAD,
BANGALORE

“Ermait nafvitha | ghincture. com
Oty vl ORORMEMON orrasd B, NG Graric S/ HoORAod 0.0 DInad, yaron, Holmed st
Authorieod sersan information

ik s Do i yoou i WO autharznd iy (e OAAAAERION 10 Neguest & Sarvee O KALIST Conm Laibs s ApOrve Srancisl IMnsactions Fanse DAvde your opamsation’s
authorized persors dutals

Captaha

After clicking the ‘Register’ button a message advising successful registration will pop up, as shown

in the below screenshot.

Registration

Success

a Hep il Piaase login s
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User will also receive an activation link via email as shown below.

Activation Link for access your profile - KAUST Inbox B
kaust.eservices@kaust.edu.sa 12:12 PM (1 minute ago) L
fome -

Dear

Thank you for registering on the Core Laboratories RFS Management System.
Please click on the below link to activate your profile.
hitps://sthcibpdag1.kaust edu.sa: 1/cirisiolp. him|?olp=058bc4f 73b9 4322 bde? 787e97033dcd

KAUST Care Labs Service Team
Please login to KAUST Core Labs RFS System: hitps:/isthcibpdaq1 kaust edu.sa:50001/dashboard/index.himl

This ge and its contents including are intended solely for the original recipient. If you are not the intended recipient or have ived this
message in error, please notify me immedialely and delete this message from your computer system. Any unauthorized use or distribution is prohibited.
Please consider the environment before printing this email.

User must click on the provided link in the email to activate the profile and the below message will

appear upon successful activation of the profile.

Success

User Activatnd Suconssfuty!
Crecertiar For KAUST Logn Sent To Regrstened Emai 19

User will receive Username and Password on the registered mail ID. Please login to the site with the

provided Username and Password.

Your registration has been approved -KAUST Inbox % = B
kaust.eservices@kaust.edu.sa 12:14 PM (0 minutes ago) - -
o me (=
Dear
Thank you for registering on the Core RFS N systam,
Your reg ion has been app .
Usemame: :
Password:

Please usa your log in details to access the systemn and submit a service request.

KAUST Core Labs Service Team

Please login to KAUST Core Labs RFS System: hitps.//sthcib, 1.kaust edu sa:50001/daghboard/index htm
This ge and its including are solely for the oniginal recipient. if you are not the i or have ived this
message in error, please notify me immediately and delete this message from your computer system. Any horized use or distribution is p d

Please consider the environment before printing this email.

User have option to reset password or unlock the account in case of forgotten password.
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2. Profile Update and Password Change

User can update their profile by clicking on Username, refer to the highlighted section in below screen,

and on ‘My Profile’ to update the profile details.

= Core Labs

Welcome
You have successfully logged into Core Labs Management System
Discover more about the application by clicking the links on the left

https://corelabs.kaust.edu.sa Page 7




Upon successful update, User will receive a message as per below.

= Core Labs (TI) st onaseaniun

Success X

o Updated Sucomisdly

Note: Only editable fields can be updated.

To change password, click on ‘Change Password’. User can enter new password (AlphaNumeric

Characters).

= Core Labs (D) s oosanean

Change Password

Old Password R
Neow Password aeraans

Ro-Enter Password s

https://corelabs.kaust.edu.sa Page 8




Upon successful update, User will receive message as shown in the below screenshot.

= Core Labs (TT) sinms cossennisn

Information X

T Pissword changed saccesstully

3. Create New Request

To create a new request, click on ‘New RFS’ in the navigation panel and select the relevant Core Lab,

as shown in the below screenshot.

= (Core Labs (TT) Asmmen ionmsazin

Lab Selection: | Select n

Seloct
Analyteal Chomistry Coro Lab
Bicscanca Con Lab

Imaging mnd Charsctanrabon

Nancfabncation and Thin Fam
Corttral Workshops

User needs to complete all mandatory sections in the request form. Please note, each labs may have
different sections in their request form. Each section can be accessed by clicking each section title or

‘Next’ button.
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Core Labs () Asenomn sosamaninn

°nfuum 4 | 53 |Scopeana Charges = RFS Report

REQUEST FOR SERVICE Core Labs and Major Facilities: Analytical Chemistry Core Lab
Date-06/01/2017

Requester Information Sarvice Area Section Sample Section  Sample Delivery Section

*Firnt Nama “Last Name

*Type of Organization U Position

*Organization Name ABC INDUSTRIES Departmant
*Tolephane 1423456780 *Email

Authorised Parson Name Authorised Parson Email
KAUST Customer Ascount No.,

User can attach any files, if required. Upon successful upload of file User will receive a message as

shown in below screenshot.

a” = = Core Labs (D ras
W M Registration
B P Approval

B New RFS

= My Open Task

My Documents Upload Success x

0 File Uploaded sutcessiully

Documents fonew
Task Management
Rale Management

@ Reports

a® = Core Labs R -
REQUEST FOR SERVICE Core Labs and Major Facilities: Analytical Chemistry Core Lab
Date: 08012017
Requester Infarmation Service Area Section Sample Section Sample Delivery Section
Mo, of Samples 12
7| Towie SolidBull ¥ Powder
Fiim ¥| Organic Incrganic
Fluid
SamplesData Speciications Specif Instructions
A qualtative analysis determines the presance of absence of 4 particular A qualitatve analysis ceternines the presence of absence of 4 partcular
‘compound, but not Ehe mass or concentration. By dofinition, qualitative compound, but nat the mass or concentration. By definition, qualitative
analyses do nol measure quantty. analyses go nol MEasure quantty.
Upload your fide
Browse upcad
SL No. Document Name Created By Created On
1 wati_2017.Jan0S|08:56:38:125 xmi LOGANETHAR, 08012017

ASHVITHA
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Fill in the details in Sample Delivery Section.

= (Core Labs (T} ssonarvn ossoatvan

°Kil!um -+

REQUEST FOR SERVICE Core Labs and Major Faciliies: Analytical Chemistry Core Lab

Datec0G012017
Requester Information  Service Area Section  Sample Section  Sample Delivery Section
Return Samples |
Mgty Duflonry M Otner methads, speclty xvz
Pigot [RawData+Repot V|
Con T o]

User can ‘Save’ or ‘Submit’ the RFS form. A unique “RFS ID#” will be generated and shown in the
message dialog on all successfully saved/submitted requests. In case of save, the draft RFS goes to
‘My Open Task’ where the User can complete and submit the RFS at a later time.

Upon successful submission of RFS, User will receive a notification as shown in below screenshot.

1]

Core Labs

Pl Regestration

P Approval

New RFS

B My Open Task

My Documents Success

Documents Review o Request created with RFS No, 1001700926

= Task Management

¥ FRole Management

& Reports
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At the same time, User will receive a mail upon successful submission of RFS as shown in following

screenshot.

From: ¢I-ca-‘;|sl eservices ka_ust.eéu.sa’
Date: Wed, Jan 11, 2017 at 5:46 PM
Subject: RFS 1001700573 A new RFS request has been submitied

To: gisurya puhani@inclure.com

Dear Aisurya Puhan,

Thank you for your interest in KAUST Core Laboratories.

Your request has been forwarded 1o the relevant group for review,

Please allow 48 hours for your request to be actioned by the relevant Core Lab staff which will change the status of the

request to “Scope and Charges Review”.
If no response within this period, please contact corelabs services@kaust.edu sa quoting the RFS ID in the Subject field.

KAUST Core Labs Service Team
Please login to KAUST Core Labs RFS System: hiips://sthcib 1 kaust.edu sa 1/dashboard/index.himi

This message and its contents including attachments are intended solely for the original recipient. If you are not the
intended recipient or have received this message in emor, please notify me immediately and delete this message from your
system. Any thorized use or distribution is prohibited. Please consider the environment before printing this

4. Service Scope and Charges Acceptance Task

A Service Scope and Charges (SSC) proposal will be sent to User, who will be notified via email, as

shown in the below screenshot.

ACTION required RFS 1001700330: Service scope and charges proposal pending approval &8 People (2)
inbox %
kaust.eservices
kaust.eservices@kaustedu.sa 4:02 PM (3 minutes ago) - v Add 1o circlos
o me, ACLinoe 5. -

Dear ASHVITHA LOGANATHAN, Show details
A service scope and price estimate has been proposed by KAUST Core Laboratory in relation to your request
Please log in to the system fo access and acceptireject the proposal

KAUST Core Labs Service Team
Please login lo KAUST Core Labs RFS System: hitps./sthcibpdag 1 kaust edu sa 50001 dashboard/inda himi

This message and its contents including attachments are intanded solely for the original recipient. If you are nol the intended recipient or
have received this message in eror, please nolify me immediately and delete this massage from your computer system. Any
ized use or Is proh Please consider the environment before printing this email

User can view the SSC acceptance task from ‘My Open Task’, as shown in the below screenshot.

< = (ore Labs D) Asnmia ooy
Dpen Tasks (1) o 1 i Q
B Reetld Tosk e Requester Hame Ceated On Sutis
100170030 KL RFS Frosess - Service Scope and Charges Acceptance Task with AFS #: 100170, |OGANATHAN, ASHVITHA waoifz0nT READY
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User can Accept/Reject/Request Change in the SSC form by clicking on the corresponding button in

the screen, as shown in below screenshot.

User will receive the message on successful acceptance of the SSC Form, as shown below

Success x
@ -
= |

User must provide the comments in case of ‘Request change’ in SSC form. After a request is processed
by the Core Labs Team, User will receive an updated SSC Acceptance task. After accepting the SSC, the

RFS goes to the authorized person. The Authorized Person receives a notification via email and can

https://corelabs.kaust.edu.sa Page 13




view the SSC form from ‘My Open Task’. The Authorized person can again Accept/Reject/Request
Change the SSC form. After SSC Acceptance by both External User and Authorized person, the Request

is processed for report preparation.

During Service Level Agreement Verification in case of any pending payment, User will be notified via

mail as shown in the below screenshot.

Dear DARSHINI R,
Thanik you for your service request

Please proceed with the following actions:

1. Send payment as par payment instruction

*COPY OF PAYMENT INSTRUCTION™

2. Upload the scanned copy of the bank transfer skp to the "My documents” section
Plaase note. resull can be issued upon paymaent

The Core Lab inciudes the following commants:

quorty

KAUST Coro Labs Service Team
Please login to KAUST Core Labs RFS System: hilps.//s

This message and its contents including attachments are intanded solely for the original recipsent. if you are not the intended recipient or have rmwa this
message in eror, please notify me immediately and delete this message from your computer system. Any thorized use or is
Please consider the environment before printing this email

5. Sample/Design Upload Confirmation Task

From ‘Task Title’, User can check the status of the RFS. In ‘My Open Task’, the task status can be
“Reserved” or “Ready”. A task remains “Ready” as long as User has not opened the task. If task is
opened (or claimed), then task status becomes “Reserved”. A task status can be changed from

“Reserved” to “Ready” by clicking on ‘Release’.

In case of any document/pending information during processing the request at KAUST, end User will
be notified via email and will receive Sample/Design Upload Confirmation task in ‘My Open Task’. User
can upload the required documents in service area and sample delivery section after sending the
samples to be analyzed to the relevant Core Lab and confirm it by clicking ‘Sample/Design Upload

Confirm’ button.

6. Report Acceptance/Inquiry Task

Following the completion of service, a service report will be sent to User who will be notified via email,

as shown in below screenshot.

https://corelabs.kaust.edu.sa Page 14




From: <kaus! esenvices @kaust edu sa»

Date: Thu, Jan 12, 2017 at 11:51 AM

Subject: ACTION required: RFS 1001700573 Service Report
To: aisurya.puhan@inclure.com

Ce: ACLinorganics RFS@kaust.edu.sa

Dear Aisurya Puhan,

Senvice Report has been sent to your account. Please log in to review and accept the repor,

KAUST Core Labs Service Team
Please login fo KAUST Core Labs RFS System: htips /sthcibodaa ! kaust edu.sa:50001/dashboardindex himl

This message and its contents including altachments are intended solely for the original recipient. If you are not the infended recipient or have
received this message in eror, please notify me immediately and delete this message from your computer system. Any unauthorized use or
distribution is prohibited. Please consider the environment before printing this email

To review the report, User will need to click on Report Acceptance task in ‘My Open Task’, as shown

in below screenshot.

@” = Core Labs (T Asmarn osmanin
Open Tasks (1) - pr - a
T Heguest D Task Tl Requester Hame Crested On States
100 TOCRE? KCL RFS Proceis - Report Acceptance Tak with AFS #. 1001700447, Reguester Name: LOGA LOGANATHAN, ASHVITHA gy READY
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User can inquire or accept the report by clicking the corresponding button, as shown below.

RFSS: 1001700447 Date: DRDY/2017
Status: Sorvcs Rapart Sant

> 53 - em.m

Core Laboratory Full Service Roport

AFD Mumbar
Proparsd by

Aeguentes Details
First Mama

WAUST D

Service Summary

Mumiser of samgies

Busmmary of Analytical Method

Craated Dy Croated On
30 006 05 548423 k. Fatwi Siorey 1oz T
Approved by Core Lab Director

Flesult Acoeptance by Fsquester

Commants

Drsctiaimor: Ths feget roquires P Rgusstors sccoptircs. F the Requastor doms nol resgond wittin 7 aays following e recaisd of thia

report. B report | deemed satsfaciony and. hence. Snal
="

If Inquiry is selected, User will need to describe the questions with respect to the report in the
comments box. The lab will respond and update the Service Report, if required, and User will click

‘Accept’ button to proceed to the next stage.

If User has selected to return the samples while creating RFS, he/she will receive notified via email

about the sample return process, as shown below.

RFS 1001700447 Sample retum Inbon &8 kaust eservices
Add to circlos

kaust eservices@kaust edu.sa 11:41 AM (0 minutes ago) [

Show details

Dear ASHVITHA LOGANATHAN,
Your sample(s) ks being in the process of being shipped 1o the advised address.

KAUST Core Labs Service Team
Please login to KAUST Core Labs RFS System; hitpsisthabodgq 1 kaust edu 5a:50001/dashboardindex him|

This message and its contents including attachments are intended solely for the onginal recipient. If you are not the intended recipient or have received this
message in emor, pleasa nofify me immedalely and dedate this message from your compufer system. Any unauthorized use or distribution is prohibited
Please consider the environment before printing this emaid

https://corelabs.kaust.edu.sa Page 16




7. Service Quality Rating

Core Labs would appreciate your view on the service provided to help us improve our services.

After accepting Service Report, User is required to rate the quality of service (Excellent, Good, Average
or Poor). An optional comment box is available to provide further details. Click ‘Submit’ to close the
RFS.

Requester feedback

Service Quality Rating

Comments

8. My Documents

User can upload any documents, either research or business related, in ‘My Documents’ as shown

below.

= Core Labs

My Documents

Browse Usiosa Search

SL Mo, Document Name Croated By Croated On

LOGANATHAN,
Index_2017Jan08|11:12:43:033 hird an 08, 2017
e jan08 033 b T Jan 08, 20°

9. Reports/Dashboards

RFS Detailed

This feature allows User to have an overview of all submitted requests. It also allows for viewing or
downloading related documents including RFS forms, Service Reports and approval records.

It provides User with a mechanism to generate various reports of RFSs by selecting a single or multiple
filtering criteria.

User can generate service request report for certain period by selecting ‘From date’ and ‘To date’ in

https://corelabs.kaust.edu.sa Page 17




the calendar that pops up after selecting ‘Date Range’.

= Core Labs

RAFS Detailed Report
RFS #

} Advanced Search

o Orgarization .
RFS ¥ User Type e Country
1001700447  EXTERNAL Industry india
1001700331  EXTERNAL Industry India
1001700330  EXTERNAL Industry India

T) ASHATHA LOBANATHAN

Date Range 010172016 to 10012017 ]

T Oy

2 0
Results Accapted Fasults Rejacted
3

Bmplen RFS Status Current Status i:“w.‘l Service Rating
12 COMPLETED Campieted 1885.50 Good
2 WP Scope and Charges g, gy
Review
12 COMPLETED Completed 2482 06 Good

‘Advanced Search’ provides multiple criteria to filter certain RFS to be included in the report.

= Core Labs

a”

RFS Detailed Report
LT Cute Ringe OLOI01E 1 HOMMT =1
v Advanced Search l
L P
e -
- e

[ ]

:
s ] i sy Swmples Sy s e asi Sarvice flgmrg
o St o
b D

User can download the reports (all the data in the table) in Excel format by clicking the ‘Download’

icon.

To view a specific RFS form, click the required RFS number from the table and the following will appear

on the screen.

= (Core Labs
-

FAFSS: 1001700447
Status: Completed

P> | RFssubmission =3 | 53 | Scope snd Charges = Gnumm
Core Laboratory Full Service Report

P Murbar

Frepared by
Requester Details

First Hame

KAUST 1D

Tebeabors

Organization Name

Adcrens

WALIST Customar Azeount Number

Service Bummary

https.//corelabs.kaust.edu.sa

Date: 0VD1/2017

Fapart Numbar

Last Name
Dapartmant

Email

Country

PasiCeda
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User can download the document pertaining to a specific RFS number by clicking the Download icon.
The downloaded report in PDF format is shown in below screen.

X generateRFSPAl

stheibpdag 1 kaust.edu.sa

REQUEST FOR SERVICE

Analytical Chomistry Core Lab

LOGANATHAN
91-1204567850
w

Mabie:

(Organization Type:  Industry ABC INDUSTRIES

ALIST AC Number: 0010040010 Post Code: S0zM

Courtry: India KAUST Research Park Torant. [ |

Positon: ASSOCIATE CONSULTANT Autrorized Person Nama:

Aodess WO515TH CROSS MG ROAD, BANGALORE  Aemorized Person Emak

Pri I Information

P Nama:

10. Contacts

For service related queries, please contact CorelLabs.Services@KAUST.EDU.SA
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