Welcome to Yale Lipidomics Innovation Core (YLIC) – PPMS Guide
Thank you for your interest in working with YLIC. In order to request services from our services, there are a few important steps you must complete beforehand. Please review the following information carefully to ensure a smooth onboarding process.

Ensure You Follow the Sample Preparation and Submission Guide
Please visit our PPMS website to register your projects and order services at
https://ppms.us/yale/?YLIC
Before preparing your samples for lipidomics core, please refer to the guide available in PPMS, “Documents” tab.

Ensure You Have a Valid COA in PPMS system
Before submitting any requests in PPMS, you must have a valid COA associated with your account. This is necessary to ensure that billing and financial tracking can be properly managed for any services provided.
· If you're unsure whether your COA is active and properly set up, or which COA you would use, please consult with your departmental business office or financial administrator.
Also, your COA should be registered in your PPMS profile.
· After login into PPMS and getting into “Profile” tab, request authorization to use a specific COA. The COA will be validated as part of the project request process. 
· Instructions for requesting COA authorization and how to contact your departmental business office for approval can be found here:  PPMS Quick Start Guide

Step 1: Submit a Project Request
Once you have a valid COA, the next step is to Request a project through our system (one time requirement per your project).
· In “Request” tab in PPMS, please fill out the Lipidomics Project Request. You are also welcome to discuss your project with Core Director, Yeongho Kim.
· Lipidomics Project Request form should explain individual services and rates.
Important: You will not be able to “order” services until your project request has been reviewed and approved.

Step 2: Project Review and Approval
After submission, your request will be routed to the core team for review.
· You may be contacted if additional information or clarification is needed.
· Once approved, you will receive a confirmation email and your project will be marked as active in the system. At this point, you will be able to “order” services.

Step 3: Order Services
You can go to “Order” tab and you can now order services with your choice of registered COA.
· Input the total number of each service you request.
· When you click "Order", additional prompts will ask you for sample IDs.
· Be sure to input your sample labels as written on your physical sample tubes/containers.

Step 4: Order Review and Approval
After order submission, your order will be routed to the core team for review.
· You may be contacted if additional information or clarification is needed.
· You may get a notice on processing times and later, an order completion notice. 

Step 5: Data Transfer
· You will be contacted from the core and receive the final data. If not, please contact the core (yeongho.kim@yale.edu) to obtain the final data. You may contact the core for additional discussion.
Questions or Help?
If you need assistance at any point during this process, please feel free to contact us at:
yeongho.kim@yale.edu
We look forward to supporting your research!

