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Yes Will They Use Instruments/Rooms 

with Research Safety Restrictions?

Yes

Obtain a "Visitor & Volunteer Lab 
Agreement" for each on-campus 
user (COI for Commercial Users)

Setup a Net ID (then create the 
account in NUcore)

Check if the User has an existing 
Net ID (if previously associated 

with NU as a student or employee)

If possible, reactivate the inactive 
Net ID through NUIT

Setup a POI for the user with HR

Ensure Required Trainings are 
taken in MyHR Learn

User must ensure all Certificates 
are "Added to Plan" in MyHR Learn

A "Blue Ribbon" displays next to 
successfully obtained Certificates

Request that the NUcore Team 
update the pricing flag to 

"External" for the new Net ID

No

Create an email-based login in 
NUcore

Note that the user may eventually 
use a Research Safety-restricted 
Instrument/Room down the line

No

Create an email-based login in 
NUcore

Appropriate for sample-submission 
users
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CBC Open Access 
(UIC & UChicago)

V & V Form-Obtain from each on-
campus User

COI Form-Do Not Collect

Price Group-Managed by NUcore 
Team, if using the Global CBC Open 
Access Price Group on all Products

Spacer Spacer Hospital Affiliate

V & V Form-Obtain only if the on-
campus User has no Northwestern 

appoitment of any kind

COI Form-Do Not Collect

Price Group-if User does not have 
a Net ID, request the NUcore Team 
to update pricing flag to "Internal"

Other External 
Academic

V & V Form-Obtain from each on-
campus User

COI Form-Do Not Collect

Price Group-place the User into 
each core's local "External 

Academic" group

Spacer Spacer External 
Commerical

V & V Form-Obtain from each on-
campus User

COI Form-Obtain from each on-
campus User

Price Group-if the Global 
"External" group is set to 

Commerical Rate, no need to place 
the User into a group

Northwestern University External Customer Workflow 

General External FAQ: 
 
What is an External Customer? Rather than defining an 
external customer, it is much easier to define external 
utilization. This occurs when a user pays with funds not 
housed in a Northwestern chart string. So, a graduate 
student working part-time for a faculty startup who pays 
for services from the startup’s external money is engaged 
in external utilization. An employee of a hospital affiliate 
with access to a Northwestern chart string is engaged in 
internal utilization when paying with the chart string. 
 
Do I need to use the “Lab Services Agreement”? The Lab 
Services Agreement is available to any core that seeks to 
define a contractual relationship with an external client. 
Assuming the client completes the Agreement with no 
changes (or minor changes to the liability terms, etc.), 
the Office for Research can fast-track approval of the 
contract. The Lab Services Agreement is not required to 
provide services to external users. 
 
Do I need to obtain a Purchase Order from the External 
User before providing services? As a best practice, CFA 
highly recommends that any core providing services to 
external users obtain a PO from the external client 
before providing services. Obtaining a PO first helps to 
ensure that the core receives payment upon completion. 


