
Edit Projects 

 

Important Note: Incorrect chartfields will continue to be invoiced unless you edit the associated 
project: 

1. First, edit the invoice. 
2. Second, edit the project to prevent future incorrect invoices. 

 

Editing projects can be done from the Projects tramline under LIMS site map. 

1. To edit active projects, click on “Active Projects”. 

 

 

 

 

 

 

 

 

 



2. When brought to the Active Projects list page, click on the “Project by PI” search query, as demonstrated 
below. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Edit the project by checking the desired project, and clicking on the “Edit” button.   
4. The Project Details page will appear (below). 

 

 

 

 

 

 

 

 

 

 

 

 

1) Click “Project by PI” query 

2) Click on the magnifying glass Icon, and a 
new window will pop-up 

3) Type part of PI Name in the search box,  
hit return, and then click hyper linked name 

4) Click “OK” 

Click the “Billing Info” 
tab to access 
Chartfield information 

Other lab members can be added to project, by 
clicking on the “Members” tab 



5. To change the chartfield (or replace an old chartfield) from the “Billing Info” tab, click on the magnifying 
glass icon next to the chartfield text box, select the chartfield, and then click on the “Save” button, as 
demonstrated below. 

 

 

 

1) In “Billing Info” tab, click icon 
next to chartfield.  

2)  Choose correct chartfield 
3) Click “Save” 


