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What You Can Do as a PPMS User: 
 

Users can schedule time to use instruments and book services at one or more cores 

 

User types: 

• Novice: The user can only book during the peak hours defined in the instrument 

Configuration 

• Autonomous: The user can book the instrument at any available time 

• Super-User: The user is allowed to organize trainings, validate and manage incidents, book 

on behalf of other users, etc. 

o The Super-User must first be defined as an Autonomous user, and then as a Super-

User  

o Note: When a user requests an account creation, the validation process will redirect 

the admin to the user rights definition allowing a fast update 

 

Yale users have the following access rights: 

• Request Account Authorization for Chart of Accounts (COA) 

• Request Services and Schedule Instruments - depending on training level 

 

User skill level is normally set to Autonomous 
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PPMS Account Creation: 
1. Click YalePPMS to go to the Yale University PPMS Start Page 

2. Select the Facility you want to use (ex: CCMI Confocal in YSM) 

 

3. Select “user account creation request”  

 

https://ppms.us/yale/start/
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4. Select "Continue” 

 

 

5. Select "Your institution is Yale University” 
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6. Fill out your Yale NetID login information 

 

7. Fill in the information that has a red asterisk (*) beside it 
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8. An administrator will receive an email notifying them that you’ve submitted an account creation 

request 

a. Note: If your account has not been authorized within a few days of request, please email 

PPMS@yale.edu 
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Profile: 

View User, Group, and PI information: 
1. Login to PPMS 

2. Select “Profile” 

3. If the User or Group/PI information is incorrect, email your core administrator at 

PPMS@yale.edu 

a. Note: You can only be associated with 1 Group at a time, but you can have authorization 

to use multiple COAs if you work for multiple Groups 
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View Financial Account Information: 
1. To see individual COA and split accounts that are authorized for your use, scroll down in the 

Profile page to the “Financial Accounts available for use:” section 

 

 

2. Verify that the COA(s) you wish to use are listed in your list of available accounts 

a. If no account is available to use, proceed to the next section 

b. If you need access to a split authorization, please contact your department directly to 

request this authorization be created 
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Request Authorization to use a COA: 
1. To request authorization to use a COA, scroll down in the Profile page to the “Financial Accounts 

Information” section 

2. Select “New account authorization request” 

 

3. Select an account type 
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4. Select “COA (All fields)” 

 

Search For Existing COA: 

1. Search for the account you wish to use (the account information should have already been 

provided to you if you are authorized to use an existing account) 

a. Note: If you can’t find the account, or need to create one, skip the rest of this section and 

proceed to “COA Creation” 
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2. After selecting the COA, click on the Save button below 

a. Note: The COA will be validated in real time and the system will only accept a COA 

with valid segment information 

b. Note: Only the business office can approve COAs. Unfortunately, core facility staff are 

unable to add any billing information for you in the system, nor override the system to 

make bookings on your behalf without an approved COA associated with your account 

c. Note: Cutting and pasting the values can sometimes cause errors and suggest that the COA 

is invalid. Manually typing the characters for each field will overcome this. For many types 

of funding, the “company code” is CO01 that uses the letter O followed by the number zero 

 

 

3. After selecting Save, the request will be automatically forwarded to the Lead Administrator in the 

business office of the department responsible for this COA 

a. Note: Once the Lead Administrator has approved your ability to use this COA, your 

PPMS account will become fully active. If your Lead Administrator has not yet 

authorized access, then please contact them at PPMS@yale.edu for further assistance (see 

section “What to Do if COA Authorization Is Still Pending” for more information) 

 

 

 

 

mailto:PPMS@yale.edu
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COA Creation: 

1. Select “Create a new account” 

 

2. Fill out the information that has a red asterisk (*) next to it 

 

 

 

 

 

Formatting sample (not a real person’s grant!): 

CO01-GR112167---CC0925-PG00032-PJ000001-LH32 

Where… 

C001 = company code 

GR112167 = grant code 

CC0925 = cost center code 

PG00032 = program code 

PJ000001 = project code 

LH32 = assignee 

Make sure there are no spaces before or after each segment 

Note: you may have to wait 20-30 seconds for the Save 

button to appear 
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What to Do if COA Authorization Is Still Pending: 
If no response is received within a few days, contact your account manager by following these steps: 

1. Go to “Home” 

 

2. Select “see details” after “Who approves my COA???”  

 

3. Click the link under “Document content:” 
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4. Scroll through the “cost center” column and search for your department 
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5. The CC number corresponds with the cost center segment in your COA 

 

6. Use the email in the email list column associated with your cost center segment and email your 

account manager(s) to say that you have not yet received access 

 

 


