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Create a new order:

1. Enter the site using your username and password
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2.

Go to the tab 'Sequencing requests'. Choose the type of reaction (plasmids/PCR/BAC) in
the dropdown list located in the 'New Order' section. Click 'Select' to continue

B@KIT 7N ‘Ami Aronheim ( Aronheim Ami ) | Log Out | Help
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Home Instrun ents m Ofth r Services Billing Summary

Service Requests

Sequencing Requests

Filter

Show [10_ ] resuits per page Search

O D Request Type Updated At Status Submitted At Usemame Last Comments Last Comment At Last Comment By Comments Rows  View/Edit
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0O || o7 PCR 1500912014 Not Started Ami digdgafodfdgdiofohighigh 1510972014 14:56:14 admin 2 2 v
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3. Fillin your order in the 'request lines' section. You can add lines by clicking the '+' symbol
at the right hand side of the table or subtract lines by clicking the trash symbol. In case you
have a large number of samples you can download a CSV template, fill your order and
upload it to the site

New Service Request

» Submission Details

Budget | 2013448

 Contact Details
Name: | Ami Aronheim
Email
Phone: 221
Mobile: | 8285221
Location: | Technion

~ Request Lines

Template Label Size Conc ng/ul Primer Source Erimer Name Primer Label

—>

A 1w — (2| [@]

import From Spreafghest: | Download CSV Template for filling in Browse.

« Request Comments Fies

Comments:
| A |Fomats~ | B J E ®E = ® | EF =
I

V2440 server time: (UTC+02:00) Jerusalem 300872014 13:55:43 3010872014 13:55:43 +03:00

4. Fillin all the fields (template name, size, concentration, etc.) without spaces.
All fields are mandatory

¥ Request Lines

mplate Source Template Name ‘emplate Label  Size Conc ngul Primer Source Primer Name Primer Label

( V] | 130001 NA 400 30 [User V] | paoge-1 > 8

Jser 3009-2 NA 500 60 Usel 3009-2 N/A D | &

[<
1<

Import From Spreadsheet | Download CSV Template for filling in Browse. Upload



5. To use samples from a previous order select 'Previous Submission' in the
'‘template/primer source' dropdown list. Choose the sample in the 'Template/Primer
Name' dropdown list according to the date of the previous order. Please note that
samples/primers are stored for 6 months only

v Request Lines

Template Source Template Name Template Label  Size Conc ng/ul Primer Source Primer Name Primer Label

Import From Spreadsheet Download CSV Template for filling in Browse. Upload

6. To use a core primer choose 'Core' under 'Primer Source' then choose the primer from
the list in the dropdown list under 'Primer Name'

~ Request Lines

Template Source Template Name Template Label ~ Size Conc ng/ul Primer Source Primer Name Primer Label
NIA Core vl | s N
Q
CMV-PRO
Import From Spreadsheet: Download CSV Template for filling in Browse. Upload M13-40-F A
M13-F-20-
 Request Comments/Files M13-R-20-
PGEX-3-R
Comments: PGL-F
PGL-R
Fomas+ B J E E E E = £ E = -
N T3 (V]

T7



7. You can add a comment to the order in the 'Comments' field.

~ Request Lines
Template Source Template Name Template Label ~ Size Conc ng/ul Primer Source Primer Name Primer Label
|®
[ 30001 |~ 400 | [ | P2005-1 | na |e|[=]
| t3008-2 NIA 500 | 60 | p3009-2 | N |a|[&]
n |

| t3000-3 | A 300 | 70 Core v [ 17 v N/A | i |
Import From Spreadsheet: Download CSV Template for filling in | Browse... Upload

v Request Comments/Files

Comments:

[‘s r’JFom\alsv\B I{

Save Cancel

8. After you finish click 'Save'

|~ Reauest Lines
Template Source Tempiate Name Template Label  Size Conc ngiul Primer Source Primer Name Primer Label
=
13000-1 NA 400 0 p3008-1 NA & E]
User v 13009-2 NA 500 &0 p3009-2 NA E E
User V] 30003 NA 200 70 7 F‘ NA o) [=]
Import From Spreadsheet  Download CSV Template for filling in [ Browse.. | | Upload

~ Request Comments/Files

Comments:

|l" | Formats -

LB 7|

i
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i
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9. The order will now be visible in the main table under 'Sequencing Requests'. The order
status will be 'Not Started' until labels are printed
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Service Requests

Sequencing Requests

Filter v
Show results per page Search
= At Last Comments Last Comment At Last Comment By Comments Rows Amount View/Edit
Plasmid 0111012014 14:39:27 Ami 0 3 Ve
] PCR Not Started Ami 0 2 d
O | 407 PCR 15/09/2014 14:56:15 Not Started Ami dfgdgdfgdfadgdfafghfghfgh 15/09/2014 14:56:14 admin 2 2 /’
0O | 404 PCR 15/09/2014 14:44:40 | Not Started Ami 0 2 4
0O | 402 PCR 15/09/2014 14:44:40 Not Started Ami 0 2 /.
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10. In order to finalize the order you need to print out labels. This can only be done at the BCF
computer connected to the label printer. Log in to BookltLab and choose your order by
clicking the order ID. Print the labels by clicking ‘Print all Labels’ at the bottom of the page

~ Request Lines

Seria Template Source Template Name Template Label size  Conc nghul Primer Source Primer Name Primer Label Line Comments/Files
O e8 o0 User L NIA 122 2 User tt NA 3 (0) © (0)
O ese o User m NA 122 2 User ttt NIA 3 (0) © (0)

' Request Comments/Files

Comments: Files:

Print all Labels rint Template Labels Print Primer Labels Edit Copy request Back to Requests List

Note:
Labels can only be printed using Internet Explorer

When printing labels, do NOT highlight any of the lines as this will cause errors in the
labels



11. If all labels are printed correctly, make sure to press “Yes” in the popup window. Failing to
do so will leave the order as 'New' and it will not be processed. Only in case of a problem
with the printing click 'No' and re-print the labels

~ Submission details

Status: Mot Started
User Group:  Shenker Ofer
Budget  Shenker Ofer budget
Submitted by:

Submitted at: ®
Updatedby:  coronfa0
Updated at: 18H 212014 11:28:00 Please confirm all labels were printed OK, Click

yes to submit the request (Yes/No

= Contact details
HName: doron fogel Ho Phone: 8285221 Mobile: 052
3687322 Location:

- Requestlines

Id Serial Template Source Templale Mame Template Label Size Conc nglul Primer Source Primer Name Primer Label ine commenisfies

O 3571 897 User 1 T14-0709 100 50 User p P14-0308 DowoOon

12. Make sure you apply the labels on the tubes so that the writing is visible.
After printing is confirmed, the order status will change to 'Started'

Sequencing Requests

Filter \f
Show results per page Search
O Request Status Submitted At Username Last Comments Last Comment At LastCommentBy Comments Rows Amount View/Edit

Plasmid 01/10/2014 14:39:27 Ami 0 3 v
O R Ami 0 2 4 3
O | 407 PCR Not Started Ami dfgdgdfadfgdgdfgfghfghfgh 150012014 14:56:14 admin 2 2 _l‘
O | 404 PCR 15/09/2014 14:44:40 | Not Started Ami 0 2 4
0O | 402 PCR 1510012014 14:44:40 | Not Started Ami 0 2 4

Showing 1 to 5 of 5 entries
First Previous 1 Next Last



Edit an existing order

1. Select your order by clicking the order ID or the 'pencil’' symbol at the right hand side of the
table and click 'Edit" at the bottom of the page

~ Request Lines

Id Serial Template Source Template Name Template Label Size Conc nglul Primer Source Primer Name Primer Label Line Comments/Files
O User fif NA 122 2 User tt NA BO oW
O User i N/A 122 2 User jus N/A [LR()E=X()]
~ Request CommentsiFiles
Comments: Files:

Print all Labels Print Template Labels Print Primer LaPY request Back to Requests List



2. Edit your order and click 'Save Changes' at the bottom

~ Request Lines

Template Primer  Line
Templat L te 124 Cont Primer Sou P
emplate Source emplate Name et Size Conc nglul imer Source vimer Name Label  Comments/Files

NA + 00O O

®

O [User NA 122 2 User v] |t

N/A + DO O

O [user v]| m NA 2 User v] |t

Import From Spreadsheet Download CSV Template for filling in Browse.. Upload
~ Request Comments/Files
Comments: Files:
=== = = =

4 @ |Fomas~ B 7 E =E =

Print all Labels Print Template Labels Print Primer Labels Save Changes Cancel Changes

Results

Once the reaction is finalized the order status will change to 'Done’
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2. In order to view the results first enter your order by clicking the order ID
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3. Once you've entered the order you will be able to see the result of each line at the right
hand side of the table. In order to download all the results at once click ‘Download all
files' at the bottom of the page
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