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INTRODUCTION

1- inTRODUCTION

Thank you for choosing LabCollector system for the management of your

lab information. LabCollector is an Intranet-based (totally web-based) application
which brings all the comfort and power of your lab network to access and manage a
great variety of information. If you install it on one of your lab computers it can play
the role of a server for the other computers in the lab.

LabCollector has been created using Open Source tools and languages to keep it a low
cost solution, insofar as is possible, and so can be installed on any operating system
(Windows, Mac OSX, Linux...). Furthermore, the use of web technology makes it a light
solution, as no “client” applications have to be installed on each computer. The
interface is accessed through a simple and recent Internet browser (Internet Explorer,
Firefox, Safari ...). Therefore, lab information and data is accessible from anywhere.
The support of wireless devices provides even more flexibility.

With the incorporation of the latest technologies such as Ajax, we expect to provide
you with a dynamic and comfortable interface.

This manual will give you an overview of all the features available in LabCollector. All
these functions will be described in detail and with step-by-step procedures in our
knowledge base at labcollector.com.

LabCollector is a copyrighted product from AgileBio
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GETTING STARTED

2- GETTING STARTED

LabCoIIector is a network based system like an Intranet. It can be accessed

from all computers on the same local network. LabCollector can also be accessed
through the Internet.

2-1. First time access

Be aware that on Windows local installations (i.e. not for other OS or hosted by
AgileBio) the LabCollector Server manager will be the first part of LabCollector you
see. It can also be useful for handling updates, backups and migrating data. You may
also access LabCollector in an internet browser with one click from the LabCollector
Server Manager.

r Manager v2.6

E LabCollector Server Manager AGILBIQ

~— | v26 | LCY52 )

C:¥Program Fies (+86)\AgleSoY abColectorlw, . Update

Database Server Running Web Server Running | Backup Server: Running a

The server manager provides the following information and options:
1. Version of server manager and version of LabCollector
2. Button to start servers
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GETTING STARTED

3. Button to stop servers

4. Button to access LabCollector in a web browser. The browser will open in a new
window or browser tab.

5. Download/check for updates

6. Settings: various database and server settings may be viewed or changed

7. Help menu and link to latest help including the full manual for the LabCollector
Server manager

8. Details and links for individual instances of LabCollector

9. Status of servers

For more information please refer to KB-20.

LabCollector is accessed with a recent Internet browser (Internet Explorer, Firefox,
etc.).

On the LabCollector server you have to call for example:

http://localhost  or  http://127.0.0.1 or  http://computer_name or
http://computer_IP

On remote computers you have to call the server name or IP address, like:
http://computer_name or http://computer_IP

These methods for connecting apply if you used the setup wizard. However, this may
change according to manual installation variations. The first time you select browse,

you may be given a prompt to update. If this occurs, follow the onscreen instructions
for updating and proceed as if you are updating the software.

2-2. First login

When logging into LabCollector for the first time, you must enter “admin” for the User
Name and “admin” for the Password. You may use this default User Name for future
logins, or you may configure individual User Names and Passwords for each user.
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GETTING STARTED

[ £ admin ]

(@ sesoe ——p admin | .
. sem

Forgot your password?

LabCollector v. 5.4

A It’s advised to change password during your first LabCollector use.

After logging into LabCollector, you will get the following screen:

Lot Brkon w3 e e el e

Lab{ ollector X T i 3
e A P T —
RES Pt T e ———
) @ @
5
8 i o
]
e
+]

The main user name is the “Super Administrator”. The account has full powers to
make changes within all of LabCollector.
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2-3.  Super-administrator account

One of the first steps is to define the Lab member corresponding to the super-
administrator and change the password of this account.

1. Go to: Admin > Users & Staff > Manage Lab Members
Fill the form. Don’t forget to fill the email field in case of password failure.

Name: 4

| Lab:

| Address:
| City: |

Postal Code:
| Country: |

Tel: |

Email: |

2. Goto: Admin > Users & Staff > Manage Users
Edit super administrator login information, change password and associate
the super administrator to the corresponding staff contact (Real person).

Login. | ALS

Password

Visily Basweid

Real Person: | Anne-Laure Sauvadet «

# Update Super Administrator

2-4. Password reset

If users forgot their passwords, they can click on the “Forgot your password?” link
(Sending emails using LabCollector has to be setup, see chapter 3-1-2). They will be
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redirected on a dedicated form they have to complete to receive a password reset
mail.

If the user does not have an email associated to the account (see above), the super
administrator must reset the password and deliver the new password to the user.

Labollector

Uséhal Links Forgot your password?
L - -
-_7 Resst password:
= B
o

W
S

Lab{ollector

Forgot your password?

Reosst password:

YO (12T e

i Rependre (53 Reponnie & tous (=g Transténsr
yuvadet 3,50
LabCellectar passward reset

Dear User,

We recelved a request te reset your password for your LabCollector account.
To reset your password, you must follow the following link:

reset password

Please ignore this message if you are not the author of this request,
Sincerely,

AgileBio teamn solution
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3- seTup

The LabCollector system comes with a ready-to-use environment (insofar

as is possible), but some setup and configurations are needed to adapt it to your lab
scheme. Only the super-administrator can access this setup.

3-1.  Interface & LabCollector main setup

From the setup page, located at Admin > Other > Setup, you can control several
definitions and settings for the general functioning and interface of LabCollector.

Login and LDAP options 2 General settings, loge, modulas names, ele
[@ Proxy, Tasks Schedular and Email B Export Setup & Models
=1 Printers and labels {# Upload Add-ons
ﬂ Rack Scanners Q Home page External Inks
i Web Services AP EJ RSS feeds
3-1-1. Login and LDAP options

There are two access modes, defined in Admin > Setup > Login and LDAP option.

e  Semi-open: In this configuration, data browsing are open to anyone who
knows the IP or URL address for LabCollector. However, administration tasks are
always password protected.

e  Fully locked: In this configuration, any access to LabCollector requires login
authentication.

- “Password protect Access for browsing purposes” option: with YES, you define total
login protection, with NO you indicate a semi-open system in which data browsing and
search is unrestricted. Administration is always password protected.

You can also force internet browsers to not save login and password information.

Authentication and login can also be managed with different options:
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( Login and LDAP options

=
Password protect Access for browsing purposes? ® ves O no

fadministration is always restricted 1o password) Awvold saved user/pass in browser: =]

Block user accounts after 3 failed login attempts? O ves ® na

(super-administrator will be required 1o unlock accounts) Send an alert when user ie blocked: [ | 3
Password encryption mode? £

This change cannot be reversed., O] Legacy ) sHA-756 ) SHA 756 + strang rules

All passwords will be convered

Activate auto-Screen Lock option? C Yes ® no

52t a timeout for idle sossions, Timecut (minutes): |5 =

- “Block user accounts after 3 failed login attempts” option: with YES, if a user fails
three times in his password, his account will be blocked and the super-administrator
will be required to unlock it. You can also choose to have an alert sent to the super-
administrator when a user is blocked.

- “Password encryption mode” option: You can choose between three password
encryption modes: legacy (old one), SHA-256 or SHA-256 + strong rules. With the last
two, all characters are available and a double password confirmation on super-
administrator and new users is requested.

Strong rules means that the password must contain:
- at least 8 characters
- atleast 1lowercase
- atleast 1 uppercase
- at least 1 digit
- at least 1 special character

Since version 5.42, in case of SHA-256 + strong rules, super-administrator gives a
temporary password to the user. During the first log in, the new user has to change
his password following the strong rules. Same password cannot be used between
different user accounts. ! NEW ! The reset of the password is force every 3 months.

“This change cannot be reversed. ALL passwords will be converted.

- “Auto-screen lock” option: this option allows activating the automatic lock option
and set the number of minutes of idleness before locking occurs.
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If you already have a system of login in your institute, you can probably connect it to
LabCollector. Two systems are available: LDAP/AD server or Single Sign On
Authentication.

- “LDAP system”: If you have a network using LDAP or Active Directory (AD) for users
profile management, you can use it in LabCollector. LabCollector login process will
then check login/password validity on the LDAP or AD server. It works with standard
LDAP protocol and only uses LDAP server and domain.

If you use the LDAP system, you will not have to enter passwords in users’ profiles as
those are managed on the LDAP/AD server.

Tl LOAP ngin authentication?
k] (er fogin checkad on | APIAT s5rvar) O Yos @ ne

@ Windows AD T OpenLDAP

AP, include ldaps:)

orp.com)

Domain ssparater: ® de= (default) O ou= ) first ou= and remaining in de=
B

I Custom DN phrasa:

Alternative Atiribotes:
LDAP attribute User fickd

User name {logn)

E-mail

Users and Staff LDAP/AD can be directly imported: Admin > Users & Staff > Import
from LDAP/AD.

- “Single Sign On Authentication”: This allows your lab to use SAML authentication for
signing in. SAML provides a single point of authentication, which happens at a secure
identity provider. SAML uses secure tokens which are digitally signed and encrypted
messages with authentication and authorization data. These tokens are passed from
an identity provider to LabCollector with an established trust relationship.

As in the case of LDAP, passwords (except for that of the super administrator) are
managed outside of LabCollector.
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3-1-2. Proxy, Tasks Scheduler and Email alerts settings

Proxy:

If your internet access is protected by a cache or proxy server, you need to configure
this option in LabCollector if you want to benefit from external tools like the RSS feeds
reader or the NCBI GenBank importer.

ﬁﬂm SRtV g FH W highin

Poit

# Update

Tasks Scheduler (for Linux and Windows):

CRON is an automatic task system on Linux used for executing some tasks at specific
intervals without your intervention every time (We use the Windows schtasks engine
on Windows servers). For example, you can create a task to send your email alerts
every day at 11:00 pm. If you do that, the CRON manager sends an email every day at
11:00 pm until all the emails will be finished. If you want to send them monthly, you
can schedule it. You can schedule any script making it easy to automatically import
data, report, etc. This task system is also used by the DATA LOGGER add-on.

CRON info > tasks hour: only for daily, weekly and monthly period.
Weekly: on each Monday. Monthly: on each first day of the month.

You can schedule email sending, custom tasks and export of your data.
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Email

EoitLabCallects Tos: | & eal [y (w] 11 |05 | @ons Oot

e T ey

Customs
[laskMarme:  [Gomwt:  [WaskPreaoeacy  [laskWme Jadd |
IEPPe Tpp—" I ] = v] o | Add The Task | 3
£ T meet e b U ]
Exports

e R - P o
|

osily ~lpa |
Resgenis B Supies (thericaks) -

straing & Cell {siraing]
Sanpies (sampi=s)
5 Add Expurt Tesh | Arimata (animalc) o

N Modst (41 Fiekds) [ | Al Remcords vl
e
e s ST g
Mz Export Tassk

Email alerts settings:
LabCollector has an internal alert system for minimum lot quantities, lot validity and
equipment maintenance. This can help your lab maintain routine tasks on time.

If you want alerts to be sent by email, you need to define email alerts settings here:

- FROM: A valid email from the administrator that is used on the “From” field
of the email header.

- TO: All email addresses to which alerts should be sent. One address per line
(in addition to persons in charge).

- SMTP: On Windows servers you need to indicate a valid SMTP server
(outgoing email server) that will be used to send the emails. The SMTP
server must accept mails from your LabCollector server or sender email
address (the one set in the FROM field). Usually on Linux servers you don’t
need to set this if you have a mail server setup (like sendmail or gmail) which
is usually the case.

The test email button can help you to check that the email settings are valid.

Use the task scheduler to define the frequency of sending emails and to automate this
task.
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From

= racipient amai per bae]

Ermail Senver @ Custom SWTP Saver ) Lacalhos! by PHE

suTP: | | € omc = ki ST sarver m s o saning armai
poit | |

Usemams

Password

Securs -

A send Test Bmail

If your server is configured to use this function, you can also send email from localhost
by PHP. You have to setup the PHP.INI section [mail function].

3-1-3. Printers and roll types

LabCollector is capable of printing barcode labels easily (see chapter 7-6). On this
page, you can:
- Add your own label templates - see this KB for a step-by-step guide on

customizing a template. To know how to use your Dymo, please refer to the
KB-76.

" oyms prncers

| e e s o s i 258 o s it 0 .0

| Wi pase

ryemia Lated templmes mniabie

Addd nevw tremplate
Porowr. Aunin ficier siiactionns. | Gend

Puinipite g sl
e
agommted e Sam e e o= el 0

‘ot e o b Socrngie. o Detsaatin 10 Follon g matiections b, P shurarda at ol an a v ekl st e o, L e taga 13
shad ard selzacvire

B4RNAMESP Tt (e ] par
117 1= ;
ST ST EORMARCTIE T v

e ——
2 BT

- Define printers with EPL and JSCRIPT language like Zebra, Brady or CAB and
label roll types.
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7 Netwark lsbel Printers (EPL/ISCRIPT)

SETUP

1
%

Printer Name:|BEP1L

Printer host (demein or 3| 152,168.0.212

| Por: ja100

Printer Resolution: () 2, ® 1504
Printer Language: (8 ==, () jzcaer

Primter Name:| TLP2§24

Printer host (demimer | 192,166.0.236

| o 5200

Printer Resolution: () ... (O 100 o
Printer Language! (® z, () jocmer

Printer Name: TLP2£24 300

Printer BOSt i - i 192, 168.0.230

| 2er o100

Printer Resolution: () 20: (® 10 0
Printer Language: @) . () yscmer

Printer Name:|Brady BEP1L

Printer host (demm = m:ﬁaﬁo.l

| =2 [B100

Printer Resolution: () .. (@ ..

ot

Printer Language! @) oo, (O scaer

Printar Name:|

Printer host { demsin o 123/

| #5100

Printer Resolution: (®) z: (O 000
Printer Language! @) zo. O Lzomer

To add a label roll type, you have to fill out the form with the required information:
roll name and label size (use the size format indicated). If you want to define this roll

type as a default you need to check the default box.

You can indicate that a label roll has 2 columns with the W2 parameter (width 2).
Positive size will be considered as a left position and negative a right position. W2 size
will add to W width of main label.

Parameters:

W: width of label

H: height of label

LM: left margin on roll
G: gap separating each la

bel

W2: width of second label
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2 Label roll types

1 Rl Mame: Brady 1 ¢ 0.5 | Dokalt labla
Labed sine 1, 20/HU 2/M:1/6:5
4 e formats WU G
W e e 1 i e . &: warkcal Cap, Wik wmcond | 1
it e (1 peasts, 00 fehies]. S 1 1@l

Iz ‘R0l Name: CTH-000 | [
Labed sim w3 MG
e Sze formats WM
- W, 1L g, L Lekw |5 G, W secend Ltk
Uit o eal, i chas]. Abvmpa et 3
5 ol Hame: Brady 240402 Zeod | T Detautt mibets
Label S8 | 2o/H:3) LM: /G5
b Sore formatz Mo mAra S

[ bl NG 14 Lao! g, LI LafL v, Gt erdcai Gae, Wt sacond iabel ok}
Uinfis mn (o pests, nn rcheg], S round 10 ks
|+ Aol Name: THT-00-482-1.5-5C | 17 Dotaah fabiee

Label sine 1| 3 50H: VLM 206G 3214
e Sape format: W o G
i (W L Uickth, H Labal Hmght, LM: G vorlical Gap, W o Ll frckarmn]

Units o (2 s, e e, S o oo

ol Hamme|
Labed sire: |

Sten format: i Hon L e
{1 ahal Width, H: Labl Howhe, LM Laft Waipn, © vartical Can [t 1 2: cocnd halcoumn Tem it (4] o right {-) bercer T}
Uni 0 porels, ta bhes), Alaysiound b Ker

b = W TS LM TAE: 14 Gechangie bl + round label = 2 i)

1F v kel orraaks wre sk the bl in CHTH-3000 115wl § in [ rersc 3ews).

3-1-4. Rack Scanners

For Sample’s batch tools users, a scanner has to be registered.

You have to fill out the form with the required information. To find the IP address of
the PC connected to the scanner, launch the command prompt, type ipconfig/all. The
IP number is listed under IPv4 Address. By default, the port is 5151.

For more information, refer to the KB-21.

= Rack Scanners
i écanner Name-: Agilebin
£ scanner IF & Port: 192,168 1.111 ot [5151
ScopnecModetiZiolh OO
scannar Name: o raf b3 thiz srannai}
| Scaniner IP & Port: | et

Scanner Model | Choose 'v]

In this section, you can also add plate templates. Upload a CSV file with in order: the
position in the plate, the sample name, the volume and the sample type.
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A Plate Templates

TEMPLATE MAME

——————  Hote: G2V Format POS sample name vokime sample_trpe

3-1-5. Web Services API

A new range of applications based on your LabCollector can be imagined and
developed. Using LabCollector as a backend database, the laboratory can provide
remote information in external catalogs, biological resources, etc. Web or mobile tools
can be created. For more information please refer to this page and manual (or contact
a representative from AgileBio).

3-1-6. Lab name, logo, modules name, google translation

In this section, you can change Lab name and logo.

You also have access to language options. On top of each page in LabCollector, you
have a language selector that you can turn off to block the language setup. A default
language can also be chosen.

Language options are also possible as the Google automatic translation option for
multilingual interface to use LabCollector with a selected language. To do that, just
tick the box “Google interface translation”. The LabCollector interface will be
translated by Google.

If you use special characters in your data, tick the box “CSV Export in UTF-8” to have
the possibility to export them in CSV.

To optimize search and filter results in your database if you have a lot of data, check
the box Yes, create Indexes in order to optimize searches. This option is automatically
selected for some installations.

Strict search on MySQL content with HTML tags is possible. Just check the box to
activate it.

You can also organize and rename the module icons on the home page. Modules’ icons
can be rearranged by clicking and dragging them up or down. You can also hide
modules that you don’t need.
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The number of search results shown per page can be changed as well.

Buit-in Modules Proferonces
Define here Hodifes preferences

N L T T T y——

U Sarpes e ) e
T St Cels B Show O ke
7 pems i sy O e
3 Pames # snaw O e
4 Resgents & Suppes B s T i
5 hrtiodes ® Show C) et
£ Sequenes » e O e
T sk % shaw ) Hde
8 Ecupment B Shiwy O e
O Chemcs Syctures & Shaw ) e
10 Documents e
1 pddress Bock G G
12 M B G O
11_Booatnt # saw ) e

£ Rt pee page
Dl murmisar o 1t I BN D B338 =

@_ Access to Audit trail

Allow staff+ to audit trail

Visibility for Sample Batch Tools (rack scanner)

Hide from home

I NEW ! The access to the audit trail can now be open to Staff + user, in addition to
the super-administrator and administrators.

I NEW ! Sample batch tools add-on icon can now be removed from the home page.
The access can always be done through the Tool menu. For more details about this
add-on, please refer to section 10-4.

3-1-7. Export and Print Setup & Models

Models can be created to export and print data from any module. Use these models
to export or print your result search in each module. This allows you to quickly create
exports for frequently required reports or information.
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For more information, please read KB-183.
This option is also available to administrator level through

3-1-8. Upload / Add Add-ons 3

As a reminder, it is a best practice to backup data prior to updating or installing new
add-ons.

Download the add-ons that you need on the LabCollector website. Then, upload the
zip file on this page. Navigate into the add-on from the LabCollector home page to
complete the installation. Refer to the manual of the add-on for additional details.

LabColiector Setup (Manage Software Parameters)

¥ ety Cotegeries

«f Logm and LOAF optoes [ Genrat susngs, lage, modukes nanes, st

B Expan Siaup & Muccts

[ Hame page Exemal ke

) s teads
) upioad Add Add-cns
Uptgat acchon Z1F; | _E_rgw_se_] o
©
3-1-9. Home page external links

External links positions on the home page can be defined in this section. They are like
bookmarks for which you can define an icon. It can be useful for intranet or websites
that your lab commonly uses.

Harme: | Siorage Auessorien
Lk [hittp: jistorag e ccessaries. com| sy

Ghange the loon Inage.
| Porcouir. | Ao
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You can also create favorite site links through Tools > Lab Bookmarks > Add new
bookmarks. See chapter 10-10.

3-1-10. RSS feeds reader

“RSS feeds” are now widely used on internet Portals. They are URLs pointing to XML-
based content. Generally used for news, they allow insertion of contents on third party 3
websites. With LabCollector you can keep informed of events relevant to your lab
directly from the LabCollector home page. For example scientific journals can provide
current contents headlines or you can list news or equipment promotions from your
suppliers.

[ tomepage Rss Feed sources

7| rss v expanadied by defaull { 1Myou havi o Frewalbprosy sareer, 11 st may 0o work and resutin homs Dags Treazing Wake surs you 0T e prosy Bsttings above)

n R55 WRL: hitp:fuwrw acizncemag ong/rslcumentsm| Daciae htip 1)

Number of headars: (avs ampty o 0 fer REE dudauky
X S5 WAL http:wanw who intfesds’s i iram.onl {iachacle htip )

Number of headers: § Beave empry o O for RES detauky
L RSS UL fraclacte btts )

Number of headers: Denve mmpiy o T Par RES etauy

Default R5S feed:  LebCollector -
Update Settings

By default we publish LabCollector’s news topics (to keep you informed on our news
and suggestions). If you define additional RSS entries, you can change the default RSS
feed.

J25N You may need to configure proxy settings if your network is protected by a

firewall/proxy server. Contact your local network admin.
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3-2. Users

3-2-1. Manage users

Create users:

Use the Create New User section to associate login, passwords and permission levels 3
to each contact.

1. Goto Admin > Users & Staff > Manage Lab Members
Enter basic contacts for lab staff members.
To see your staff directory, go to Tools > Staff Contacts. See chapter 10-9.

2. Go to Admin > Users & Staff > Manage Users
Create or edit a user’s login: change password, associate user names to staff
contact. If you forget to create the contact, you can do it from here by using
the “Create new person record” action.

Repeat this step for each person who needs to use LabCollector.

rf.‘-‘, Create New User
i Leagin.

Mew Password:

Verify Password

Real Persen: * Choose aname - (Create new person record) sgfimm—

Group Policy Primary Group Restriction
Full Acess - Mo Primary Group ~

Permissions:
Lbsear level perrmissions

User =

> License for U users. 40 already created, 40 users remaining

For each user you can choose one of 6 user level permissions which are:

1. Super Administrator (only one user may have this permission)
This level can do everything in LabCollector: see all data, define and edit all user
permissions and configurations, manage all data from all users, validate waiting data
and manage settings.

2. Administrator
Just below the super administrator. They can see all data, manage all data from all
users and validate waiting data.
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3. Staff+
Just below the administrator. They can see all data, process orders, follow budgets
and invoices, use the memorize items function, create common boxes but only
manage their own data.

4, Staff
Just below the staff+. They can see all data, create common boxes but only manage
their own data.

5. User
This level allows the user to see data, manage their own data but new and edited data
will be added to Waiting Data and will require validation by administrators or the
super administrator.

6. Visitor
No administration features. They can only search and view data. No modification is
allowed with this profile.

On the bottom, you have indications on the numbers of user left.

Remove/Archive users:

1. Admin > Users and Staff > Manage Users

Archive a user ID by clicking on the trash icon ™ and also archive associated
contact by checking the box if possible or...

2. Admin > Users and Staff > Manage Lab Members
Hide users by clicking on the “hide” bottom below the staff ID.

m Groups Primary Group Permissions
13 ElieR Elie R Virclogy, Micrabia MNa Primary Group Administrator
This user will be archived and unable to login into the syslem. Confinm removal?

Unable 10 archive contact because he's the owner of records

Confirm
A
A Lab personnel profiles and account can be archived but not deleted to insure
traceability and quality compliance.

You can reactivate and archived user if necessary by going to “Show Archived Users
(At List's End)” and clicking on the green tick icon.
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(& [ Jimeri  rwwwond  [RemiPenm Gy Paicy [Frimary Grisp Restrictin | Permbsloms 7 vt i
2 "% sram baker : Adam Faker = Ul Access - N Pmery Group = Afminstramy - M restromon * a W
" ke i ] b Joines = ol = o FImErY Group = AdmnstEmy - M TESUTION *
4 wwa_lincx [ Al connacts = Fcag Wo Frimary Goup * Ao B T | o
PRSEmont s & 30 M TEr WANDETOMT FONMAT OBl LSH 0%, 4.6, 4T a0 %1418

You can see removed old lab members in the Hidden/Old lab personnel tab in Manage
Lab Members and reactivate old member profiles if necessary.

3-2-2. Groups definitions
The super administrator can also define ONE group to manage user’s general

permissions (confidentiality).
By default, there is only the “Full Access” group. To define the groups:

Go to: Admin > Users and Staff > Manage group policies.
You can purchase additional groups if you need more.

Each group’s rules can be defined to manage the user’s module access, based on 3
options:

F: Full Access

V: View only — User’s access to the module is limited to only show data.

B: Block access — Users can’t enter into the respective module.

Add-on access can also be setup based on 2 options: F: Full Access and B: Block
access — Users can’t enter into the respective add-on.
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Groops' access o Modules setup:

v B Add-on
; v E B Module ® O Aquarium
® 0 0 O Straine & Cells Custom Field File Upload
) & O En
) Reagents & Supplies
. : @ O Event Cabendar
Samples
) Hemg ® O Ganily Project Management
1 Antibodies @

Data Ingger 3
Sarryples Balch Loadey
L5M - Lah Service Managerment

) Plasmids

1 Sequences

Primers ) Parser
Anamials @ O Photo Bank
v viral vector [: Planis Manager

Protein Tracking System
Cuery Builder

Sarriphe Lo box

2 Scheduler

() Cherrecal Structures
7 Louipment
) Documents

Addrees Bl irreple Tesst Lab

o BEM

_1 Clone banks

Juencing Sevice
Tube Sorter
Workflows

) ServerLC
3 test pharma
O Parsed data

) Anahysis

) slorage lest

OOo0O0o0oOoOooOo0oOooopooooaa

) Deviation rmodule LSM
Block acress tn Barage Biowser
_| Group sees ALL but slorage limited to WM groug

O
O
[] Groupsees OHLY same group members (coids and slorage
0
|—|

Group sees ALL orders fom ALL groups {limied &y LSar pammissions),

[ ] Exchude Ful pccess recond= [I77)

= Full Aeoses U = Uiew o B = Black aees

You can manage storage visualization (options View Only) and the access to the
storage browser. When you create a group with View Only access for some modules,
you can also check the storage box to allow users to see the storage positions and
locations.

If you want to restrict storage browser access, just check “Block access to storage
browser” box.

Groups can also be defined in such a way as to filter data access between groups:

e  Group Sees ALL
No option checked

e  Group Sees ALL except storage
By checking “Group sees all but storage limited to own group” the group members will
see all records in LabCollector. However, storage information will be limited to group
members.

. Group sees ONLY its own data
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By checking “Group sees ONLY same group records and storage” the group members
will only see records and storage information from their own group. Data is therefore
secured by group. To take advantage of this you must have at least two groups.

. Group sees ALL orders
By checking “Group sees ALL orders from ALL groups”, all users can see all orders in 3
the purchase order management. There is no limitation except by user permissions.

e  Exclude Full Access records
If you check this option with one of the over, the group will not see the Full Access
records.

&b Records made by users not dffiliated to a group will not be restricted and will
remain visible to ALL users in any group, except with the new option.

Permissions can be changed at any time through this menu.
Search filters will also use these group definitions to help filter data by group.

Super-administrator can assign master administrators to the groups under Admin >
Users & Staff > Manage Users.

',;um Groups Mastar Adwinistraters

mlicresiiogy |
ARSI | Ko Mastsr Adminsraion
Wirnlogy | Ho Mastar Adrrinistatar
Grep# . | Ho Hastar Adeinidraiar (3]
Geoap A 3torage | Ho Mastar Aderinkzatar |~
Grmp Batorage | Ko Maser AdTinEran '\_
GraupCail | Mo Masier Admin zrator =

Group Dl | o Naser Adminktrator -

# Update Groass Haster Aduinistratos

These administrators can create and manage lab members and user accounts for their
own group.

Super-administrator and group master administrators can apply more than one group
to a user.
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Users can choose which of their groups they want to share data with on a record-by-
record basis. If a user is in more than one group then their data is shared with all those
groups by default. The user can otherwise choose particular groups from the Share
dropdown while creating or editing a record.
e e

7 group A

] group B

[ group C

group O

[] group storage:

[ group sterage 2

[ group storage 3

The administrator can also assign a Primary Group to users that are in more than one
group. This means that by default their data is shared only with the Primary Group
unless they explicitly choose to share individual records with their other group(s) as
well.

Refer to our blog article for more details.

.r"\-._
A, Only the super-administrator cannot be assigned to a group.
o

J25N A user belonging to groups with conflicting permissions such as Full Access +

view only or Full Access + blocked access, LabCollector prioritizes blockages.

3-2-3. Manage authorized IPs
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Restriction to data can be setup based on the IP address used by the users. The
super-administrator can create lists of IPs and restrain access to specific groups in
Group settings or to an individual user.

alfke 37,1552, 120701, 47.27. 146

S0 nome

# Upciate TP restrictins

P Crmatn B TP Rantriction

e

Listof IPs:
Group name: IP restriction:
GROUF A Storage il 110 restnction [
Modules and add-ons access definitions:
v F B Add-en
F Vv B B Module ® (O Parser
® © [ O Strains & Cells % (/ESM:Eamiancing Sonifch
® O O O Plasmids ® O BN
crou Polky pernissions i
7 < GROUPBALL, GROUP DrALL, GROUPS » | Administrator | Mo rastricion _"_ |
b = 2y Full Access - taffe =3 SDhame v w
[ S % GROUP A Storage + Actministratoe <] No retriction = | w
74 == " GROUPBALL~ Administracoe He restrictian - | ¥
75 GROUP C storage = Adrinistratoe [+ 7 Ho restriction | w

If the users are not using the right IP define by the super-administrator, they cannot
connect to LabCollector.

3-2-4. User action tracking

The system always stores actions done by any user in an audit trail. Super-
administrator and administrators can check the actions history at any time.
History is accessed on the Admin > Other > Audit Trail menu.
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History can be displayed for all or for a particular user, for a defined time period and
can be filtered by module. Exporting in excel format can also be done.

Vi g for past: (15 | days o FROM: ] e | far | Ay Modula B show: [T / =
having kayword:

restrict to user: | See all userszi

M17-0-12 Wrzn31 ‘wpdate sampkes recocd (n° 63
I»Hls 037-30-32 16:19; sv st samcken record {7 901
s 17-90-42 16 4038 bc wLpdate docs reoord {n® 48 |
fus 2017-30-12 16108 a2 el moduies Tz bnke (5T-11LIEP-54) [ 563
s B017-30-32 15 73 uplste samcken record 7 39
|y B17-4.37 15:03:55 & wodsts sancke receed (19 33
s HIP-0-13 LhEEE 14 ‘wupdete doce record (n®3]
WE P017-30-32 145307 oc uptste docs record 173
s 0173017 15143 Prfarencas wodated racorda Options
s mT-nR s Imgortng MPORT Vabdaed: anmibodes - A cords Imperted: 25
s 0173022 105605 CUSTOM FIELD cuestom Feid legerd edhtion 1 435

3-3. Licensing

Once you have paid for LabCollector you can obtain the license from your Client
Area in two ways:

a) Link your Client Area service to your LabCollector directly.
1. Hover the mouse over Client Account to see options 2 and 3.

2. Go to Account — this brings you to the Client Area login page.
3.  Link Account —a popup will appear asking you to log into your

client account. Choose your service from the dropdown and click
on Apply. Your license will be automatically sent to LabCollector.

Provide/Choose your service id

| 5422 (963) [1[ Apply |
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(}? License Manager frvsion 5477 1]

[l Running in licensed model
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Your Activation Key:
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Tiogister/uptate the Boense anine: O entar the Licansa mansialty:

Flaae 1 your ACCOUnt a0 ploviie pour serdce o number

b) Loginto https://www.labcollector.com/clientarea/login.php, copy your
license key and paste it into the license page — Admin > Other > License.

More details can be found in KB-140.

If you can’t see your license there please contact support@agilebio.com.
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4- PREFERENCES

Preferences are the first customization level of LabCollector to your lab. They
are used to define module options like organisms, sample categories...
Some options like primer labels are predefined; others are empty and need to be
defined in order to add data.
It is recommended to explore the preferences options to create a LabCollector
environment matching your laboratory activity when deploying or validating the initial
use. You can always add or edit preferences as needed.

Preferences are defined in Admin > Preferences. Only the super-administrator and the
administrators can access this menu. .

HOME MODULES & ADD-ONS TOOLS ADMIN HELP

4-1.  Organisms

Organisms are connected to the following prebuilt modules: Strains & Cells, Samples.
You need to define a list of the organisms you work with. The list will help you to
organize strains, samples and allow for more efficient searches.

Import your list of organisms from a CSV file containing one value per line, then use the
Update & Save button. Organisms will automatically be displayed in the module
selection list. Adding new organisms is limited to administrator level users.

You can also add organisms one by one, just write the name in the “Add new” box and
click on the Update & Save button. During record addition and record modification in
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the modules Samples and Strains & Cell, the super-administrator, administrators and
Staff+ users can also add organisms using the popup Quick Add Organism.
To edit an organism value, do the correction then click on the Update button. To delete
an organism, use the bin icon. This action is possible provided that the organism is not
used in a record.

4 Archaea

3 Bacteria

n Cirratulus cirratus

10 | Cirriformia tentaculata

14 Deinococcus aerophilus

12 |Deinococcus radiodurans

15 |Deinococcus roseus W 4

12 Durchoniella

5 Eukaryota

1 Souris

Load from CSV (one value per line}

@4] Parcourir... | Aucun fichier sélectionné.

Update & Save

4-2. Reagents & Supplies preferences

Use this menu to define a list of reagents and/or supplies that you will use in your lab,
their packaging sizes and the units of measure. Categories and packaging sizes will
automatically be displayed in the module select list to create new records. You can use
the Quick Add function for adding new Categories or Packaging Units while creating a
new Reagents & Supplies record.

This menu also allows you to manage the budget accounts needed to process orders.

More information about Orders List Management

Finally, through the reagents and supplies preferences, you can:
-define the storage mode

- define access to order

- define stock management (Who do what and FIFO option)

- and risks & safety management

- access to order account settings
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@ User, Staff, Staff+, Admin
() Staff, Staff+ Admin

(@] ‘Staff+, Admin

O Admin only

® User, Staff, Staff+, Admin @ User, Staff, Staff+, Admin
() Staff, Staff+, Admin ) Staff, Staff+, Admin

o] Staff+, Admin (@] Staff+, Admin

() Admin only O Admin only

Update & Save FIFo: ) on ® orr Update & Save
Update & Save

For detailed information, refer to the KB-173, KB-146 and KB-92.

4-3.  Alerts use (on screen or by email)

LabCollector has an internal alert system for reagent and equipment mainly. This can .
help your lab maintain routine tasks on time.

Admin > Preferences > Alerts
Alerts are always displayed on all pages of LabCollector in a special menu item.

T Order list contains items!

User and Staff levels do not see all alerts; they only see Reagents & Supplies quantities
and expiration alerts.

Alert settings use both the preferences menu for alerts and setting days to
expiration and/or quantity to trigger alerts for individual records.
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IAny Equipment record that has an active maintenance alert associated with it

cannot be archived.

4-3-1. Expired and finishing lots/articles

Lot management is linked to the alerts system. Once activated, alerts will be displayed
on LabCollector’s homepage.

If you want alerts to be sent by email, you must associate an email to appropriate users
under Admin>Manage Lab Members and define email alerts settings.

For Reagents & Supplies, you can establish 3 different alerts: 4

1. For quantities alerts, you can choose to check the “Use the SUM of all lots”.
In this case, when stock total amount is less than the product threshold, an
alert will be activated. Otherwise, any single lot with a quantity lower than
the threshold will raise the alert. Alerts and colored dots ignore the lots with
custom units.

21N This threshold must be defined in the main record to create alerts.

2. You can also use the validity alert for reagents. You must define the number
of days before the expiry date of the product to use as a threshold.

[ | Reagents & Supplhies module

" validity alerts status

4| Lctivate aleris on validity date expiration

Days belore sxpivation: 10 m

Heen expired products oo akrt bt

| Quantities alerts stalus

% acfivace alers on reaching mnmum quantity amount
{aburts il O vt for 2

B ]

" ths= the SUM of 2l ots

3. An alert based on the wait time for delivery after ordering can be activated.
You must define the number of days required for an alert.

4-3-2. Equipment maintenance

Another type of alert is linked to the equipment module. If you activate the equipment
alert feature, each time equipment needs maintenance, you will get a notification.
Maintenance intervals are defined for each equipment record and alerts are calculated
according to the date stamp of the last maintenance entry log.
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Alerts for equipment maintenance are sent to the person in charge of the equipment.

l-l Equipment madule

5yt i e alerts

D Activate alerts for eguipment maintenance
{aerts will b= oy v for cquipment with maintenancs intervais 2at)

If you want to use this alert, you have to define the maintenance frequency through
Admin > Preferences > Equipment Categories.

Please, read KB-105 to learn about the advanced features of the equipment module
and maintenance.

4-3-3. Waiting data alerts

When data are entered by users with “User” level it is flagged on the database as
temporary. An alert is displayed on the homepage indicating that some data need
validation by an administrator.

To manage waiting data, refer to chapter 7-1-1.

4-4.  Sample Types

Sample Types may be found by navigating to:
Admin > Preferences > Samples types

Sample Type name
ADN

Celiules
Organe
Sang

Tissi

Update & Save |

Use these fields to manage the sample type’s definition that you will use to categorize
sample records. To create a new sample type: type the name in the “add new” box to
the right of the @ symbol and click on the Update & Save button. Addition of new
samples types is limited to administrator users through this menu.

Existing sample types may be removed only if they do not appear in any records. Click

the ' icon to remove the sample type.

V5.423 - 32



http://labcollector.com/support/knowledge-base-faq/?id=105
javascript:void(0)

PREFERENCES

Existing sample types may be renamed. To rename an existing sample type click the
desired sample type and edit the name. The change will take effect after clicking the
update & save button. The change in sample type name will be applied to all existing
records.

During record addition and record modification in the modules Samples, the super-
administrator, administrators and Staff+ users can also add sample type using the
popup Quick Add Sample Type.

4-5, Process & Actions Types

4-5-1. Add Process to one or a list of samples at once

Use these fields to manage the process type definitions that you will use to categorize

the process transformation of samples or storage action. These settings may be viewed
and changed by navigating to:

Admin > Preferences > Process and Action Types

(T (v &)
Samples Process Types Samples Process Status Storage Aclion Types
P vves s Canceled | @] st | &
[ janalyse |9 | ciacad | fest2 |
] {bacterio | & Hold || e |
1] .Tl'aw Freeze ] I process ] 'dh‘ e
'ﬁ} l ﬁ_?! — Update B Save

Update & Save Update & Save

You can add sample process types and status that you will use on sample records.
Similar to adjusting other preferences, fields may be edited by typing in the boxes and
confirming by clicking the “Update & Save” button. Existing actions that are in use

cannot be removed. You can also add a sub-process list by clicking on .

In the Samples module, go to Processes/Tests by clicking on i in the left tab of your
sample record.

wr WM Estvackon: Purfication

i = RID10 1 o&me
i PTOCESSes Tests fas 5!
[ #SPF Type Date - Storage fj
e 2 W amolhcaton HIZIZ LT &
&

MAE10.25 14 0005

g9 Add new main Frocess
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Then click on @ Add New Main Process. Complete the form with the process details.

i e process/Test
Process Type © * Congaletion *  Balec the subrtype =
Datat 2010-12-20 Tretaibred format yyyyaom-4 1 ogdi R ]

Comments B Description

Procecs Status: Open . i
Process O peraton - Clare -
=) Required fickds
Add Process
4
Processes will appear as a list.
&} Processes [Tests (last 5
#5pp  Type Date
130 W Bionshyzer 2010-07-12 00:00:00
80 WM Extraction ONA 2008-05-13 00:42:06
B5 I Extraction DNA: Kit Qiagen 2008-04-02 16:15:08
@ Add new main Process
e Type Date (Dt Updated Status Comments ﬂpeubnv e 3]
[} M Cangeis o 000 Com Cla ® =

You can also add up to 2 sub-process levels by clicking on the £/ icon on each process
line and a new storage location by clicking on “-#, This storage will be dedicated to the
resulting products obtained with the process.

A report of the results for each process and sub-processes can be attached by clicking

on %, A file can be uploaded or you can use the text editor to write a new text
document. The file will be added to the Documents module. You must click Save to
complete the addition of the document.

(‘E’Ducumanls
EIE=
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. P more =
To display all samples processes, you can use this icon Lﬂi

In LabCollector, you can add processes in bulk to a samples list. This functionality is very
useful if you apply one process to samples and you need to update it quickly. For more
information, please refer to chapter 10-5.

--':-I--'-'-The default “Closed” status blocks the possibility to modify the process. In the

same way, if the record is locked, the process panel is locked too.

4-5-2. Add activity log for storage actions 4

You can add storage activity log entries on Strains & Cells, Samples and any other
module using storage. These storage logs are also automatically filled when you add,
delete or move tubes/storage.

Click on U in the left tab of your record and Add New Log Entry.

Add New Log Entry
Date: + 2010-12-20  (yyyy-mm-dd)

Action made: * passage -

vb3ndbagici|
‘Comments & Description:

Process/action Operator: * Claire -

Note that for data integrity reasons, maintenance cannot be edited/deleted later. Enter all required information now.

Add New Log Entry

The history log will appear as a list. You can edit each line.

[ Activity log:

Date action operator Comments

2010-12-20 congelation Claire B

2010-12-123 Glaire | Edited main storage

2010-12-13 Claire | Edited main storage ADDED tubes: A8 AS,

To display the complete activity log, you can use this button M

4-6.  Antibodies options

You can define some options in the Antibodies module. Navigate to:

Admin > Preferences > Antibodies Options
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To create new isotypes, species, markers, applications or purity: enter information in
the Add new box@ of the appropriate category and click update.

Adding new Antibodies options is limited to administrator users.
Existing options may be removed only if they do not appear in any records. Click the

™ icon to remove the option.

Existing options may be renamed. To rename an existing option, click the desired box
and edit the name. The change will take effect after clicking the Update Antibodies
Options button. The change in option name will be applied to all existing records.

Tsatypes Spacies.
1 |1 4 Wluman
2 [igM 5 Mouse
IgE 1 Rabbit
Lt T Goat
NS | 17 et
W FITC 3
B o Applications
2 oy5 15 Immunccytochemisty
Tewes Rod 1% Westorn Hiot
M Strephavidin W Flow Cytometry
LT LT
o [Pty
B Serum
0 Purified
L
Update Antibodies Options.

4-7.  Animals options

Use these fields to manage animal categories and status. You can also define animal
storage locations.
Admin > Preferences > Animals Options

To create new Animals categories, status or storage facilities: enter information in the

Add new box @ of the appropriate category and update.
Adding new animal options is limited to administrator users.
Existing options may be removed only if they do not appear in any records. Click the

™ icon to remove the option.

Existing options may be renamed. To rename an existing option, click the desired box
and edit the name. The change will take effect after clicking the Update & Save
categories and status or Update & Save facilities button. The change in option name
will be applied to all existing records.
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toceilablu
@ on Eaperiment
* Dead

M ravel e

Lt e
Ut & Seve colegories and sinbe

= animal storaqe falities

Anami Hirth

Hismbssr el shualls I thes ranen = 4

Rows per shell: 5§

Cages per rows =

Asisocized o Groug grous A &

L Boam:

Nusbeor ol shells i the seom

Rurwrs pee shorll=

Cagos piee rows. 4
Assocsaied Mo Grings i A TUEITRR W T e T (B U ST

JRENT: you want to use the Cages scheduler you have to define the room and shelves
characteristics as described here.

4-8. Primers options

Here you can manage options to be made available in the Primers module.
Admin > Preferences > Primers Options

To enter new labels or purity: enter information in the Add new box @ of the
appropriate category and update. Adding new Primers options is limited to
administrator users.

Existing options may be removed only if they do not appear in any records. Click the
] icon to remove the option.

Existing options may be renamed. To rename an existing option, click the desired box
and edit the name. The change will take effect after clicking the Update Primers Options
button. The change in option name will be applied to all existing records.
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Labels || iy
oyl 2 lside 3 side W Bulk
= GFaM 7 5'side | 3 side W Pudfied
% Amin 5 vide ¥ 3 side | R

4 Bigtin ¥ 5 side 3 side

LT 2 5 skde — 3°side
 Dipmageam Y 5'cide 7 3 cida

L r— 75 skde 737 aide

& HEX 4 5'sige 3 side

# Fhospheie 4 5 side ¥ 3 side

w RACH U ' sde U 3 cide

11 Rhodemn ¥ 5 sida ¢ 3 side

1 TAMRA 5 side 2 3 side

& TET Y5 sue T 3side

4 Taxss Fed 4 5 side L 3 side

& Thiol 4 5'sida 3 sido

Lt 5 sile 3 side 4

Lipdeta Prmers Options. |
4-9. Equipment options
Use these fields to manage the equipment categories. Here you can define

maintenance frequency in order to use maintenance alerts. (See chapter 4-3-2)
Admin > Preferences > Equipment Options

Equipment Categories  Maintenance Categories

Centrfugeusea Mettoyege with int & maonths |

Congélateur Dégrege with int & months |

Spectrophotomeins J Remplacamant lampa with inl manths

Microscapas Hettayoge with int 1 months |

(T F with int menths

ILitrw ity o type @ ot oo seris for this s uf malnienaiesy

Update & Save

To enter new categories, enter information in the Add new box @ of the appropriate
category and click update. Adding new options is limited to administrator users.
Existing options may be removed only if they do not appear in any records. Click the

=i

=~ icon to remove an option.

Existing options may be renamed. To rename an existing option, click the desired box
and edit the name. The change will take effect after clicking the update button. The
change in option name will be applied to all existing records.

Note that leaving the interval empty will eliminate alerting for the category of
maintenance.

You can also generate control chart in maintenance tab based on decimal custom field.
Under Admin > Preferences > Equipment Options, choose this decimal field and the
maintenance category for which you want a control chart. Then, on maintenance tab
in Equipment module, once the maintenances have been created and the decimal field
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fill in, click on Control Chart on the top right. Fill out the form and the control chart will
be created.

Custom Fields

i= Main List Maintenance Tab

(@ Custom Field [ Verify Fields Integrity

Field Type Additional Info Actions
n Technical documents link g @ [ @] Eed
n Temperature decimal E% m T8 ﬁ
[u Control Charts
Default field name to use: [Temperature | 4
Default maintenance cateogory to use: | Qualibration (int: 1 m) VW
| Update & Save
Comtrol Chart for £ ppemdod Thermobixe |
5
— aiksr 80
. ——8

I NEW ! The final settings boxes on this page specifies which user types can add
calibrations and maintenance, and who can access and see theses entries in the
Maintenance tab: All groups + Full access users (without a group) or only the group of
the person in charge of the equipment + Full access users.

~ Who can add calibrations and maintenance

® User, Staff, Staff+, Admin
O staff, Staff+, Admin

@] Staff+, Admin

O Admin only

Update & Save

~ Who can see calibrati and mail e

® Al (+ full access)
@] Only the group of the person in charge of the equipment (+ full access)

Update & Save
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4-10. Document categories

Use these fields to manage the documents categories that you will use in the
documents module. This may be done by navigating to:

Admin > Preferences > Documents Categories

selectCategory  |v]

Update & Save

Main categories 4
Categary name
|iEF] |Protocols

|

] Papers |

[iEE] Documents |
18] Presentations | @

|

|

|

|

‘Spreadshasts
[ images
|lld| Frojects

Oooloooo@

Update

In this section, you can define the default category for imported papers via PubMed
tools.

=]
You can also add sub-categories by clicking on . This will bring up the options for
the sub-category. Use Update to save changes. Click on Main categories to return to
the list of main categories.

Main categories > Protocoks
# Tab cCategory name
[ O [E Molscutar Biology

| i)

[ |l Cuthure | ™

Update

If you check the box Tab, this category will appear as a direct tab in document module
home page.
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. Search by m L
Documents lﬁ' S

Ircdude weHueslibidden et

iy ST

O = [2] £
Frotooois Facers-  Docoments  Presenfafions  Speeadshests  Images Frojeats bocamemisbion Lignees (L} S Manager requests

The tabs provide an ability to quickly find documents. The tab filters can be combined
with the expandable search and filter options.

4-11. Address book options

Use these fields to manage the address book categories. To make changes navigate to:
Admin > Preferences > Address Book Options

|| Usier Aidre=z Boak instvad of buitin sellers tatle

-&, Sellers (Owe-tinve action]

Use Address Book: categoryt
A% Brands (Doo-tis action)
Use Addreas Bock: cebegary: | Salact catagary v

11, TMPORTANT: ¥ yous # eady Nawe seBrs data rom Dukt- Tehle assodated b reagents o equipment
| they wil be autormaticaly mported into the sbove Adress Book category and asodakions
converted.

Remember tn backup your detahesst
Updale & Save Sellers databazs opban

| | Catogory nama
Collaborators

Chents

Updage & Save

By checking User Address Book instead of built-in sellers table, you have to define your
contacts in Address Book module. For more details, go to Seller’s management.

To enter new categories: enter information in the Add new box of the appropriate

and click update. Adding new categories is limited to administrator users.

Existing options may be removed only if they do not appear in any records. Click the
|

™ icon to remove an option.

Existing options may be renamed. To rename an existing category, click the desired box
and edit the name. The change will take effect after clicking the Update & Save button.
The change in category name will be applied to all existing records.
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4-12. Seller’'s management

To manage a seller’s database system you can choose between two systems:

e The first allows you to create an external seller address book database through
Admin > Preferences > Sellers. Fill the form “Add new” to add a new seller/brand.
To update or delete some entries, click on the name to open the corresponding
record.

Sellers & Suppliers Management |40, e, Dolete..)

Sallers & Suppliers Adid Maw

e The second allows you to manage the seller database by means of the Address book
module. In order to do this you need to identify a seller category through Admin >
Preferences > Address Book Options. Check the box on this page or in Address Book
options.

&b It is recommended to use the Address Book module to manage seller contacts
(used on reagents and equipment modules).

4-13. Export setup & models

Models can be created to export and print data from any module. Use these models to
export or print your result search in each module. This allows you to quickly create
exports for frequently required reports or information.

For more information, please read KB-183.

4-14. Bookmarks

Use these fields to manage the lab’s bookmarks and favorites categories.
LabCollector can be used to share a common set of Internet links and favorites with lab
staff. Note that Bookmarks are not the same as the links on the homepage.

First, you need to define categories in Admin > Preferences > Bookmarks
Bookmarks are accessed on Tools > Lab Bookmarks (see chapter 10-10).
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4-15. Reasons

If your lab purchased the compliancy pack, the super-administrator can activate it in
the modules of your choice (please refer to the next 5-1 section). Once activated, the
versioning is available. Thus, for each modification of the record, the user has to
indicated a reason to explain this modification. Pre-set reasons can be recorded under
Admin > Preferences > Reasons

A T S . Re P .
384 |Reason #1 w 3% |Reason #3 |
35 [Reason #2 | 27 Reason #4 k]
| < | 4
Update & Save  Update & Save |
Madification Reason | Select reason |~
Reason #1
Reason #2

Other reason (please speafy) |

With this compliancy pack, you can also lock and sign the records to comply with the
CFR-21 and GxP standards. The user has to indicate a reason to explain why he sign.

@ Mozilla Firefox = ] X
@ 127.00.9/0ab2/sign_record_popup php?module=SParecord il <=« @& ¢ =
Record Signaturas

B51

Signed By Reason to Sign Record
Admin group B (2018-06-01 11-27.20) ¥ Reason ta sign

Sign Record

Signatures will be shown in the version ist. They guarantee the integrity of the data
Reason to Sign Record
Select reason
Select reason
Reason #3
Reasan #4

Other reason (please speafy)
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5- customizaTion

AII modules are ready to use with a predefined data structure (fields) adapted

to the expected content. Nevertheless, you may need some extra fields or numbering
options for your lab specific information.

LabCollector allows you to create unlimited extra fields in each module in order to
personalize your data forms by easily adding custom fields and by editing the default
fields.

5-1.  Record preferences (custom ID numbering/barcodes)

In some cases, your lab may need a specific incrementing numbering scheme for 5
records identification. Some modules can support customization of the internal
reference field.

Only super-administrator can access record preferences.
Go to: Admin > Preferences > Records Preferences.

Hecards references /1D Options
0o [7rR0riL [P0 S17Efroee Woitig [k Dugihcates | Compfance Avtormatic Namim
# = 5 = 5
Strains & Colls - O v & T 5 1 O =] Prefia = | MRCE
)5 T i
% ® pub-nutonian (o e e A @
rimers _ Coves ® . = 7 none |
} Semi-Automatic I jelitabi 1 s
Wlasmids # ) ves B T B I 1 = =] Yea [4]
i 100 fweiimabiln)
# Fub Autamanc 1D iz
Sampes i You W T 9 ) O ] none
! Semi-Automatic Iy jedmshi
W Ful- futomatic 1D .
Antitodies st bl O v @ W ] [m] O = nione
-} Semi-Automatic [V {edusbiv)
® rul-Avtomane 1O ~ 5
Animmiks - " 2} O e T 9 | 1 1 (u} e
=t Semi-Riomate D fudbie)
Couegment Ce ®w | mie || ] [] =] none
#® Ful- Automatic [0 - & —
Heagents & Supplics O e ® e N @ 1 im| O a none

—} Semi-Aulomate I jodtabio)

CAUTION! This customization is very sensitive. Use it with care and only if you
understand the effect it will have. We have added some features to reduce the risk
of confusing automatic naming schemes.

£5% CAUTION! The record name, record ID, project code and optional unique code
are distinct.
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1:ID

2: Name

3: Project Code

4: Optional Unique Code

- ID SETTING:
Note that the ID is used by default as the LabCollector generated barcode. Use of
Optional Unique Code as a barcode is also possible.
The option is full automatic by default; it means that numbering is automatic and 5
incrementing starting from 0.
You can define it as semi-automatic, numbering will be automatic but can be changed
manually at each record entry.
Only administrators, however, can alter this field.
Usages: You can set a new incrementing start, such as to include the year, enter data
with passed IDs not filled, etc.
RISKS: auto-incrementing uses the last and largest value already entered. Therefore,
the major risk is to have records always being numbered after an incorrect starting ID.

- ZEROFILL:
This option formats record ID with zeros filling non-used digits, e.g. 15 would be
written as 000015 for a 6-sized field.

- FIELD SIZE:
You can determine the incremental capacity of the ID field. Used in conjunction with
ZeroFill it can give numbering like: 060001 (size 6 and zerofill and manual start set to
60001).

- Force waiting:
With this option, each record entered in LabCollector will be registered in a waiting
list for verification and validation. This option is applied to ALL user levels.

- Block Duplicates:
Record name duplication will be blocked. This option only works on Add/Edit forms.

Import actions with duplicates will NOT be blocked.

- Compliance:
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The Compliancy pack is comprised of:
e  Versioning of each record - see this KB for more information.

D Name Genotype Organism i
&2 PLSPS1 11
Project Code Durchoniella/Polychaeta (ID: 1)

Creation Date 2015-04-15 17:16:51 (Last Update: 2018-12-06 10:28:05)
Version: 26 (View Ve(s@w List)

Versions List '

Version Number Recorded By Modification Reason Signed By
26 Anne-Laure Sauvadet (2018-12-06 10:28:05) Test genmab Anne-Laure Sauvadet (2018-12-06 10:35:50) ¥
25 Anne-Laure Sauvadet (2018-06-27 14:24:51) test
@4’ Marne Sauvadet (2018-05-30 17:35:11)
\ Owner Julius Vrag
Storage A1.1 (A2 A3.A4,
Secondary Storage box1 (C2,)
Secondary Storage box1 (C3,) 5

Secondary Storage box1 (C5,)
Secondary Storage box1 (C8,)
Secondary Storage ATB123 (A1,)
Secondary Storage ATB123 (A2,)
Secondary Storage ATB123 (A3,)
yes No

N of tubes 12

Relative séquences SEGHeREs adminA (B8] seq
Strain_and_cells_type WORMS

e  Read-only or blocked record. Data are frozen: no modification is possible
except for storage —see KB-158 for more information. Reason to lock the
record is listed in the audit trail.

Bo*seme

e  Electronic signature on blocked records to guarantee the integrity of the
data. Signatures is shown in the version list and in the audit trail.

Versions List
Version Number Recarded By Modifieatian Reasan Signed By
1 Anna-Laure Sauvader (20150416 10:21:50) it G g o e R

Marne Souvadet (2019-03-27 12:05:56) ¥

®  For each modification, the user must give a reason to edit and a reason to
sign. These reasons will be visible in the versioning and audit trail. Please
see section 4-15.
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e Data in a custom field type text, decimal number, URL link or GPS
coordinates can be read-only in the database. Once this option is selected,
a value in this field cannot be added when you select Add New Record or
modified when you select Edit Record. Value can only be added or changed
via an API or via the Workflow Manager Add-on.

e Datainacustom field type text can be encrypted in the database and is only
visible in the Ul. Search filter and searchable option are not possible in this
case.

- Automatic naming:
With this option, you can choose to increment the record name (YES - name will be
equal to the ID), or add a prefix or a suffix to this number which will then be
automatically used in name records.

5-2. Default fields

Default fields are editable and some options are available to set up the form record.
Go to ADMIN > Data > Default fields.

5-2-1. General options

You can activate and deactivate these options using the switch button on the right.
Note that there is some variation in the prebuilt options depending on the selected
module.

General Options
o Project Code [ @]
[4] Project Code is a mandatory field on module form
[1Show Project Code in module summary line
Multiple Insertion [ o @]
Reagents & Supplies Automatic Link —_—r
Genotype Tag System ﬁ
Multiple Owners [ o @]
Super Administrator 4 Administrator Staff Plus [ Staff

[ Allow sharing between groups

o Replicate Sample (o1 @)

°Sequsnce Info [ o @]
Mlength HTm(C) H%GC
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For detail information, please refer to KB-115.

A dedicated project code management page is available in Tools > Manage Project
Codes. For more information, refer to chapter 10-6.

Through TOOLS > Manage genotype tags, you can find an admin area. More
information can be found here.

5-2-2. Field options
In this part, you have access to the default field structure:
Field Oplions
Fiald Type Mandaicry Summary Line  Activa
fiekd - 4= 5

h i Optional Refarance fietd | 0 a =5
ﬂ %:vr::ﬁl‘,r.n_ug- Code fiekd m} ] [~ o] =
n e fiald O O e =B
ﬂ I..-.-mﬁi'-p field =] e o
n Organism selact m| = [ o] =
n Related to Crganism select m] = a B
n s aolect = =]
n Creation Data date 0 =
[ 10 | date | =]

ol e phsabing

View Form

Viaw Module Form With Curment Oplions h“

e  You can choose to activate or deactivate fields using the switch button on
the right (name and owner cannot be disabled). Note that these fields
cannot be completely removed; only hidden by de-activation.

Fields can be reordered by drag and drop.

You can edit the field name by clicking on the text.

Fields can be mandatory. Select the Mandatory box to activate the feature.
If you want to see the values of the field in the summary line, select the
Summary Line box.
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14 resutts found | 15 Show Hide 48 resalts on page

SEue

steste

H| ;g

proepee L)
U Adini i50- 10 T Y.

The summary line for record 238 is highlighted in red.

0o

e  Field type and database name & are also visible here.
e  For some text fields, the orange icon allows you to activate a mask.

Cruise_Name_and_Year

Field Type: field

Field Mask | ~ZZZ77Z-0000~

Instructions .

« If providing basic plain text, just write it.
« If providing inteligent Mask, write it between two ~. Ex: ~(000) 000 A~. Take care that certain
fields do not work with intelligent masks (comments, date, etc)

= ~ therefore can be used single time or inside masks. But placed as first and last position in a
mask, will be treated as intelligent mask.

Special Characters
0 = Any number between 0-9
A = Any alphanumerical character [A-Za-z0-9]
Z = Any letter from A to Z [A-Z], uppercase
z = Any letter from A to Z [a-z], lowercase
X = Any letter from A to Z [A-Za-z], case insensitive

Note: the Owner field in the Reagent & Supplies module can be activated/deactivated
(Owner doesn't exist in Reagents & Supplies in previous versions).

At any time, you can see the form with your current options by following the link on
the bottom part. All the functions are saved automatically.

.r"\-._
A, Selecting a field as mandatory will apply to all situations when records are
created or edited.
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5-3. Custom fields

LabCollector enables you to add custom fields to all modules in a very easy way.
To have all the information on custom fields, please refer to the KB-118.

Go to Admin > Data > Custom Fields.

1. Select the module where you want to add or edit custom fields in the list to
the left.

2. If possible (module dependent), choose if you want a custom field in the
main form or in the Analysis tab (see section 5-3-2)/Maintenance tab
(Equipment)/Risk tab and Lots tab (Reagent & Supplies)/Registry book tab
(in all modules with storage option).

3. Click @customField to create a new custom field. 5
List of modules Default Fields -
Strains & Cells
e Custom Fields @ 2y
Primera @ Custom Field [} Verity Fieids Integrity = Main List ¢ Analysis Tab
[Reagents & Supplies None Fiekd Type Additional lofo Fre
o e Ty
@  Antivodies
T KASP gp
Sequences =
Animals " =0
Equipment ’ i0
Chemical Structures Taghtan field 89
Documents o = ep
Address Book ah = D
Microarrays : ks = ep
Booceank | PR | g . -

When you add a new custom field, a form opens:
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EpliEns

Fiald Type °
[ TextFaeid VthLength &
Disallaw values that dont match a recond's Hame

Specify the field name.

You have the possibility to add helper text which is visible in modification
mode (appears when hovering the mouse on the field and below the field
name).

You have the possibility to add postfix text as units visible in
modification/view mode and on export and print report.

Choose the custom field type. For more information, please read the
knowledge base KB-97.
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5. Choose the category of your fields if needed. For more information, please
refer to the chapter below. You can also define here the location of the field
( Analysis tab or Registry book tab)

6. If you want to include the field value in the Module Summary line. The
following field types can be selected for the Module Summary Line: Textbox,
checkbox, dropdown select lists, and date types.

To learn more about the options, please read KB-118.

If you encounter an issue after creating/deleting or editing the name of a custom fields
(e.g. the module doesn't work anymore), you can check the fields integrity with the
link of the same name. Use with caution. This action cannot be undone.

Verify Fields Integrity

The following fields have integrity problems and will be removed

:39 n_of_tubes_vol (Legend: N° of tubes (vol in pL))

Cioe

5-3-1. Custom fields group

Fields can be grouped into specific categories. This helps organizing custom fields for
specific usage for different type of records.

1.  First create a custom field in a module. Choose “Select List” as field type and
check “FIELD CATEGORY”. Validate the field modification.

g
2. Edit the values list that will represent the categories ({’ﬁ).
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Field Type: s=lact

Manage Opticns
D 132 Sexual abuse a
O 12
M 137 a
0 1 a
@
Load CSV
o Upload

Default values can be configured. To define a default
the left square.

value, just select it by clicking in

CSV/text file of preselected values can also be imported.
IDs of each value are on the left if you need it in some import function.

Once the fields are created, each new field can be assigned to a general category or

to a specific category that you have defined.

Note: Common fields to all categories can still be edited. To do this, just leave the

GROUP Field choice as “General Field”.

You can create 3 levels: parent field, sub-field and sub-sub-field.

selacl

WORMS chackbor

Mount Batten Tasicd

Site_name

Stenehouse Pool checkbax

ndividu_nzme Stonehouse Poo checkbox

For more details, refer to the KB-130.

5-3-2. Analysis tab group

This option allows you to create a specific data

[= 0 -}

-

= - B - ]

8ppee

form separated from the main

record form. You can use it to save secondary data like analysis results. If you want to
use the analysis tab, you have to define custom fields and save them under the

analysis tab option (green microscope).
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Custom fields are presented in the module by creation order. All fields can receive
preset values (field masks).

You can use text, select list, checkbox and decimal custom field types to create an
analysis tab according to your needs.

1. Create a custom field as line separator and check analysis tab option. It will

be used as tab title separator in the analysis tab.

2. Define custom fields in analysis tab.

3.

Add/edit or import values in Analysis tab by clicking on L

4. Click on tab icons ‘= and ™ on the right to toggle between viewing

analysis as tabs or the complete list. Tabs correspond to the line separator.

The tab automatically titled ‘Main’ covers everything appearing before the
first separator.

W
B

Hsmf=1:

24 cauTIONS:
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. If you delete a field, all data stored in that field will be lost! There is a
warning prior to confirming field deletion.

e When editing a field, if you reduce its size, longer data will be truncated.

e Changing an existing field length or type can cause a loss of data or format
data in the field such that the original meaning is lost.

e  Some field names can induce MySQL errors. If this occurs use another name.

e The analysis tab can be used by some LabCollector add-on modules.

5-4.  Custom modules design

LabCollector integrates predefined modules to store specific types of data. Real
situations are endless and therefore LabCollector includes the possibility to create and
design custom modules. A module editor is located in Admin > Data > Custom
modules. It is accessible to the Super-Administrator and Administrators.

It requires a valid license that covers this optional feature. For version 5.21 onwards
in full license, if you hide a default module under ADMIN > Setup > General settings,
logo, modules names, it is replaced by a custom module within the limit of 13
modules.

More details in the KB-75.
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6- STORAGE SYSTEM MANAGEMENT

There is a storage browser tool to visualize the storage organization of your
lab: Tools > Storage Browser to view storage and use Admin > Manage Storage to
edit and define storage.

The hierarchy tree on the left side of the storage browser can be expanded or
collapsed. There are 4 levels:

Location —» Equipment —» Rack/Drawer/Shelf —» “Box”

e i b |

Lab Storage Tree <
+ 3} Main location "
= ﬁ Bayer

¥ [ ory chemical
= ¥ Freezer2
# [k Flosting
= [} shelf 2 6
_- Container 3
fridge 1
fridge 2
Ln 231
El storage room
+ =] Floating
= | Rack 2
Shelf 1
% [§ Toxic cabinet
= ¥ UltrdFreezer
= [ Floating
& K-USER-BOX72
£ K-USER-BOX75
@ Test Group Police
& User_Rack_02
& user_Rack_03
& user Rack 04 X
Collapse all | Expand all

R
(REE:E2

Location level:

The first level gives details about the storage location. You can define buildings, rooms
or any location unit. Locations can be renamed on this screen by double-clicking on
the location name (except for Main location, by default).

Equipment level:

This level gives details about the equipment used as the storage device (freezer, shelf,
container, cupboard...). You can define new racks or boxes inside this level. Equipment
can be renamed from this screen by double-clicking on the equipment name or by
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editing its profile. This is also connected to the Equipment module and can be used
in connection with the Data Logger add-on.

Lah Shavnge Tree. 4 Simeage Browrer & Hansges

=} Masn fecatian Al
. o e
= i compei_i
= IR Brosnpe 2 Equipment Name: Congel_1
o Dol
o Band Typa: E
& e
o Bosrd Notes:
=ik PO byt | Mumber of drawers | shehves / canisters; 4 |4 deined)
L1 | .
™ e Positions per diawer | shefl | canster: 1 P G o v ot e e e
BT DMA
L llf-v l g
| @ -
Lt 1 o I Masbvim mamisar of trawaes slraady in use. To ereala & bos, saleci1ha camasponding druwee.

I.'I.sn..

A capacity meter visually indicates how full or empty the equipment
! ,.28e= . is. The meter only works when there is a defined number of racks
(number + position, floating equipment is not counted).

178 Tubes

Toker all boxes and occupied places.

10 Tubes {0.6%)

! Capacy: A capacity meter gives a quick indication of total tubes capacity on

P
P

£2% Only boxes with grids and defined capacities are considered.

Moreover, if your equipment has a temperature sensor related to the LabCollector
Data Logger add-on: you can track the actual equipment temperature from the
storage browser. For more details see the Data Logger manual.

‘Lab Shorags Tree € Snrage Breweer & Hanager
S frdge 3 -
gl s o1 g | My Gextege | Tubssphos
A 001020857 ® = - ===
= @} Bnemnt Ecqaproer Harne: Brcase A i anp e
B Cryo Sterage 1 i - Capacny:
= B capbaard tat 545a2 Type Q
= 50 Shelt DOWN 18.04 °C
sheli DOWR . .
= 3;{:" Nurrer of drawers | sheves | cantsers: 10 (2 definedh
¥ Sanya3 Postions per deawer / shel | carister: 5
5 ) moemz
= i R i
=l
SEL . 0C Notfrason |
Bl b, A Botise 10 81 Asmoea 4 s
(o) | == L iies cqupmen, ]
& o
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Racks/Drawers level:
A list of existing boxes is displayed for each rack in the storage equipment.

e N T I I

@
Emie 50172 | s A>T,

From there you can add a new box “#*, duplicate “# pox structure, edit 7 or

delete ~* existing boxes (you can only delete boxes not currently in use W ) and
delete all empty boxes in the rack. Box owner can throw away their full boxes (box +

content) using ~'-"‘ . Whole box content can also be replicated as secondary storage %
You can rename the rack by double-clicking on the rack name in the tree or by editing
its profile .

You can print all box maps by clicking on the “Print all box maps” button. One box map
per page will be printed.

If there are space limitations for the rack, it is indicated once this is reached.

Delete All emply boxes [ 3

Ih--. rack has 2 box positions left on 4 possible positions

[ Rename Drawer | & Add new box in this drawar

Racks can easily be moved, deleted (if they are empty) or added without needing
existing boxes. The box map display allows a quick glance at available tube positions
on each box stored in the rack as shown in the following pictures. The box can be
viewed graphically or as a list. The Box view allows hovering the mouse to provide
additional information. Clicking on a sample will direct you to the record’s page. If
color coding has been implemented a legend will appear.
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B | | Aox view [ _"J; Wiw or Plinl|
1 2 g —_———
5 MR- Calls m
al
41 i a 7 a1 . .' Protsins
N . =
Extracts
M g
: 2l g s ) Project B43
JCM-002-a1 =
@ project callsta
Madile: 5P
Iz =) i m.f.l_“_ ® renc
Description: et

barcode beta 1224567890423
45

Unique code: 5047843583
Owmer: jarmes

Date created: 2016-06-01
1045:48

Volume: & mL

Storage Comment:

N | List view | & Pant

Celis ﬁ
test for batch process imL aliquares mada 204 E-03-25 0FI07: L . : 6
test for batch process ImL aliquores mada 2016-07-27 02407 14 oL
test for batch procsss 1mL aliquates made 2016-05-25 05:07:14 . Extracts
| test for batch process imb aliquotes made 201E-07-25 CRO7:LE B Froject B42
bast for batch process | ImL|  aliquoes: made 2046-D7-2% 00T
test for batch process | 1ml|  oliquotes made | 2016-05-25 09007114 @ rroject Calls14
test for batch process ImL|  allauctes mads | 2006-03-23 US07iLe ® rerc

test for batch process (imb|  allquoces made 204 6-05-25 05107
test for batch process ! 1mL aliquates made | 2015-05-25 09:0?.-\4.
test for bakch process 1mL|  aliguotes msde | 20160525 05107114
et Far batch process 1mb|  aliguores made 20HE-0T-27 DO

Box level:
The final level shows box details and a box map. From there you can edit the box
parameters (if you need to move it for example), add samples main and secondary

storage by selecting one or more cells and clicking on | & Addube I'and define a cap

insert color for the tube m When adding a tube you need to know the module and
either the ID or barcode. These values may be scanned from a barcode reader.

Before using cap insert color options you need to define them through the storage
system options: Admin > Storage > Manage Storage > Options (See below).
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""ﬁ‘ﬁ’ Add tubes (in Box: 12345654321blue )
on position: €9, C10

Module: [ Select Module v] ID: |

IIII:IIIII :I

(Barcode field prevails)

.
Record: test from Plasmids [246-PL]
on position: B5

Add tubes (in Box: color test)

Define as secondary storage

Make independent: ) Checkto make each position as independent

Volume: [ ml

Comments: |

Cap insert color for the
set:
Save

NB 1: Action has NO confirmation.
MB 2: Existing MAIN storage can be replaced
ONLY if checkbox is checked

6-1.  Configure the storage system

LabCollector comes with an empty storage system. You need to configure it to reflect
your lab facilities, equipment and organization.

Go to Admin > Storage > Manage Storage

Here you can create boxes, list and manage existing boxes, define new locations and
facilities and temperature options.

.__;-'1 List Bxisting Boxes | i Crente Rew Bax (storage manager) | ™ Facilities | E Stornge Equapment | 1 Temperatures | Optians | &g Fodels
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6-1-1. Defining facilities and locations

The first level is created and edited from the Admin menu. If no location is defined, all
storage places are referred to as under “No location assigned” or “Main location”.

Go to Admin > Storage > Manage Storage > Facilities

‘-"-f Add New Storage Facility?

Facility Mame:
Deseription: |
Associated o Group: | Ko group :] fioae (N 10 Nt s Faciliby 0 groun menibet)
Save
| storage Facilities.

Facility Name: [RDOM B
1

- Description: |
-]

led to Group: | GROUP 8 ALL a

Here you can add new main locations or edit existing places. Give a short name for the
location and a description. The storage facility may also be associated to a group to
limit access (see Groups definitions).

6-1-2. Defining temperatures
You can define temperatures through:
Admin > Storage > Manage Storage > Temperatures

Storage Temperatures

1 2550 %

}

1 -200C ®

‘ 0 &

} oo

§ oo
| Updsie |

Hew Temperatura: [ Sove |
{ save
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Temperatures are going to be used for managing your storage equipment. Some of
them are predefined and locked. Note that this temperature definition is meant as

the ideal temperature for the equipment.

6-1-3. Define storage system options
Through this menu you can define options for storage method, replication storage,
tube cap colors and straw colors. Tube cap colors collection will be displayed on the
box maps. Here you can define tube cap colors, associate it with sample type (defined
under Admin > Preferences > Sample Types) and straw colors.

I
o

Go to Admin > Storage > Manage Storage > Options L

Manage tube cap colors
Edt or add colors from the color picker balaw y &,
so N P (= D [samoenm ] 7] oen
5 EEEN g « == ) [samperee (o] [ pec
T — - T

Mxmc;ﬂhmumwmﬁmﬂd-‘gnmm
ma:mwm-wm.wmum_mumw&:Wm

[ UseamaTeen capcocn |

Manage straw colors

| Colors can be repealed n same visotube
Edit or add colors fram the color picker balow:

The colors can be selected using the tool or by typing in the color code directly.
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Markers To Pick A Color s
T |

ot
i
o j%
{160 |3

< W Te

P55 |
5 B

5 P55

& |
The text within the parentheses will be displayed on the expandable legend tab of the
box view and list view.

Cells H
e . Proteins .

[ Extracts

® rroject Cellsi4

38 [ PBMC

)
2
alzo 24 ) Project B43
]
2
[+]

Diz 48
Box view showing color legend.

o e

Vol Stor. comments Date mreated Calla

{Biakch tast sacond sampla} 1. 3mL ® .
(batch test second sample) 1.3mL vy
{natch test sacond sample) 1.2mL | ® B
(bakch vast second sample} |2.2mL| | I @ e

{Batch tast second sampla) 1.2mL |
(natch test second sampla} 1.2mL
{Batch test second sample} | 1.2mL | ® PRMC
(Batch tast sacond sample} | 1.2mL

List view showing legend.

@ Project Cellsis

6-1-4. Creating storage equipment

Go to Admin > Storage > Manage Storage > Storage Equipment
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f:r;, Add New Storage Equipment?

Equipment Mame:
Equipment Type: | FreezerFridge - |
Facity Location: | no facility assgned |

{Wisere tha ayulpment Ts physieatly iveated)

Notes:
Humber of racks/drawers/shelves/canisters:
Postions per rack/draweryshel{canister: | [=mpty o TRrn = unlimes;

Equipment Data: | Fleass Choose .:iu\ o it modbe]

1 Storage Temperature: |Flease Choosa | v *

°7 Preferred For: | None b

Automatc Storage: [ ves, make it automatic.

Complete the form. If you want to manage the available rack space and box positions

on racks, you’ll have to indicate this information. You can link to an equipment record
from the Equipment’s module in order to manage maintenance.

You can also select a module to have this equipment as the storage location by default.

If you select the option for Automatic storage, the position in the box will be given 6
automatically following the option defined in the storage system (see above).

Then click on Save. The new equipment will be immediately available on the storage
browser.

6-1-5. Creating boxes and racks

You can create new boxes through
Admin > Storage > Manage Storage > Create New Box or Tools > Storage Browser
The window is displayed in the Storage Browser & Manager.

4 Storeys Srveser & Mamsger

Bt B‘-,
Equpment Hame: Evidence rom B823.3 b
e L3
Moes
| M of dewers shelves / comsters: 10 (1 detncal

Pondioes pes diaver | shell | canister: 109

.l am

Choose the equipment where a new box is required. The same form may be used to
create a box and a new rack/drawer at the same time.

1) Add new drawer/rack in... F'G'
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Indicate a rack name and add.

T~

2) Add new drawer + a new box in...

B ndd Now Box? (TIPS choose @ madel to apaly

Box/container Name, * 77 (For sitaws type the visolube name’solar)
Sl x| |

This D st o 3 Fopiina Iave ieaiies i masiar s has tean inffustod

Type: [Bux (it grid dider) =]
'@ Sive: ﬂ_: 1_-1-'._\ | | |~ Rl

(2] e fo spnc ormat

Storage Equipment: | Bayer »> = Dry chemscal (4209) -

Tower/Rack/Drawer/Canistor N°

aih | Select or leave Flnatlng:l

Owner: QJTmuanj

m} Saueﬂlabw asalncldai

Modrs mame (MACE MAME 1S Mandaioiy o Save e model data) .

Sove Box | Cascel

Choose the box name and add a description.
Then choose the box type (Box with grid divider, Box with no grid, microplate or tube
tray, visotube for straws, bag/container, and shelf part) and size:

e  Box with grid divider:

o]0 .@é,,s_”_%,_ﬂ_..ﬁ!é. o]0

-@@3’@:& o0 0]0/0]

40,000 010 0 06 0 0
[+]

o0,

C
o
ﬁg

aa

Lol

a3

olo

fo]
(1]

@L
ool
oo

ﬂ@@ﬁﬂ@ﬂﬂﬂﬂ
LIIRACILICICIIEI L)

e  Box with no grid

:

Position Content
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e  Bag/Container

e  Microplate or tube tray

e  Visotube for straws (See chapter 6-1-6)

#1 Mouse AlLS256/euk5
lignee A1245
s2|| | 45478
[ Jasazs
#3 CC13 NKY330 27/7 A

e Special format:
If special format is needed click on the icon to lock box positions by point & click
(see the example image below).
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VIl . ©0.0!C1|0.9! 0
“ ae e me nw me B we mew wes Tem m

You can also change storage equipment if you want to create a new box in another
place. Select a rack and the position where the new box will be created.

J25N The new rack will be created along with the new box. If the rack already exists,
it will be automatically filled on the form. If you leave the rack field empty, the box
will be assumed to be floating.

A

A, You can easily move boxes (multiselect mode) between racks by dragging and

s

dropping them in the Lab Storage Tree. It is also possible to use edit box 7 1o
change the location.

Finally, if you want to save this box as a model, choose the option and give the box a
name, then click on save box as a model. Next time a new box needs to be created,
you have the option to choose any of the models you have created. Note that several
common box models are preloaded.

Saved models are displayed in Admin> Storage> Mange Storage> Models and can be

edited or deleted through this menu.
I G > mosei o apon -

Choose & rodel o apol

Bex/container Name: | * ) FU SIS B U LWL et | plec oe wall

S Eoxicontainer Description: I B 96 tubss
itk DUk GANGE DE 3 FEioa Lok bEEaUse (0 MASIE buk ha5 bean ingiaies B 100 tubes

STrer— | Box B4 tubes
Type: | Bax fwith grid divider] |~
"i‘-’w si:.e.'_n:'v' 1 (Al

(BB e for spmca oot

James' G5
JB4-welc plte

You can also generate a list of box and racks inside a piece of storage equipment by
T
choosing Auto-fill "‘J. This automatic filling is based on details in the form below.
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Here you can generste 3 list of box and racks inside this storage equipment. This automatic filling is based on details defined in the form below.
Define Box/Container format [rp—
[ e

-
Owner for all boes: [Super Admin >
Define autofill options

Choose the autofill method. Select Manual or by GSV impert. Manual will ingement the names with a numeric suffix. CSV will use the names provided in the €SV
file.

O Manual Settings

Boxjcontainer Name PREFIX: | | [oox namsswm bsincrsmantsg nassa on tnis prame)
Rack/Shelf name PREFIX: [ | rack names vl be incromented based on ths prefis)
Racks starting number or letter: {120k names v ncrorment 260162 or A5 )

number of racks to generate;| _[2]| of zallowed

b

4

or

O 5V Settings

‘EN Format: BOX NAME<ssp~RACK NAME <ssg» Position in rack <ssp~ BOX DESCRIPTION ~anstssd-

=
] cv file 10 import: | Pareourt... | Aueun ficher sé\e:ncnne"l [1s0-8859-1[]

[ Labets on tine 1 st ns v s suppac)
Field Separator O comma O semicolon @ Tab O [ | Custom separator (must bs uniqus)

Generate all boxes and racks 6

First, you need to define your box/container format (you can apply a model). Then,
choose the auto-fill method according to your needs.

- Manual settings will increment the names based on a prefix.

- CSV will use the names provided in your file.

6-1-6. Creating visotubes for straws

1) Choose the equipment where you want to create visotubes.

2) Click on Add new drawer with new box. The same form may be used to
create a box (visotube) and a new drawer (canister) at the same time.

3) Indicate a box name (for straws: indicate the visotube name and color) and
description.

4) Choose a box type: Visotube for straws and define the number of straws
allowed (required).

5) Canister: select Add in new rack or existing rack and define a rack name.

6) Define a position in goblet.

7) You can also save this box as a model, then save.
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-

N2A
Floating
1

g New HEK293 cells

g Brown Viso

g Black Goblet - Yellow Viso

g Visotube Green

a Visotube Orange
3 gg‘ 2

& [

R,

B

Before adding straws in the visotube, you have to define color options through:
Admin > Storage > Manage storage > Options

6-1-7. Replicating box structures
To speed up the box definition process, complete box structures can be replicated
automatically. At first, you need to define replicating box options through
Admin > Storage > Manage storage > Options 6

Replication storage management method

pefault: Replica samples always linked fo master sample (al actions done on master
storage always applies to al replicas)

or

[T Replica samples independent to master sample (frst storage link oniy)
Save

To replicate a box, you need first to display the box list in a given rack and then click

on the replication iconw.

|

n - testrack 260H) Carnman Bax soige. W P PrEs AL ENG Tl
1 backup-rack 04 (1) Super Admn 17 ol 86 ':!:f e & Ha Parmizsion
3 @ tesirack W2H Commen Bas wores T G & |5 18 < L
= - testrack 0350 Corimon Box veise T o aptcats while hov o scondaiy i A s T
% - teat-rack 0458 Carmmen Bax 45 ot 86 pgf Er s & l-:_ﬁ‘ |f}:,;}| 2 Jorid
u - teat-mel 058 Corimon Bax (LT -7 & 1 1B
Delete All emoty boxes g
Trs rmek bas URliMAsd possibils positons

Prtalibon maps | | g As 0t lon Inhis deaver |

All settings from the original box will be predefined including the special grid format.
You just need to give a new name and rack location. Whole box content can also be
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replicated as secondary storage using the icon %7 When clicking the replicate box
icon you will be given a prompt to define some details about the name and storage
information.

6-1-8. Delete or clean a box

With the \'L;'-""icon, you have different options.
- Clean the box from associated records BUT without deleting the box or the
records
- Delete the box only
- Delete the box with associated records

) cueen Hox wihout deletng &

DELETE Bas
| DELETE ASSOCIATED RECORDS too?
{F checked the bas and alf r=card s ncluded I his boa wil 320 be desiayed)

This amhion i defirifves and cannct e rever=ad

A | Chekhara i CEAMDELETE thisbax | (1,

A BE CAREFUL, this action is definitive and cannot be reversed.

6-1-9. Manage storage for Reagent & Supplies module

To manage storage for this module, you have two options: Simple storage, these will
be single locations without any sub-locations; and Main storage to define in Admin >
Storage > Manage storage.

For more details, refer to KB-92.
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6-2. Managing storage equipment contents

At the equipment level, in Tools > Storage browser, it is possible to perform a variety
of actions.

Move drawers:

When drawers must be transferred to other equipment (in the case of equipment
changes, failure, reorganization, etc.) you can manage it by selecting the target
equipment in the drop-down list. Only compatible equipment will be listed. You may
need to create the new equipment prior to transfer. All drawer contents will be
transferred.

z:m:_mm_
Floating Select a recenng ecupment [ o] | Submt
Mot 1: 1 She s samaiel & wmpey, ol S Ganer's bows wil be oz 3 foateg

Mote 2: You he 0%y more Saawd B enity Shne spaces 7 other COMPATIELE Faeserneges aaupment. Comommmly fied equpment 5 not isies EQvomest wih Sfewnt Same Soe 3 0t istad ether

The drawers list is displayed for each piece of equipment. You can rename or delete 6
them if needed.

USEFUL! You can also easily move racks/drawers (multiselect mode) between
equipment by dragging and dropping them in the Lab Storage Tree, and move
equipment to one facility to another.

Add notification to all samples stored in this equipment:

. QC Notification
1. Add Notice to all samples stored in

By clicking on this linklthis squipment. , you can notify all samples stored in
this equipment with specific information. For example, you can use this function to
make a note that the storage equipment has failed, so samples stored in this
equipment could be damaged.

The notification will appear on each sample record stored in this equipment. There is
an option to have an email sent to the owner/operator of any items stored in the
location.

/1% QC: Add comment to all stored samples
A,

Notification text: |

This is @ comment that will be added te ALL stored samples and tubes. It can be used to notify that the equipment had a failure and the
sample may be compromised.

[ send email to owners

Save QC Comment
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Add Main Storage box1 0/ X

5 Tubes E

D1, D2, 03, D4, DS

* Freazer will be warmed and thawed
on Monday
- Tocalon = Freezer 1 !

Cwner: Frank

AN
& The notification field is limited to 150 characters. Notifications are saved
unless field is full.
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7- ENTERING AND MANAGING DATA

You have already defined your preferences; you are now ready to enter new
records into the modules. This can be done one by one or by using csv files to import
large amounts of data.

7-1. Enter new record

All modules are constructed in a similar way. To add new records click on the top-right

link “Add New Record” in the menu bar & 29 NWEEESE ] p g0 will be displayed

to enter data. The fields will vary based on the default fields for the module as well as
any custom fields that may have been created.

6D 5o e e T

%= o mEmEOH PRSI TR N

c M oe = s o= fore - . A B2

This example illustrates the form for entering new strains and cells. Required fields are
marked with an asterisk *. Additional tabs on the left hand side of the form reveal
different forms for entering particular types of information. Multiple records can be
added successively with the Save & Add button.

In this case, Storage data is accessible with the tab on the left. Please see section 7-3
for more information on storage.

Default field options can be activated or deactivated. Please refer to the section 5-1.

Record names can add Greek letters using the special keypad on the right.

Each record can be duplicated by clicking on the icon @ . A new duplicate record will
be created with a unique code.

V5.423-73




ENTERING AND MANAGING DATA

You can choose to link (normal link at the bottom) your duplicate to the master record
(Check the box). You must confirm the record by clicking Save on the form.

Y

Stprunm TV T Bl 3 20080830 % n -

When viewing records, there are several icons on the left hand side as well as on the
right hand side. The availability of these icons varies by module.

Records contain some of the following icons. Note that some icons are module
specific.

The following icons can appear on the right hand side of a record:

< Edit record. Clicking here will open the form to edit a record

Duplicate record. This allows you to duplicate some information
about a record. If present the following are not duplicated: Storage
locations, activity log, processes, annotations, associated files,
@ crossings, Blast tools results, Lots, photobank links, ordering
information, display spectrum, equipment schedule, and equipment
maintenance.
The duplicated record will automatically link to the original record;
however, no other links will be present.
Archive/hide record. The record will not be shown in search results
unless it's clearly indicated in the search parameters. Modification will
not be authorized. This action can be reverted in the archived/hidden
record.
In compliancy pack. Read-only record. The record will be shown in
search results like any other record but any kind of modification will
not be authorized. This action is irreversible (except for the super-
administrator).
| a Unarchive record. Moves a record from the archive back to the

a

W

= normal listing.
¥ Record locked. In compliancy pack. Only the super-administrator can
LY unlock a record giving a reason that will be displayed in the audit trail.
Y Sign record. In compliancy pack. To sign the locked record. Signatures
=X will be shown in the version list.
Delete record. Availability of this action is limited to minimize
* unintentional data loss.

t:] Print record. Allows printing of a single record.
f; Memorize record. Places record in a list of memorized items.
' Accessed via Tools > Manage memorized items.

'“'!”“' Generate barcode label. Brings up a menu for barcode printing.
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— Add to order list. Allows the addition of the item to the purchase
0 management system.

Indicates that the item is in the order list.

The following icons appear to the left of a record. Clicking these icons will provide
particular details. Some of the icons are module specific.

L_"} Open record. Opens record for viewing.

() Display record. Returns to the record view after viewing other tabs.
' ) Display related records. Note: requires specific naming conventions.

Derive sample. Creates a new record in the samples module. Some
information relating to the original record will be prefilled, including a
link to the original record.

Analysis tab. A location for custom fields relevant to analytical results.

customized activity.
Display Storage. Shows a list of all storage information. Multiple
viewing options are available. 7
= Photobank link. Link to photos, albums and other media stored in
O photobank are linked to the record. Requires photobank 3.0 or higher.
Display Reagent & ordering information. Creates a link to Reagent
@ and supplies to allow ordering.

U Activity Log. Records actions for storage. Also allows user to enter

Display lots. Shows lots of the product.

ELN link. Link to where record appears in the ELN. Requires the latest
version of the ELN and LabCollector 5.24 or higher.

Workflow link. Link to where record appears in the Workflow.

Requires the latest version of the Workflow and LabCollector 5.4 or

higher.

EE] LSM link. Link to where record appears in the LSM. Requires the latest

U version of the LSM and LabCollector 5.4 or higher.

ey

ic',? Display Processes. Shows a list of processes done with a sample.
O-t Display crossings. Shows the crossings with an option to view the

genealogy tree.
?:‘? Display comments. Tab for comments.

= Manage sequence annotation. For plasmid or sequence annotations.
-~ ) Sequence and map. Displays the sequence and map. Multiple viewing

options are possible.
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Add to synthesis order. Primers module only. Quick link for ordering
Primers.

Primer in the synthesis order list. Primers module only.
Display sequence bioinformatics tools

Display sequence blast tools

Display related files

Display spectrum. Displays a spectrum. Note: JDX format required.

Indicates stock. Reagent & Supplies module only. Indicates as
available, low number of units, out of stock.

Link to other data.

Display Maintenance. Equipment Module only. Shows the record of
maintenance and allows updates to maintenance.

Equipment Schedule. Equipment Module only. Shows the schedule for
the equipment.

7-1-1. Waiting data

When data is entered by users with “User” level it is flagged on the database as

temporary. An alert is displayed on the homepage indicating that some data awaits
validation by an administrator.

Open waiting list: Admin > Data > Waiting List

This page gives a list of records awaiting validation, organized by module. Each record
can be marked for deletion (to be rejected) or manually edited. Validation is done per
module in batch.

7-1-2. ELN, Workflow and LSM link

When data is referenced in the Electronic Lab Notebook, Workflow or Lab Service
Management using the LabCollector data section, a direct link to the corresponding
pages/experiments or Job is available under this tab.
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Note: Requires latest version of the add-ons and LabCollector 5.24 (ELN) or higher.
7-2.  Animal management
The Animals module stores all the information about your animals: sex, age, genotype,
genealogy tree, status, storage... Barcode tagging on cages or animals provides easy
data retrieval.
To add new animal records click on the top-right link Add New Record. A form will be
displayed to enter data according to the module. 7

OR
You can add animal records through the Cage facility plan (Cage options) by clicking
on Add New Cage > Create New Record if you want to add animals in a new cage or

on if you want to fill an existing cage.

storage facilities through Admin > Preferences > Animals options. For more
information, see the chapter 4-7.
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Cigus DE AN Fian

The occupation plan shows the number of animal records contained in each cage and

the total number of animals and the free locations... By clicking on @, you can display
all the records in the cage in a new browser tab. Hovering the mouse over the number
of animals will provide the animal listing for that cage.

Position 3 Position 4 Position 5

WECHmEt

Animal Records: 1 Animal Records: 1

Total Animals: 1

@0

eicoE| (Mame Gender Date Of Birth
1412357 Female 2015.04-24
s
Add New Cage J L N —— J L — J

You can also easily move cages between rows, shelves and rooms by drag and drop.

Clicking the @ icon will memorize a selection of the animals in one cage and allow
movement to any other cage. This can be useful for organizing or consolidating
animals into a different group of cages.

When a record location is defined, it can be removed from the cage. To remove it, click
on the cross icon through the records file, a pop-up window appears to confirm cage
removal.

The following view of the cage location appears when viewing the record in the
Animals module:
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Birth —

Shelf: 1
Rowe: 1

Cage: 2

Animals: 2

The following view shows the ability to edit or define an animal’s cage from the popup
that appears when editing a record.

%Animals

Edit Record
Room 222
I5 Racord Data
shetr |1 -
i3 Cags Date =
i | Salect Positi » | ™= s aredy et
1
7
Also look at our video online.
7-2-1. Room Scheduler

£b Before using this application, you need to define animal storage facilities like room
and shelf characteristics (Admin > Preferences > Animals options). For more
information, see the chapter 4-7.

This application is completely independent of the cage’s facility management.
The room scheduler allows users to plan arrival of animals and to schedule cage

locations.
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€« Cages Scheduler
setctrssntons o 500|015 I
User 20021222324 25(26(27|28|/29|30(31| 1|23 |4|5|6|7|8(9(1011|12|13|14|15

nne-Laure Sauvadet (0 |0 (O | O |5 |0fj0|0O|0O|O|OjOfO|3|0|O|O|O|OfO|OfO

Taken lolo[alo[5[o[alo[o[o]a[o]o[3]o[o]a[a]o[o]a[o]o][a]lo]o] 0]
Max available | 10 1a 1 10 10 1 1d 10 1d 1d 10 10 1d 16 10 10 10 10 10 10 10 10 10 1q 10 10 1q
&

Close window

1. Choose a room where you want to make a cage reservation.
2. If you make your first reservation, click on Add me to this Schedule!
3. Choose your reservation dates using the calendar.
4. Click on the date and replace 0 by the number of locations that you need.
5. Close the window when finished.
Note:
Taken = number of locations already reserved
Max Available = total number of locations 7

7-3.  Storage stock

7-3-1. Define storage at data entry time
You can assign storage tubes or vials when creating a new record. (Storage may also
be defined or updated for existing records.) On the new record form, in the Storage
Data tab, you can select the location with the dropdown menus. Then indicate vial
coordinates on the storage selector by clicking the box to the right of ‘Position in Box'.

Edit Record
=Rorage Locaton Freeze House === Automatic sample freezer {-|»

|i ;] Regord Data

E| Storage Data Box | LCT (Somman box)

o % AlA2
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Generic steps for assigning tubes/vials:

Select the location.

Select a box from the resulting list.

Fill the box grid or visotube on the interactive map (open the map by
clicking the grid icon). Newly selected positions appear green. Slots
already taken will have the record name indicated.

Close the interactive pop-up map window by clicking on the Accept
button. Click Close this window or click the X in the top corner to avoid
adding the storage.

Indicate an optional commentary on this particular storage.

Define a cap insert color for the tube (before using this function you
need to define cap insert colors through Admin > Storage > Manage
storage > Options).

Indicate a volume. Only in mL for the moment.

Save the record or the storage by clicking update/save.

You can have a general view of empty and available box spaces with the
storage browser. A direct link is available by clicking ‘Locate Available

Places’.
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The total stock corresponds to tubes in main and secondary storage.

Box details Storage edition Storage deletion

Storage
RACKO1.B-2 0 / X | Worms_CO1 0/ X
3 Tubes (2 mL) L eTubeszml 7, Tube deletion
@ 2142 42 Box map
Main Location > Congel_1 > RACKO1 | Freeze House > Freezer D Lab51 >

Owner: Anne-Laure Ssuvadet
Worms_Co1 0 / X| Worms_CO1 0/ X
1 Tube (2 mL) B | 1 Tubeizmy -C
B2 82
Freeze House > Freezer D LabS1 > Freeze House > Freezer D Lab51 >
Owner: Anne-Laure Ssuvadet Owner: Anne-Laure Ssuvadet
Worms_CO1 0 / X/ Worms_CO1 0/ X
1 Tube (2 mL) B 1 Tubezmy -C
B4 85
7
Freeze House > Freezer D Lab51 > Freeze House > Freezer D Lab51 >
Owner: Anne-Laure Ssuvadet Owner: Anne-Laure Ssuvadet
Total Stock: 27 Tubes
All Secondary Places Add Secondary Storage
7-3-2. Define storage on existing record

There are two ways to assign vial storage on existing records:
1) Through record display:
You can define a storage place directly from the record entry in a module:

e Search for the record you want to manage in the module.
e Expand the record data.

(2) rfvsd B. subtilis

s (3) E. Coli B NF541 E.Coli

e On the right, a storage table is provided.
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e Click on the “Add main storage” link if available (only admins, the super-admin
and the record owners can add main storage).

Add Main Storage

Add Secondary Storage

o Follow generic steps for assigning tubes/vials:

Select the location.

Select a box from the resulting list.

Fill the box grid or visotube on the interactive map (open the map by clicking
the grid icon).

Close the interactive pop-up map window by clicking on the “Keep
selection...” button.

Indicate an optional commentary on this particular storage. The comment
will appear in the storage information when viewing the record and will also
be visible when looking at the storage location in the storage browser.
Define a cap insert color for the tube (before using this function you need to
define cap insert colors through Admin > Storage > Manage storage >
Options)

Save the main storage by clicking the Add Main Storage button

Add Main Storage

2) Items may be added through the storage browser. Find the desired box in

the storage browser. Then click to select one or more slots * * and

o Add tube | |

A pop-up will open and you can select the record to add by typing the ID or scanning
a barcode. Through this pop-up, you can also define a tube position as secondary
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storage by checking the box. Additionally, a cap color can be selected. Before using
cap insert color options you need to define them through the storage system options:

Admin > Storage > Manage Storage > Options.

The ID and the barcode are different. The ID number is found at the far left of

=
the record entry next to the icon -ﬂ when viewing records. The barcode also

includes the module identifier code and can be checked manually by clicking the

. [ . .
barcode icon “i”1 when viewing a record.

uﬂl‘“ Add tubes (in Box: Special box )
on position: €5, €6, 7, €8, C9,C10
Module: | Strains & Celis v : 7

Barcode field prevails

Next >>

% Add tubes (in Box: Boite E)
Record: A14-12357 [ euk [euk2[euk3/euka from Strains &
Cells [25-5T]

on position: A4

A Main storage already Exists!!
[ overwrite existing MAIN storage?

[ befine as secondary storage

Make independent: [ | Gheck 1o make each position 2s independent

Volume: [ m

Comments: |

Cap insert color for
no color |«

the ser:

Save

NE 1: Action has NO confirmation.
NE 2: Existing MAIN storage can be replaced ©
O Y if Fharkhny ic rharkad

7-3-3. Secondary storage

Each record can have one main storage place. But any lab member can have their own
backup or secondary storage locations that are different from the record owner.

There are two ways to define a secondary storage:

Through modules:
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e Search for the record.
e Expand the record data by clicking '“=.
e Ontheright, follow “Add secondary storage” link.

Add Main Storage

Add Secondary Storage

e  Follow steps as described for main storage above.

To display all storage boxes, click on “All secondary places”.

Any main or secondary storage can be edited and deleted. Use the specific icons (this
can only be done by administrators and the record owner).

Edit via the storage browser by clicking on =+ and | < Addwbe |,

A pop-up will open and you can add a tube in storage easily by entering its ID or
scanning a barcode. Through this pop-up, you can also define a tube position as
secondary storage by checking the box.
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m Add tubes (in Box: Special box)

Record: WHV from Strains & Colls [7-ST]
on position: C5, €6, (7, (8, €9, C10

- | ("] Define as secondary storage
Make independent Chedk to make each positon as independent

Volume o

Comments:

Cop owert ot the s

Save
N8 1: Action has NO confirmation.
B 2: Existing MAIN storage can be replaced
OMLY if checkbox is checked

7-4. Removing and adding aliquots, tubes or main storage

7-4-1. Aliquots management
To manage aliquots, you can use the secondary storage system:
e  C(Click on the “Add secondary storage” link as described above (see chapter
7-3-3)
e  Once the storage place, box and box position is selected, check the “Make
independent” box.

Y Storage Box Management
” For: Mouse. AL S256/suk2 (Strains & Cells)
e ADD Complementary Storage 2
Select Sorags Place =z P 5
B Lpsate ematy olaces] _55'9_&'3_'_32@ RO
.g# SelartBoy
¥ Posllionin Box
Stock Contact/annes * [chooss cortoa 7]
Storage options
Maka noapandar T heck s meke each rsbon e vepenest s e cicls) S —
alume ¢ Quantily i
Comments:

Optional Uniqua Code:
o

tabe hotiom,

(Cap inserl color Tor e sel

Add Secondary Storage

This option allows the independent management of each tube which will be assigned
its own editable barcode and can, in addition, have an existing barcode associated to
the tube. The unique identifier/barcode and any additional information can be seen
when viewing the storage details.
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Location  Equipment  Box name

X Im v A i 30 =@
0y Tel  Wese PP
<.y, (. -

7-4-2. Removing tubes

When a storage location is defined, single tubes, vials or aliquots can be removed or
added. Any identified user can remove tubes.
The action is logged on the history or the activity log registry for strain records.

1

To remove one or more tubes, a quick icon is provided = . When you click on it, a pop-

up appears:
_# Rammuva tubes.

1 Vou srw abunst bo cemous tubus
rivsd (Strains & Celils}
Sukest Puson| 7
S | |
2|
a |
| ae
|
s |
Al | |

| Rames saleciad poaitionia)
Lancel

Here, you can select one or more tubes to remove from the box. You can display the

box map using ' to help you to visualize the tubes to be removed.

7-4-3. Volume deduction
An automatic remove volume option can be used if tube volumes quantities are

defined. To use this option, you have to click on the remove tube icon = .You have
then to fill in the form:
1. Indicate the volume to remove. If you have decimals, please DO
NOT USE commas.
2. You can choose an action relative to your deduction (see section
4-5-2).,
3. You can create a derive record based on this volume. A link will be
create between both records.
4. Click on Do! to validate.
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7 Remove/mave tubes and vol
PI_SP52_I2 (Strains & Cells)

.Volume Removed: ‘/o
) °‘|l L | Dot

Optional Action | Test RTPCR ;"\-] o

5;‘ Derive from volume (optional) e
Optonal name suffic:  |RTPCR- |
Madule to: Samples q
Sample Type: Biofilm \;]

Note: Do not use commas

All the information is then summarized in the activity log of the record.

D Marng Genotype OrganEm Related to Organsm Owner
Ha Pl_SPS2 12 Anne-Lalre sauvadet
: Action Operator Comments
f Aere-Laura Sawvadat CERIVEL inta naw racond from E5 taken 1 ml 70 (8P - #3d)

Here-Laurs Saivadat Tusha vokama removed (sac | [bor Test RTPCRA] BONALS - E4 =1 mL

7-4-4. Move tube 7
Tubes can be moved from one position to another or from one position to many
positions by using the_ same icon b . The popup offers you the option of moving the
tube by clicking on Ea Then, as before, fill out the storage form then click on Move

it.
PSPS1_T4 (Strains & Cell)

Rt MOVE tube(s) from A1 to:

Select Storage Place - o

E Main === -B0 Clane Bank (-80°C) M

Bow bax format ape
Pozfon: A1

Select Boy o
5}

Remove The Tube: i [8ox s (Common bax)
Remove Posiion  Move W Fosition in 5o X [, | o
= Stock Contactionmer
* | Annz-Laure Sauvadaet
Al 4
Remove Tube e o
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7-4-5. Remove multiple sample’s main storage with the
worklist tool

In LabCollector, you can now remove a list of samples from storage at once using
worklist (for more information about this tool, refer to chapter 10-5). This function is
available for all modules.

1. Go to the relevant module to select samples that you need to remove for storage

by using the memorized record tool & .

2. Go to Tools > Manage memorized items.

3. Select records that you need to remove from the storage by checking the
corresponding box.

4. Generate a worklist (for more information about this tool, refer to chapter 10-5)

5. Now click on the “Remove all from storage” button. A pop-up opens to inform
you this action cannot be undone and to choose main storage or secondary
storage.

Your sample’s storage is now removed. The removal of tubes from storage will be
saved as an action in the audit trail/user history log.

7-4-6. Adding new tubes/vials

To add new tubes to the box, use the : * icon on the box table. Newly added tubes
will be saved as an action on the activity registry log if it exists in the module.

7-5. Edit, archive and delete records

Once records have been added to the database, you can edit, archive, set up as read-
only or delete these records. When a record list is displayed in a module, each one is

associated with the edit ( **'), archive/read-only (L-.:Q) and delete (L) icons. They are
only accessible to administrators and data owners.

Ao, Data deletion has limitations. The “delete” icon will only be accessible if the
record has no storage assignments and no links to other records. You will have to
remove the links and the storage prior to record deletion. Deleting a record is not
possible if more than 5 actions have been performed with the record. Information

about the deleted record is retained in the audit trail.
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@ Mozilla Firefox hd — ] 4

@ dev.agilebio.com/neosoft/archive_type_popup.php?module=SP&recorc

Archive Options

mBRS10000001_C01

Archive/Hide Record (Records with storage cannot be archived)
The record will not be shown in search results unless it's clearly indicated in
the search parameters. Edition will not be authorized in archived records. This
action can be reverted in the archived/hidden record.

Read-only (Terminate Record Edition)

The record will be shown in search results like any other record but any kind of
not be authorized. This action is irreversible and so the record will

ny
always stay in the current version.
Confirm Cancel

Archive/Hide Record. The record will not be shown in search results unless it's clearly
indicated in the search parameters (see below). Modification will not be authorized in
archived records; records can only be duplicated, printed or memorized. This action
can be reverted in the archived/hidden record. Records with storage cannot be
archived.

S— . | a
Samples ﬂ B s 5 s et it 7

resabia fouand | 11 St foinle ol r=amits mn pepe

m o Hawe Optional Uripe Tode Sample Fpe: Carmzres B Desoption g Man Gpeator
s WEASIC00S]_C01 o o g mrert fr Hm S
N RSOGO mo nem s

Read-only Record. Only available with the Compliancy Pack. The record will be
shown in search results like any other record but any kind of modification will not be
authorized. This action is irreversible and so the record will always stay in the current
version. Only the super-administrator can reverse this action, indicating a reason that
will be available in the audit trail.

Records can only be duplicated, printed or memorized; the storage is always active
(storage creation, modification and deletion are possible).

ooy [ ok v Bnget
Samples B ES oo B Ran Prece e

i 7] Doaasers

P Romne | €, 1 AT o e A &

w

el e e e [ P Dyaca e

rmtamm St
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Locked records can also be signed. Signatures will be shown in the version list. They
guarantee the integrity of the data.
Locked and signed records can be archived if you click on the lock icon.

Versions List
Version Number Modified By Modification Reason Signed By
1 Admin group B (20L8-01-06 at 11:36:44 AM) Elocked samplke Admin group B {2013-06-01 11:37:20)

For more information, please read the KB-171.

7-5-1. Multiple record archives

You can archive multiple selected records at once using a memorized worklist (for
more information about this tool, refer to chapter 10-5). This function is available for
all modules.

1.Go to the relevant module(s) to select records that you need to archive by using
the memorize record icon 4.

2. Go to Tools > Manage memorized items.

3. Select records that you need to archive by checking the corresponding box.

4. Generate a worklist (for more information about this tool, refer to chapter10-5.

5. Click on the “Archive all records” button. A pop-up opens to inform you that all

records will be set as archived.

Your records are now archived. Archived records will not appear unless specifically
requested.

7-5-2. Multiple record deletions

You can delete several records at once by two distinct methods. Both are only
accessible to administrator and super-administrator.

Delete record sets:
You can delete record ranges from inside a module. Go to: Admin > Data > Delete
Multiple Records.

DELETE ?

“You are about to delete multiple records at once. This action is definitive and cannot be reversed (Be sure you have a recent database backup).
from record id to (incheded) from module Select Module -

[C] resetID to firstvalue (works only ifthe deleted records are the last ones in the module)

Click here to DELETE records

Note: Records with links to other records and defined storage will NOT be deleted.
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Enter the first and last record numbers from the range to delete and choose the
module containing those records.

Pt LN Check “reset ID” if you want to reset ID to the first value.

Ao, Range Data deletion has limitations. The records within the selected range will
only be deleted if the record has no storage assignments and no links to other

records. You’ll have to remove the links and the storage prior to record deletion.

Delete multiple discrete records from multiple modules:
Use the module search engine to find records to delete. Use the memorized record

1,
icon 41 to memorize all records you want to delete. Once done, go to Tools > Manage
memorized items (for more information about this tool, refer to chapter 10-5)

On this screen you can check/confirm the records to delete. You then have to choose
the “Delete from Database” option.

&b Multiple Data deletion has limitations. The memorized records will only be 7
deleted if the record has no storage assignments and no links to other records.
You’ll have to remove the links and the storage previously to record deletion.

7-5-3. Data transfer between users

There are situations where lab members move into or out of the team. Data managed
by such users can therefore be migrated or transferred to other current users. All data
from all modules can be reassigned to another single user or selected modules can be
indicated and be assigned to different users.

Go to: Admin > Data > Transfer data.
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Transfer Options
g 8

You are about 1o tranafer ga1a from & ussr o anover one. You can tranafer all @ala or data from apecific modules. This ransfer can be usefl when peopie
l=ave= hie las and dats should be managed by zamecne elze.

Thie action & definive and cannot be reversed (Be sure you have a recent database backup).

| strains & caits =,

Flasmids

Primers

samales

| Amtibodies w
T g ———r—

From ser | A8 contacts »| i Totser | all contocts |
*

_t Click here to TRANSFER records.

7-6.  Barcodes editing

7-6-1. Barcode types

All data and records saved in LabCollector have a unique barcode. All of them can be
edited and printed.

LabCollector edits two barcode types: 7

e  Linear or 1D barcodes: These are classic barcodes. They are read from any
CCD or laser barcode reader (plus many smartphones). 1D barcodes can be large so
they only can be placed on sufficiently sized surfaces. The large size may also
accommodate the inclusion of the record name and/or free text. Eppendorf and cryo
tubes may be too small.

JCM-20160905

Patient
] | RO g || oo
71,/5P s

. /AN
Purified DNA HPLC sample

e DataMatrix or 2D barcodes: 2D barcode are small and square. They are
newer and can only be read by more sophisticated imaging devices (including some
smartphones). They hold more information and are usually sufficiently small to be
placed on tube caps for example. These can be printed as barcode only, or with

additional information.
ﬁ 2/3P ﬁ
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7-6-2.

Single barcode label printing

Printing varies slightly depending on your printer. The printer may need to be set up
by the super-admin and/or local IT staff depending on the model. According to your
printer system, to edit and print a single barcode label you can:

Click on III:““

Click on “2?

e A new window opens with different barcode
printing choices.

nn wl i

® You can generate labels with barcode only or
check “Add name to label” to have the record
name and/or add free text on the field beneath.
You also can print labels with no barcode.

e You can choose your labels and your label
printer.

e To print, click on “Open in a new window”.

A pop-up opens for the direct
print mode application on EPL or
JSCRIPT capable printers.

To install it: Admin > Setup >
Label network printers.

A new window is opened.
S Choose the barcode type

W Barcode ® 40 20 B

Here you can add free text, add
the text of a select field and
choose your barcode and labels
roll types (defined in Admin >
Setup > Label network printers).
You can print labels with no
barcode.

You can change the barcode size
for a better output.

NOTE: LabCollector offers the possibility to print several barcode labels at once. For

more information, refer to chapter 10-2.

7-7. Importing data

7-7-1.

Import data of external files (batch)

In order to facilitate the transition from other applications or databases, LabCollector
can receive data from external sources. The import feature can also be used to import
batch sample lists from equipment or devices for example.

For more information and examples, see KB-141.

1. Open the Import interface: Admin > Data > Import
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2. Onthe Import screen select the module where you want to import data.

3. Prepare the LabCollector database: before importing data, you have to
configure the module you chose. You need to previously create all the fields
you need. Go to Admin > Data > Custom fields and Default fields.

Then, go back to Admin > Data > Import.

4. Follow these instructions to create your import file:

e  The first line of the import file MUST BE title tags that MATCH
EXACTLY either the field database name (real field name, database
format) or the field legend (exact name that you give to the field). See
KB-118.

e The order of the columns is not important.

e Imported data MUST CONTAIN title tags/fields related to name (if you
have set up your module with Erreur ! Source du renvoi introuvable.,
leave the column empty) and owner (unless you select to overwrite
imported owners in advanced options or the module doesn't use the
owner field as Reagent & Supplies module).

e  Besides name and owner you DON'T NEED TO USE ALL TITLE TAGS but
only those containing values you want to import.

To help you, you can download one of the excel files “Legend Title Tags” or “Database
Name Title Tags” and fill it. Deactivated default fields will not be in those files.

Step 11 Import Options
Module: Sampies (Dovwnioed Legends Tithe Tags | Downdeas Database Name Tile Tags) Advanced Optioss [ ]
/ Before importing any fields please read carefully the instructions described below
mpart @ Lipload File &3 Pasts Lines
File k Uplasd Ta Choos= File || Upload
MaximIm Upione Fika 5iTas 2508
Fieid Separstor ® Comma () O semicolon ;) O Tab O Customn Separsior

Proceed to Step-2 and Impart Data

L Each imported record can have a project code. Each project code used must
already exist in LabCollector for a correct importation.

ﬂ"'-'-!--'-'ECustom fields such as Database Upload and Disk Folder Upload cannot be

imported. You can use the free add-on Custom Field File Upload.

A, Date must be formatted as yyyy-mm-dd or yy-mm-dd.
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£2% Ensure your PHP has increased limits: max_input_vars = 10000 or more (See KB-

5. Save your excel file as .txt or .csv file. You may need to choose a delimiter
option at this point. Make sure the choice does not appear in the data you
want to import. Data cannot have separator characters in it (e.g. if you select
commas, you cannot have commas in your data values). Separators must
therefore be unique and present as data delimiters ONLY!

Some data need separator characters inside (like genotype, multiselect or
GPS fields)! In this case the separator characters "|" or ":" must be used.
This separator character CANNOT BE THE SAME as the separator character

used as a unique data delimiter.

If you want to import data without uploading a file, you can use the paste
area to copy-paste the rows you want to import.

6. Select the data file to upload through “Browse”.

Choose the field separator used in your data file.

8. Under Advanced options, you can access the file encoding. With the “Import
to waiting list” option, all users will be able to import data which will be
stored in a waiting list before their validation. 7

9. Click on Proceed to Step 2.

10. Carefully check the temporary import data displayed on screen. This helps
you decide if data have been well parsed and can be permanently saved on
the database.

11. Submit the “Step 2” form by clicking on Confirm to validate the data.

12. Data import is completed.

~

Ao, DISCARD invalid temporary data! Always remember to discard temporary data
which is invalid. Temporary data is stored on temporary database tables that need to
be deleted when you discard or cancel the import action. This way you avoid

accumulating unnecessary temporary tables.

£, Imported data owner. Administrators can import data under any name. Staff can
import under their own name only.

A AN Import action in 2 steps. Data to import can first be browsed and displayed on
screen for checking. This way you can visually confirm that data is correctly parsed

before permanently saving it on the database.
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NOTE: On the home page you have access to a special add-on to generate a rack/tray
to be loaded into the module Sample of LabCollector. This accelerates sample
registration with direct storage definition. For more information, please see Batch
Generator (Rack Scanner).

NOTE: You can now import Main storage using this function as of version 5.421.
Fill in the relevant details in the following columns: Box ID/Box Name , Position in Box
and Volume.

7-7-2. Import storage

Import storage via a CSV file is possible using the Import Storage function found in
Admin > Storage > Import Storage.

Note: Be aware that importing into a position that already has a tube assigned to that
position will result in the original value being replaced by the new tube.

Numeric positions (1,2,3...100) can be used instead of coordinates (A1, A2,...,J10).

|l Step 1: Rmad file to import 7

1: Please select the farmat of data file:

() INTERNAL ID =5 ep=S0x 10 or Box Name (Mustbe unigus] <5 ep= Comments <sep= Pogitione (35 A1,42, ] <line feads

Or

J RECORD MAME (miusst i unigus) <5ap= Bex ID or Box Hame (mus! ba unique ) <sep= Comments <58p= Posilions (a8 A1LAZ.) =line faed=
o

O |20 anique code <580 Box ID or Box Kame imust be uniqu el~880> Comments <580% Posifions {35 A1A2....) <Iing faad>

addmonal columns in order after Positions: <sep> [ unigus code <sen> [ vohme =sep= [ cap color

where <zep» is the separator characler
[Dptional unique coda allows ko impart barcodes for each wal. Unique coda OMLY works with single posibans par row. Only 1 color per row |

2 Data Module: | Salect Madule [%] @ Main Storage O Secandary Storsge

% Soloct file to import: | Browse.. Ko file selacied | so-ssse-1 [

Or CopyFaste the lings from Excel to Impor delow (tabulated):

4 Owner of storage: | admin i (only applias on & scandary siorage)

] e nameric pasitsons (1,2,3.100) mnstead of coordinates (AL, AZ_., 110)
[ Force o fiame (ihis 5 us€ful fyour 0ox names are mads of N UIDETs oniy}
[ vabels on e 1 tirst ling will be skipped)

Field Separator: O Comimia (,) (does nobwark flar mulligle positans) © semicolon () ® tabulated O | Custons separator (must be unique)

Impart 8 Update
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Select format of the data to be imported.

Select the module and if it’s to be added as Main or Secondary storage.

Add your file and choose its encoding or Copy and Paste lines from Excel.
Select the owner. You can also choose to use numeric positions instead of
coordinates, force Box naming, specify that there are labels on the first line of
your file/pasted lines, and finally choose the field separator of your file.

0 Nown

Note: Import storage in Reagent & Supplies module works ONLY with Secondary
storage.

7-7-3. Import data from GenBank (with annotations)

In the Sequences modules, it's possible to import files from GenBank (with
annotations) to LabCollector database.

Depending on your choice, you can import sequences or plasmids, respectively in the
Sequences and Plasmids modules (if you check the box Upload as Plasmid).

Click on Import GenBank Data at the top right. A new window opens:

= Enter bespanrd Seardch GenBank
- & s
- r\ L B | Wax resufs retiaved: |10 Search on probeines database [ 7
Uplond sequence from GeaBask File {oh):
() Fis Farcourir,. | Auo fehier sslectorrd, || Upload Fls |
\ .
esBatd  SETIGNCE NAME; Uploadtas Prasmior [

£ Upoad mnltiphs GenBank Fles at once {.gh):
Uphiad Sequences T Swikch 1o fhe Upioad Flasmiss moss]

&8 i 12 he st quess snd cick e st butan

Fimame e Statis

gpanafies || ¢ Staruclead ih %

e You can now search a sequence through GenBank and import it into your
LabCollector database:
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- Entar kaywart: Durchanieln Search GanBlank
= NC
- NCE| [ —_— 10 Search on profeins daabaze: (]
<10
| Total rasults 78 | rotat ratievect 10

| DT elaiOr fard ST e pania rasuns
|Dutchanielalsl Fisics]. 78 parial resuts

cang TemGd

PTI98
] fnciburss sactenum partal 152 MG pEne, done TomES
fsm=are

Select sequences that you want to import by checking the box or using the check all
button, then click on Add to DB. The box(es) go green which indicates that the
sequences are now in your LabCollector database.

o Import sequences/plasmid by uploading GenBank file: just select the appropriate
file (.gb), give a name to the sequence and click on Upload File. Don’t forget to tick
the box if you want to upload plasmid.

e Import multiple GenBank files at once: click on Add file to select the appropriate
file. Repeat this step as many times as you need and then click on Start Upload to
upload files. Don’t forget to “Switch to the Upload Plasmids” mode to import data
in Plasmid module.

o Lpkoad Fas

e @

This application can be very useful if you need to import large amounts of data from
GenBank files.
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7-8. Mass data update

7-8-1. Mass price updater

LabCollector includes an administrative tool for updating the price field of several
records in the Reagents & Supplies module.
It allows an automatic price update for every record in a list.

1. Generate a full or filtered list of reagents by exporting data to excel (from
reagents & supplies module page).

2. Admin > Data > Mass price updater.

Select your file to import, field separator and record references.

4.  “Import & Update”

w

Price Fiald Updates
! [bmport Asd Uipdate brice Pl Autossaticily For eagest] &)

L, Siep : Contirm parsad updsted valuss b mpart
VALIDATE mwarnaory update
Racond 10 e sams oL vl {Price MW Wl (Price) |

100

5. Check your data import and validate.

Data file must be a text file with two columns delimited by a separator character that
can be a comma, semicolon, TAB or any other.

7-8-2. Mass record updater

LabCollector includes an administrative tool for updating one or more fields from
several records at once on any module.

It works with 3 modes:

- Internal ID (records identified by LabCollector numbering)

- Record Name (records matching the name. It must be unique)
- 2D barcode (records identified by tube barcode numbering)
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. Step i: Read file to smoort

Fieane edect the format of data the
& DNTERNAL W< 520 =1 FOATE 1 (<560 FIILD T0 WPDATE ) <ine feeds

-} <irw fond

1 Mumber of fielkds to update: £

2 Module: [SeiactModuls

1. Choose records on a module and generate a full or filtered list of data by
exporting to excel (from module page).

2. Admin > Data > Mass record updater

3. Select data file format, module, field 1, other fields (optional), select file to
import and field separator.

£ Select 1SO 8859 or UTF8 for special character support.

4.  “Import and Update”.

~brwanig
Ti. tms 2 Comitem sarsed updated values 1o mpert

VALIDATE budk updite | 7

Recond 11 Recnrd name HEW Value] oD vaine 3 WEW Ve 3

VALIATE budk upsiali

5. Check your data import and validate.

Data file must be a text file with columns delimited by a separator character that can
be a comma, semicolon, TAB or any other.

Suggestions: use this tool to update/import storage, analyses results, corrections ...

7-9. Inventory updater tool

You can generate your batch lists using our mobile app by scanning lot barcodes and
associating the quantities. Then import the list using this page. This import form works
with CSV or other text file with delimited data. You can convert your data to text
format (text file with DOS line break) with field delimiters of your choice from Excel or
other database types. See your application documentation.
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System is compatible with AgileBio PT-10 programs available at request. Using USER
mode, provides traceability of stock movements per user and groups. Android app is
also available for use on barcode PDA, phones or tablets.

Access this tool from Admin > Storage > Batch Lots Inventory

Batch inventory update: Step 1

Format: (cotons STORAGE BARCODE ) Lot Ref or barcode (urigue) Quantity (aosons/ USER apteral ACTION v

Us# storage barcode (i

Use USER IDarcode {after Cuantsy column

Ladsis on line 1

> Go 1o Step 2 1o read inveniory data

Step 1: Read and import data
Data file has two columns. First column is for LabCollector internal Lot ID or Lot unique
reference or barcode. Second column stores the real stock quantity. 7

Step 2: Choose between 3 options: quantity replacement, quantity deduction or add
quantity.

Note: you can choose ADD mode and have a list of mixed positive and negative values.
This will do subtractions and additions in a single step to lot values in the database.

Step3: Confirm stock update

You are presented with a table with the full inventory list parsed from the list. You are
notified of errors (if a product is not found in LabCollector or if there is a redundant
ID). Current quantity and new quantity are presented and there is a check box to
confirm or reject the update for each item.

7-9-1. Quick destock
Quick stock movement can also be done using the Reagents & Supplies Quick Destock
button 4 Quick Destock

1. Enterthe product or the lot barcode.
2. Enter the quantity.
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3. Choose between quantity replacement, quantity deduction and quantity
add.

4.  You can also choose Derive to derive a unit. Works only on lot with default
unit and quantity superior to one.

5. Process.
4 QUICK DESTOCK
Barcode 26
Article: EDTA, ultrapure (ID; &)
In stock Quantity: 5.00
2: Qty 1
) & quantity replacement
3 ) '“E Quantity deduction (orignal - new )
2 ) 'S, quantity add (onginal + new)
® TF perive < m—
4 User Anne-Laure Sauvadet |+
(responsible for the request)
7
7-9-2. Internal consumptions

Internal consumptions management with rebill option on budget accounts can be
made with the Users Reagents & Supplies Consumptions tool.
Go to Tools > Users R&S Consumptions

To use this tool, reagents and supplies price and packaging have to be configured as
well as budgets accounts (see chapter 9-1-1).

Each product destock is registered (user * group, quantity, price) and can be rebilled.
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7-9-3. Export all lots/stock

[—3_.,- . With this option you get an excel file with all stock (lots) from all reagents and
_| supplies. This allows you to create a stock list and update quantities manually.

7-9-4. Export Value Report

[_‘-"'__' With this option you get an excel file with all stock (lots) from all reagents and
il supplies together with value indication based on item price.

7-10. Backups

Data integrity is crucial to maintain information accuracy. Administrators should
perform regular backups (at least if the database changes). Those backups should be
stored on separate media such as secondary hard drives, CD-R, DVD-R, etc.

7-10-1. Database dumping

LabCollector provides an easy tool to create backups. Go to Admin > Data > Backup.
Then click on the “Start New DB Backup” button. You can choose whether or not to
backup ELN tables here and also, if using UNIX/LINUX, whether or not to backup
documents, maps and files that are stored outside of the database.

The Backup Retention policy section controls how many previous backups you want
to keep - from 0 to 7 when running manual backups.
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@ Database Backup

To backup the database, you just need to click the following button. This wil generate a SQL file on the server that you cr
download and keep on a safe media.

[ ]Do a new backup?

' Start New DB Backup !

[ skip ELM tables

O Backup files too (Unix/Linux only!)
(documents, maps files)

[- J Schedule a new backup?

Task Frequency e A
Daily_backup DAILY 0:00
mk Frequency
| Daiy Moo J:foo_]

7 Schedule Backup !

[J skip ELN tables
O Backup files too (Unix/Linux only!)

(documents, maps files) .
l—‘f‘; Backup retention policy

Remove previous SCQL files when number is higher to
[ ] 1

Update

l‘d% Download backup
?) Select backup file 1o download:

Iabcollector_ sql (235,329.24kb) @

£5% UNIX/LINUX systems only! Check the “Backup files too” checkbox to create a
compressed archive of the documents and maps folders.

Windows: Users have to manually backup the documents and maps folders. They are

located in LabCollector’s root folder.

The files generated from the backup are listed on this screen and you can save them
anywhere you want.

You can also set up automatic backup. Just define a name task, a frequency and a time
then validate using the Schedule Backup button.
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| | oaiy oo |foo_|]
g
L] skip ELNM tables

O Backup files too {Unic/Linux onky?)
(documents, maps files)

7-10-2. Automatic full backups (with LabCollector Manager)

An easier manual and automatic backup can be done through the Server Manager on
Windows platforms. Open the LabCollector Manager application on the LabCollector
server and go to Settings > Automatic backups.

LabCollector Server Manager

@ Eisciap Deciony roces dractory
i Shestbenn backups. Lo e beschoups.
[ Actete [ Actvatz
D A i \icalaa
: boom =
- i 3|
3 A
1 e backugs
s it gt
" . [E e Vet et biscirun— Unlsirsanf
FTF Setfinge
[ Erebled  Host | Pah: [ Actve FTP
[ | Passwent ® Pavrs FTF
Save & Coo Do Bachup How | | Test FTP Caneaction - | | Halp
utzbese Server Runming | Web Server Rusiwiing | Bsc er: | Running

This backup utility will compress the MySQL database folder directly
(mysql/data/labcollector) and the “www” folder located in “c:\Program
Files\AgileBio\LabCollector” to the destination and with the periodicity defined in the
settings.

- Choose the directory for the backup folder

- Choose between short-term or long-term backups or both
- Fill out the form with your requirements

- Click on “Save and close”
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A, Network backup! With this utility you can backup directly to any storage device

over the network. The device must be unprotected (no password). If you must work
with a password protected system get in contact with AgileBio to discuss solutions.

L2 Recover backup! Compressed backup files from the manager backup utility can
be recovered simply by decompressing them and replacing the original folders (www
and /mysql/data/labcollector).
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8- SEARCHING DATA

One essential goal of LabCollector after storing data is to easily find and retrieve
it when and where you need it. You can find data from the LabCollector home page
and in each module using keywords search or from the barcode search field. You can
also find data through the PDA interface on pocket PC devices.

8-1. Keyword cross-search between modules

On the LabCollector home page, you can access information stored in the database
with a keyword search.

& Lazout | tekoma Ame Lnire Sacvads!{ Suser ddmirinsator s

&
Lab( ollector e o -

([0 Straines 2 2 s o

FLSIa_IE -l
M SR =
B snmetes 01 reasttniommt
Ba msL )
sl msi [~ 8
= msi -
e B C
(5w (o] Y
[ L%

Results are displayed as a list found per module.
Open a quick view of the record with the icon at left and go to the record in the module
with the blue arrow to the right.

8-2. Search in each module

All modules are built in a similar way. The only difference is that the organization of
the default fields reflects the specificities of data stored.

Search by: m

Strains & Cells B oo

Oparator | a0 || Status- | Amve | Sort results by | 3 ¥ [ast [¥] [ serict search

Expand saarch aptions =
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You can use none, one or several keywords separated by spaces. The search does not
accept any logical operator. Select between the two operators AND/OR in the select
list. You can refine the search with specific optional criteria (Expand Search Options).

The select list STATUS allows to filter on the record status: Active (by default), Read-
only, Archived, and All.

To list all data, do a blank search.

Main default fields are presented as optional filters as well as owner and group data.
Reagent & Supplies module allows filtering on lot entry.

Storage filters are included: room, equipment, rack/drawer and box.

Custom fields are included in the search if they have been defined as searchable.
Custom list options are presented as additional optional filters if they have been
defined as filters.

If you know the record number you can type it directly in the ID field to access the
record directly.

Results are displayed as a list of one item per line with basic information. You can sort
results as ascending or descending according to several criteria.

Strains & Cells []@ s sl

e P — s P e

s e s

3 e S | (1, 5w e sl st o g

i it i Crnpuier Bl 1 g [RIETeN

JETLT T ] -2 henl-
w ET TSt R T

| wersian: 3

=
You can expand one or more items by clicking on the magnifier icon (‘L) next to each
item name. You can also expand all results on the page on the small magnifier icon (

! :"L) on top of the results page (“Show/Hide all results on page”).

Once expanded, you have all information available for the chosen item, including
storage places, logs, etc. Data may be presented as sub-folders. You have access to
additional information by clicking on the side icons (logs, secondary storage, lots, etc.).
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2 N Super-admin can change the number of results displayed per page. Go to
Admin > Setup > General setting, logo, modules names and choose the number of
results you want to see per page.

8-3.

From each record you can find related information/data concerning this record

Automatic relation between records

SEARCHING DATA

present in other modules. Click on the Display all related records icon (

data.

This function can be very practical to create and manage biobanking but needs a

special data organization using prefix separator.
Here is an example:

Patients

P DWN R

request:"1" request:" 1"

Samples

1-T1
1-T2
2-T1
2-T2
2-T3

request:" 1-T1" Request:" 1"

), select the
module in which you want to search and the prefix separator you used to list your

Results

1-T1/s1
1-T1/52
2-T1/51
2-T2/s2
2-T3/51

request: " 1-T1" Request:" 1"

Results Samples Results Patients Samples Patients

1-T1/51 1-11 1-T1/51 1 1-11 1

1-T1/52 1-T2 1-T1/52 2 1-T2 2

2-T1/51 2T1 2-T1/s51 3 2-T1 3

2-T2/52 2712 2-12/s52 4 2-T2 4

2-T3/s1 2-T3 2-T3/s1 2-T3
Patient 1=1

First sample derived from patient 1 = 1-T1. In this example, we chose the dash to

separate patients and samples.

First result derived from patient 1 sample 1 = 1-T1/S1. Here the slash separates

samples and results associated to this sample.
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A results Toand | 05 Shove Hisde il resulis 00 page ml M H
Bia Q GoldGNG-11-00 R =T et
| | |List rebated racords stored in module: [Chamicnl Siichires | | use prefix separator; |- | Bubmi e

S I - =

GRS

Select record

Display all related results tab

Select module to find related records
Select separator

Submit

L wn e

With this type of organization, a cross search with a well formatted request, you can
find all related records from one module in a second module.

8-4. Primers and sequences cross-search

From primers, sequences or plasmids you can make a cross-search between modules 8
to find primers that match or hybridize sequences. Locate the cross-search launch
forms on each record.

| @\ Hybridize this primer

7 .mmwpm?mﬂ Do
|w

l‘lh? movemmanTend| Do

w'l? ncoveraoon Tend | Do

You can set the nucleotide overlap/matching limit on the primer 3’ end. This can be
useful for primers containing tags or for detecting primer leakage. Furthermore, the
search engine accepts the universal primer’s degenerate code.

The result gives the list of sequences found (or primers depending on the way the
search is performed).
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}l.w-

I. I‘ I. /‘ /‘

o If you click on this icon you can access a graphical display of the localizations on
the sequence.

— ——
Primer positions on your templite sequence:

Sequance Sue: 35 0t
[ Direct Orientation
Start Tod
o hybrdiz aton found In Reversed onentation.
Here & your formated sequence output:
1.GGTCCAG CICACGTACSS

CCAGCTCTAGCTAGCTACGATCGTCAGACTGCATG

8-5. Barcode search

LabCollector generates unique barcodes for any information stored in the database.
Those codes can be read from any barcode scanner. i L 3

The barcode search engine has a search field that is always available on the top-right 8
of the screen (with the exception of some add-on modules).

So anywhere in LabCollector you can directly access any specific record when you scan
a barcode.

N g

—» —» Illll:ll *

You can also access the contents of a storage box from the box’s barcode.

8-5-1. Reagents and supplies specificities

The Reagents & Supplies module has some specific search features. You can find items
with the original product barcode using a barcode reader. If the barcode reference is
different for each lot, enter the barcode reference of the new lot on the lot’s reference
field. Then you can find lots directly from the module’s keyword search field (you need
to place the cursor in the keyword field then point the barcode reader to the product’s
barcode).
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8-6.  Wireless access (Mobility)

It is sometimes useful to get information near the storage source. For example, you
may want to have a content list and map of a box that you get in the freezer, and you
have no computer nearby and don’t want to go forth and back to get this information.
If your lab has access to a wireless network, you can use Palm, Pocket PC devices. You
can even use PDA or smartphone devices that have a barcode scanner (or camera) and
Wi-Fi networking support, providing quick and real-time access to data.

On the PDA device, use an Internet browser and get the page:
http://[IP or network address of server]/pda.php

This page is especially formatted to the screen size of PDA devices. You can do barcode
searches and storage manipulations such as removing tubes.

LabCollector supports use of tablets such as the IPad. You can switch between normal
or PDA simplified screens.

For modern TOUCH devices you can try:
http://[IP or network address of server]/touch.php

Remember to visit our page on Google play to find all our apps.

8-7.  Exporting/Reporting

8-7-1. Export data

If you need to share or print some information stored in LabCollector’s database you
can export it. You can export all or specific items, as the export action is linked to the
keyword'’s search engine. On the top of the search result list, you have a report icon
i

You can choose the export format (for all modules: html, CSV, XML, PDF, Excel;
Sequences module: GB, FASTA; Plasmids module: GB; Chemical Structures module:
SDF), you can also choose the fields that you want to export and their order in your
final file.

Moreover, if the super-administrator has created an export model, you can select it
from the list.
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Only the selected fields from the search results will be exported (to export all data,
perform a blank search and add all fields).
In the Reagents & Supplies module, the exports include the risk icons and/or phrases.

8-7-2. Storage report

You can also generate a storage report listing all the stored tubes.
Go to Tools > Storage Browser.

Compiete storage listing report: | All Modules v ® :l o B_! Do 8

Reports are performed for all modules or one specific module.

Reports for individual storage equipment can also be made. In the storage browser,
select the desired equipment. Then choose the export view as either excel or
onscreen.

£ Bxport Al Content

Complete storage listing report: @® to screen |j O to Excel/csV

The content of individual storage locations may be printed as well. To do this, use the
storage browser to navigate to the desired box/visotube/plate/shelf part. Click the

icon and then select the print button.
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Stor. Date
comments created

Vol.

(mBRS10000100_C01)| 1mL
(MBRS10000100_C01)| 1mL | |

8-7-3. Stock report
-
Go to Admin > Storage > Batch Lots Inventory, click on the E\.J icon to get the
complete list of stock/lots. A file is generated for download.

8-8.  Printing records

Each record can be printed. Use the printer icon (=3 on the item you want to print. A
new window identical to the export one opens. In the same way, you can choose fields
and order in the print version. A print model can also be selected (it must be pre-
configured by a super-admin). You can add a signature line (select Yes). The print out
will include the record barcode.

8
8-9. Linking records

You may need to link several records to each other. For example, you can link different
reagents to a home-made culture media. Or, you can link sequence records to a
sample. You may also link a sample to a client, a reference manual to an equipment
record. The combinations of links are endless and unlimited. In some situations a link
will automatically be made between records.

8-9-1. Generic tab links
Links are displayed as tabs below record information fields.

ﬁ DCode Universal Mutation Detection System @ Glass Flate, Quter, 16 cm ﬁ DGGE Kit ﬁ Sandwich Clamps, DCode, 18 om Add Link Open Treeview

To link records, you can use the linking option Add Link.
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You will get an embedded screen to search for the record to link to. Simply search for
the desired record in the appropriate module. A search list will appear for you to check
the required record and click “Add link”. The link will be automatically saved.

Links on a record are useful to jump to related records. Just click on the link(s) on a

record to see the details of the related record. Click the black cross on the top right
to exit record linking.

' Link Pick

From: |Equipment ] e e Seurers: IR | Seurch |
S e Link |
L+ | o Recora Name Descriggion

= 4 FTIR Stimadzy Sl adz.u FTIF for Squid sl power sampks

[l = WMicro-Batenca ey Tor wesghing sampns reauTRY gh peaciaion mazs. Tramng {1

o 38 FTIR Shmadz - 2 Stimatteu FTIR numbor 2 Gonaral use agnipmant

You can see the full record relationship in a tree-like presentation by clicking on the
link Open Treeview.

This will open a popup which can be used to navigate between records and display the
relations between records. Single clicking items will open the tree of the selected
record. Double clicking will open the selected record.

ol -
= _—
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8-9-2. Custom field links

You have to first create appropriate custom fields through Admin > Data > Custom
Fields. Custom fields can be set to autocomplete or link to other record custom fields.

4 A
To visualize these links in the Treeview just click on ot (custom links) or <A

(autocomplete links). This will remove all records in the Treeview lacking the chosen
links.

8-9-3. Automatic relation

When you add some records with the same derivate name, LabCollector creates an
automatic link.

To see this link, click on "#". See chapter 8-3.

8 (8) Ba58h Bacillus
|List related records stored in module: Samples >, Subm\t
™2
L " |Records Found: 1
E;J?E\ D Record Name
f:-‘_ 7e B458h1

8-10. Derived samples

From Strains & Cells, Samples, Animals, Chemical Structures and custom module

records, you can directly create derived samples by clicking on e

A form will open to create a record in the samples module derived from the record
you selected.

A new record is automatically created in the Samples module and a link tab appears
on the record file to note the link between those samples.
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9- ORDER LIST MANAGEMENT

9-1.  Ordering articles

The Reagents & Supplies and Primers modules are linked to an order management
system (read also alerts part). This tool can simply be used to notify that articles need
to be purchased or it can be a real order management tool.

According to your lab management needs regarding reagents orders, some of this
information will be useful for you or not.

9-1-1. Create budget accounts

Before using the purchase order manager, you need to define your lab budget
accounts in LabCollector LIMS.

Go to: Admin > Preferences > Reagents and Supplies.

|4 Budget accounts used for ordering

DNA damage grant 1

131

DNA damage grant 2

PTClab1
AT grant 1

1
12

ATGrant 2

i
i
{
|

o i 6 I o

&
EI o0ad from CSV (one value per line. No verifications made) |

) \
|B® || Browse.. No file selected.

Update & Save

check to hide budget

This menu also allows you to manage the budget accounts needed to process orders.
Use it to define a list of your budget accounts that will automatically be display on the
order list manager.

To hide/delete accounts, check the box on the left and click on Update & Save button.
They will automatically be removed from the list. To view hidden budgets, click on the
icon in the top right corner.

There is also the option of enforcing approval on items which cost more than a certain
amount. There are two possible thresholds — one which can be approved by any
administrator (see screenshot below) and the second is approved by the manager of
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the budget (see section 9-1-2 point 2). Depending on the cost of an order request an
email will be sent to either all administrators or to the budget manager informing
them that there are item(s) to be approved in the order list.

Go to: Admin > Preferences > Reagents and Supplies.
= Order requests approval

Approval is mandatory : O on ® oFr

Ifyes, approve only on values = I:I

Update & Save

9-1-2. Budgets follow up

This tool will help you to manage all your budget accounts at any moment and plan
monthly budget according to the initial budget amount.

Go to: Tools > Purchase Orders Management > Budgets Follow-up tab

% Budgets Follow-up

Before using this Budgets Follow-up tool, you need to configure it:
1. Add a new budget period by clicking on the corresponding icon
[§ Add New Budget Period

2. Apop-up opens. You need to complete the form in order to configure the budget
period: select a budget, start and end dates, amount allocated, budget manager,
approval threshold and group permission access. Click Save to add the budget

period.
E’B Add New Budget Period
Budget
Start Date: |2019-03-31 £
End Date: |2020-03-31 £
Amount Allocated: 10000
Manager: | John Smith ~
Approval threshold {optional: if an amount is specified, an item with
a

value higher than this will need to be approved by the manager)

Group: | Visible to All users |~

+ Save
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It’s also possible to import a list of budget periods via CSV file via the Import Budgets
button. |

i Import Budgets |

@ Import Budgets

Import File | Browse... | Mo file selected.

O SKip File First Line (In case of column headers)

Warning: The file must be a .csv with the following format:
Budget, Start Date, End Date, Amount Allocated, Approval Threshold, Manager, Group
Budget, Manager, Group and Approval Threshold are optional and can be empty

Budget, Manager and Group can be imported either by ID or Mame (budget name, manager name, group name)

3. Your created budget period is now available on the main screen. You can
retrieve information that you enter in the form.

5 ™ Budget Faliowin i S e il e R P 3 e Bk

B bt At S Bk skt Wit End s anager: G .
» Batget e el from| I Al [hysnm i o

B start briore Oveesiem

B st 1 Ao asarway 1AL AP B0

» = B
## This tool is the Monthly Budget Manager. You can use it to define a specific sub-

budget for each month. Just replace the monthly amount by your customized data.
Please note: to enter a new value, double click on the existing value and save.

Once the budget period is defined, you can use follow-up tools:
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Monthly Budget Manager

Date Budgst
01/2012 3000.00
02/2012 | 3000 0.0
032012 200000
042012 2000.00
052012 I 3000.00
082012 3000.00
07/2012 3000.00
Da/2012 3000.00
waz | 3000.00
10/2012 3000.00

onthly Sum ____ 150000.00
[Defined Budget 30000
Dif %)

| gaue.'...l
Close window

This tool displays the budget follow-up for this period with what was spent.

Please note: to see the spending on a budget, you need to process one or more orders
in the Purchase Orders Management.

Budget Rel

| budget 07209
- et amz
- s e
as ise Lea &

L
This icon allows you to export the Budget Follow-up as an Excel/CSV file.

9-1-3. Put item in the order list

Records from many modules have an ordering icon:
a2 Methanol USP Sobumnts

H3  chlorobenzens AC5 Teagent grade Sabvents

If this icon appears the item is already in the order list (i.e. ordered). This icon
gives a quick visual way to know that the item is waiting for delivery.

E Put item in the order list. If this icon appears without " this means that item is
available.
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When you click on the ordering icon you get a pop-up window to define
quantity/units, order urgency and suggested budget. Budgets are defined through
Admin > Preferences > Reagents & Supplies (more information about budget
definition).

If you select a suggested budget, a table opens to display budget details.

You can also add a comment for the people who manage orders.

E_; Add to Shopping Cart Options

Eau minérale
Enter quantity: 2

Urgency: © Urgent @ Hormal Budget name AG201203
Comments: Monthly budget (current) 10,000.00
Monthly budget remaining (current) 8,740.00
Total budget 120,000,00
Total budget remaining (118,740.00)
End budgetary period 2012-12-31
Suggested AG201203 -
Budget:
Once validated, the ordering request is entered in the order list.
Clicking on the >~ icon will take you to the order list. See the following sections for
details.

9-2.  Ordering from other modules

It is possible to use the order system from Strains & Cells, Plasmids, Primers,
Antibodies, Animals and Chemical Structures (molecules) modules. Each record from
these modules can be associated to and replicated into the Reagents & Supplies
module. Then ordering can be performed from within the Reagents & Supplies module
as any other reagent or directly from the parent record.

' This icon lists the lots as from the Reagents & Supplies module directly into the
parent module.
Q :
L—: .ﬁ'f_“] " This icon gives access to ordering and reagent information taken from
u the Reagents & Supplies module directly into the parent record.

H

¥l

-
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When no reagent association has been defined a prompt will be provided for it. It can
create an automatic entry in the Reagents & Supplies module or you can indicate
which existing reagent record to use with this record. (See figure below).

1 Associate To Reagsnals & Supphes Module Record For Ordenng Pupioses

R
I

&

2 Associate To New Reagent & Supply Record From Categary | Salect Reagant Catagory || (autoesss mesom omatin)
&) O Associste To Existing Reagent & Supply | | meceiy

ame

9-3.  Purchase order list management

Through the Purchase Order Manager, you will be able to manage an order, to order
reagents and products directly from different sellers (Sigma, VWR, Life Technologies,
Qiagen and Storage Accessories), to manage and generate PO forms, to manage lots
and invoices.

Go to Tools > Purchase Order Management.

SRR A

On this order list you can see your “Reagents and supplies orders” and your “Primer
synthesis orders”.

The order list can be exported to Excel in the same manner as for module data.
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it B Depending on your permission level, you may only be able to see your own
orders list. To view, search and filter all the orders lists you need to be logged in as

an administrator. This is also subject to the permissions of your group.

9-3-1. Manage an order
The order management process flow is as follows:

Item order requests 2> Cancel or Approve items = Assign PO number 2 Generate
PO Document = Order by sending PO to Seller 2 Receive Delivery or Cancel order

1. Once items have been added to the order list they can be approved or
cancelled. Approval of an item depends on the total cost of the item (see
sections 9-1-1 and 9-1-2). Once approved the requester will be notified by

email. Add items that you want to order by clicking on

and write the internal PO number or use to create one. PO number
assignment remains optional.

e Rt ardd Supplies:

+ consn T e P Scler
o S T e P

o i nrder: SOUI2

A items sharing the same PO number are gathered on the same PO form.

PO numbers
Go to: Admin > Preferences > Reagents and Supplies
I PO number editing
Allow change on current orders: ® on O oFr
Allow change on past orders: O on ® oer
Update & Save

L PO numbers cannot be reused after a PO has already been formatted

1. Each ordered item can be assigned to a budget reference. Budget

assignment can be made mandatory in Preferences > R & S > Associate
budget to order.

“You can manage budget accounts through Preferences >R & S > Budget.
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'.» Budget accounts used for ordering
AD2475

01122
SAP

it

Update & Save

Budget assignment can be made mandatory in Preferences >R & S >
Associate budget to order.

Iz Associate budget to order

Force budget selection on orders: O on ® o

Update & Save

If you have a discount on your product purchase, you can add it by filling
— % icon.

When your purchase order is done click on “Process selected change”.

£ Clear 21 Entrias |G |

E Reagents and Supplies:
Cancel ordor
- = 2019-02-18
@ r " p0e ) [ Budgen: | 4
= = 2019-02-18
o & Pon 5 { Bedgens budget 1
: 201%-02-18
Ly [+ 7 P03 5 | Bucgee: budger 1
i 2 2019-02-18
@ o & POLG § Budger ¥
z Fa 2019-02-18
(] 8 P 7 { Budgen {4
« M - A Gl | ey Wil

you confirm your action.

If you use the Budgets Follow-up tool, once orders are requested, the amount will be
added to this tool.

To do another order, use the same process.

4.

You can also manage the delivery by clicking on delivery when your products
arrive. Then, click on “Process selected changes”, a window opens:
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S PR B AN D TRCHRINS L bk 7 Tha ey ' 1N (1 VA 15 Cate Fhe pes 0 KT B, CREOONALS T 43 U 1
Dellvery ond S1ock/Botch delinitions
Tonere atch  Betcn il Pactint Hem Nome  het, Quantay vaadity bate Barcude/Match ¥ Comments Stersge Locaton Fuse be Lot

[ LV o 1 ) e Select o zpecte bt 2oage

“lgnore batch”: check this if you do not want to register the lot/batch.

“Batch Hold”: check this box if you wish to keep the batch in quarantine.

“Partial”: click on it if some items are on partial delivery, you can check it and enter
the received quantity. The remaining difference will be stored for future delivery. This
option will be ignored if quantity entered is higher or equal to the amount ordered.

click on the checkbox under the envelope to send an email to the requester to
alert them that their order has arrived.

You can add item “Validity date”, “Barcode/Batch” and “comments”.

You can also define storage location and fuse this new lot with an existing one.

“All done”: choose between NO or YES (when all barcodes have been scanned to avoid
unwanted automatic submission).
If you don’t want to fill out this form you can “Skip this step”.

5. Once order is marked as “Delivery”, it is removed from order list and placed
into the database.

[F] Past Orders . . .
This menu will give you access to browse or search the past

orders history. You can also check for canceled orders. You can review PO forms
and prices by order date. Several filtering options are available, including a free
text keyword field and a date field to make a search on a defined period.
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2 ([ Pustordens Search past orders by keyword or barcode [lall
¥ e canceet avoers @ Seagerts | e
From catogery: _ brom eleciduor: _ Bodget sccount i PO e
e [ T o o S
Onder dte rarge P— Ordeved by Secebnd by
» o bk date trom " e 5] [sewam 7] [aone 5]
.| Resgents and Supphes: -l W et

Cancel Order Dedivery Mo Qly (shee)  (beand) Pricn T ol Bog detn Reg by Agor, by Appr. date  Order by  Rnculv. by
1. S

0818 R & 2
— o1 . 0844148 pre 30d e 0,00 Tonat ) b Eee Frae e

20141818 .
S uon 1 F0eiiEe OMSO 0 s mam e e o
" 2 manae " . o
) 7 F syt ph enIa ;KRS X Aguse gkt % e ~ e
> s
g e wors 29 e t s s e e ot

=p 013040 v o " s e
» / -t e 2001138 Nat 3 oot 0100 (Tomk10) 0RO EaMG S e &

A Records from Reagents & Supplies module cannot be deleted if present in
order list (past or current)

9-3-2. Order directly from Sigma, VWR, Life Technologies,
Qiagen and Storage Accessories

£y Before using this service, you have to define your account settings through
“Admin > Preferences > Reagents and Supplies” (see chapter 4-2).

LabCollector allows you to order your supplies directly via Sigma, VWR, Life
Technologies, Qiagen and Storage Accessories. This E-ordering tool has direct punch-
out orders to suppliers. To do that, put your items in the order list as above and go to
the Purchase Orders Management menu.

In this menu, there are 4 buttons that you can use to order directly:
Sigma Aldrich:

g NG Gt wrBer Suev o
| Automatic Purchase Order Submit
PO to sond to Sigma-Aldrch  Choose one ordet ¥
& To B>
9 To 1  Select Shp To address «
Contact 1o smocete 1 B order:  Trocse e cortat
Generate Fée and Send Order

Complete this form and click on Generate File and Send Order. Your order will be sent
directly to Sigma Aldrich.

VWR:
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VIR et s

vwne s YWR Purchase Order
POto send to VWR Choose one order =
‘ 504 7o 1=
Shp To 10 Sekct Ship To sddress «
Contict 1o asscicits 1o S cnder: Choose o coriact w
\
|

Complete this form and click on Generate File. Your order will be sent directly to VWR.

Life Technologies:

4 putomatic Purchase Ordes Sebmit
PO to send to Lifle Tednologies Choose one order
STe D
PoTel: Sesct Shp Toaddess v

Cartact 1o amsocate 1o Sis ceder:  Cvoose P cortet o

Optonal conenent to LdeTed:

Geneeate Fie and Send Order

Complete this form and click on Generate File and Send Order. Your order will be sent

directly to Sigma Aldrich.

lagen:
YAGETI direct ceter cubmissian "
PO tn sand: | Choase ane order :Jl
Bilhg info:
Shipping nfo: | |
Cantsct t assanzte the orde with:

Optiandl camrrent to QLAGEN:

Generate Fig

[all izhls are mand ey

DEMO MODEL

Complete this form and click on Generate File and Send Order. Your order will be sent

directly to Qiagen.

Storage Accessories:
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o oze Mesrratien Bwd esbee s AmmAvon

Automatic Purchase Order Submit
PO to send to Storage-ACCsSOMS.Com  (ho058 One Order v
g 0
g I | Select Shp To address v

Generate Fle and Send Owder

Complete this form and click on Generate File and Send Order. Your order will be sent
directly to Storage Accessories.

9-3-3. Manage PO templates

In order to generate a dedicated PO that follows your company or institute guidelines,
LabCollector can use templates. They can be HTML files or Excel files.

Go to: Tools > Purchase Orders Management > Manage PO Templates

HTML templates:
Templates are coded in normal HTML language plus specific LabCollector

pointers/tags for the dynamic information. Just place these pointers anywhere in the
template where you need the corresponding information to be placed.

The table below lists pointers recognized by LabCollector:

You can also activate automatic email sending to sellers, with the PO PDF file as an
attachment under the tab PO to Sellers.

TAG Replacement action in template

#itdatetttt Inserts date

##tdate_dd-mm-yyyy## Inserts date (dd-mm-yyyy)

##tdate_mm-dd-yyyy## Inserts date (mm-dd-yyyy)

#ititemstt Inserts ordered items list (table with name, seller

reference, quantity and unit price)
##titemsandrequesters## | Inserts ordered items list (table with name, seller
reference, quantity and unit price) + indication of
users who ordered/requested

#ittotal_order# Total amount of the order (sum of the item prices x
quantity)
##po_number## Inserts PO number
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##po_number_barcodett#

Inserts PO number as barcode

##torder_by##

Inserts name, email and tel of the person who
ordered (place it on each item line)*

#H#tcomment##

Inserts comment

#i#tbudget##

Budget account reference (global)

##budget_linet#

Budget account reference (for each item line)*

#ichem_nameti#

Item name *

##tchem_ref#

Item reference *

Hitqty#H#

Iltem quantity *

#ititem_pack_size#t

Item packaging size*

##chem_seller_price##

Item unit price *

#ttdiscount##

Price discount *

##tbrand_name##

Brand name*

#itseller_company##

Seller company name

##tseller_addresst#

Complete seller mailing address (Name, company,
street, post code, city, country)

#itseller_email#t

Seller email

Hitseller_tel##

Seller telephone number

#itseller_fax##

Seller fax number

* Applies only to Excel templates.

Excel templates:

A4 place tags as cell names in Excel templates. Data needs to be inserted
(removed) like: ##seller_tel## needs to be written as ‘seller_tel’ for example.
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& [ L ——— [ [T e — |y pe— . v—
8 Towglutabame Shomtdescrgtes
Templats HITIL code:
| A+ ] iy
PURCHASE ORDER
-
PO ramiber £85e_nergerts .
-
<
Timplate TP code:
- [ BF -1 = 1
4
Akl e 115 | ereplate
Tt
1+ ! L livkowi e |

0 et e pots ) o) S

To add a new excel PO templates, fill in “Template name”, “Short description”, browse
and upload your file.

Ao
£ Choose Excel engine. For simple Excel templates, use “Generic”. For complex
Excel templates (with macros, protections, signatures ...), you must use “Windows
COM” library. This requires MS office to be installed on the server.
£ . 9
= Use this icon to delete the template.
4L Use this icon to download and see your template.

You can also activate automatic email sending to sellers, with a PO Excel file as an
attachment under the tab PO to Sellers.

m‘ Current Purchase Orders wailing Lo be senl;

Sent to seller: visual indication

Email to seller: enabled if you tick the box “Activate email sent to sellers.” under
Manage PO Templates. Send your PO automatically (in PDF or excel format) to the
seller.

CC To Requester: Send the same email to the requester

CC To Orderer: Send the same email to the person who did the order

Custom CC: any email addresses
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9-3-4. Generate PO forms
1. Do your order following 9-1-3 paragraph.

. cickon

Lz Current Purchase Orders to format:

[ Qiagen | Choase template tn apply ] Extra comenent | |

{{, The Following PO{z) have & problem and cannct be process=d. Pisase fix them in the order fist.
5

I saply sam= tempisie 1o all uniormatted 7O | Choose template to apply (]
® Al ) Except menually selected 0 abave

s
NOFTE: Thiz action s cefinibve and arnat be tharged lster, Praceed wih care,

3. Choose the PO template you want to apply to your purchase order. You can
also add extra comments.

If you have several POs that are not formatted you can choose to “Apply same
template to all” by checking this case.
."\

£ PO numbers that have been assigned to items with different sellers cannot be
processed. Ensure you have only items for the same seller included in a single PO.

4. Click on “Process selected changes”.
5. If you want to download and see your purchase orders go back to your
“Current Order List” and click on [,
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A a [ 4] E

Bon de commande

2 Facturation Livraison:
3 ﬂeih’ﬁio comptabilité A LATTENTION DE X0{
4 16 qual Jean-Baptiste Clément AgileBio
5 94140 ALFORTVILLE Adresse
& Tek
7
B Tel:
-} Mail:
10 N® ban de commande: 4 Fax:
11 Références devis:
12 o
11 Fax commande: = &GILBFO
14 Fournisseur: TEBU
15

Artise Quantite | Description 5 ge remide |Pron unitare [Prix toml
16 HT HT
17 4567 I KCl {Sigma Aldrich) 0 [] o
1g 12345856 T DAMSO (Sigma Alrich) 10 o0 180
15 67851 g NaCl (TEBL) g 50 50
0 o
21 [
2 o
3 [
e o

Example of Excel PO form after automatic formatting.

9-3-5. Lots management

When you order items it is useful to trace each lot. You can manage quantities and
expiration dates in this way. Users can also add and edit comments on lots to provide
notes on quality assessments for the reagents used in the lab. User and date stamps
are also stored each time a unit is removed to give some view on the product usage
rhythm.

Supplies preferences.

7 Click on this icon on the left part of the record data you wish to list and manage
the corresponding lots. Lots can be searched for by original or LabCollector assigned-
barcodes.

work.
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Lot management is linked to the alerts system. See the chapter on Alerts use.

For additional information, please see the KB-107 for lot management and KB-172 for
lot disposal.

9-3-6. Manage Invoices

In the Purchase Order Manager, you can manage invoices through the “Invoice Vault”

%@ Invoices Vault

tool: . This tool allows you to store invoice copies, notify real value

paid, etc.

To save an invoice, you need to:
1. Click on the “Add invoice” button.

o Add invoice detaily
PO number: | Choose PO [ | or

Seller invoice number.

voce Date

Real Invoice vake
Invoice scan Pascoutit, | Autor fcher séectonni

SavaiUpsane

2. Fill out the form with your information: PO number, Seller invoice number,
Invoice Date, Real invoice value (that will replace order lists amount in budget
follow-up tool) and import an invoice scan.

3. Validate by clicking on the “Update” button.

Your invoice and notifications are now saved in LabCollector database and displayed
in the budget follow-up tool.
If needed, you can use the search engine to find what you are looking for.
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9-3-7. Primers specific ordering management tool (synthesis
order)
Primers can be ordered like any other reagent (see above) or be ordered through the
specific ordering icon.
@ This icon inserts an ordering request on the primer synthesis order list.
a4
“oN This icon means that a synthesis order has been placed and links to the order
list.

The synthesis order list looks the same way as for reagents, but includes the sequence
and eventual primer labels. Primer supplier is not mentioned as it is usually unique for

all the lab or institution. It also does not generate lots.

Tools > Purchase orders management

| B Curvent Order List | | [ Genetate PO Farms | |G PO to Selters | | B Past Orders | | 4 Invalce Vault | | M Budgat Follow-up | | 5 Manage PO Templates |

%Prims&ynlnesls Orders: |_-1

wnwt | Cancel Order G Defivery Frimer Rame Seguence (5¥] Gty Req. dat= Reqg.by  Appr by  Order. by
@ n (=R AL | [ ] [budgets [w] (1} P53 gPCR primer A1 sy admn §

MOTE 1: Oy check the correct eptions on items to ke procesaed, othervase leave urchedied ar chedk “vaid” opnon.
NOTE 2. You can orly cancel items that have not been ordered. To process a delivery, you reed o first prooess anorder,
MOTE 3 1 defivery is dhadked and pracessed, you wil be prompted 1o valdade the rew iot entries on the coresponding reagent recands.
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10- Toous

10-1. Storage Browser

For detailed information see chapter 6-.

10-2. Barcode Label Series

LabCollector offers the possibility to print several barcode labels at once.

With the Memorize Records functionality, you can search for records in a module, click
on the memorized items icon and go to Tools > Barcode labels series to print a batch
of barcodes.

Record IDs are automatically added to the barcode labels series. If you don’t want to
use these records, click on clean and select other records.

Inmmm =
WM Generic printing &4 Dirsct EPL printing (TT Printers) 3 Dyma printing

Generic printing
Choose your numbering option (continue or discontinue list or generic series), the
type of barcode and some additional parameters.

10
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Bearcaike Lalels Editar
| Nuiislyesting:

| Range from b | OF rwcific numbaie; [ 41720
| @ Lascotacter sanan in module (Sekct Moduk )
Joe

| CF Fram Mamer ed raccide

1 Garesric amiies Win ootionsl PREFIX |
| Mumbar of capies of sach tabal: 1
| [0 tnclida cxsime sub-nimbaring e S5 53 st T sdn e commen
namodenn st cohsmri;
| O] ncude recort name
1 o oo
) b by 10 barrdefra s e S
1B —— Pl 20 | Landscape v
VI ol 20 bt B e ) reecn e

1 b oy 10 harcode /e nam)
[ e 20|

'Oﬂinm@wm@m&ﬁ

| BID top cpace 1 | e MO i = AHD
| AP bt 1. fremct it | o AND kool 3 Bocnel vk | =
Heta: Tee = Loch ard 2835 = Imm

[S——

Label layout can be refined by defining top spacing and the distance between each
label. Barcode labels can be linear or 2D type.

It also allows editing labels on 2 columns if you want to print labels for tube sides and
caps for example.

Once all is defined, the Apply button generates a WYSIWYG screen preview that can
be printed immediately.

- Direct EPL printing
Choose your numbering option (continued or discontinued list or generic labeling).

-~
v Direct Baroode Label Series Print (EPLIJSCRIPT)
Numbering:

Sgnge rom: L3

o

e et s — - -t

®  LabCatector series i woade | Selact Modue vl

Gomerss uerims with coten CREF T

Labed Options:
Akt e I st ey = gerse
At evxa et + Salectteid v |
Pt of copes ofasch [
Lot
athudy sugten D e Thes -
- T E—
Label Format: | CRTH 1081 v
Choose Printer: v
WO barcode e ®10 »

9 Mty i c o eac b

For dwect Zebea [PL ponting 1 Vaidate opons
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You can also add name and date, the text of a selected record field or free text to
labels, choose the number of copies, choose whether or not to include copy sub-
numbering and choose the label format (roll types need to be defined before through
Admin > Setup > Label network printers).

If you define a label size that includes a second label (2 columns), the second label will
automatically be a 2D data matrix barcode. This is useful for example for a round label
to put on top of tubes.

Example of double label:

% N1DD | wmI152
18T g
; li'i'llﬁg:a'}'ﬁiiz @

£2% Barcode symbol is fixed by the printer preferences in Admin > Setup > Network
Printers.

- Dymo printing

The Dymo LabelWriter 450 Turbo (US model) is a plug and play printer. Dymo is a local
printer, so the printing should be ordered from the local computer connected with
the Dymo.

£2% LabCollector only supports this model at the time of writing this manual.

& Dymo Labelwriter Series Print

Mumbering:
Range [ron = |
e

B e A S

[
o

(3 Gmmeric series with optioned PREFIX

Label Oplions:
A Mama o labakt [ raous nat appiy on gensric)
A ek facd: | +| Select field =
Mursber of copses of sach [T
s |
Inchocle - —
T |_| [exc 13, 20, et Thia adds to comneent]

sub-nunberings

Label Madet: | DTCR 1000 20

Chocwm Brinter ||

Print: Saries

10
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More information on Dymo printing is available in KB-76 and KB-152 to create
template.

10-3. Purchase order management

For detailed information see chapter 9-.

10-4. Batch Generator (Rack Scanner)

On the home page you have access to a special Add-on tool to generate a rack/tray
to be loaded into LabCollector. This accelerates sample registration with direct
storage definition.

This tool has three usage modes:
1. Direct
2. Manual import
3. Generic map generation

Rack scanner Scan Server Labcollector LIMS
—— 0o . .

> " —
" oD
-

Generate , Import o
== . -
10

10-4-1. Direct Scanner Trigger

This tool allows direct imports of scanned well rack/trays from several
manufacturers. Trays/racks have Datamatrix (2D barcodes) pre-labeled unique tubes
or RFID tagged tubes. The scanner generates a rack/tray map file that is loaded into
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LabCollector. This accelerates sample registration with direct storage definition.
LabCollector recognizes scanner file formats automatically.

Fay
J25N This tool is compatible with many suppliers of precoded tubes and scanners

including Micronic, BioMicroLab, FluidX, Thermo, Ziath, Biotillion...

1. Home > Sample batch tools

2. Choose your scanner in the “1.Direct Scanner Trigger Input” section.

3. You can generate a new tray entry or existing tray/rack update (check
option part).

4. Click on “Scan!”. The rack/box map preview appears.

5. Click on “Process” to complete the import.

When using direct trigger you will view the scanner output directly.

3 431 e won vt s

10-4-2. File Import

It is also possible to import rack/box maps from files (scanner output, csv or Excel).

10

1. Go tothe “2.Direct Scanner Trigger Input” section.

2. Choose the file to upload (TXT or CSV). Check the Field Separator option in
“Processing Options” part.

3. Choose your file format.

4. Click on “Process” to complete the import.
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This tool is compatible with many suppliers of precoded tubes and scanners
including Micronic, BioMicroLab, FluidX, Thermo, Ziath, Biotillion...

10-4-3. Generic rack/box import

This section allows you to define different sizes of boxes/plates filled with samples in
an easy single form.
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2.
3.
4.
5.
6.

Go to the “3. Generic” section.

Indicate the rack/plate size (rows x columns).

Choose to import as a storage box or microplate.
Automatic naming of records can be chosen in this section.

You can specify other choices in the “Processing Options” section.

Click on “Process”.

10-4-4. Process rack import

Btz Sample Ganacator {Samplas Mooule]

o WARNIMG: o— 1R
Tistes sack srmebiaecoder * WO00CT 1017 e v g an t  ba m——
Sbarage kocation: * | Player =1 Seige 7 [00°T] =
e Drawer © L prsten o dreer
e s s s s gy e ko L ry P
S nack's perseral dhas et L |
v * Tinge =] [ Commaemn e Samgpln typm fur ol ot e v v

a - L]
[ R - i ™
- — - L]
- =i - L L]
] - L]

Salaerme yea =

St ma e -
Salecrie g o]
Sabect e e =]

Tesectie e =]
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* Red asterisks represent fields that must be filled.
5. Give arack name / box name / plate name or ID.
6. Choose a storage location for the rack / tray /plate.
7. ldentify the drawer where the rack is stored.
8. Define box owner. Check “Common box” if you want to share your data.
9. Acapinsert color could be chosen (see chapter 6-1-3).
Fill in sample name, sample type, sample volume and project name/number (can be
selected individually or can be chosen for all). Mouse drag can be used to multiple
checks.
A sample description can be added, click on green icon to display more fields.

- yT— s e _|

e
[ ——

g Rt Lk

10. Go to the bottom of the page to validate the data import.

AIDONE? ¥ Mo ' Yes isetect yos ONLY when » maton have been enteced and any Barcode scanned 1o avoid unwaried sutomatc subm » Wit actrvate the submt bus

Exleling sl iame gid posiion B xisseg bt ot SMasent pid povition B et - et o Bl Existing in 08, no waeage
Note: Piease make Sure you have selacted e Comesponding sample type for all ines of Bhat you have chacked "Apply 1o all lines” option

11. “Click to submit form” to finish.
12. The rack/box layout is displayed.

10

13. Click on the name of a sample to display details.

£2% Check the color code on the rows. Unique 2D codes are checked and therefore
should not be replicated. If existing codes are found the row color will be RED,
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ORANGE, GREEN or BLUE as described. Overlapping tubes on taken positions will be
indicated by a blinking attention mark.

10-4-5. Volume deduction

You can use the Sample Batch tool for automatic volume deduction. You just have to
scan a rack with existing tubes and complete the “Volume taken to all” section
before submission.

I volume taken to all m [ €——

Cap color for the set: fno color | v

Sample type for all: Selectthe type « |

10-5. Manage memorized items

In all modules, you have the possibility to memorize records to process them in batch.
1. Go to the module of your choice.

Gy
2. Memorize records one by one with the icon % (in tabs on the right hand
side) or do a search and memorize the result with the same icon on the top
of the list.

\ searchjresult

one by,one

3. Then, in Tools > Manage memorized items, you select all or a part of your
memorized records (check box), you choose one action in the select list
and click on Dol.

10
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[ | Choose Action | Dol
S (Choose Action
| Record ID from Module

Ii Worklists
O °Generate Workiist 4 Strains & Cells %
» e Generate Worklist wj sec storage | Do
Selectall e -

Replicate Record
Derive Record to...
eArchive Record

Unarchive Record

dule |~
Lock Record (Read Only)
Restore record (disable Read Only)

Sign record
Clean & Delete
oClean from memory
Clean ALL from memory
_e Delete from Database

a. Generate worklist
b. Generate worklist with secondary storage

Records with secondary storage will each have a row in the following table. If
secondary storage is not selected, only a single row will appear for the record, even if
secondary storage is defined.

mg&' Addi\h] 7 Take m.lvnn.mn—]l,@ Add Process :-m,i_)|‘_ﬁ; Remove sl from ﬂoraq::m m\ueall.gum”_—_‘! Saue Bt
it vol,  |from Module

- Uses |(Freezar Rack/Canistar bl Positiens in box
BIOZ |0 Cangal_1 Mt 00K 1 wal Sampias ]
oS |1 Fragzar mmuno 100mm 1 ot B1EZBICICECA, imL |Samples
s« @05, |1 -&0 Ciore Bank BIDSOPE 2 Baxd HIOH £, Samples
= |BIO3 2 5,0 Samples
i e L Bampies
|Bios |1 Samples
Hc Uses counter shows nte of presences m ats, For visi it aiso shows the uses of the mam recond,
HEB: Revmowa ALL fram storage %Lt age and usique , oy
lall
& it Wkt
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“:i? mm[ 7 k h ||,a i ‘I“"R Reaove af from -m|l.ii A.—:huea!mcmds[iB Saue sl
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ir |BEO2 o Congal_1 Misc oo 1 wall Sampiss
oA 1 Fraszar immuno 100mm 1 foox B1BZEICICEET 5 1mL |Eampiss %
oy (Eoe |- zer OHA i BT hasre, N, Samples
o |mos [t -B0 Clone Bank BIOS0FE 2 Bond HIDHIL &, sampies )
EERIRT: o I A5, Sarnples &
A3 |imo micopia DHA | ATAZABAL. B, Sareie
% (B0 ATLE, Samples
|y ) [——
@ Seconda Iy‘mgj FrRA Bampies
15 [gioay |- " A, Sarrsies
(1 |mios attid, Earpres
5 e | e [—
a0 @10 |2 Sarnples ]
T (g4 |1 Samples %

With this worklist, you can:
Add a link (normal link on the bottom of each record) in batch. For example, link
a set of primers to a DNA sample. Please refer to chapter 7-5-1
Take out volume by clicking on the corresponding button (for more information,

B conte

please refer to chapter 7-4-3).

When you use this function in batch, you can access to a summary table that you
can print or easily copy to use in our ELN for example.

nt

Boow- @ O @ &

BS24

3= "

b an= A

]

EcO0Es®@l4
E = =28

Prpuss

Sample
BS25
BS15
BS24

Purpose

Date / Time

2019-04-02/13.44
2019-04-02/13.44
2019-04-02/13.44

Volume
0.6mL
0.6mL
0.6mL

@ Print Report

[

o N -

MimE .=

@ E G -
aty miw

Sy

Dists [ Time

00407 1254

a2 /4

0190407/ 1244

Select table

BIUSXDNY
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- For samples worklist, add a process to all data by clicking on the corresponding
button (for more information, please refer to chapter 4-5-1).

- Remove storage by clicking on the corresponding button. A popup will ask you
for main, secondary or both types of storage.

- Archive records by clicking on the corresponding button (for more information,
please refer to chapter 7-5-1).

Your list can be printed and/or saved by clicking on the dedicated icon. When you save
a pop-up will open and you can name your worklist, add a description and define

restricted access.

Ip-l] Save This Worklist

Waorklist name:
Worklist description:
Share with: -

Admin group A

Admin group B

Admin group C W

O Motify users by email {except all)

Save List

Saved lists are available through Tools > Lists and series. See chapter below.

c. Replicate record

d. Derive record to. Select, in the section below the list of
memorized records, the module where you want to create the
derive records and an optional name suffix. If you derive in
Samples module, you also have to select the sample type.

Derivation options

Optional name suffix:

Module to: Samples ~

Sample Type: Select Type e

Archive record directly (Careful, there is no step of validation).
Unarchive record

Lock record. Terminate record Edition

Restore record

Sign record

TS @ o

10
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It is possible to perform all these actions in batch in any module.

j.  Clean from memory
k. Clean ALL from memory

If you need to work with a different list, clean the records (check the correct box(es))
or all records from the memory.

I.  Delete from database
As for the other delete action, if a record has a link or storage, it can’t be deleted.
For more info.rmation, see the KB-67.

An edit icon "= appears on worklists and in Manage memorized items page allowing
the modification of records one by one.

[ . .
‘L Non-admin user cannot delete, archive or lock records through Tools > Manage
memorized items.

10-6. Manage project code

The Manage Project Codes page tool allows you to search records by project code,
create codes and merge projects. The tool also works with memorized records.
You can also create projects and associate them to groups (group rules are applied).

S |

3 B 23

[Cprojeet 5.3 6038 (Fetal recerds: 5 IRl | veereondia |
Cramtan st e 31,50 2007925

tor 5.3 groap

Austale for frpe

group 53 =
Clearaibes in:28 et racerds: 1) PN | v recondine 3 | 10
Crnatact by Admin grengs & 2n ZEA-40L80

He deseription (double click tu add a description)
e -

Brods Ak
[CIAMIMALS jio=377  crotat recarde: 1) # B [

Craates by AN-Lasra Sauvacat o 2N8.05-17

Mo description {double click to 2dd a description)
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10-7. Manage Genotype tags

Manage Genotype Tags (cih, Delete..)

Current Tags
Search tag m
Btara-leu) Lo ¥y
a{mrr-hsdrms-merbc) ® s 8
BlacxT4 (o
AlaczEm15 Lo |
{strr) Lo P - |
55 Lo |
MG+ Lo P
arai139 (o o

Super-administrator and administrators can:

- Check where the tag is used ©

5{ara-leu)

Tag Use
In Use In 1 Records
Tag Use In Strains Module
Tag Use In Animals Module
.
- Editthetag ¥
S{ara-leu)
Edit Tag
In Use In 1 Records
d(ara-leu)
Warning: The tag will also be edited on all the records that use it
Confirm Edition .
- Delete it ﬂ.
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In Use In 1 Records

Warning: The tag will also be deleted on all the records that use it

nfirm Deletion

Remember to update the list before using it.
Staff + users have only the possibility to check tag use. Other user levels can’t access
to this area.

Note: When the genotype tags are imported, they have to be separated by a space.
10-8. Lists and series

Here, you can retrieve all the lists of records and have the list available later to edit

with a Each list has a barcode allowing to be searched more easily.

Saarch barcode/10: | rpmp— | ane [newee ] than (500 | days (IR
3 results found
aved Workbists fo
m Rame Date Description Owmer
o Liste 1 2076-01-04 154018 Arn-Laurs Sauvacst Ak
4 [remave vni 206-10-20 144157 Aro-Latre Sanade B
ampla tast A 2017-03-22 110555 Anne-Laure Sauvadst Gl

10-9. Staff Contacts

Consult or print your staff list easily.
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& Staff Directory

@ Print Staff Directory
[ :
g Admin group A & Lab &
g name@mail.com fend 5‘;h
usa
g Admin group B @Lmu:n'uﬂ
A nom@mai.com ‘;mﬁ
@ France

10-10. Lab Bookmarks

Bookmarks can be added by clicking on the mAdd new bookmarks (1) either at the
bottom or for each category. To define category, refer to chapter 4-13.

You can also edit or delete k. each bookmark (2).

. BookMarks and Favorites

Somge accessones o7 K °

bt istorage wesessanias.com |

betips: e o comysbore

10-11. Message center
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A simple and practical messaging system allows users to post messages addressed to
everybody on the main page. Users Posts Browse messages | g New post

Users can add new messages by clicking on the L% New post.

@ Message Post

e
oo et sk e v, e bt recore i e it

vt ey (lean Ml e o st
Tt e
L

=

Messages can be formatted as on any word processor. Messages can automatically be

removed with a time limit expressed in days. A small icon can be selected to give some
extra visibility to the message title on the messages’ list.

Title Icon:

o 2 N,
®@pore O O@O @ O O@ O O #

o | —

Users Posts T Breers munnages | g T posk
2018-12-07

mare =5

RSS Feed 3 wollapse 55 Feed 1 pen RS Fead

Jrie - Labollector ”

IEW: Warkflon RY

Finally, messages can have links to LabCollector records. This can be useful to link to
additional information or data commented in the message.

For example, you may want to link to a registration form for a meeting reminder
message. To use this, users must first memorize records (using the memorization icon

-
& on search results) to link before creating a new message.

You may associate an icon to the message to help users understand the intent.
You can also use ' icon to browse messages.

10
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10-12. Recipes/Production

This “recipe” tool is available to manage production of media, complex reagents,
product assemblies and much more. This recipe tool is based on a catalogue of recipes
with the components from specific lots within Reagent & Supplies module defined for
each "recipe".

Before using Recipes, they must be set up and created by a user with admin access by

using Admin > Data > Manage Recipes. In addition, several records with lot/batch
information must also exist in the Reagents & Supplies module.

Only the super-administrator and administrators can create recipes (Part 1). All users
can then use these recipes (Part 2).
Part 1: Managing Recipes

With admin or super-admin access navigate to Admin > Data > Manage Recipes. You
will be presented with this screen:

=

E— Manage Recipes (add, Edit, Delete...)

E—
Production Manager (Recipes) Add New
MNo Recipes Saved “

On the first use, you will only have the option to add a new recipe. Clicking 'Add New'
will provide a screen to define a new recipe:

10

153



TOOLS

Edt Reope [ soo [ cona |

o Name | Drigalski Lactose Agar
Description  selective and differential medium for the isolation of and certain from clinical
e Components: | poqt axtract a3 g v x
Yeast Extract a3 g xX
a-Lactose monchydrate Qt 15 g x
Sodium deoxycholate a1 g - X
Crystal violet Qt 0.005 g x
Bromothymol Blue Qt 0.08 g x
Sodium thiosulfate Q1 g - x
Agarose at11 9 x
o Component Options = Partial recipe allowed
& Accept expired lots.
& Allow Lot Quantity Modification
o Final Product
Type & New product not in stock
I Lot on existing product
I Only lot consumption and no final product
I Free choice by user at recipe execution
Module  Reagents & Supplies
Lot Expiration 30 (Days)
Lot Expiration Modification = Allowed
2 Not Allowed
Lot Status = Ready touse
[ On hold
e Observations
Instructions | Observations @6 & % oo MEMEQ IR Bsowe|B I US % <L
= H|9 E 2 2 B syes | Fomat - Police - | Tohe < | A8 |?

1. A name and description of the recipe must be provided.

2.  Components of the recipe are selected by either clicking the arrow to see a drop
down list or by typing to use the form as an autocomplete field.

I'NEW ! You can now filter by category to have a reduced list of components.

Components  Select Categary v Select Component v

After a component is selected, options must be selected for the recipe. The quantity
(Qt) and unit (if one is given in the reagent lot) must be specified.
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3.  You can also decide if 1) partial recipes are allowed, 2) only lots within their
expiration dates may be used and 3) quantities modification are allowed.

Click on the icon to add and define additional components.
4. Final Product type - choose from four options.

a. New Product not in stock — this allows the user to add a new record in the module
specified in Module dropdown and add a new lot in that record. Only the Reagents &
Supplies module will have the Final Product Lot Status option. Putting the lot on hold
will automatically assign the lot a quarantine status. ! NEW ! You can indicate an
expiration interval in days (from the recipe production date) to automatically set up
the expiration date.

Final Product

Type [ New product not in stock
. [ Lot on existing product
] Only lot consumption and no final product
[ Free choice by user at recipe execution

Maodule Reagents & Supplies
Lot Expiration (days]

Lot Status [ Ready lo use
] On hold
If you indicate a lot expiration, you can also select if you allow the modification of the
expiration date after the lot creation.

Lot Expiration 30| (Days)

Lot Expiration Medification — Allowed
bl Not Allowed

b. Lot on existing product - this allows the user to add a new lot to an existing record
in the module chosen in the Module dropdown. Again, only the Reagents & Supplies
module will have the Final Product Lot Status option. Putting the lot on hold will
automatically assign the lot a quarantine status. | NEW ! You can indicate an expiration
interval in days (from the recipe production date) to automatically set up the
expiration date.
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Final Product

Type [l New product not in siock
[ Lot on existing product
[ Only lot consumption and no final product
[ Free choice by user at recipe exacution

Module Reagents & Supplies -
Record  Record free selection at recipe execution o
Lot Expiration (days)

Lot Status 4 Ready 1o use
[ ©n hold

¢. Only lot consumption and no final product — as stated, there is no final product.

Final Product

Type [ New product not in stock
[ Lot on existing product
4 Only lot consumptlion and no final product
[ Free choice by user at recipe execution

d. Free choice by user at recipe execution — the user gets to choose whether to add a
new record or add it to an existing one if the Final product module is Reagents &
Supplies. The module can be left as a choice as well or it can be designated here.

Final Product

Type [0 Maw product not in stock
[ Lot on existing product
[ Only let cansumption and n final product
4 Free choiee by user al recipe execution

Designated Module | -

Mo Designatad Modula e
Strains & Cells

Plasmids

Primers

Reagents & Supplies

Samples

Antibodies

Sequences

Animals

Equipmant v

Observations
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5. Observations — this section allows the user to add instructions on the method
of the recipe or any other information needed.

After all components and options have been entered click Save to save the recipe.
After saving, the recipe will appear in a list when navigating to Admin > Data >
Manage Recipes. The recipe will also be available for other users who can find it by

navigating to Tools > Recipes/Production. The recipe manager provides the option to
select a recipe to edit and to view the list of recipes.

Production Manager (Recipes) 5 add New

Buffer 1 didutior o

CTAR extraction buffer CTAB extraction buffer New product not in stock 8 Components

1. List of recipe names. Clicking the recipe name will navigate to the full recipe
details where you will have the option to edit the recipe.

2. Recipe description.

3. Final Product option.

4. Number of components. Hovering the mouse over the number of
components will reveal the record names of the reagents and supplies
required for the recipe.

5. Button to add a new recipe.

Part 2: Using Recipes

After recipes have been created, the recipe tool may be used. First, navigate to Tools
> Recipes/Production.

The production Manager/Recipes main screen is a simple search tool. This provides
an option to search for a recipe from the list (created in part 1). The page also allows (4
you to navigate to the log of recipes that have been used (see log section).
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Production Manager (Recipas)

-]

[select Recipe
Drigalski Lactose Agar

Select a recipe to view details

Polyacrylamide 6%/30% denaturation
Polyacrylamide 12%/60% denaturation

@Show All [terns

TOOLS

The recipe selection search bar is both an autocomplete and dropdown menu. Type in
the search bar to see autocomplete results or click to view all recipes. After selecting

- @ “P

Prepare GTAB extraction buffer immedsately before use; buffer is only good when freshiy prepared

a recipe the following screen will appear.
CTAE extraction buffer

GTAB extracton buffer

Instructions { Observations e

Final Product

al Produet Type MNew product not in stock

Final Product Name  CTAB extraction buffer

Final

cduct Moduie  Reagents & Supplies

1 it e

Create Product L-jtw 2018-03-25_CD 2020-03-23
orduet Let M Ready to use
s @ o

@ ) .

Use Components Quantity Lot \alidity Cluantity
o  [B-Mercaptosthanol 0.02 137 2019-09-27 100.00
v  Naci 2.8 133 2020-02-29 100.00
O 04 134 -12-31 100.00
| 1 135 2027-03-31 100.00
O 3 132 100.00
O 248 138 2019-12-27 100.00

The screen shows the following:
1. Therecipe name
2. The Instructions/Observations

3. In case of free choice, there are 3 options to choose from New product not
in stock, Lot on existing product and Only lot consumption and no final

product.
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Select Record

Drigalski ALS |Da Suarity unt =

(Drigalski LS. |

Patyacrylamide 6%/30% denaturation

electve and differertial (Sodium thiosulfate n nonfermemers from clincal spe
Bromothymol Blue

Use Components [Crystalvioles

Sodiurn degxycholate

o-Larctose monohydrate

Place to enter the name of the final product.

Module selector for where the recipe product record will be created

Fields to add new product lot information: number, expiration date,
quantity. Depending f the options, but expiration can be not editable.
Choose the status of the lot — Ready to use or On hold.

Users must check the box to confirm use of each component

Details of lot, validity and initial and needed quantities of each component.
Depending of the options, the quantity can be modified. The entries are
color coded to make it clear if quantities and validity are appropriate for the
recipe.

Quantity Lot Validity Quantity
15¢g Insufficient Stock
3q 63946 2019-03-15 91009
Quantity Lot Validity Quantity
15g Out Of Stock
o /2048 20160918 Q1 00 o
2mL 5987 2020-03-12 998.00 mL
24 mL

Quantity Lo

Validity Quantity 10

Selected Lot Iy ot The Okder (FIFO Rule)
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Hovering the mouse over the lot or validity information will provide
information about the current lot and other available lots. If present, clicking

on the icon L“ for a component will allow a selection of a different lot to
use.

10. Clicking the “Use” button will confirm the recipe. Using “Back” button will
cancel your action. A new record will be created with links connecting to
each component. A log entry will be created. Quantities will be deduced
from the indicated lots.

If you attempt to use a recipe with a lot that has a warning of some kind you will be
blocked or forced to confirm despite the warning with a screen such as this:

Ancmalies Detected: 1 Error

= Deionized Formamide:

After completing a recipe the following screen will appear to indicate the record was
created and provide two links. One link will take you to the newly created record the
other is a direct link to download a recipe report.

alvacrylamide G%30 denaturatiorn eated with success

Polyacrylamide denaturation Diownload Report

You may search the history of recipes that have been used by selecting log from the
home screen of the Recipes.

10
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MNew product not in stock &

Created Product: CTAB extraction bui’fero Created Lot: ABG-[01 2%

Recipe: EJCTAR ex on buffer ° Prep. Date: 2010-03-25 17:: Person Responsible: admir
QuantityConstituent e Seller Reference Seller Lot

) 11 B ploethann! FYR-1000% S 137

133

04 134
1 Lliagen 135
Sigma 132

248 Roche 138

The log may be searched and will show which components were used as well as lots
and quantity information. Each component and product may be clicked to go directly
to the relevant record.

1) Search bar for recipes that have been used

2) Indication of the Final Product type - New Product not in stock/ Lot on existing
product/ Only lot consumption and no final product.

3) Created Lot and Product. Clicking on the hyperlink will navigate to the product
record.

4) Name of recipe used. Clicking will prompt for a download of the report for making
this recipe. The date and user are also indicated.

5) List of components. Clicking will navigate to each component.

An example of a record for a product with links and the tree view showing the
connection of the components to the product.

Polyacrylamide 6%/30% i & Etapg =ceme
Creation Date 2017-03-30 15:45:54 (Last Update: ) [ s ]
Description. Made from recipe "Polyacryiamide 6%/30% denaturation” on 2017-03-30 15:45:54 by Anne-Laure Sauvadet Add Storage
Sefler Manimum Quantiy:
Seller Reference € Asa o onterist
Seller Price :

Packaging Size

Rrns
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An example of the PDF report.

Latirame

|Lot Created in Frosuet

|oTAR astractiza bufar

Whothube: Rlungeats & Supplies
Renpe: CTAE extracsan buffer
Prep, Date: 20190325 17 4145

Person Aesponsible: admin

Companints
usniy | Constuent |SelerRetemnze [aier Lot [vender
[T B Marcacioatanal FYA 10009 |sigma w7 annw:
28 HaC| ¥ TR-BATES Sigma 133 2020-02-7%
4 &5 1 EBTA g 0.0 134 [z10-231
t 1 M Tris-Cl{pH 803 BUF-BT60 Giagen 35 20271331
ran [Water ACUU§IT Roche ) 0181221
3 Catglirimuthyl ammaniaes bromida (CTAE] [10% rl-“—-a;;; Fﬂn 132 |!Mn-m—s|
H20)
Opsarvations:

162




EXPANDING LABCOLLECTOR

11-  EXPANDING LABCOLLECTOR

LabCollector capacities can be expanded by integrating Add-on modules
which can be 3" party modules, i.e. created in house or by others to perform tasks not
originally included in LabCollector. AgileBio also releases Add-ons that are easily
integrated into LabCollector. All use the automatic add-on loading system. In this
chapter we describe succinctly the different modules and the few parameters needed
to dynamically load components or modules into LabCollector interface.

11-1. Add-on modules

“ samples Batch Tools (Import rack information into database)

This module allows lab staff to directly import data stored as 2D data matrix barcodes
of well plates/racks. Use it to catalogue samples information (name, tube position and
rack ID) into LabCollector LIMS.

This is compatible with most scanners on the market (FluidX, BioMicroLab, Micronic,
Thermo ...).

FREE/INCLUDED by default in LabCollector license!

<

" Tube Sorter
This add-on helps you recover dispatched samples on storage and placing them on a
working tray. It generates a pick list automatically and the necessary instruction files
for the tube sorter robot (Micronic/BioMicrolLab, etc). Join the scanner and tube sorter
to really improve your efficiency in recovering samples in quantity.
The module also generates Fluidigm EP1 files!

Eg‘ﬂectronic Lab Notebook

Now you can save and manage your experiment results with our ELN module. Built as
a collaborative platform you can create books and share them with lab collaborators.
It is versatile with the possibility to generate Workflows based on specific templates.
Use Workflow and page templates for routine work or free and flexible experiment
records for your research activity. Organization of experimental data is made in 3
levels displayed by a tree-like browser and easy searched by keywords. Includes
integrated certificates management and digital signature content validation.
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Events Calendar

This add-on module will add a calendar system to LabCollector LIMS. Every user can
create and share several calendars to manage events. A general shared calendar is
visible to all the lab members for common events. Events can be recurrent. Calendar
sharing is defined user by user allowing groups to be formed around project calendars.
All events can be linked to existent LabCollector records, allowing scheduling of events
related to biological actions (ex: blood sampling on patients or animals).

B

S Equipment Scheduler
Based on our equipment scheduling system LabCal, it adds scheduling & reservation
calendar to equipment stored on LabCollector LIMS, Users can quickly check & add
reservations to any equipment or facility in the lab. It supports recurrent events (like
every day or specific days on the week). It includes a reporting tool to give equipment
usage statistics in the past or upcoming events (by user, by equipment or by
categories).
It easily integrates by simple copying the files into a folder and automatic database
setup from inside LabCollector LIMS. LabCollector v3.912 required.

" Photo Bank

This module gives you a way to store and organize all photos that you generate on
your projects like microscopy, electrophoresis, animals, etc. You can create unlimited
galleries, into unlimited categories, upload several photos in a click, commenting, etc.
It can support TIFF format (and normal JPEG, PNG, GIF) and Movies. It also allows
custom media formats definition to help you store/archive any raw image. Linking to
samples in LabCollector is possible.

A Photo Uploader tool for Windows is also available to speed up charging images to
the PhotoBank directly from image source computers.

¥ Aquarium Facility Management
This module is a complete animal facility management system dedicated to fish
growth and transgenese. You can manage fish entries, transfers and exits from tanks,
growth, feeding (including live food production), custom and unlimited alerts, etc. It
gives inventory and several types of reports. You can manage all kind of aquatic
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animals including mutants or transgenic breedings. Integrates easily into LabCollector
LIMS and it was our first multilingual module.

"LSM - Lab Services Management (Jobs/Assays)

This module will allow a lab to keep track of client samples, gather them on jobs (with
workflows/task lists), manage plates and generate or export data into reports and
have service history for billing purposes, etc. It will manage any kind of lab service or
core facility (analysis, microbiology, chemistry, molecular biology, etc.).

“'SSM - Sequencing Service Management

This module provides the tools to a lab to manage clients and sequencing orders. Users
will be able to place orders and check sequencing status and download results. Service
admin will manage orders, organize them on plates or single tubes and easily upload
results.

It comes with an ABI chromatogram file viewer, integrated for efficient results
management.

SSM is composed of 2 main interfaces: Sanger sequencing and NGS service
managements. The NGS part gives project follow-up tools with result delivery.

“PTS - Protein Tracking System (Jobs/Production/Purification/Analysis...)

ThIS modaule is a protein production management system. Integrated into LabCollector
PTS allows the lab to follow up different process and task progression in several
projects. Users can follow all steps of protein production, purification, analysis...

MTasks Organizer

This collaborative tool allows a lab to manage and follow-up any service or tasks. It
allows multiple custom forms to be created for a project level and tasks/services level.
Progress is monitored and results are uploaded to each item/sample. Remote access
for the requesters/clients is possible from an external page.

11

165




EXPANDING LABCOLLECTOR

g

T Plants Management

This module allows a lab to keep track of seeds, plant growing (trays management).
All seeds generations will be tracked. Barcode support and storage management is
included. Plant generation navigation is included.

EX
TSNP Genotyping Management

This module allows the management of typical workflow for SNP genotyping labs. It
includes assays vials storage and retrieving (pick lists) using machine pickers, preparing

plates for Fluidigm EP1, re-ordering of assays to suppliers, etc.

“D Data logging (metrology)

This add-on centralizes temperature, pressure, humidity and many more sensors
values over time. It includes automatic import from network loggers. All temperature
data is stored and displayed graphically. LabCollector samples are then easily
associated to temperature charts. GSM/SMS and email alerts can be used for alerting.

‘ “¥'Sample to Box (Free)
This add-on allows to sequentially populate plates or boxes from single vial tubes. Just

read tube/vial barcode to automatically insert in a new plate/box map.

=
= Report Query Builder

This add-on is a visual database query builder to create custom data reports/exports.

It follows relations between modules. You can design any type of query with filters to

extract part or total of your record relations. You can save queries for later reuse for

regular reporting. Reports can be sent to Excel.

EWorkflows Management

This module allows the management of workflow templates (a catalog of job
workflows) that can be used to start new jobs. All jobs are stored and then status and
advancement are monitored. Step validation is possible. Steps are linked to

LabCollector data modules for record storage and edition.
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=" Parser

Parser provides file parsing anywhere using shared folders (local or cloud). Selected
values can be automatically imported into LabCollector. Users may defined reader
models (templates) within the interface. Only a few details about the the input files
and where the data will go in LabCollector are required.

)
.._‘ Collaborative Catalog for Multiple LabCollector implementations
This collaborative catalog allows LabCollector LIMS users to share data from modules
across all users of all LabCollector instances. Therefore a LabCollector user can search
if a product like antibody, primer, plasmid... is available on other labs or groups of the
institute/campus/department, for example.
Each lab team chooses which information they want to share with the lab community
through an extensible configuration file.

'Kv,.
¥ KoriViewer

This complementary application provides a graphical interface to analyze BLAST
results stored in LabCollector LIMS.

" Multi-Purchase Orders Manager

This application allows administrative department manager to have access to all the
purchase lists form the different instances of LabCollector on the enterprise server.
The Purchase Orders Manager will help you to manage the order lists, the reagents,
chemicals and supplies but also sellers contact details.

Public Database from LabCollector

LabCollector is user access restricted. However in some cases a public database may
be interest to provide a list of lab resources to the community.

For those who need a catalog of resources for the other labs in the same network
(same institution for example), we propose a template page that can be customized
and giving access to defined custom modules. Users can log in as visitors (you can
define a group of external users) to that page and will be given access to "public"
modules.

Features include the search engine, but storage and other information were removed.
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11-2. Add-ons loading requirements

Download add-ons that you need on LabCollector, and simply upload the zip file on
your labCollector page. Go to the add-on from your home page and continue the
installation.

Instances hosted by AgileBio may also contact AgileBio to have the add-on included.
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UPDATING AND UPGRADING

12-  UPDATING AND UPGRADING

LabCollector is easily updated and upgraded. The procedure is not exactly
the same for an update and an upgrade, but both are performed from the same
package. If your instance of LabCollector is hosted by AgileBio, the upgrade will be
performed by AgileBio staff.

12-1. Intermediate or corrective updates

Updates are considered for corrective releases and improvements made to the
interface while the database structure remains untouched. Therefore, you just need
to replace the software files and folders in LabCollector’s root folder.

To recognize an update, it is when the LabCollector’s version changes from X.Xn to
X.Xz, for example: from 5.21 to 5.22.

Z%% Do not touch the “documents”, “backup” and “maps” folders. Also, take care not
to alter, delete or destroy “config.php” file.

12-2. Upgrades

Upgrades are evolutions in which the database structure has changed (and other files
also). So you need to replace the files and folders as for updates. You also need to run
the “upgrade.php” file through the internet browser. On this page you will select the
upgrade level you are doing and it will automatically execute the changes in the
database structure. Upgrades are identified when LabCollector’s version goes from
X.n to X.z, for example from 4.6x to 4.7x.

On the server computer, access the following address from the browser:

http://127.0.0.1/upgrade.php

£ Do not touch to “documents”, “backup” and “maps” folders. Also, take care not
to alter, delete or destroy “config.php” file.
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