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Quick Startup Guide

Login Instructions

URL: https://securel?.ideaelan.com/uOttawa/Public/
Go to the following URL and follow the way you would like to <authenticate>.

Infini
by Idea EIEX

Options de connexion / Sign-in Options

uOttawa

Connectez-vous avec votre compte @uottawa.ca.

Sign in with your @uottawa.ca email account.

[o]
fﬁg Autres / Others

Connectez-vous avec le compte de votre
organisation.

Sign in with your organization email account.
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Idea Elan
New User Sign-up (For external users only)

New External Users can register on the login page of the Infinity link.

e Enter First Name, Last Name, Email ID, Password and click on the Join Now
Button.

Get started — Register here for free.

Registration takes less than 2 minutes.

First Name

Last Name

Email({Login 1)

Enter the user ID here

A

Password 0

Enter the password here

Password must contain :
8-13 characters

1 Uppercase letter

1 Lowercase letter

1 Mumber

Confirm

.o !
To avoid spam,please type the characters you see above

Click on Join Now

- d
Join Now -

e After registering, a confirmation message will appear on the screen. Click the
verification link sent to the email provided.

e Once the email is verified, the page will be redirected to a registration wizard.
e C(Click on the start button to go through the registration process.
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Idea Elan
Registration Wizard:

All new users in Infinity need to complete the registration wizard and request access to labs facilities and
instruments.

Infini

by Idea Elan

Welcome Joseph Zabner

Welcome to Ildea Elan

Objective: This wizard will help you in the initial setup process in the Infinity system.

Required Items: You need to know the lab you belong, and at least one core facility to which you are
requesting for access.

Optional Items: Select instruments that you need access from a facility.

e Upon clicking start, the next page asks you to select access to labs by clicking on “Request Access.”

Welcome UOT Userl
L}

Start  LabAccess  Facility Access  Instrument Access

< Previous Next >

# ADD NEW LAB

Set Default Lab Lab Name Lab Admin Institution Permission Status
Search here X Search here Search here All
Abdelbary, Hesham Abdelbary Hesham University of Ottawa Request Access
Abizaid Abizaid Aifonso University of Ottawa Request Access
ACVS Orlando Holly University of Ottawa Request Access
Adamo, Kristi Kristi Adamo University of Ottawa Request Access
Addison, Christina Addison Christina University of Ottawa Request Access
Agbayani, Gerard Agbayani Gerard University of Ottawa Request Access
Aguer, Celine Celine Aguer University of Ottawa Request Access
Akache, Bassel Akache Bassel University of Ottawa Request Access
Alain, Tommy Alain Tommy University of Ottawa Request Access
Albert, Paul Paul Albert University of Ottawa Request Access

“« 4

Exportto W || Exportto Xa || Exportto Mg

Page size: | 10

279 items in 28 pages

Note: most access requests need manual approval from the Pl, others may be automatically approved
(based on lab settings).
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e Now, select a default lab and click on “Next”.
e Enter and select the Lab Name for the Pl of your lab or Add New Lab if your PI’s name does not appear.

Welcome UOT Userl

Start  LabAccess  Facility Access

< Previous

Set Default Lab Lab Name

Search here
e} Abdelbary, Hesham

Abizaid
ACVS
Adamo, Kristi
Addison, Christina
Agbayani, Gerard
Aguer, Celine
Akache, Bassel
Alain, Tommy
Albert, Paul

“« (VOO 06 0 C

Exportto Wa

Exportto Xo || Exportto g

Instrument Access

Lab Admin

X Search here
Abdelbary Hesham
Abizaid Alfonso
Oriando Holly
Kristi Adamo
Addison Christina
Agbayani Gerard
Celine Aguer
Akache Bassel

Alain Tommy

Paul Albert

OO » » ragesze[qy

Institution

X Search here

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

e Inthe next page, select access to facilities.
e Select StemCore Laboratories.

Ia En

Next >

4 ADD NEWLAB

Permission Status
All

Waiting for approval
Request Access
Request Access
Request Access
Request Access
Request Access
Request Access
Request Access
Request Access
Request Access

279 items in 28 pages

Note: The facility admin can decide whether to automatically approve or manually approve,
depending on their facility settings. In some cases, facilities require facility access forms to be
completed and reviewed before approval.

Welcome UOT Userl

Start  Lab Access  Facility Access

< Previous

Facility Name
Search here X

Cellular Imaging and Cytometry Facility (CICF)

Louise Pelletier Histology Core

Flow Cytometry and Virometry

Cell Biology and Image Acquisition (CBIA) Core
Fac

Behaviour and Physiology Core
John Holmes Mass Spectrometry
NMR

Marion Data Centre

INSPIRE

Exportto Wa || Exportto Xe || Exportto g

Instrument Access

Address

Search here

30 Marie Curie Private Ottawa Ontario KIN6NS

451 Smyth rd, Roger Guindon room 4145
Ottawa Ontario K1H8MS

Facuilty of Medicine, University of Ottawa, RGN
3171, 451 Smyth Road Ottawa ON K1H8L6
University of Ottawa Faculty of Medicine RGN
3171 451 Smyth Road Ottawa ON K1H8MS
451 Smyth, RGN Ottawa ON K1H8L6

124 Dlorio Hall and (chemistry), Room 02
Marion Hall (biology) Ottawa Ontario K1H8L6

10 Marie Curie Private, Ottawa Ontario KINENS

136 Jean-Jacques-Lussier Vanier Hall, room
5074 Ottawa Ontario K1NENS

X

Facility Admin/Director
Search here

UOT Fac1,UOT Fac2

UOT Fac1,UOT Fac2,Giassi Ana,Ticas
Zaida,Dong Li Alazzabi Mufida Agah
Olga,Faulkes Sharlene,Lab Path,Mahani
Marjan,Labelle Eric,Lévesque Manon

UOT Fac1,UOT Fac2,Tang Vera
UOT Fac1,UOT Fac2,Copeland John,Daniel
Redaet,Core CBIA,Van Oostende-Triplet Chioe

UOT Fac1,UOT Fac2,Stephen Ferguson,Ure
Kerstin,Kealey Sarah

UOT Fac1,UOT Fac2,Curtis Sharon

UOT Fac1,UOT Fac2

UOT Fac1,UOT Fac2,Jarno van der Kolk Paul
Mercier

UOT Fac1,UOT Fac2,Beaudry Simon,Admin
Inspire,Azzi Stephanie, LeFebvre Andrea

Institution

Search here

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa

University of Ottawa
University of Ottawa
University of Ottawa
University of Ottawa

University of Ottawa

Next >

Permission Status.

X All

Approved

Approved

Approved

Approved

Approved
Approved
Approved
Approved

Request Access

13800 Coppermine Rd, Herndon, VA 20171
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Idea Elan
e Next request access to applicable instruments within a facility. This can be done by clicking on

“Request Access” on the right of each instrument. Instrument access request forms may

also be applicable.

Welcome UOT Userl

Start  LabAccess  Facility Access  Instrument Access

< Previous

Instrument Name
Search here
Antigen Retrieval
Drop-off of samples
Leica CM 1850-3-1
Leica CM 3050S-3-1-1
Leica RM 2135
Microm HM 330
Microm HM 500 M
Pick Up of samples
Thermo Shandon HM 525 MX
Thermo Shandon HM 525 NX

“« <9006 O 0 (

Exportto W || Exportto Xa || Exportto Ay

Facility Name
Search here

Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core
Louise Pelletier Histology Core

> » Page size: | 10

13800 Coppermine Rd, Herndon, VA 20171

Institution
X Search here

University of Ottawa
University of Ottawa
University of Ottawa
University of Ottawa
University of Ottawa
University of Ottawa
University of Ottawa
University of Ottawa
University of Ottawa

University of Ottawa

CONFIDENTIAL

Permission Status

All

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

Approved

197 items in 20 pages
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Idea Elan
e Click on Continue to exit the wizard.

The last part of the user registration process gives quick links to edit the user profile, reserve

instruments, and/or submit a sample form. A search bar is also provided to search through the
software.

My HomePage Instruments  Request Services  Supplies

My Favorite Instruments My Favorite Requests My Reservations / My Files My Requests My Supplies

My Reports My Profile  [NVNFRNEY

USER WIZARD

User Details
Email U1_UOT@yahoo.com

Address:
First Name* Userl
Last Name* voT City:
Designation Select Designation State

superadmin@ideaclan.com | [EZag Zip Code:

Upload Photo Country Canada
Fax

[ Sync reservations/tasks with  Outlook  Google Calendar Phone: Enter Phone Numbes

Change Password
’7Passwﬂrd (] ‘

Confirm Password

= i

e The new user registration process is now complete.

13800 Coppermine Rd, Herndon, VA 20171
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Idea Elan
The User:
® Once logged into INFINITY as a user, a toolbar with tabs will appear that are
specific to your role.

e The “9 square box” tool provides the quick links to access facilities, contact Idea
Elan, Facility admins, Help files etc.

Do Inﬁnity Make this my start page. euOT Usen v C,
Infinity finiy

by Idea Elan Switch to user. [l swvcq

My HomePage Instruments Request Services  Supplies

LV CHSIUENS TS My Favorite Requests My Reservations / My Files My Requests My Supplies My Reports My Profile My Agenda

(<) © odey 5 090720-091320 Instrument Filter [

@ = =

Facilities Contact Contact

4206 4206 4206A ‘ Idea Elan Facility admin
ﬁ ﬁ Help Help Files
Pick up Drop-off Fortessa Anl
Messages:
User Functions:
1 2 3 4 5 % é
R Infinity Make this my start page. eum usen ¥ G,

I nl Idea Elan

by Idea Elan Select Facility | Behaviour and Physiology Core S o user. x ELEl O

My HomePage Instruments Request Services  Supplies

0 © i Hlosor20-001320 Instrument Filter 4 Day Week Month CalendalCy

The B e

g

Bames
Messages: 0 Issues: 1

Adhesive ASI BBK

1. View a home page that has specified favorite instruments and sample submissions,
reservations, submitted samples, issues, service requests, and user profile.

2. Instruments: view and request instruments from the calendar in a facility and make
reservations.

3. Request Services: Submit sample forms/ service requests for processing.

4. Supplies: Place supply orders for new supplies from facilities.

5. Select the facility from dropdown box for which you want to access the details,
such as instruments, sample submission etc.

6. Start page: Click here you can make your current page as the start page.

7. My Items List: with quick links to homepage icons, my favorite instruments, favorite
requests, etc.

13800 Coppermine Rd, Herndon, VA 20171 Page 9
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Idea Elan
My Home Page:

. Infinity Make this my start page. eum User ¥ C,
Infini oy

by Idea Elan Switch to user x RS O

My HomePage Instruments  Requeast Services  Supplies

WO CISIUESEIUCIEIN My Favorite Requests My Reservations / My Files My Requests My Supplies My Reports My Profile My Agenda

1. My Favorite Instruments: Displays Instruments set as favorite with a calendar to aid in making
quick reservations.

2. My Favorite Requests: Displays all sample submission forms and service requests set as

favorite by the user.

My Reservations: To view the instrument reservations made by the user.

My Requests: To view sample submissions or service requests made by the user.

My Supplies: To view submitted supply orders.

My Reports: Generate reports based on usage across various facilities, instruments, and sample

submissions.

My Profile: Displays the profile of the user; labs and facilities affiliations of the user.

8. My Agenda: User can save the tasks to be performed in a day, week, or month with priority.

oV AW

N

Instruments

How to access instruments:

e To request access to instruments, hover over the instrument on the calendar, click on Request
Access.
e All Instruments within the facility will be listed.

. Infini Make this my start page. e UOT Userl ¥
Infinity nfinky K c
Barnes Maze
by Idea Elan ‘Special Instructions : Evaluation @HE1P Files 'v\, AW Pl svic: IS
Information : it

The Barnes Maze is used to evaluate reference learning and memory in mice ~ Permission ;‘f‘ijg

and was initially developed for rats. The test is similar to the Morris Water Incherge
| Maze, but it is less stressful because the animals are not forced to swim. In

(<) o ORI IRRPIYRPRY (his task, the mice use external visual cues to find the location of a hidden
escape box. Mice are motivated to find the box to escape from aversive stimuli

(bright lights and loud noises). Once the mouse finds the escape box and

My HomePage Instruments  Request

b Week Month  CalendaC,

o goes inside, the aversive stimuli are stopped. p——
—_
The maze in our facility is a circular platform 122 cm in diameter with 40 holes
) X located 5 cm from the edge of the maze. Each hole is 5 cm across. The maze
/ ) t is 95 cm above the ground. A black bucket on a pulley holds the mouse in the
B center of the maze, then is raised upon the start of the trial. An overhead
mes Buried Food

M . & camera records the mouse’s movements and Ethovision tracking software
essages: 0 lssues: 1

2 1 (Noldus) analyses the behaviour. = = |
Mor), Tue, Wed, Thu, Fri, | Sat,| | Sun| Mo, Tue, Wed, Thu| Fri, | Sat, Sun
7| 8| 9|10 11|12 13) 7| 8| 9| 10|11 |12 13
Institution : University of Ottawa il
Category : Default Category
Instrument Location: 10198
Short Name: Bames
| Facility : Behaviour and Physiology Core
| Linked Instrument(s) : 10198
| Full Description

08:30 am

13800 Coppermine Rd, Herndon, VA 20171 Page 10
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Idea Elan

The user will need to complete the instrument access request form. Once completed,
approval will be given by the facility admin.

This is

Basic Details

a description

Have you been ramned in N
anything yet ves

fest

Project Details

Mo fields found

Submitted Instrument Access Request cannol be modified.

The permission status will then change to Pending.

Infinity

by Idea Elan

My HomePage Instruments  Request § The Barnes Maze is used to evaluate re'ereqce learning and memory in mice
and was initially developed for rats. The test is similar to the Morris Water

oy

@) Help Files

Barnes Maze
Special Instructions : Evaluation
Information :

Pern
Inchargy

| Maze, but it is less stressful because the animals are not forced to swim. In

o o Today [0 o this task, the mice use external visual cues to find the location of a hidden
y 09-07-20 - 09-13-20
escape box. Mice are motivated to find the box to escape from aversive stimuli

Bames
Messages: 0 Issues: 1
Mor], Tue| Wed,Th] Fr, [ Sat
7/ 8| 910|112
08:00 ~m
08:30 A

(bright lights and loud noises). Once the mouse finds the escape box and
goes inside, the aversive stimuli are stopped.

The maze in our facllity is a circular platform 122 cm in diameter with 40 holes
located 5 cm from the edge of the maze. Each hole is 5 cm across. The maze
is 95 cm above the ground. A black bucket on a pulley holds the mouse in the
center of the maze, then is raised upon the start of the trial. An overhead
camera records the mouse’s movements and Ethovision tracking software

1 (Noldus) analyses the behaviour.

Institution : University of Ottawa
Category : Default Category

Linked
Full Description

Week Month C

Burled Food

Sun| Mor], Tue] Wed, Thu| Fr, | sat[ sun|
13| 7( 8| 8| 10| 1|12]13

If the settings are set as auto-approve by the admin, then the request will be automatically
approved. The user will then be able to make reservations.

Infinity

by Idea Elan

Instruments  Request

My HomePage

T

Bames
Messages: 0 Issues: 1
Mon, Tue, Wed. Thu| Fri, | Sat,
7/ 8| 9] 10[11] 12
08:00 2
0830 &

Make this my start page. e UOT Us
)

Infini

oy

Bames Maze -
Special Instructions : Evaluation @) veloFies
Information :

¥ Reportanlssue
The Barnes Maze is used to evaluate reference learning and memory in mice
and was initially developed for rats. The test is similar to the Morris Water
Maze, but it is less stressful because the animals are not forced to swim. In
this task, the mice use external visual cues to find the location of a hidden
escape box. Mice are motivated to find the box to escape from aversive stimuli
(bright lights and loud noises). Once the mouse finds the escape box and
goes inside, the aversive stimuli are stopped.

Issues:1
& Favorite
Permission staf
Incharge: EL

:

The maze in our facility is a circular platform 122 cm in diameter with 40 holes
located 5 cm from the edge of the maze. Each hole is 5 cm across. The maze
is 95 cm above the ground. A black bucket on a pulley holds the mouse in the
center of the maze, then is raised upon the start of the trial. An overhead
camera records the mouse’s movements and Ethovision tracking software
(Noldus) analyses the behaviour.

Institution : University of Ottawa

Category : Default Category

Instrument Location: 10198

Short Name: Bames

Facility : Behaviour and Physiology Core
i 6): 10198

Full Description

Calendal(

Week  Month

Buried Food

'Sun| Morl, Tue| Wed, Thu Fri, | sat sun
13 7| 8| 8|01 |12]| 13

13800 Coppermine Rd, Herndon, VA 20171
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Idéa Elan

How to make a reservation:
e Click on Instruments tab to view the calendar for instrument reservation.
e The User can filter instruments using filter options.
e Calendar can be seen in day/week/month view based on the selection.

. Infini Make thi tart page. UOT User1 ¥
Inﬁn|ty finity T— - TETR

by Idea Elan Select Faclty | Behaviour and Physiology Core Switch to user « 22 O

My HomePage Instruments  Request Services  Supplies

I Bares ASR Adhesive ASI BBK Buried Food I
Cleep Cere [ cylinder Ow [ pigigait [ pigigait Dongle
Cerm Orc [ Forced swim Ces [] Hanging Wire [mT
Ciso [ Juvinteract [ LeamnHelp [ Marble I mwm [ Nest
[CJoJ, NOR CInsF [ Oifactory Habituation-Dishabituation | OlfDetect Oor Oea
Opasta [ Phenotyper Orole Ceei (] Radial Arm Maze (] Resident Intruder
[ 00w M Bntatinne [ Whaale - Hith 1 [ Whale Hih > [T Qhnl Tact i
Category | All Group | All Search | Instrument Name/Short Name/Location/Des X 87 v
Search available time slot for an instrument
O o Today 5] 090720-0913:20 Instrument Filter B3 Day Week Month CalendalCy
—
&t 1
Bames Adhesive Asi Buried Food q
Messages: 0 Issues: 1 ¥

® Select an instrument; drag on the calendar to create a reservation.

e Add-on instruments/test and Add-on rooms. Users can not be in the same room at the same
time.

e When creating a reservation, users will first select their test on the calendar (ex. Barnes Maze).

-l Infinit Make this my start pa _e."uzy- v
Inﬁnl {mﬂg ake this my start page 0 C

by Idea Elan Select Facility Behaviour and Physiclogy Core Switch to user x (ERth O

My HomePage Instruments  Request Services  Supplies

0 © ocor 5 sunday September 13,2020 Instrument Fifter Day Week Month Calenda()
fe— Sewe |
\ 'y L
oo
(' ! » -‘
@ !
Bames ASR Adhesive Asl Buried Food
Messages: 0 Issues: 1
1200
12:30 am
0100 2
0130 2 3
02:00 21 v
(© Show business hours.

13800 Coppermine Rd, Herndon, VA 20171 Page 12
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Idea Elan
e In the reservation window, users must select the add-on instrument (room, ex. 1019B).

If the room is already reserved at that time by another user, they will not be able to complete
the reservation and will need to select a different time or room.

wemry Create Appointment For Barnes
Schedule flutes & Policies _

* Mandatory Note : Sample Submission is mandatory for this instrument, click continue to submit the form.

Subject: UOT Usert

Start time™: 09-16-20 03:30 AM ﬁ End time™ 09-16-20 04:15 AM @
Add-on Instruments™:

Project/Membership: 10198 Set as default

Lab™ Set as default

PO Number1®, [| % Setas defaull Don't see your PO Number?

Session Type*: Select Trainers

Special Instructions

[_IRecurrence

® Confirm the usage fee and click on OK.

Confirmation
Total Usage Fee: 18.75 CAD
Are you sure want to continue

® A reservation will be created.

e Users are not able to book the rooms directly on the room calendar. Users must book the test
first and the rooms as add-ons. If a user tries to book a room directly, they will receive the below
error message.

Information X

Can not create/edit appointment, if you want to create/edit appointment
first create/edit appointment for primary instrument and choose Add-ons

CLOSE

13800 Coppermine Rd, Herndon, VA 20171 Page 13
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Idea Elan
How to make a wait-list appointment:

e When User A has created an appointment and User B wants to have the same slot for the same
instrument, then User B creates a wait list appointment by clicking on the appointment created
by User A. Then click on SAVE.

mentY Create Waitlist For Barnes x

Rules & Policies

Subject: UOT user2

Start time: 09-13-20 06:00 PM E @

End time: 09-13-20 08:30 PM E @

Phone: 5148796

Praject/Membership: Project A_UOT Set as default

Lab*: LABZ_UOT Set az default

Account Code™ 24510 Set as default Don't see your account code?
Session Type:® Unsupervised

Application Tags: O Fluroscent [ Bead Array Timmu nophenot..

o A wait list appointment will be created.

How to delete a reservation:

e When the User hovers over the appointment to be deleted, an X symbol appears. Click on X to

delete the appointment.

05:00 pm

06:00 PM | joceph Zabner , 06:00 PM to 08:30 PM E

Project A_UOT Submit Sample Submission

07:00 pm
08:00 rm

09:00 rm

13800 Coppermine Rd, Herndon, VA 20171 Page 14
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Request Services

How to fill out and submit a request form
(For information regarding filling the form for Sanger DNA Sequencing service, click here)

e Sample submission forms are provided for each facility under the “Request Services”
tab. Forms can be favorited for quicker access.

e All the Help files uploaded by the admin while creating the sample submission form can
be seen beside the favorite icon.

e If the User faces any issue while using the sample submission form, he/she can directly
report using the Report Issue icon beside the Help icon.

N Infinity Make this my siar gage. et v G
Infinity (2
by Idea Elan Seisct Faciity | Benaviour and Prysioiogy Core x )

My HomePage Instruments  Request Services  Supplies

Service Request Forms

Welcome to Behaviour and Physiology Core

Category A Group A search

e To submit a sample form, click on the form name. Fill in the necessary details pertaining
to the samples.

- i N
Infinity Infinfty o ¢
by Idea Elan . . -

My HomePage ents  Request Services  Supplies

Service Request Forms

Beam Break Setup

Please provide the following information.

r~ Animal Protocol Number-

Animal Prolocol Number” o

Number of Animals

How many animals wil you be fesfing?”

rLength of

How long wil each animal spend in the o
8K
Food

) No food (Madmum 3 hous test lengih)

Wnal food wil the animals be provided
with? Normal ACVS chow

Special chow provided by 130
Additional Information

Piease provide any additional mformation
that Core staff need o Know,

e Some forms may have multiple sections and fields, which will expand depending on the
answers selected.

e Once all information has been provided, the last section at the bottom of the form is
“Lab and Payment/Account Information”.

e Users can provide phone number, project/membership if applicable, and select Lab. This
can be set to default for labs most often used.



Idéa Elan

Lab and Pay /A it

Please select the lab and account code you want to ag this sampie submission form to

Phone:
ProjectMembership Not Applicable Set as gefaut

Lab™ Lab2_UOT Set as gefault

Special Instructions:

Sample Submission cannot be modified
‘Your Sample Submission vl be saved in My Requests under My HomePage

Software is optimized for Google Chrome and Firefox AboutUs | Why idea Elan? | Contact Us | Tems & Condiions | Privacy Policy

Copyright® 2020 Ice Elan, All nights reserved

e Once the form is ready, click on “Submit”. The form cannot be modified once submitted.

Request Form Status:

Initisted Quote Provided Aporuval Process
Nest: Walting for admin
approval

o After submitting the request form, a timeline will appear.

e Depending on facility settings, some forms may undergo the quote process and others may skip
this status.

e Users can check on the status by going to My Homepage - My Requests.

Quote approval:

e If a quote has been provided by the Facility Admin, Users or PI’s can approve the charges
(depending on lab settings).

e A comment or a file can also be added to the status section of the form.

—Change Sample Submission Status

Quote
Next:Waiting for appraval by User/Pl

Current Status:

Comments:

Upload Files: m

APPROVE QUOTE | REVIEWQUOTE m CANCEL SAMPLE SUBMISSION

Cancel a Request Form:

e To cancel a request form, the user can click on an existing request under My Request and cancel
the form.
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—Change Sample Submission Status

Current Status. Approval Process (Approved by User)

Comments

Supplies

How to submit a supply order:
Note: Supplies may only be available in selected facilities.

e Some facilities provide supplies that are essential for the instrument or analysis.
e Clicking on the “Supplies” tab on the user toolbar redirects to the page that displays the facility
and the products available. Click on “Order Supplies” to order the supplies.
Infinity Infiniey (2 T

by Idea Elan Select Facility Behaviour and Physiology Core it * (el O

My HomePage Instruments  Request Services  Supplies

ord

451 Smyth, RGN, Ottawa, ON. CA, K1HBLS, 613-662- ca S 031320
5500 XB621, hitps /med uottava carcore- b
faciities/fac ities/animal-denaviour
Name/Address Ship To
Pnone
Projects Not Applicable
Lab® Lab1_uoT
PO Numbert* Select PO Number 1000¢| % Setasdefaull Donlseeyour PO Number?
Add more
Category A
ltem Location Price  QuantityperUnit ~ QuantityInStock  Quantity  Total
X X
Sanichips 2498 1 o0 000 00
Bleach 346 1 100 000 000 H
Linde 24070621 MPRI CO2 0.5%, 02 20.5 %, N2 Bal Sz 200 27000 1 00 000 000 a
Nitrogen NF Spec 5.0, Compressed 3820 1 0 000
GOJO 516103CT FMX-12 Foam Hand Wash, Cranberry, FMX-12 Dispenser, 1250mL Pump 66.30 3 1.00 000 0.00
N85 masks 349 10 300 000

Export to Wh || Exporito Xe | Exportio g

Sub Total 34.34

Ciient Message Admin Message

[ | cumemown

e Select the specific products by clicking on the check box near the item name. Then specify the
guantity and click on “Create an Order”.

e The lab name and code need to be added while ordering supplies, or a default lab and Account
Code can be set for a user.
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Access other Facilities

e To request access to other facilities, hover over the 9 square box and click on the blue DNA icon
on the far right.
|nﬁnity qu)irll‘ty -_',..u.,._,.ﬂ_.;,_e TUsea v G
by Idea Elan Select Faciity | Behaviour and Physiology Core «
0 O o Boon e
[t . '1' III
[ ]

All facilities within the institution will be listed.
Infinity it

by Idea Elan

MyHomePage Instruments  Request Services  Supplies

equests My Reservations / My Files My Requests My Supplies My Reports

My Profile My Agenda

Search Facility

Institut Facility Type City
x X x X
\
Approves ) 1
Make a Reservation Submit Samples Order Supplies Faciity image
) &

Faciity Image

Make a Reservation Submit Samples Order Supplies

ya
e C(Click on “Request Access” to request access to the facility you want to use. Depending on the
facility settings, a manual approval may be necessary.

wmery Facility Ac

0 usng the behavicural faciity._Please fil In the information below
I be contacted 10 set up 3 time 10 BiSCusS your plans for
oo

useot
casendar 1o Aow you 10 50 U of benaviour equipment

iow
ihe behaviour facity.  Once your fequES! 1S approved, you wil then be gven access fo the

Facility Access Request Form

if Yes, Please provice your Email
Address.

Employee or student #
Bulony

Room

Phane # during reguiar working
nours

Phone # after hours (for
weekend testing iconfidertial)

Fostion i Lab.

Numbes of Years at the

o If the facility settings are set as auto-approve, then the request will be automatically approved.
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Filling the sample submission form for Sanger Sequencing service at StemCore Laboratories

- On your home screen, choose “Submit Samples”.

@ &

My HomePage My Profile User Dashboard

@

Submit Samples Schedule Instruments Order Supplies

- Choose the “Sanger Sequencing_Sample Submission Form” from the list to go to the Service Request Forms page.
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My HomePage Instruments Request Services

Service Request Forms

Sanger Sequencing__Sample Submission Form

For detailed information regarding sample preparation, sample submission format, and reaction specifications (including in-house primers) please visit the fellowing link:

{/stemcore/LaboratoryServices/DNASeguencing.aspx

To submit samples, you can select one of the 2 opticns.
® QOption 1: select the number of samples in the textbox below and click Go
() Option 2: Download a sample submission excel template enter the details and upload the file

Option 1
Enter number of rows to start with :| 1 [
Sample D+ @ Sample name* Sample note Type of Template* Primer Template size*
Select Select
3

Add more samples, enter number of rows to add
Select Service Name Category Price Quantity Total
() Sanger Sequencing Sanger Sequencing 800 0 0.00

Sub Total 0.00

Lab and Payment/Account Information
Please select the lab and accoun

e you want to tag this sample submission form o

Phone*: 290 @
Project/Membership: Not Applicable Sat s defa
Lab* re Laboratories Set as defaulf
Account Codel™ Select Account Code 100.01| % Setas defaull

Add m

Special Instructions

odified
n My Reguesis under My HomePage

- There are two options for filling the form: online and by uploading a filled-in form.

To submit samples, you can select one of the 2 options.
(O] Option 1: select the number of samples in the textbox bel

and click Go
(@] Option 2: Downlead & sample submission excel template,enter the details and upload the file
Option 1
Enter number of rows to start with :| 1 co
Sample ID* 0 Sample name* Sample note Template* Primer Template size*
Select
3

Add more samples, enter number of rows to add : m

Important notes reqarding filling the sample form:
1. The entries that are marked with * are mandatory in both options.
2. For assigning “Sample ID” to your samples:
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a. Start with “1” and proceed incrementally.

b. When you submit your form, the system will take you to a page where a unique “Sample Submission
ID” is displayed under “Basic Details” heading.

Acvity tog _

Sample Submission ID: 23-11 Project/Membership:

c. For labeling each sample tube, use your “Sample Submission ID” as a prefix and add the relevant
sample ID after it. For example, if your request ID is 23-11, tube labels would be 23-11-1, 23-11-2,
22-11-3, and so on.

If you decide to download the template and fill out the form offline, follow the instructions below to avoid
encountering errors when uploading:

e DO NOT change the sheet name "Template".

e DO NOT change the Template column names.

e For “Type of Template”, choose only from the following options:

o PCR Product
o Plasmid
o Cosmid/Lambda Phage

o BAC, Genomic DNA
e For “Primer”, choose only from the following options:
*ECUSTOM**
M13 Forward
M13 Reverse
SP6
T3
T7 Promoter
T7 Terminator
PGK Promoter
EGFP-N
EGFP-C
CMV Forward
BGH Reverse
SV40
(-21) M13F
pFastBac Fwd

0O 0O 0O o O 0O 0O 0o o O o o o o

o pFastBac Rev
e For “GC Rich or Secondary Structure?”, choose only YES or NO.

- After filling in/uploading the form, tick the “Select” box, then enter the number of samples.
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Select Service Name Category Price Quantity otal

O Sanger Sequencing Sanger Sequencing 8.00 ] 0
Sub Total 0.00
- Fill “Lab and Payment/Account Information” with the required information.
- Click the “SUBMIT” button.

Filling the sample submission form for Fragment Analyzer and Qubit services at StemCore
Laboratories

- Log into Infinity with your username and password.

- On the Homepage, click on the “Submit Samples” icon; or in the User Dashboard, choose “Request Services” tab.

- Click on the Fragment Analyzer/ Qubit Sample Submission Form which takes you to the form.

- Assign sample ID for your samples: start from 1 to how many samples you are submitting,

The system will give you a final “Sample Submission ID” which you could mention as reference to your request later.
-Fill up the form as much as you can, if you have more than one sample add the numbers in the box (picture below)
and get more rows to enter your additional samples

-Add more samples, enter number of rows to add:

- If you have a large number of samples to submit, you can download a sample submission excel template, enter the
details and upload the file

- Asterisks are mandatory to fill up.

- Choose the services you would like by checking the boxes on the left of each service item.

- Fill in your information, account number and any specific instructions for your samples.

Filling the sample submission form for Single cell Profiling service at StemCore Laboratories

- Log into Infinity with your username and password.

- On your home screen, choose “Request Services” tab.

- Click on Single Cell Sample Submission Form which takes you to the form.

- Assign sample ID for your samples: start from 1 to how many samples you are submitting,

The system will give you a final “Sample Submission ID” which you could mention as reference to your request later.
- Fill up the form as much as you can, if you have more than one sample add the numbers in the box (picture below)
and get more rows to enter your additional samples

- Add more samples, enter number of rows to add:

- Fields with asterisks are mandatory.
- choose services you would like to be done.
- Fill in your information, account number and any specific instructions for your samples.

- Submit your form and you will receive emails regarding the status or your request@
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Filling the sample submission form for NGS services at StemCore Laboratories

- Log into Infinity with your username and password.

- On the Homepage, click on the “Submit Samples” icon; or in the User Dashboard, choose “Request Services” tab.

- Click on the NGS Sample Submission Form which takes you to the form.

- In “Project Summary, write a short title for your project

- Assign sample ID for your samples: start from 1 to how many samples you are submitting, the system will give you a
final “Sample Submission ID” which you could mention as reference to your request later.

- Fill up the form as much as you can, if you have more than one sample add the numbers in the box (picture below)
and get more rows to enter your additional samples

-Add more samples, enter number of rows to add:

- If you have a large number of samples to submit, you can download a sample submission excel template, enter the
details and upload the file

- Fields with asterisks are mandatory.

- Choose the services you would like by checking the boxes on the left of each service item.

- Fill in your information, account number and any specific instructions for your samples.

- Submit your form and you will receive emails regarding the status or your request.
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