;__Q_*f Barts aﬂd The L{]ﬂd[}[’] iLab — chk Start Guide for Researchers

School of Medicine and Dentistry

using the Genome Centre

Introduction.

iLab is a third party project management

software designed specifically for core labs in
academic institutes. QMUL has invested in iLab to
manage the activity of four core facilities and there is
potential for additional facilities to be involved as a
second wave.

The rational behind the package is that each
individual researcher will be able to book projects at
core facilities both at their own host organisation and
those at elsewhere. The researcher will be authorised
to spend against particular budget codes to an explicit
level. They will book project through iLab and the
costs re-charged.

The PI or lab manager within each research
group is responsible for specifying which researchers
belong to the group and on which budget codes they
are authorised to spend. They will also need to
authorise any transactions that exceed a pre-defined

limit before the project can commence

This document is designed
as a quick reference for
Researchers

How to register and login

How to find details of your
lab

How to book services at the
Genome Centre

How to book equipment at
the Genome Centre

How to assign budget codes
to individual researchers
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« Register for an account at https://gml.corefacilities.org/account/signup/596

« Sign in as either a QMUL or non QMUL user at
https://gml.corefacilities.org/account/login (for QMUL user you should be able to
use your QMUL qum)

& @ https://gml.corefacilities.org/account/login v C ‘_*G:\ogfie P B ¥ @ = @ @

k@ Barts and The London

You are about to enter the private network School of Medicine and Dentistry

of iLab Solutions, LLC. Unauthorized entry

and/or use of this system may subject you to QML user :
both civil and criminal liability under applicable Click here to login or register using your institute login and password.
state and/or federal laws and regulation.

Not a QML user?:

Login using iLab credentials [

If you don't have an account, please register for an iLab account.
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yﬁmbaloo - Your Bookmz x f iLab Organizer :: Welcom: x \@ Welcom . - - ® [} O n Ce | O g g ed i n yo u

€« - C  { htips://gml.corefacilities.org/homepage/ .
will see

iLab Solutions e svstem upgrades (May, 2014} | leave iLab feedback | my profile | supp
BN s smem i - Search cores and services
- | 1) Recent messages —
home w Home
communications (60) ) communications within iLabs with

core facilities

" core facilities

. ]
my reservationdd 60 unread messages

list all cores

invoices » 1core usedin the past two months 2) Recently used Cores —_

3
i manage gréJps -
w Service Requests
iy Tisaer | I that you h d withi
people search 13 alerts @ all cores a yOU ave usea wi N
Hame Owner Cost  State Action the laSt tWO month
GC-AMICID £0000 . . ; . M
2. Transcriptomics - RNA sequencing, Arrays and gPCR - Queen Mary [£0.00) Waiting to Submit ta Car ) Submit 3) Rece nt J O bs
GC-QNM-CID £000 .. . y }
1. Genomics - DNA Sequencing and Genotyping - Queen Mary [£0.00) Waiting fa Submit to Gore ) submit .
R c000 all your recent jobs and any
~LA] 1. L . ) ; . .
1. Genomics - DNA Sequencing and Genotyping - Queen Mary e o Waiting to Submit fo Gare Q!’ submit OUtStandlng actions
ME-QM-[CID £000 . . }
Cueen Mary  Waiting to Submit to Core ¥} Submit .
: (©subre 4) A list of cores
A -] £
["": QNHCID Queen Mary F;E)?)g; Waiting to Submit to Core *) Submit
pp— c000 _ _ a list of cores that you have access
- Queen Mary (£0.00) Waiting to Submit to Core r Submit to
GC-QM-276 £000 .. y
B. Training - Queen Mary (£0.00) Waiting for Rezearcher to Agree ) Agree _@ 5) YO u r |a bS
GC-QM-CID £0.00 .. . y ;
1. Genomics - DNA Sequencing and Genotyping - Queen Mary [£0.00) Waiting o Submit to Cors ») Submit
GC-QUHCID £0.00 .. - e details of the lab(s) to which you
1. Genomics - DNA Seauencina and Genotvoina - Queen Mary (£0.00} Waifing o Submit to Cars ) Subrmit | ( ) y

belong
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iLab Solutions
save money, save time

U5 gyetem uporades (Jul 2014) | leave iLab feedback | my profie | support | logout Queen Ma

-\ Search cores and services... |

ome "“
e WO Barts and The London

School of Medicine and Dentistry

my cores J-

my reservation

list all - R

invoices Cores at other institutions | | Cores at partner institutions | Cores af instituti
# manage groups Search for cores mresarmremaf’msmum| ‘ Clear ‘

my lab: . .

people h ¥ Cores at Queen Mary University of London

Core Name Primary Contact Email Phone Number/Ext

(3 Blizard Core Pathology Facilit Christopher Evagora c.a.evagora@gmul.ac.uk

D Flow Cytometry Core Facility Charterhouse Square Guglielmo Rosignoli g.rosignoli@gmul.ac.uk 0207 882 3585 (lab)- 0207
882 2119 (office)

3 Genome Centre 3 Dr Charles Mein c.a.mein@gmul_ac.uk 020 7882 2055

&7} Microscopy Core Facility. Charterhouse Square Linda Hammaond Lj.hammond@qgmul.ac.uk 020 7862 3564/ 3572

1) Select all cores

2) Select cores at my university (if you work at QMUL)*
3) Select Genome Centre

* To users from other institutions we can be found either under Cores
at partner institutions or Cores at other institutes
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iLab Solutions U= system upgradss tJul, 2014} | lsave iLab feedback | my profile | support | logout Queen Mary =
e ‘ “ Search cores and services...

& home Genome Centre 5
e ¥Q:f Barts and The Lgndon
conr:I ::I;t\es " School of Medicine and Dentistry

my reservations
list all cores About Our Core || Schedule Equipment || Request Senices | View My Requests || Contact Us
® manage groups

invoices
| Reload Active Requests
my labs

I h .
people searc ¥ active requests

Searching W\t@'l active requests: Results in this tab are restricted by Stafus (show details)
Please use the filter panels in the left-hand menu to drill down to requests of interest. You can also save filters to custom tabs! Click here for more details.

-4 Hide Filters

¥ Keywords 2 3 Displaying 12 out of 12 results. (P341 of 1) 5
d

L ﬂ date for service id @ status cost
¥ Status B Mar 28 Queen Mary GC-QmM-[CID] Waiting to Submit to Core  £0.00 S$'e40
O Completed (3)] {Mer 38 2014)  Genome Center Lab (QMUL) 2. Transcriptomics - RNA sequencing, Arrays and gPCR (£0.00)
O Researcher Draft 8) ») Submit
[» catedory | > w10 Queen Mary GC-QM-[CID] Waiting te Submit to Core  £0.00 $'940
|> I | {Mer 10 2014)  Genome Center Lab (QMUL) 1. Genomics - DNA Sequencing and Genotyping (£0.00)
k) Submit

[» Assianed To | B

B Mar 04 Queen Mary GC-am-CID] Waiting to Submit to Core  £0.00 S'ad0
|> Lab | {Mar 02 2014) Genome Center Lab (QMUL) 1. Genomics - DNA Sequencing and Genotyping (£0.00)
|> Owmer | *) Submit
[ Institution | > Feb2s Queen Mary GC-QM-[CID] Waiting to Submit to Core  £0.00 $Re40

1) View my request tab should be active by default u
2) Each request made by you should be listed with most recent at top

3) Each job should have a unique ID which you can cite in communications for clarity

4) The status of a job is indicated along with any tasks that need completing

5) Dollar sign has options to change payment details

6) Filter options allow you to find individual jobs
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Displaying 12 out of 12 results. (Page 1 of 1)

-4

=y = I e

a-ate for semice id @ status cost
Mar 28 Queen Mary GC-OMHCID] Waiting to Submit  £0.00 S'ean
Mar 28 Genome Center Lab 2. Transcriptomics - RNA sequencing, to Core (£0.00)

201 aMuUL) Arrays and qPCR

») Submit

*  Overview

¥ Payment Information 2
Actual cost: £0.00

Customer agreed to cost: Mo Agreement
Budget Codes

Default Budget Code:

Forms and Request Details =
ot Startec v [SE1O
ot Startec v [SE1©
[ Not Startec v |SIEI©

Not Started &
Not Started &
Not Started &

E]view Form: Gene Expression Array Project Designer - CF-434872-8
E]view Form: Gene Expression Array Sample Submission Form

E1view Form: Payment Information Details

| Sample Reception description: Samples Booked in note: click to edit
|~ Data QCed and issued description: note: click to edit

|== samples Returned or destroyed description: note: click to edit

4 % Please fill out any forms that are highlighted in red.

Comments 3 3dd comment  Attachments & URLs add attschment sdd wi

» Service Request History

» Billing Information =dit W Shipping Information edit
Mar 10 Queen Mary GC-aM-[CID] Waiting to Submit  £0.00 &Sg4o
Mar 10 Genome Center Lab 1. Genomics - DNA Sequencing and to Core (£0.00)

2 @muL) Genotyping

+) Submit
Mar 04 Queen Mary GC-aM-[CID] Waiting to Submit  £0.00 &'g&80

Mar 04 Genome Center Lab 1. Genomics - DNA Sequencing and to Care

24 amuL) Genotyping

(£0.00)

My request - detail

1 Click on the blue arrow to
see detail for a particular
job

2 Details of the actual cost

and the budget code or
payment method

3 Service request history —
details of who has
performed which tasks for
this job

4 Add comment, you can
message core staff
regarding this job. Using
this method means that all
communications for this
job will be kept in a single
place
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About Qur Core || Schedule Equipment || Request Services | | View My Reguests || Contact Us

Schedule Equipment

Some equipment may be booked for use by researchers following formal training by Centre staff, howewver for more involved protocols the equipment may
only be used by Centre staff - see Request Services to have projects run on these.  Please visit our Booking Guide for more detail about how to book time
on our equipment, especially if you would like to use the 7900HT (real time PCR machine)

1

¥ Cell Culture (2) 3
Class Il cell culture cabinet 1 5

description pricing .
Cell culture cabinet, primarily for Blood work = request training

| view schedule

Class Il cell culture cabinet 2

description pricing -
Cell Culture cabinet = request training

3 view schedule

» lllumina Array Peripherals {3}

» Liguid Handlers {robotics} (2}

» Miscellaneous {1)

» NGS Library Prep (2}

» Sample QC {4}

» Sequencers and Array Scanners (4}
» Single Cell Genomics {1}

— —FLSE s L e

1 Equipment is listed by type, click on the category to expand to see individual items, in this example two class Il cabinets

2 Before you can use an item of equipment you will need to read the relevant manuals, protocols and risk assessment and

have training from one of the Genome Centre team. Note that some items are not available to use to non Genome Centre
Staff

3 Once trained you will be able to book equipment through the schedule
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Reservation details

Reservation details @unsaved reservation - click save reservation

Far: Cabinet 1 - Usage (Internal) - My Reservation
Created on: July 22, 2014 17:26

Scheduled: g7/25/201¢ |13:30 |- | 07/25/201¢| 16:30

Event Notes:
L]
Use and cost of reservation 3

Total: £0.0 (2.0 hours)

Payment information:
Please enter the Budget Code
% @ Budget Code d

1100.0 | %] Select Budget Code... ¥ |
100.0%  total allocated &

@ split charge

Invite additional people to this event by email &
Please enter a comma separated list of valid email addresses

5 =«

[=] Save Reservation | | Cancel Changes |

comments

Information about groups
- Genome Center Lab (QMUL)

- Billing info
I Shipping info

2

| note visible to anyone

v]

Select a time within the calendar that you
would like to book. A reservation detail page
will open

1 Review (and edit) the time you would like
to book

2 Add any notes that you would like people
to see on the calendar

3 Choose a cost per hour (usually there will
be no option)

4 Select the budget code (QMUL) or
purchase order (hon QMUL) that you would
like to charge the reservation to. Payment

details are required in advance. Note, if you
cannot see the budget code you would like to
charge against please contact your Pl or lab
manager who will be able to authorise you

5 Save the reservation. Note, for some items
you may be charged for last minute cancellations
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YaY Rarts and The London n 1 Under Request Services you can

(<5, o e, e .

= Schoolof Medicine . Lontistry initiate projects run on your behalf by
About Qur Core | Schedule Equipment | Request Services | View My Requests | Contact Us Genome Centre Staff

Genome Centre

Request Services 2 Services are categorised under area

Most projest are run as a service by the Genome Centre Team. Select the area of interest below to define the scope of a project and receive a costing or
simply submit your samples to the Centre for fixed cost services. Some items of equipment (e.g. gPCR machine) may be used by researchers directly and S I C ” G .
can be booked on the Schedule Equipment tab after training has been given mg ecle enomics

2

» Single Cell Genomics and Transcriptomics (1) Genomlcs
» Genomics - DNA sequencing and genotyping (5) 3 4

¥ Transcriptomics - RNA sequencing, Arrays and gPCR (3}

Next Generation Sequencing - transcriptomics (Transcriptomics - RNA sequencing, Arrays and = request service
qPCR)

Transcriptomics

Epigenomics

Mext Generation Sequencing for Total RMA, mRMA and small RMNA quantification using the lllumina platform

Gene Expression Arrays (Transcriptomics - RNA sequencing, Arrays and qPCR) = request service Sample extraction

qPCR Project (Transcriptomics - RNA sequencing, Arrays and qPCR) @ request service Sample QC
qPCR of either custom panels or pre formatted panels from LifeTech or other manufacturers
Shop

» Epi lics - NGS, Meth450, pyrosequencing (3}
» Sample Extraction (1} ..
» Sample Quality Control (2) Compute and training
» Shop (1)

» Compute Resource (1)

> Tranma (1) 3 Opening an area shows individual
services

4 To initiate a request click the request
service button.
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Sanger Sequencing Service Some activities, including Sanger sequencing
Request Name [6EGHTED] | and Gene Expression arrays have a fixed cost
& Description per Sample or eXperlment

1 Open the form

1) Forms and Request Details ; (see bottom ot st 103 ) Request the number of samples (itis
" important that you complete this by adding

The Centre provides Sanger Sequencing using ABI BigDye v3.1 from PCR products or Plasmids. Maore details of our Sanger Sequencing service Selected Se rVICGS)
can be found on our resource page.

enter name here o mseroces| 3 Complete all the fields marked with a red star

Mote; after you have selected number of items for a particular sernvice please make sure you press
+Add selected services . This will calculate the correct cost which will appear at the bottom of

secton 1 ofthe form. 4 Complete billing details, budget code or

El View Form: Sanger submission form - CF-535448-9

¥ Sequences Reaurac. BT S L R | purchase order (non QMUL customers) Note, if
|3n?d3i\gdsueaqlupszﬁiiiqgurir;c—ejpstzrgglZ?e—sequenced samples you CannOt See the bUdget COde .you WOU[d llke to

© Add selected services | @ charge against please contact your Pl or lab
Frete nele Tglﬁe mast commeon cause for poor sequencing is sample quality, in particular low or high PCR or manager WhO Will be Gble tO GUthOI’lSE yOU

Plasmid yields or additional template fragments (PCR artefacts). Uploading a photo of your
template run on a gel helps us check this and PCR quality. Repeats may be charged at full cost if
a photo is not provided with samples

Upload Your Gel Photo & please upload

Form completion guide

Flease use the table below to book in samp
lead to incorrectly labelled or processed san 3) Payment Information
copy.Note; Sample ldentifiers should onlyct Budget Code
other characters or spaces please.
3 Pre-sequenced samples should be re-susp % 9 Budget Code 4
prior to sequencing 1\100.0 |%| Select Budget Code... ¥ |
* \What format do you have your Please complete ¥ 100.0% total allocated &
samplesin @ split charge |
* Date Samples Sent July 24, 2014 01:43 #|E '
additional payment notes:
* How are the samples being | Left in Sequencing Fridge A
shipped 4
* Dataissue Q FTP
Data issued by email, CD or © Email or CD or DVD
DVD at an additional charge " submit request to core | save draft request || X Cancel
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Requesting a project

Next Generation Sequencing - Genomic Templates

Reguest Name | GC-QM-[CID]

& Description

1) Forms and Request Details

E-l\.fiew Form: NextGeneration Sequencing Genomic Template Project Design - CF-535465-8

E] View Form: Mext Generation Sequencing Sample Submission Form 2

E-l\fiew Form: Payment Information Details

{z== bottom of list to 3dd items to this request

Not Starce ¥ (=L
Not Starte v |(&L
Not Starte v (=L

Complete this form with your affiliation and for non QMUL account holders your payment information and VAT status. Projects will not be started until payment terms ar

place.

* Please check I am a non-QML (external) user
'1am a QML user

[H Save Progress

Please save your form! & | @ save completed form ‘ [l save draft of form | @

L. After saving your form, please submit your request to the core.

1

2) Cost

The core will review your request and provide you with a quote for the requested service(s).

3) Payment Information
You may supply the Budget Code (optional)

Please enter the Budget Code
% 9 Budget Code 3
1/100.0 %| Select Budget Code... ¥
100.0% total allocated &)
@ split charge |

additional payment notes

L. Please fill out any forms that are highlighted i

Some project designs are too complicated
for a single per sample cost. For these
you can complete

1 The project design form, which enables
you to specify sample numbers, chemistry
and other specifics.

If you then save the form and submit you
will be then given a costing, in iLab from
the centre manager

If you agree to the costs you can

2 Complete the sample submission form
which has space for details such as sample
name, type etc.

3 Confirm your payment details Note, if
you cannot see the budget code you would
like to charge against please contact your
Pl or lab manager who will be able to
authorise you

Once this is completed you will be able to
run the project with us




