How to Request a Service

When to use the Request forms in Sample Submission and Laboratory Services:

The Request forms in this area are for when you have samples in hand and are ready to bring
them to the facility. The Services are listed in folders by which facility within the AGTC will be
performing the work, the VCC DNA Analysis Facility, the VGN Microarray Facility or the Massively
Parallel Sequencing Facility. For information on when to use the Quotes and Project Descriptions,

please view the How to Generate a Project Request-Quote Manual.

1. Login to yourilLab account.
2. Click on the Request Services tab. Below the Sample Submission and Laboratory Services
header, click to open the facility that provides the service that you require.
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Quotes and Project Descriptions @ Add a Service Project Template &
All Microarray and Massively Parallel Sequencing projects require a consult with staf of both the appropriate facility and the bioinformatics group. Flease fill out this
Complex Project & Quote Reguestto initiate the process. You will be contacted to establish a consulttime to discuss the project and then a gquate will be generated
far the wark to do be done. fyou are interested in doing a project with the DMA Analysis Facility that invalves multiple senices, orwould like to request senices not

narmally provided by the facility, please fill out this Complex Froject & Quote Request to initiate the process. You will be contacted o establish 3 consulttime to
discuss the project and then a guate will be generated for the work to do be done

DNA Analysis Request (VCC DNA Analysis Facility) = initiate request | & %

Fill outthi= form to generate a quote on a prospective Project that you would like the DHA Analysis Facility to
complete.

If you have samples ready to submit, find the arder form in the Senice Requests area below,
Massively Parallel Request (VCC-COM Massively Parallel Sequencing Facility) = initiate request & X

ALL Massively Parallel Sequencing Projects must submit this request prior to submission of samples

Microarry Request (VGN Microarray Facility) oy initiate request | & %

Sample Submission and Laboratory Services © Add a Service Templats

This is where you place orders when you have samples ready to submit.
Open the Folder to see the Service Requests available from each facility.

Search available services: Wiew: by cateqory | alphabetically
» VCC DNA Analysis Facility {15)

» VCC-COM Massively Parallel Sequencing Facility (8

» VGN Microarray Facility (8



3. You will now see displayed the list of services provided by that facility. Find the service
that you are interested in and click on “request service”. If you are unsure of which facility
offers the service you want or you are unclear about which request is correct, please
contact the facility at 656-2557 for assistance.

Service List \
Initiate the request for the senice you are interested in. Fill out all infarmation, =awe your request and then submit the request. N \
AN
AN
Search available zenrices: l— Wiew: by categony | alphabetically N\
¥ WCC DA Analysis Facility [12] \‘
human Cell Line Authentication request service
Includes gDMA extraction and Genescan Run. T 22 (UVM Sbe by Ratt)
[Fragment Analysis] - Full 96 well Plate (per plate) request service
F52.50 (UM Sibs ki RaE)
[Fragment Analysis] - Genescan Run (per injection) request service
A (VM EnEh
[Gene Expression] - PCR Arrays request service
F2H0 (UVM Sabs by Ra)
[Gene Expression] - qPCR-Full Service request serwice
F144 (UVHM Si0E Ky Rak)
[Image Analysis] - BioRad Image Scan request service
P2 (UM Sk Ky Rk
[Mucleic Acid Extraction] - gDNA Extraction (per sample) request service
FR.43 (UVH Sibs Ky Rak)
[Mucleic Acid Extraction] - RNA-cells (per sample) request service
P55 (UM S Ky Rae)
[Mucleic Acid Extraction] - RNA-tissue and blood (per sample) reguest service
FI3ZT (UM Sibs ki RaE)
[Sequencing] - Bulk Sequence (min. 48 samples) request zervice
Aominimum of 42 samples iz required for Bulk Sequence Requests, 299 (VM St o R

Submissions WUST be in 3 95 well plate and the user is required to combine the template, primer and watear.
[Sequencing] - Cycle Sequence Rxn and Sequence Run request service
252 (UVM St Ky Rk
[Sequencing] - Sequence Run Only

request serwice

User must complete Cycle Sequencing Reaction and elean the Cyele Sequence products before bringing to the facility. 224 (UVH Sk iy )



4. An order form screen will open. Fill out all information. In some cases this will involve

downloading an excel sheet, filling out required information and uploading the completed
excel file. The Quantity field which is above the red bar on the order form must be
changed to reflect the number of samples. Please follow the instructions on the order

form about how to calculate the number for the Quantity field. When completed, click

“save the completed form”.

E i Yiew Form: human Cell Line Authentication

ATTENTION: Please adjust the Quantity above to reflect the number of samples you are requesting for this order.
Samples should be submitted in a 1.5 ml tube. Pellet 0.5-1.0x1 06 cells, rermove the media, and freeze the cells.
Please write # of cells an the tube.

Fill out all information below, SAVE the completed form and then SUBMIT the form.
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Please save your form! & @ save completed form [ save draft of form

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



5. If you have more than one chart string available for use, use the pull-down menu to select
the correct chart string for this request. Click on “submit request to the core”.

human Cell Line Authentication

Request Mame |UVMAGTC-UT-172

1) Forms and Request Details (502 bottom of [ o add irems 1o ths request) 1=

> Jan13 human Cell Line Authentication $280.10 x
10:56 4 VEC DNA Arakg s Fasiiny S Mot Ready To Bill Proposed

E view Form: human Cell Line icati Completed =] = @

Please fill out any forms that are highlighted in red.

2) Cost

The core will review and update this projected cost You will only be billed for camplated work.
Total Projected Cost:

R \\

3) Payment Information N
Flease enter the Fund ‘
Fund
80242-15-55060- 150- 130077 -291-00000-000000-0000-0603-0680-0000 ;I \

additional payment notes AN

AN
N\

L

Submit Request to Core! = « submit request to core [ save draft request 3 Cancel

6. Your request has been submitted to the core. You will be redirected to your “View My
Requests “ tab. You will see that your new request has been assigned a service id and has

the status “Waiting for Core to Agree”. N
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UVM Advanced Genome Technologies Core N
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N\ Reload Active Requests |
N J
Find: I active requests j I restrict by keword [ restrict hy\%& (default 1 year) [ restrict by lab iglst
N «Previous 1 [2][3][4][5][6][7][8] Hext »
N\ o AN
Y date for service id COSt g ¥ status
B Jan13,  Uvm Tesw@er UWMAGTC-UT-171 $289.10 Wyaiting for Core to 5 Gl
2013 Agree

7. Clicking on the blue arrow on the left will allow you to open the request so you can see all
the details of the request including when the order was placed, the information on the
order form and the billing information including the cost of the request.



8. You can split the cost of your request between two chart strings, providing you have been
assigned two chart strings. Click on the $ to the right of the request, then click add split,
use the pull down to select the second chart string and assign the percentages to equal
100%. Click on save.
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9. If the facility has had to alter the cost of the request, and the cost increases, you will
receive an email and you will need to log in and “Approve” the cost. Once the facility has
acknowledged receipt of your request, the status will change to “Waiting for core to
Begin”.
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2013 Begin



10. Once the facility has begun to work on your request, you will see the status change to
“Processing”. In some cases you will see the name of the staff member that has been
assign to process your order.
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11. Once the facility has completed the work on your service request, the status will change
to “Completed”. You will receive an email notification that the work has been completed.
For any service that generates digital data, you will find the data has been attached to

your service request. Open the blue arrow on the left to expand your service request. You
will find your data in the “Attachments & URLs” section. Click on the file to download the
data. These requests will remain in iLab for 18 months. Permanent data storage is your

responsibility.
¥ Jan 13, Uwvm UWMAGTC-UT-171 $233.10  Completed Iary Lol viaalr
2013 Testuser Share
completed: Jan
13

Overview
Service id:
Category:
Service name:
Customer email:
Customer phone:
Lab Mame:

Lab PIis):

Other Contacts:

Customer instoite:
URL:

Frojected cost:
Quiote expires o

Payment Information
Actual cost:

Customer agreed fo cost:
Fund

Default Fund:

Forms and Request Details

LWMAGTC-LIT-171

WCC DMA Anahysis Faciity
human Cell Line Authenfication
ftestuser@urym. test.edu

Test (VM) Lab

U TestPl: jessicalewis@iabsolutions.com Phone:

Uy TestPl: jessicalewisidilabsolutions.com Phone:

Jessica Lewis: jessica.lewis@iabsolutions.com Phone: 617.297.2805
University of Yermont (UvM)

htips /fmy labsolutons.com fscf3123//uvm-advanced-genome-technologies-
core?tab=requestsRsid=53160

$283.10

update pavment information
$282.10
$283.10

8024 2-15-55080-150-13007 7-29 1-00000-000000-0000-0803-0336-0000
8024 2-15-55080-150- 13007 7-29 1-00000-000000-0000-0803-0335-0000

> Jan 13 hwrman Cell Line Authentication \ $289.10
1015 A VEC DHA Analysis Fasility \ 5.0 (57 621 Reachy To Bill Cormpleted
=1 view Farm: human Cell Line Authentication \ |Completed M=
Comments add comment  Attachments & URLs add attachment add url
¥ | WWMAGTC- Mary Loy 2013 Jan 13
UT-171 hCell Line Authentication .. Shane @10:41

>  Service Request History

]
=3

edit  p»  Shipping Information



This manual should serve as a guide. Occasionally, iLab makes changes to the site so the screen
shots might not be exactly the same as what you see in your account! However, the basic content
will not change to you should be able to find what you need. As always, the AGTC staff members are
available to help you, just stop by!



