EA Online SSF Tutorial
1.Log On

2 Specimen Submission Form - Mozilla Firefox

Filz Edit Wiew History Bookmarks Tools Help

I IE SPecimen Submission Form ﬁ

Mast Visited |

ps:/leassf.expressionanalysis.com

E Windows Media

Specimen Submission Form

GeNnomiIc KNnow-How™

Welcome to the Expression Analysis client home page

To submit specimens, please log in using your assigned EA ID and Password under "Existing Custormers with Client ID", or use the infarmation from your Expression
Analysis quotation under "Mew Customers",

Ifyou dao not vet have an EA Client ID or quotation, please cantact your Service Consultant directly or Reguest a Quote by clicking on
hitp ey expre s sionanalysis.comicontactrequest 3 guotes

Hew Customers —
Existing Customers with Client ID

. Guote # |
Client ID |

Fassword |

Fassword [Password is the last name of the contact in the "QUOTE TO" field of wour
. Expression Analysis quotation. Password is not case sensitive)
Login |

-~ Lagin I
(=) This information can be found in This information can be found on the top of the
=¥ your last Data Delivery email first page of the quote provided by your Sales

o from EA. __Consultant. _ﬁ'

| E




2.Filling in Online Specimen Submission Form (SSF)

%) SSF Submission - Mozilla Firefox

File Edit Wiew History Bookmarks Tools Help

I 35F Submission

s
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) (' :l') [ﬁ D hitkp: ffeassf expressionanalysis.com/Submit, aspe -;.' Google p
Mosk Wisited ‘ Getking Started Latest Headlines D Customize Links &7 Free Hokmai D windows Marketplace m windows Media | [Pinds: K .ﬁﬂ'- r——— -

Specimen Submission Form

GeENOMIC KNOow-How™

“iewr Submission History || Sign Ot

i you have any questions abowt this system or EA’s senices please contact your Service Consuitant. You can view previous
SIS BRI Your Service Consultant’s Contact Information -‘ submissions by selecting
Phone: ‘ the “View Submission
Fa: P : : i i

E:;“ You can also call the main line: 919.405.2248 with questions. History” link.

Client Information

Guate # Your Quote Number

Clignt 1D Your EA Client ID Number (EA***** new clients will be blank)
Organization: Your Organization

Cliert Mame: PI Contact Information

Cliert Phone: (Will pull from quote automatically, can

Client Email be modified if necessary).

Cliert Address:




EEET TS This contact will receive information about I

Same as Client Informstion N specimen receipt, processing questions, and
Project Cortact Mame * | ‘data delivery. Multiple contacts may be added.

The proje ol contacted for
gHestions

Project Contact Phone * I

Project Cortact Email * I

Additional Contact Emails

Enpter gadditional Cantact Emaiis seperated by 8 cormma.

SR —, 'Billing information is not required to ship
Same az Client Information _ y SpeCimenS
e _—‘/ | ) : ) ) R
Billing Contact Mame I EA will not start processing specimens without a
S |— PO/Billing information in place.

Billing Cortact Email I

PO Mumber I

Quote Information

Hem | Service | Description | Cuantity
1 This section will list the services that EA is performing on your specimens. 1
2 If the information is incorrect, please contact your Service Consultant prior to 1

clicking “Submit”.



Specimen Information

Replacement Samples * 8 Yes i Ma
Fleaze select which type of specimen dizposition you
would lke for these specimens * Flease Select j
Comments
[*40 characters onlyl

() Any comments over 140
=" characters, especially those

Click here to download the Specimen Manifest Template pertai ni ng to processing
Pleaze cut and paste your Specimen Information into the EA Specimen Manifest Template and Upload. Mote: The EA Specime ; : :
Template must be used, do not upload Excel manifests that are not in E& format. Instructions ShOU Id be dlSCUSSGd

ol Sl (o= on Click to Brawse to sefects'n?irﬂ:;soft;ourSpecimen Mar , YOU MUST UDload the EA
— approved manifest or your
submission will fail. Download
Submi | template from the link on the left,

and enter all specimen
information Comnleted manifest

Copyright @ 2011 Expression Analysis



3.Filling in Specimen Manifest Template

JEE‘;'J\ - =TI SpecimenManifestl - Microsoft Excel - 85X
—Erlj Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat '@J - 8 X
3 “A Please fill in any section that is appropriate to the specimen type % ‘%? j‘f}

Paste_= = that you are sending Z T

Clipboard ™= Editing

A20 - £ | =
A B C O E F G H ] K
Client Name: Client Phone: Client Email

Quote Numhber:

*When 'Other' is selected as a value, please record the actual value in column labeled "Specify 'Other’ at the end of

Required for all Specimen Types

Client . Specimen
Specimen Type

Species

Specimen ID

| Container = Plate

Specimen Type = Tissue

Well
Column

well

Plate ID/Barcode
Row

Container

Preservat
Methot

Weight
{mg)

Preservation

Tissue Origin
Method €

— White Section:
10| Required for all specimens

—— Grey Section:
[ Required for all plated
_| specimens

— Yellow Section:
—_Required for all tissue
___Specimens

L | B |

P

Pad | P | Pad | B | R

Ln




\ H o SN ﬂ) T specimenhanifestl - Microsoft Excel -2 X
@ Home Insert Page Layout Formulas Data Review View Add-Ins Acrobat @ - = x
LU Page Break Preview Ruler |¥| Formula Bar q & rl);i £ New Window split R E E %
15| Custom Views Gridlines W/ Headings 00 =X 5 Amange Al T Hide | L] _ -
- l::;";ﬂt Full Screen [] Message Bar foom 1007 52;’,2:;-,:,?., B Freeze Panes = [—] Unhide | 214 Wu?::;ace w?,::m‘isv Mafrus
Workbook Views Show/Hide Zoom Window Macros
519 - C\ fe
K | L | M | N o P a R i
| L |
the end of the worksheet.

o

1 Orange Section: Green Section: Pink Section:

Required for all cell specimens Required for any RNA or DNA Required for

specimens any blood
specimens

|-||-

I—ll-ll-ll-ll-lll-ll

20
21
22
23
24
25




\ E ‘} e ﬂ_) ¥ SpecimenManifestl - Microsoft Excel x
Home Insert Page Layout Formulas Data Review i Add-Ins Acrobat @ - = x

ﬂ £ New Window  [7] Split dﬂ]: E E %

1] Page Break Preview Ruler [¥| Formula Bar

Iﬁ Custom Wiews Gridlines El Headings E Arrange All — Hide
ar Page Zoom 100% Zoomto _ Save Switch Macros
Layout Full Screen [] Message Bar Selection @ Freeze Panes ~ [ Unhide | #14 Workspace Windows = -
Waorkbook Views Show/Hide Zoom Window Macros
519 - fe
a4 T | U | v W X ¥ z AA

Purple Section: Tan Section: White Section:

Required for all sequencing prepared libraries Required for other Can be used to add
specimen types individual comments

requiring isolation for each specimen

I-lll-lll-l-ll-l-ll-l -ﬁ|m|=| [ TR T

M 4 » M|  Specimen Manifest Instructions | Specimen Manifest . Comparisons .~ +J [

Ready



4.Creating Group Comparisons in Specimen Manifest Template

I.”EED pg o) - @Jﬂ ¥ Snerimanblanifastl - Mirronsnft Fyral -2 X
" ad
e msen GrOup comparisons can be defined on the Comparisons tab of the Specimen x

J PR —Paci Manifest Template. This comparison page should only be used for Gene

12) Cust
o] page 1 C Expression Microarray Group Comparisons. Each comparison must have 2+

Layout = Full 5¢
Waorkbook Viel SpeCImenS

£

F22 **If you are using a different platform and would like comparison work

_ completed, please contact your Service Consultant.
STEP 1: DEFII‘HI. T LRWIIVILINY OB r o

=

Group 1 Group 2 Group 3 Group 4 Group 5

Group Name |

Specimen 1
Specimen 2
Specimen 3
Specimen 4
Specimen 5
Specimen 6
Specimen 7
Specimen 8
Specimen 9
Specimen 10
Specimen 11
Specimen 12
Specimen 13
Specimen 14
Specimen 15
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Specimen 16

fd
=

Specimen 17

)
ka2

Specimen 18

[sd
L

Specimen 18

24 |Specimen 20
M 4k M Specdmen Manifest Instructions Specimen Manifest Comparisons *EJ

Ready £H|[E] 1




I-@ B9 -8 s

List which group(s) you would like compared using the Group Names that you

i provided above.
]

Mormal| Page

Specimenianifestl - Microsoft Excel -

ko

Layout |
Work
F22 - f |
A =
STEP 2: DEFINE COMPARISONS
27
28 Baseline Group

29 | Comparisonl

30 | Comparison 2

31 | Comparison 3

32| Comparison4

33 | Comparison s

34 | Comparison &

35 | Comparison 7

36 | Comparison 8

37 | Comparison3

38 | Comparison 10

D E F G
Experimental Group Comments

39 | Comparison 11

40 | Comparison 12

41 | Comparison 13

42 | Comparison 14

Comparison 15

Comparison 16

Comparison 17

43
44
45
48

Comparison 18

47 | Comparison 19

48 | Comparison 20

45
50

M4k N[ Specimen Manifest Instructions / Specimen Manifest J Cumparisons/%;l

Ready

0 -




5.Uploading and Submitting Specimen Manifest Template

Specimen Information
Replacement Samples * '.ﬁ Yes 0 Ma

Pleaze select which type of specimen dispasition you
would like for these specimens * Please Select j
Comments

(340 characters anly)

Click here to downlead the Specimen Manifest Template

Please cut and paste vour Specimen Information into the EA Specimen Manifest Template and Upload. Note: The E& Specimen Manifest
Template must be used, do not upload Excel manitests that are not in E& format.

Upload Specimen Information * ml

Click to Browse to select and mport vodr Specimen Manifest.

; To upload your completed Specimen Manifest
ubmit | = Template, you will need to save it to your computer.

é After uploading your completed
= Specimen Manifest, select the
Submit button.

- After saving your completed Specimen
é Manifest, select the Browse button.

Choose the completed Specimen
Cupvright@:!ﬂll EHDFESSiOH Al Manlfest flle that yOU WISh tO upload



6. Example of Failed Submission

Specimen Information

Replacemert Samples * C Yes o Mo

Pleaze zelect which type of specimen dizposttion you ) _
weould like for these specimens * Flease Select j Reguired Field

Commerts

(140 characters only)

Click here to download the Specimen Manifest Template
Pleaze cut and paste vour Specimen Information inta the EA Specimen Manifest Template and Upload. Mate: The EL Specimen Manifest
Template must be uzed, do not upload Excel manifests that are not in E& format.

Upload Specimen Infarmation * Browse.. |Please select the appropriate XLS or XLT file.
Click to Browse to select and Import your Specimen Manifest,

} Pleaze scroll up to complete mandstory fields.

After you have hit the Submit button, if your submission fails for any
= reason, the following message will appear
“Please scroll up to complete mandatory fields.”
Fields with errors will have red text and indicate what is missing.
Please scroll up to fix any errors before selecting Submit again.



7.Example of Successful Submission

e !After clicking the submit button you will see the following screen if the submission

'\

. = *was successful.
(&)
[3&] Mast vis

Please print out a copy of this screen to include as a hard copy with your shipment

Congratulations, vou have successfully uploaded your Specimen Manifest. Click "Print' below to generate a copy of your Specimen Submission
form.

Flease include a copy of the Specimen Submission farm in the box with your shipment. You will be contacted by email when your specimens
arrive at

our facility. Thank you for doing business with Expression Analysis.

Print page I
E Specimen Submission Form

Cuote £ Your Ouote Number

GENOMIC KNOW-How™

Service Code | Description |Array Tvpe Cuantity

This section will list the services that EA is performing on your specimens.
[ Should information be incorrect or have changed, please contact your Service Consultant.

Ll S | T L T - PO LR T X L H | HES W SR - P

Client Information Project Contact |

liertih Your EA Client ID Number ___This person will receive information about specimen receipt, processing

Organization - - questions, and data delivery. May have multiple people if necessary.
Your Oraanization

Principal Investigator Billing Contact

PI Contact Information - Billing information is not required to ship specimens.
_EA will not start processing specimens without a PO/Billing information in place.




8.Example of Successful Submission Email

) you selected the Submit button and your submission was successful, the Pl and

’ r\Project Contact will receive an email containing an electronic copy of the SSF
L)

Add
email |f an email is not received, please contact your Service Consultant as there may

Salesforce.

be an error with your submission.

You replie

From: . . SENT IR B/&2u1l 4:01 PR
Ta: Pl and Project Contact Emails

Cc
Subject:

=] Message | E2)3599_Morth 02062011 _160105.%sx (1 ME}

Organization : Your Organization
Client ID : Your FA Client ID Nuimber

Quote Number : v 0iinte Niimher
Specimen Manifest file name : Your File Name (Excel)

| v li

Client Information

Client Name: p| contact Information
Client Phone:

Client Email: ~
Project Contact Name:
Project Contact Phone
Project Contact Email:

This person will receive information about specimen receipt, processing
guestions, and data delivery. May have multiple people if necessary.

Billing Information

Billing Contact Name: Billing information is not required to ship specimens.

Billing Ceontact Phone: EA will not start processing specimens without a PO/Billing information in
Billing Contact Email: place.

PO Number:

This submission has been successfullv submitted to Expression Analvsis. Please print and sign vour submission form from the EA Submission Svstem

and include the form with vour package shipped to:

Expression Analvsis

Attn: Operations Coordinator

4324 5. Alston Avenue [+




