
EA Online SSF Tutorial 
1. Log On 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This information can be found in 
your last Data Delivery email 
from EA. 

This information can be found on the top of the 
first page of the quote provided by your Sales 
Consultant. 

https://eassf.expressionanalysis.com 



2. Filling in Online Specimen Submission Form (SSF) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Your Service Consultant’s Contact Information 
  
You can also call the main line: 919.405.2248 with questions. 

Your Quote Number 

Your EA Client ID Number (EA*****, new clients will be blank) 

Your Organization 

PI Contact Information  
  
(Will pull from quote automatically, can 
be modified if necessary). 

You can view previous 
submissions by selecting 
the “View Submission 
History” link. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This contact will receive information about 
specimen receipt, processing questions, and 
data delivery.  Multiple contacts may be added. 

Billing information is not required to ship 
specimens.   
EA will not start processing specimens without a 
PO/Billing information in place. 

This section will list the services that EA is performing on your specimens.   
If the information is incorrect, please contact your Service Consultant prior to 
clicking “Submit”.   
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You MUST upload the EA 
approved manifest or your 
submission will fail.  Download 
template from the link on the left, 
and enter all specimen 
information.  Completed manifest 

      
    

  

Any comments over 140 
characters, especially those 
pertaining to processing 
instructions should be discussed 

      
 



3. Filling in Specimen Manifest Template 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

White Section: 
Required for all specimens 

Grey Section: 
Required for all plated 
specimens 

Yellow Section: 
Required for all tissue 
specimens 

Please fill in any section that is appropriate to the specimen type 
that you are sending 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Orange Section: 
Required for all cell specimens 

Green Section: 
Required for any RNA or DNA 
specimens 

Pink Section: 
Required for 
any blood 
specimens 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Purple Section: 
Required for all sequencing prepared libraries 

Tan Section: 
Required for other 
specimen types 
requiring isolation 

White Section: 
Can be used to add 
individual comments 
for each specimen 



4. Creating Group Comparisons in Specimen Manifest Template 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Group comparisons can be defined on the Comparisons tab of the Specimen 
Manifest Template.  This comparison page should only be used for Gene 
Expression Microarray Group Comparisons.  Each comparison must have 2+ 
specimens.   
**If you are using a different platform and would like comparison work 
completed, please contact your Service Consultant. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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



 

5. Uploading and Submitting Specimen Manifest Template 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After saving your completed Specimen 
Manifest, select the Browse button. 
Choose the completed Specimen 
Manifest file that you wish to upload. 
 
  

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

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



 

6. Example of Failed Submission 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After clicking the submit button you will see the following screen if the submission 
was successful. 
  
Please print out a copy of this screen to include as a hard copy with your shipment by 

        

Your Quote Number 

PI Contact Information  
  

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. 
EA will not start processing specimens without a PO/Billing information in place  

Your EA Client ID Number  

Your Organization 

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

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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you selected the Submit button and your submission was successful, the PI and 
Project Contact will receive an email containing an electronic copy of the SSF.   
  
If an email is not received, please contact your Service Consultant as there may 
be an error with your submission. 

PI and Project Contact Emails 

Your EA Client ID Number  
Your Organization 

Your Quote Number  
Your File Name (Excel) 

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

Billing information is not required to ship specimens.   
EA will not start processing specimens without a PO/Billing information in 
place. 

PI Contact Information  
  


