
LMMS BIOLOGICAL MODULE-
USER GUIDE



LMMS HOW & WHERE TO ACCESS THE SYSTEM?
OSHE Staff Portal

https://staffportal.nus.edu.sg/staffportal/portal/s
afety-security-and-sustainability.html

https://inetapps.nus.edu.sg/osh/portal/Tools/LMMS.html

https://staffportal.nus.edu.sg/staffportal/portal/safety-security-and-sustainability.html
https://inetapps.nus.edu.sg/osh/portal/Tools/LMMS.html


Functional Roles 
and 

Responsibilities

• LAB ADMINISTRATOR

• PRINCIPAL 
INVESTIGATOR (PI)

• RESEARCHER



LAB ADMINISTRATOR-
FUNCTIONS

 Add new inventory

 Manage new inventory

 New Product Request 

 Generate report

 Manage Biological Storage

 Manage Biological Box
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PI/ RESEARCHER - FUNCTIONS

 Add new inventory

 Manage new inventory

 New Product Request

 Generate report 
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LOGGING INTO LMMS

1. Ensure you are given the necessary access by your respective Dept administrator for LMMS
2. Log in to LMMS via: https://inetapps.nus.edu.sg/osh/portal/Tools/LMMS.html

https://inetapps.nus.edu.sg/osh/portal/Tools/LMMS.html


ADD NEW INVENTORY
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1. Click on Inventory tab on the dashboard > choose Biological module > Add new inventory
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ADD NEW INVENTORY

1. Key in at 
least 1
search 
criteria to 
search the 
database for 
the intended 
product, as 
per the 
example
given

2. Click on Search
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ADD NEW INVENTORY

1. Key in 
at least 1
search 
criteria to 
search the 
database for 
the intended 
product, as 
per the 
example
given

2. Click on Search

Click anywhere 
on the entry 
you wish to use 
for 
inventorisation
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1. Fill up details 
for all compulsory 
fields with an *. 

ADD NEW INVENTORY

2. Click on Tag 
Container with 
barcode
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ADD NEW INVENTORY

1. Key in details of 
Storage 
information: only 
pre-programmed 
selection will 
appear in the drop-
down options.

2. Select box options 
where applicable/ 
as required

3. Click on grid 
identification to select 
grid location if 
Existing/ New box was 
selected above
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ADD NEW INVENTORY

1. Select the grid of 
interest. For 
existing boxes, 
grids which already 
have information 
of existing 
inventory will be 
greyed out and you 
will not be able to 
select that grid.
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ADD NEW INVENTORY

1. Fill in details of 
barcode (i.e. 10 
digits)- mandatory. 
Grid identification 
will be auto-filled 
in from information 
selected in the 
previous step. 

2. Fill in ID, Collection 
date, collection 
location and name 
of collector 
(optional)

3. Click on the check 
box beside 
respective column 
headers if you 
wish to replicate 
the details for all 
container entries 

2. Click on 
Submit when 
details have 
been filled in
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MANAGE INVENTORY

1. Select Manage 
inventory function 
from the dashboard 
under the 
Biological module

2. Key in the 
LMMS barcode 
number if 
known and click 
submit.
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MANAGE INVENTORY

Select the 
functions you 
wish to exercise 
on the inventory 
item
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MANAGE INVENTORY- DISPENSE

Key in details of 
quantity and 
unit you wish to 
dispense, and 
Click on Submit
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MANAGE INVENTORY- TRANSFER

Key in details of 
receiver’s 
NUSID to 
transfer to 
them, and Click 
on Submit
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MANAGE INVENTORY- DISPOSE

Select the 
Quantity to 
dispose and 
Click on Submit
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MANAGE INVENTORY- UPDATE

Update any of 
the editable 
fields and Click 
on Submit at 
the bottom of 
the page
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NEW PRODUCT REQUEST

Select New 
Product request 
function from 
the dashboard 
under the 
Biological 
module
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NEW PRODUCT REQUEST

2. Fill in the rest 
of the 
mandatory 
fields with * 
after the 
category has 
been selected. 
The fields are 
dynamic and 
will change 
with the 
category 
selected

3. Click on Submit. 
Product request 
will be 
submitted for 
NUS admin 
review
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1. Select the 
category of 
the new 
product to 
be added

1a. There are at 
least 6 different 
categories of 
biological materials 
to choose from

1b. Each category 
is dynamic with a 
unique set of 
biological material 
type



To request for a variation 
of an existing product, 
Click on the © button. 
Data of existing product 
will be duplicated and you 
will be able to submit a 
new product  request with 
a variation as per the 
previous slide.

NEW PRODUCT REQUEST –WITH A VARIATION OF AN EXISTING PRODUCT 
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To generate reports of 
biological material 
inventory, select Report > 
Biological > Biological 
report

GENERATE REPORTS 
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Select the type of report 
to be generated and key 
in additional criteria such 
as location/ owner if you 
have access to more 
than 1 inventory

GENERATE REPORTS 

Once report 
criteria have 
been selected, 
click on generate 
report. You will 
be notified via 
email once the 
report is ready.
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Generated reports can 
be retrieved via Reports 
> My reports. Select the 
report type to be 
retrieved.

GENERATE REPORTS 
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LAB ADMINISTRATOR-
FUNCTIONS

 Add new inventory

 Manage new inventory

 New Product Request 

 Manage Biological Storage

 Manage Biological Box

La
b 

ad
m

in
is

tra
to

r
Pr

in
ci

pa
l I

nv
es

tig
at

or
Re

se
ar

ch
er



MANAGE BIOLOGICAL STORAGE
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1. Select Manage 
Biological Storage 
function from the 
dashboard under 
the Biological 
module



MANAGE BIOLOGICAL STORAGE
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1. Search for 
biological storage 
information that 
has been 
previously created 
using these fields

2. Click on 
Search OR

3. Click on 
Add if you 
wish to 
create a 
new 
Biological 
storage 
sub-location



1. Storage Type : Freezer (-80°C)
Storage Label : APPLE Program (AP) freezer

EXAMPLE 1 OF A STORAGE HIERARCHY

2. Storage Level Identification
Number of storage levels: 4

1

2

3

4

3. Organiser^ (i.e. Rack/ Tower, Drawer and Compartment) Identification
Number of organisers per storage level: 4
Organiser label (Name of organiser): AP Staff 11 2 3

4

4. Organiser Level Identification
Number of levels per organiser level: 4
Name of organizer level: APS1 Sh 1

1
2
3
4

5. Box Identification

6. Grid identification



EXAMPLE 2 OF A STORAGE HIERARCHY
1. Storage Type : Liquid Nitrogen Tank

Storage Label : APPLE Program LNT 1

2. Storage Level Identification
Number of storage levels: 1

3. Organiser^ (i.e. Rack/ Tower, Drawer and Compartment) Identification
Number of organisers per storage level: E.g. 20
Organiser label (Name of organiser): AP Staff 1

A

B

4. Organiser Level
Identification
Number of levels 
per organiser
level: 10

Name of 
organizer level: 
APS1 L1

5. Box Identification

6. Grid identification



MANAGE BIOLOGICAL STORAGE
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1. Key in details for 
mandatory fields 
indicated with *. 
Mandatory fields 
will change with the 
Storage type

2. Table will be 
auto 
populated with 
the organiser, 
storage level 
options 
chosen above 
in (1).

3. Fill in details 
of organiser 
types and 
labels

4. Click on the 
number of 
levels in 
organiser to 
edit organiser 
level label



MANAGE BIOLOGICAL STORAGE
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1. Edit organiser 
level label as 
per preference

2. Click on Submit



MANAGE BIOLOGICAL STORAGE
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Search of the 
storage location 
should return the list 
of storages created 
in that location with 
names of organiser 
labels



MANAGE BIOLOGICAL STORAGE
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1. Search for 
biological storage 
information that 
has been 
previously created 
using these fields

2. Click on 
Search



MANAGE BIOLOGICAL BOX
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Select Manage 
Biological Box 
function from 
the dashboard 
under the 
Biological 
module



MANAGE BIOLOGICAL BOX
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Search of the 
storage location 
should return 
the list of boxes 
created by 
users in that 
location



FUNCTIONAL ROLES AND ABILITIES

S/N Functional role Lab administrator Researcher Principal Investigator 

1. Add new inventory   
2. Manage inventory   
3. New Product Request   
6. Generate reports   
4. Manage Biological Storage   
5. Manage Biological Box   
*Biological Material inventory owner   
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