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LAB ADMINISTRATOR-
FUNCTIONS

Lab administrator

Add new inventory

Manage new inventory

Principal Investigator

New Product Request

Generate report

Manage Biological Storage

Researcher

Manage Biological Box




Pl/ RESEARCHER - FUNCTIONS

Add new inventory
Manage new inventory
New Product Request

Generate report

Principal Investigator

Researcher

Lab administrator



B LOGGING INTO LMMS

ANUS
@ National University
of Singapore
Name of 00031039 ( Laboratory Administrator )
Home Inventory ~ Search Inventory ~ Report ~ Switch Role My Requests Logout User Guide FAQ

Welcome to Laboratory Material Management System

Pending action items(s)

No pending action items(s)

e, -

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.htm!



https://inetapps.nus.edu.sg/osh/portal/Tools/LMMS.html
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National Unii g
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Name of 00031039 ( Laboratory Administrator g
=
()
Home Inventory Search Inventory ~ Report ~ Switch Role My Requests Logout User Guide FA( b‘é’
(=
©
=
Chemical 4
Biological » '
Add New Inventory e to Laboratory Material Management System

Manage Inventary

New Product
Request

New Product Request
Pending action items(s)

Manage Biological Storage

Manage Biological Box No pending action items(s)

https://qat-aces.nus.edu.sg/lmms/inventory.html?_flowld=maintain-biological-product-information-flow&ref=SEARCHFORADDINVENTORY

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



B ADD NEW INVENTORY
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Name of 00031039 { Laboratory Administrator )
Add Inventory - Search Product 1
Category Biological Agent ~
Biological Type

Please Select ~

Name of Biological Material @

1. Keyin at
least 1

Manage inventory

Biological Origin

Sea rC h — Please Select: '5
Crlte”a tO MOH Product Code _g 'lg'

e 5
SearCh the AVS Product Code % g
database for w - - 3 o
the intended

> ++
Biological Agents and Toxins Act First Schedule (Part 1)
p rOd u Ct, aS Biological Agents and Taxins Act First Schedule (Part Il) - -
Biological Agents and Toxins Act Second Schedule
Biological Agents and Toxins Act Third Schedule

p e r t h e Biological Agents and Toxins Act Fourth Schedule - =

Biological Agents and Toxins Act Fifth Schedule

eXa mple Manufacturer Unselected | Showing 511274 Selected (Zroty it

Filter Filter

glven > 4+

ASAHI KASEI CHEMICALS CORP

BHABHA ATOMIC RESEARCH CENTRE (BARC) -~ -~
(COLLABORATOR,) D. MENDELEEV UNIVERSITY OF CHEMICAL T
1-MATERIAL
15T BASE
2D SEMICONDUCTORS hd -
Product Number /| ATCC Number / ADDGENE
Catalogue Number
Biosafety Level Please Select ~

e 2. Click on Search




B ADD NEW INVENTORY

NUS
95

por el
(]
o+
MOH Product Code [
(<))
AVS Product Code E
HS Code ()
Regulation Unselected | = st g
Filter @©
+ + E
Biological Agents and Toxins Act First Schedule (Part 1) ~ ~
Biological Agents and Toxins Act First Schedule (Part II)
Biological Agents and Toxins Act Second Schedule
Biological Agents and Toxins Act Third Schedule
Biological Agents and Toxins Act Fourth Schedule - -
Eiological Agents and Toxins Act Fifth Schedule 'lé'
Manufacturer Unselected | = al 1274 Selected jun QTS |
Filter Filter -8 %
= 3
+ 4+ oo
ASAHI KASEI CHEMICALS CORP
BHABHA ATOMIC RESEARCH CENTRE (BARC) - -~ ; g
(COLLABORATOR) D. MENDELEEY UNIVERSITY OF CHEMICAL T 0
1-MATERIAL z
15T BASE - -
2D SEMICONDUCTORS
Product Number / ATCC Number | ADDGENE
Catalogue Number
Biosafety Level Please Select ~
Search Result
O n th e e ntry Name of Biological Material Scientific Name Strain Common Name Concentration | Count Original Packaging Quantity Manufacturer
. h ‘t # PSEUDOMONAS AERUGINOSA-EDIT | XXXX-TEST STRAIN NUS ADMIN JK 10 (MILLILITRE) (COLLABORATOF
you wish to use . X
for Showing 1 to 1 of 1 rows

inventorisation
]
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Name of 00031039 { Laboratory Administrator ) E\

o

o]

c

Home Inventory ~ Search Inventory ~ Report - Switch Role My Requesis Logout User Guide FAQ g

=

Add Inventory O

a0

“ PRODUCT INFORMATION ©

S

Location MD11 =B1>TESTUNIT - E
Add Inventory To * ® | Principal Investigator

Central Store/Teaching Lab/Shared Facility

Qwner * Hame of 00031038 ~
Co-Own [m]
Sharable [m]

1. Fill up details T Fomese
for all compulsory |,
fle|dS Wlth an *. Organiser Type Please Select -

New Product
Request

se Select ~

Storage Level PI

Organiser Label Please Select »
QOrganiser Level Please Select ~
Box Option @® Bxisting Box O Add New Box (O Without Bax
Box Label Please Select ~
Origin/Source Please Select ~

Purchase Order Number

Remarks

Number of Container * ({1} 1

’ 2. Click on Tag
Container with

barcode




B ADD NEW INVENTORY
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1. Key in details of - ) ‘5
Storage — E
information: only e @
pre-programmed | — 3

selection will S
appear in the drop- Organser el
down options. o O g o © Aditowsx O Vi Sx

2. Select box options — S
where applicable/ [~ oraseucs ——

New Product
Request

. Purchase Order Number
as required
Remarks
Number of Container * 1

List of Containers

3. Click on grid —
identification to select o e R 8 Cotecton vt PSSR P
grid location if e =
Existing/ New box was
selected above

EIE




B ADD NEW INVENTORY
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Name of 00031039 { Laboratory Administrator )

1. Select the grid of
interest. For

Grid Dimension

1

Manage inventory

existing boxes, o o o
grids which already = (= = = |= = = |o |w |= |
have information R E I CERCENCECEMCEaCEC
of existing e e e e s & v n m |a
inventory will be T e e e e [ = e
greyed out and you o o fa fa s o e la la |

will not be able to
select that grid.




B ADD NEW INVENTORY
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I NUS
1. Fillin details of — = £
barcode (i.e. 10 . g
digits)- mandatory. o - g
Grid identification — S
will be auto-filled OrgrisrTpe =
in from information "“
selected in the o R g 7
previous step. Box Lab g3
2. Fillin ID, Collection mon] G ] o X2
date, collection . e =
location and name —
of collector NamterofCoraines* CRREERRID w
(optional) Hicerconnes
3. Click on the check i
box beside rv— p— e p—- PSS R —
respective column [ — = | 2. Click on
headers if you Submit when
wish to replicate =3 <« | details have
the details for all been filled in —
container entries




MANAGE INVENTORY

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

£H

&

5

NUS

J Matianal Lniveri

Inventory ~

M aneg Chemical

' ¥

2. Key in the

LMMS B3

I Biological

Add New Inventory

Manage Inventary

1234567595

" LMMS barcode
number if
known and click

TIEw TTOOUCT REquest

Manage Biclogical Storage

Manage Biclogical Box

submit.

Add New Inventory

Manage inventory

New Product




MANAGE INVENTORY

NUS

e—
of Sengapore.

Home Inventory - Search Inventory ~ Report - Switch Role My Requests

Manage Inventory

~ PRODUCT INFORMATION

# INVENTORY INFORMATION

Container Status ACTIVE
Oumer Name of 00031039
Location

MD11 = B1 > TEST UNIT

Co-0wn

Sharable

Storage Type Please Select
Storage Label Please Select -

Storage Level Please Select -

QOrganiser Type Please Select ~
Organiser Label Please Select ~
Organiger Level Label Please Select ~
Box Label Please Select ~
Grid

Origin/Source

PO number

Barcode number 1234567595

[11]

Logout

Mame of 00031039 { Laboratory Administrator )

User Guide FAQ

[ o | e | B | S |

Select the
functions you
wish to exercise
on the inventory
item

P
j
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C
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=
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<<

Manage inventory



MANAGE INVENTORY- DISPENSE

BENUS

Home Inventory - Search Inventory ~

Dispenszed GQuantity *

Purpose of Usage

v PRODUCT INFORMATION

A INVENTORY INFORMATION
Container Status

Owner

Location

Co-Own
Sharable

Storage Type

Storage Label
Storage Level
Organiser Type
Organiger Label
Organiser Level Label
Box Label

Grid

Origin/ Source

Report ~ Switch Role My Requesis

Manage Inventory (Dispense)

Logout

Name of 00031039 { Laboratory Administrator )

User Guide FAQ

Flease Select~

RESEARCH

ACTVE

Name of 00031039

MD11 =B1 = TEST UNIT ~

Flease Select »

Please Select =

Flease Select »

Please Select ~

Flease Select »

Flease Select ~

Please Select ~

Flease Select ~

Key in details of
quantity and
unit you wish to
dispense, and
Click on Submit
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Manage inventory



MANAGE INVENTORY- TRANSFER

BINUS

of Sngapore.

Receiver NUSNET ID *

“ PRODUCT INFORMATION

A INVENTORY INFORMATION

Container Status
Owner
Location

Co-Own
Sharable

Storage Type

Storage Label
Storage Level
Organiser Type
Organiser Label
Organiser Level Label
Box Label

Grid

Origin/Source

PO number

Barcode number

Home Inventory - Search Inventory ~

Manage Inventory (Transfer)

Switch Role My Requests Logout

Mame of 00031039 { Laboratory Administrator )

User Guide FAQ

«

Y

ACTIVE

Name of 00031039

MD11 = B1= TEST UNIT »

Please Select ~

Please Select ~

Please Select »

Plzase Select »

Please Select ~

Please Select »

Please Select ~

Plzase Select »

1234567595

Key in details of

receiver’s
NUSID to
transfer to
them, and Click
on Submit
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Manage inventory



MANAGE INVENTORY- DISPOSE

Home Inventory ~ Search Inventory -

Manage Inventory (Dis

Quantity to Dispose (MILLILITRE) *

~ PRODUCT INFORMATION

# INVENTORY INFORMATION

Container Status
Owmer
Location

Co-Own
Sharable

Storage Type

Storage Label
Storage Level
Organiser Type
Organiser Label
Organiser Level Label
Box Label

Grid

Origin/Source

PO number

Barcode number

Mame of 00031039 ( Laboratory Administrator )

Report ~ Switch Role My Requesis Logout User Guide Fau

(=]

nose)

o)

. [l =]
® 10

Select the
Quantity to
dispose and
Click on Submit

ACTIVE

Name of 00031039

MD11 = B1 = TEST UNIT ~

Please Select ~

Flease Select =

Please Select ~

Please Select ~

1234567895
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Manage inventory



MANAGE INVENTORY- UPDATE

Manage Inventory (Update)

v PRODUCT INFORMATION
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 INVENTORY INFORMATION

Update any of
Remaining Quantity 10 (MILLILITRE) the editable
ourer R ) fields and Click

coomn - on Submit at
sharatle B the bottom of

Container 5tatus ACTIVE

Manage inventory

Location * MD11 = B1 > TEST UNIT~ th
Storage Type Flease Select ~ p g
Storage Label Flease Sslect =

Storage Level

New Product
Request

Organiser Type

Organiser Label Please Select =

Organiser Level Please Select =

Box Option ) Exisfing Box 0 Add Mew Box @ Without Box
LMMS Barcode 1234557895

[10)

Collection Date

Collection Location
Name of Collector
QOrigin/ Source FPlease Select =

Purchase Order Number

Remarks




> NEW PRODUCT REQUEST

Ny
@ Mational Universily
of Singapare

Category ! giglogical b

Manufacturer

Home Inventory - Search Inventory - Report ~ Switch Role My Requesis Logout

New ocmemea » Juest

i Select =
Add New Inventory I

Ylease Select -~

Manage Inventory

Product Number | ATCC HunL

Mame of 00031039 ( Laboratory Administrator )

User Guide FAQ

Mew Product Request ¢

Catalogue Number

Original Packaging Quantity*

Unit of Measure *

Product Data Sheet

Bioszafety level *

Product Description

Manage Biclogical Storage

Manage Biclogical Bax

Flease Select »

Flease Select -

Select New
Product request
function from
the dashboard
under the
Biological
module

Claielsl Add New Inventory

Inv

Manage



> NEW PRODUCT REQUEST

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

Home nventory ~ Search Inventory ~

New Product Request

Category *

Re

A 4

Manufacturer *

Product Number { ATCC NMumber { ADDGENE
Catalogue Number

Original Packaging Quantity*

Unit of Measure *

Product Data Sheet

Biosafety level =

Product Description

1. Select the
category of
the new
product to
be added

v

Please Select ~

» ‘ O Nucleic Acid
>

Q. | Search | @

O Please Select

O Biological Agent
| 0 Tissues/Cells

O Proteins
| O Mucleic Acid
| O Biclogical Toxing

& Arhropods

Please Select

Please Select ~

Biological Agent ~

Please Select »

O Please Select

O Biological Agent Q | Search
‘ O Tissues/Cells

Proteil
Qibroteins O Bacteria
O Virus/Bacteriophage

O Biological Toxins
‘ O Fungi (including Yeast)
O Arthropods

O Prion
oA

Click on Submit.

@

O Please Select

O Parasite (including protozoa and nematode)

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

Manage inventory a0 (s B\ (XA [4\/=141(0]3%

Product request
will be
submitted for
NUS admin
review

New Product
Request



> NEW PRODUCT REQUEST -WITH A VARIATION OF AN EXISTING PRODUCT

TINUS

Manage inventory a0 (s B\ (XA [4\/=141(0]3%

iy
me of atory Administrator
MCH Product Code
AVS Product Code
HS Code
Regulation Unselected | Showingat 12 Selected | Empty list
Filter Filter
+- ++
Biological Agents and Toxins Act First Schedule (Part 1) ~ ~
Biological Agents and Toxins Act First Schedule (Part II)
Biological Agents and Toxins Act Second Schedule
Biological Agents and Toxins Act Third Schedule
Biological Agents and Toxins Act Fourth Schedule - -
Eiological Agents and Toxins Act Fifth Schedule
Manufacturer Unselected | Showing a0 1274 Selected | Empty list

+ 4+
ASAHI KASEI CHEMICALS CORP

Request

3]
=)
S
e
a
3
=

BHABHA ATOMIC RESEARCH CENTRE (BARC) - -
(COLLABORATOR) D. MENDELEEV UNIVERSITY OF CHEMIGAL T

1-MATERIAL

15T BASE - -

2D SEMICONDUCTORS

Product Number  ATCC Number / ADDGENE
Catalogue Number

Biosafety Level Please Select -

To request for a variation

of an existing product, e

Click on the © button. . - .
Data of existing product +—p- POELIDCHONAS ARUGNOSA EAT | KOGTESTSTRAR WIS KN -
will be duplicated and you ) '
will be able to submit a
new product request with

a variation as per the S —

previous slide.

Showing 1 to 1 of 1 rows




ZTINUS
antory ~ Search Inventory ~ Report ~ Switch Role My Requests Logout
My Reports
To generate reports of Chemical
’ (]
biological material Laboratory Material Management System
: Biological » k-
|n.vent9ry, selgct R(_eport > Biological Report S
Biological > Biological — %
report ©
Pending action items(s) :'%’
(O]
All v
Date Action Item(s) Recipient Requestor
11-May-2021 To accept biological transfer Name of 00031039 Osvaldo Watkins
07-May-2021 To accept biological transfer Name of 00031039 Osvaldo Watkins




TINUS
| @ ettty -
Biological Report
Report Type Please Select ~
Faculty / RIRC Q | Search ®
. . . . Selected [ Empty list)
Select the type Of report () Biological Inventory Report - Detailed —
(O Biological Inventory Report - Consolidated |
to be generated and key () Biological Usage Report | €«
|n addltlonal Cl’lterla SUCh () Biological Transfer Report - - §-
as location/ owner if you |— %
have access to more ©
. Unselected ( Empty list ) Selected ( Empty list ) ()
than 1 inventory - - §
e «
. . Once report
criteria have
Owner Please Select -
been selected,
Regulation Unselected ( Showing all 12) Selected [ Empty list) .
e o click on generate
N e report. You will
e e e A s S ) - : be notified via
Blological Agonts and Toxins Act Trd Schedie. email once the
Biological Agents and Toxins Act Fourth Schedule - = .
Biological Agents and Toxins Act Fifth Schedule | re port |S ready_

Generate Report




> GENERATE REPORTS

RENUS

\TD e
My Reports
Duration * 29-Jun-2021
Report Type Please Select =
Q ®
QO Please Select
My Latest Reports O Inventory Report

(O Usage Report

rd found.

O Transfer Report
) Radioactive Material Inventory Report - Detailed

() Radioactive Material Transfer Report

() Radioactive Material Disposal Report

Generated reportS Can () Biological Inventary Report - Detailed
be retrieved via Reports ) Elogieatinvemoy Report - Censoldaies
> My reports. Select the P
report type to be

retrieved.

06-Jul-2021

Generate report




LAB ADMINISTRATOR-
FUNCTIONS

Add new inventory
Manage new inventory
New Product Request
Manage Biological Storage

Manage Biological Box

Lab administrator

—
O
+—
©
b
+—
9]
o
>
c
©
o
(&)
[
=
o

Researcher



B MANAGE BIOLOGICAL STORAGE

Manage inventory a0 (s B\ (XA [4\/=141(0]3%

ANUS
FNUS
MName of 00031039 ( Laboratory Administrator
Home  Inventory - Search Inventory - Report - Switch Fole My Requests  Logout User Guide  FAQ
Chemical b
P Yt Newimenay come to Laboratory Material Management System v
| o
Manage Inventory '§ g
1. Select Manage T § s
; i Pending action items(s o
BIOlo_glcal Storage Manage Biological Storage : ( ) 2
function from the

Manage Biological Box Mo pending action items(s)

dashboard under
the Biological
module




B MANAGE BIOLOGICAL STORAGE

NUS
@

Name of 00031039 ( Laboratory Adminisirator

Home nventory - Search Inventory - Report ~ Swilch Role My Requesis Logout User Guide FACH

Manage inventory a0 (s B\ (XA [4\/=141(0]3%

Manage Biological Storage - Search

Location MD11 = B1 = TEST UNIT = 3]
. 5 +
Storage Type Please Selact = 2. C“Ck On g §
oo
Storage Label O Please Select Sea rCh OR % g
O FRIDGE (4 degree Celsius) - 3. Click on 2
i) FREEZER (-20 degree Celsius) mm [ Add if you
1. SearCh fOF 00 FREEZER (-80 degree Celsius) W|Sh tO
. . 20 FREEZER, (-150 degree Celsius)
bIO|OgICa| Storage O LIQUID NITROGEN TANK Create a
information that O CABINET new
has been o SHELE Biological
previously created storage
using these fields sub-location

—



EXAMPLE 1 OF A STORAGE HIERARCHY

I 3_ Organlser/\ (i.e. Rack/ Tower, Drawer and Compartment)|dentification
Number of organisers per storage level: 4
Organiser label (Name of organiser): AP Staff 1 P

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

I 2. Storage Level Identification |
I Number of storage levels: 4 |



Number of organisers per storage level: E.g. 20 '
Organiser label (Name of organiser): AP Staff 1 s

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

Name of
organizer level:
APS1 L1

| 2. Storage Level Identification |
I Number of storage levels: 1 1




B MANAGE BIOLOGICAL STORAGE

Home Inventory -

Search Inventory ~ Report ~

Switch Role

Manage Biological Storage (New)

Location *

Storage Type™®

My Requests Logout

MD11 =B1=TEST UNIT -

FREEZER (-&0 degres Celsius) «

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

Storage Label * TEST Freezer JK

Organiser Option * With Crganiser Without Crganiser

Number of Storage Level * (k) 3

MNumber of Organiser per Storage Level * 4

Number of Levels in Organiser 4
Storage Level * Organiser Type Organiser Label Number of Levels in Organiser
1 COMPARTMENT ~ TEST Compartment PI 1 4
1 Please Select = 4
1 Please Select - 4
1 Please Select = 4
2 Please Select - 4
2 Please Select = 4
2 Please Select» 4
2 Please Select - 4

Submit

User Guide

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

3. Fillin details
of organiser
types and
labels

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

Manage inventory a0 (s B\ (XA [4\/=141(0]3%

New Product
Request



B MANAGE BIOLOGICAL STORAGE

Organiser Detail

Organiser Label TEST Compartment PI 1

Organiser Level Label

Manage inventory e [s B\ VYA [0Y=14116]4%

Edit organiser
level label as

per preference
Click on Submit




B MANAGE BIOLOGICAL STORAGE

NUS
@

Search of the

labels

storage location
should return the list
of storages created
in that location with
names of organiser

Search fisult

Switch Role My Requesis Logout

Biological Storage - Search

MO1 = B1 = TEST UNIT ~

Please Select =

MName of 00031039 { Laboratory Administrator

eI

Location

MD11 = B1 = TEST UNIT
MD11 = B1>=TEST UMIT
MD11 = B1 = TEST UNIT

MD11 = B1=TEST UNIT

Showing 1 to 4 of 4 rows

Storage Type

FREEZER (-30 degree Celsius)
FREEZER (-30 degree Celsius)
FREEZER (-30 degree Celsius)

FREEZER (-30 degree Celsius)

Storage Label

TEST Freezer JK
TEST Freezer JK
TEST Freezer JK

TEST Freezer JK

Storage Level
1
1

1

Organiser Type

COMPARTMENT
COMPARTMENT
COMPARTMENT

COMPARTMEMNT

Organiser Label

TEST Compartment Pl 1
TEST Compartment Pl 1
TEST Compartment Pl 1

TEST Compartment Pl 1

T

Organiser Level Label

3

RAXYZ

Student AB

Manage inventory a0 (s B\ (XA [4\/=141(0]3%

New Product
Request



B MANAGE BIOLOGICAL STORAGE

Home nventory - Search Inventory - Report - Switch Role My Requesis Logout User Guide FAC

MName of 00031033 { Laboratory Adminisirator

Manage inventory a0 (s B\ (XA [4\/=141(0]3%
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Manage Biological Box - Search

Location MD11 = B1 = TEST UNIT - Search of the § -
Storoge Type = storage location | |8 @
o
Storage Label O Please Select ShOU|d return % §
Box Label TR C&Biusj_ i : the list of boxes Zz
| i) FREEZER (-20 degree Celsius) [
) FREEZER (-80 degres Celsius) m created by
i) FREEZER (-150 degree Celsius) use I’S | n th at
Search Result © LIQUID NITROGEN TANK L ]
O cABINET location
) SHELF No record found.




FUNCTIONAL ROLES AND ABILITIES

S/N Functional role Lab administrator Principal Investigator

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