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INTRODUCTION

1- INTRODUCTION

Thank you for choosing one of AgileBio’s solutions for the management of your

lab. The ELN add-on is a web-based solution allowing efficient management of all
your experiments in the lab. Unlimited number of books, experiments and pages can
be created. Powerful tools are included to produce added value notebook:

Text/Table Interface Log Activity
Mass Doc/Picture/Molecules Import tools Electronic Signatures
Chemical reaction/Diagram Designer Task time reports
Template/Workflow management Pdf/Print/Zip export
Versioning

The ELN provided by AgileBio is suitable for research projects, technical platform
service activities and company projects.

ELN add-on can be fully integrated with LabCollector, the LIMS we developed for life
science research labs, Pharma and biotech industries. Indeed, you can link
information from LabCollector to an experiment and a page.

LabCollector is a copyrighted product from AgileBio.




GETTING STARTED

2- GETTING STARTED

You can get ELN add-on simply by downloading from www.labcollector.com.

LabCollector software has to be installed first as it contains the framework.
LabCollector support documents for installation are available on our website. ELN
add-on can be installed on any operating system (Windows, MacOS X and Linux).

1/Manual mode:
Unzip and paste ELN add-on folder in the extra modules folder. For Windows it
would look like:

C:\Programs\AgileBio\LabCollector\www\lab\extra_modules\eln

Open LabCollector, the ELN add-on module is now activated. Click on the module to
finish the installation.

2/Automatic mode from LabCollector interface:
You can also use LabCollector Menu
Admin > Setup > Upload/Add Addons > Upload Addon ZIP > Add Addon

; Maximum size of POST data that PHP will accept.

; Its value may be 0 to disable the limit. It is ignored if POST data reading
; is disabled through enable_post_data_reading.

; http://php.net/post-max-size

post_max_size = 80M

Return to LabCollector, the ELN add-on module is now activated. Click on the
modaule to finish the installation.

The add-on will remain in a 30 days free trial mode until you save the final license
Admin > Setup > License. To obtain a valid license, you have to copy and send the
activation key to AgileBio.
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3-

OVERVIEW

OVERVIEW

ELN’s main interface is composed of:

A menu bar with 5 tabs:
-Home
- New Book/Project
- Add Log Entry
- Options
- ADMIN
A search menu by keyword or tag with filters (under Search options): Book,
Experiment and date.
A Tree View to switch easily between books, experiments and pages.
A viewer to display books, experiments and pages details.
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Note: a language selector is integrated to switch easily between English, French,
German, Spanish and Portuguese interfaces (see chapter 3-2).

3-1. Admin Menu

Only users with an administrator profile can access to the ADMIN menu in its
entirety.




OVERVIEW

Home  New Book/Project  Add Log Entry  Options -

Workflow

ated | ¥| from to
Template
Log

Experiment  BookHistory  PrintBook  Export PDF Page

EGENT

From this menu, workflows, pages/chemical reactions/spreadsheet templates and
custom fields can be managed to standardize and harmonize writing procedures of
experiments (see chapter 5).

Managers can get an overview on the ELN activity using the Log Activity (last 50
entries), the audit tools and the task time reports. Filters by user and/or date range
are available to execute more specific audits. For more details, see chapter 6.

Super-administrator and administrators can manage digital certificates, pages

validation and signing from this menu. For more details on these functions, see
chapter 7 of this user guide.

3-1-1. Permissions

Home NewBookiProject Add LogEntry  Options [JABMINY|

Workflow

Template

Log

v Experiment Book History Print Book Export POH

Manage
——

Advanced Permissions

File Uploads




OVERVIEW

Through ADMIN> Manage > Advanced Permissions, super-administrator can
manage users’ permissions:
- Basic selection corresponding to actual users’ permissions.
- Advanced selection: super-administrator can define Pl for each group and
PI can define specific user’s permissions.

Basic selection opens two more tabs:
1/ Add Book/Project Rules, where super-administrator selects if administrator, staff
and user can create new book.

Add Book/Project Rules

User level Create New Book/Project
User O
Staff O
Administrator v

2/ [All Books] Tab Access, allowing super-administrator to configure access to All
Books.




OVERVIEW

[All Books] Tab Access

Full Access for Admin (All Books)

® ON (Readvite)
OOFF
T SPECIFIC (Sedect Admin Uiser)

Wiew Access for Staff (All Books)

O ON (Read)
®OFF

View Accass for Usars (All Books)

CON (Reag)
®OFF

Full Access for Admin (All Books)

O ON (Read/Write)
O OFF
® SPECIFIC (Select Admin User)

Specific Access

Admin
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OVERVIEW

Advanced selection allows defining Pl for each group, and permissions for all users.
Per user, permissions are:

- All: All permissions

- C/EW: user can create and edit workflow

- C/ET: user can create and edit template

- ANB: user can add new books

- VAB: user can view all books

Manage Permissions

Basic B 4 4
Pl Rules
e
E CIET B
4 Rl 3
| o o F
¥ i - o
4 e 7 -
+ v - =
+ o &

Legeade

3-1-2. File upload options

Super-administrator and administrators can manage file uploads/page associated
files options.




OVERVIEW

Fila Uploads

o [ ] e S0M

Sizes limits per file are defined in the information section.

You can activate or not this option.

If this option is not activated, files will be registered in the database by default.

If this option is activated, files will be registered in a defined folder. Folder has to be
defined in the path section. To verify your path, you can test it (Try button + legend:

' not tested, L correct path, incorrect path).

You can also customize the maximum size/file (0 to 100M) authorized in database:

OM: Files will be stored in the defined folder (path section).

100M: Files will be stored in the database

In the other cases, like in the example, 1/Files will be registered in the
database if the file is < 50M and 2/Files will be registered in the defined
folder if the file > 50M.

11




OVERVIEW

3-1-3. Auto login time out
Auto Login Time Out

Configuration

@D Activate/Deactivate Auto Login Option -
® ON O OFF
(@ Time Out (minutes)

@ > [ 10

Users can activate this function to block access to their ELN if it is not use. Once
activate, choose the time out in minutes then save.

. & - Confirm password
I —— o coninie

3-2. Option Menu
From the Options menu, you can select to display ELN interface in English, French,

German, Spanish or Portuguese.
Tree View management options are available in this tab (see chapter 3-3).

12



OVERVIEW

Home New Book/Project Add Log Entry | Options = ADMIN

Language

=w Experiment Book H

Through this menu you can also access to tools to merge/compile two or more pages
in print / pdf views (report arrangement).
To select interesting pages, click on the Select Pages bouton and check pages.

Quick search:

Find | Find Next | Find Prev

= MM DURESS (2015-10-08)
E & Generalties (2015-10-08)
{ @ #l DURESS SITE BIOFILM !
B @ Decomposition (2015-12-08)
{D [l page 1 zo15-12-08)
W TRASH (2015-10-08)
= 8 HYDROTHERMAL EXPERIMENTS (201
B SAMPLES (2015-10-09)
Bm  Development (2015-10-09)
E & Bioflm sample LeafA1-58 (2015-1¢
il Bacteral PCR N°1584 (:
il Archaeal PCR N°1585 @
il eukaryal PCR N°1586 (:
E & Bioflm Sample LeafA1-69 (2015-1
{D il w0
!| WORM EXPERIMENTS (2015-10-14)
B test book creation (2015-12-08)

< >

@® Hide / O Show archived projects

Collapse all | Expand all ISeIect Pages |

13



OVERVIEW

Then choose your printing method (PDF or print) through the Options menu: click on
merge selected pages (print) or merge selected pages (PDF).

3-3. Tree View
[ ] [
You can hide the tree view using mmm or display the Tree View options using m#a
next to the search menu or from the Menu bar: Options > Tree Options.

Several options are available to manage information displayed in the Tree View:

- Hide closed pages

- Display only created or modified pages

- Select a time period

- Use ASC/DESC button to display books and experiment by ascending/descending
order

- By default, Tree View elements are displayed by date of creation but you can sort
them by alphabetical order.

Tree Option
[0  Hide closed pages
[0 = Show Experiments and Pages | created v | from 2014-12-22 to|2015-12-22

Sort Books and Experiments : ® Sort ASC O Sort DESC

[J  Alphabetical sort

9
:

The Tree View panel displays books, experiments and pages.

Three tabs are available to manage the Tree View:
- My Book (default setting): display all books created by the user.
- My Collaborations: display books for which the user has been identified
as a collaborator. A collaborator can view, edit and modify experiments
and pages.
- All Books (only displayed with Admin status): display all books of the lab.

A Quick search engine by keywords is integrated allowing users to quickly find books,
experiments and pages (focus on names only). Navigation between results is possible
using Find Next and Find Previous.

14




OVERVIEW

My Books

Quick search:

Find | Find Next | Find Prev

S PCR1 (2015-12-08) 2
E [ HYDROTHERMAL EXPERIMENTS (201
B @ SAMPLES (2015-10-09)
il pagetest
B @ Development (2015-10-09)
@l Gradient PCR eukF-454/eukl
B & Biofim sample LeafA1-58 (2015-10
il Bacterial PCR N°1584
#l Archaeal PCR N°1585 (2015
I eukaryal PCR N°1586 (2015
B @ Biofim Sample LeafA1-69 (2015-10
i (2015-10-14)
M| WORM EXPERIMENTS
B [ test book creation (2
B & expl (2015-12-
% pagel
S page2
B & Exp20
& paget
B exp3 (2015-12-21)

15-1

< >

@ Hide / O Show archived projects
Collapse all | Expand all | Select Pages

Users can hide or show archived books to refine the Tree View display. Archived
project are hidden by default.

The separation between the Tree View and the main panel is flexible. To modify the
tree view dimension, click on the separation line between both panels and drag it on
the left or on the right according to your needs.

A Drag & Drop function is activate in the tree. You can move experiment (and all the
dependent pages) from a book to another and move unclosed pages from an
experiment to another, as you need.

15




THE HEART OF OUR ELN

4- THE HEART OF OUR ELN

4-1. The Text Editor

For description and content of main page, you have to use the ELN text editor.

/0 ? r 2] 1 GED =

B®E[|=28 8« @ e Bz boE L]l e v E[Ela s sfr = m=m=ga.=/at

——

B oo

. 1806 ane Ci rratus [Wisher, 1775}, e cillsses of ganus Durchosiolia

1. Import your text. If you want to insert text from another text editor, our advice
is to use these different paste buttons

Text formatting (bold, italic,...)

Text formatting (styles, size, color...)

Search and proofreading

Special characters, tables

Link and anchor

Image insert

NoukwnN

If you want to insert pictures, our advice is to use one of the applets: photoeditor,
add an image and the link to LC Photobank.

If you want to modify an image before insert it, you have to use photoeditor applet.
So you can add legends, text box, arrows... With this applet you can also directly take
a picture and insert it in your ELN page.

The stickers can be managed through ADMIN > Template > Manage image stickers.
You can unselect or select default stickers or add your own images.

16




THE HEART OF OUR ELN

You can also use our new easy and simple application, ELNDocSend, to scan paper
notes and send to your ELN.

17
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THE HEART OF OUR ELN

If users need to import tables, they can use copy/paste but we don’t recommend it.
It's better to create a new one and fill results manually. Press the table button on the
toolbar. The Table Properties dialog window that will open lets you set configuration
options that define table size, its display properties, or other advanced properties.

Below is an overview of all Table Properties tab elements:
e  Rows —the number of rows in the table (obligatory).
®  Columns —the number of columns in the table (obligatory).

e  Width — the width of the table in pixels or a percent value. Giving the
width as a percent value lets you set the proportion of the editing area
that the table will occupy.

e  Height — the height of the table in pixels.

o  Headers — the drop-down list that formats certain table cells as headers,

which applies special formatting to them. You can apply header formatting
to First Row, First Column or Both.

e  Border size — the thickness of the table border in pixels.

e  Alignment — the alignment of the table on the page. The following options
are available: Left, Center, Right.

e  Cell spacing — the space between individual cells as well as cells and table
borders, in pixels.

e Cell padding — the space between the cell border and its contents, in
pixels.
e  Caption —the label of the table that is displayed on top of it.

e  Summary — the summary of the table contents that is available for assistive
devices like screen readers.

Note: 1 pixel (px) is approximatively equal to 0.30 millimeter (mm).

With the ELN Chemistry plugin 2 “, users can design chemical reaction which can be
integrated in book pages, reporting, reused and changed if needed (see chapter 5-1-
3).

4-2. Save action and automatic backup

When you are drafting your work, and you change the page or book without saving
your current work, the LabCollector ELN warns you with this message.

18
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THE HEART OF OUR ELN

You are editing page. Do you still wantto quit page

Annuler

An automatic backup of your changes (every 30 seconds) and a manual backup are
also accessible until you save or cancel your new experiment or page. At the bottom
of your text editor, you can find both buttons: to backup now and to restore backup.

8 & Restore

You can preview saved snapshots before restoring them and remove them.

Restore backup

17:29 Jun 9, 2016
(\_.) HTML length: 6382
s Symbol count 4346

Word count: 769

17:28 Jun 9, 2016

(\__D HTWL length: 6378
s Symbol count 4346
Waord count 769

17:28 Jun 9, 2016

(\__/ HTWL length: 6346
S Symbol count. 4346
Waord count 769

5

17:27 Jun 9, 2016

(\__D HTML length: 6358
s Symbol count. 4346
Wordcount 769

17:27 Jun 9, 2016

‘/\j\ HTML length: 6322
~ Symbol count. 4346
Word count: 769

17:26 Jun 9, 2016

() HTML length 1787
~ Symbol count. 175

Word count: 26

~

Study of durable interactions between metaz

Introduction

Cirriformia tentaculata and Ciratulus ciratus belong to the family Cirratulidae.
ef al., 1989; Flattely, 1920). Excreta are green. and the worms’ dist consists of

Their bodies are buried in the first 10 to 15 centimeters of the sedimentary laye
blackened and smells strongly of hydrogen. This contrasts with the case of oth
sediments in the intertidal zone, where they are subjected to a twice daily redu
during high and low tide. Their only defence is a rapid withdrawal into the depth

Cirratulidae have also been observed since the end of the 19t century, becaus:
(Grassé, 1993). They are characterized by the absence of mouth and thus sett
devoted his thesis to them developing his research mainly on their anatomy an
Puytorac, 1954). However, studies on astomes remained mainly anatomical. Tt
shown that their distribution was correlated to the pH of their hosts' digestive tr
in 1974_ The only sequence of Astome in GenBank results from a study of 200.

Aim

After describing more precisely astomes found with Cirriformia tentaculata and

it in e af mmbmnnn A nid i $n dlan DemAlimabine Afdlnie bambn me

Remove all snapshots -Egl Annuler
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THE HEART OF OUR ELN

4-3. The Book
Home | MNew Book/Project Add Log Entry  Options  ADMIN

Click on New Book/Project button in the main menu.

Add New Book

5§ Book Name : HYDROTHERMAL EXPERIMENT

‘ Page Tags : HYDROTHERMAL » Jll SEDIMENT x [l PROKARYOTES » Ml
Submit

You have to choose a name and add tags to help you with your search if you want

(Write the tag and do ENTER to validate each tag). To validate your book creation,
use the button Submit.

T T s

il s 1030500 0T EESS

Phin bt

e gl cum

saangaglets som

Arrese Eaadet | 20151008 170408 et by vl e Sanadet | 20160758 1777 48

Once the book creation finished, you retrieve your information on the viewer. You

can edit the book’s name, tags and use the field description if needed using Edit
buttons.

Book owner can now define several collaborators who will be able to view and

modify the book. Use the link at right Manage user’s access to access to
collaboration options.

20




THE HEART OF OUR ELN

With Basic Permissions (Chapter 3-1-1)

User Name Group Allow User Access
ALS1() group 1 ]
ALS2 () group 2 |
Ellie R (Ferme aguacole) Virology
Erwan R (IFREMER) Microbiology O
Marine S (Droit de la Mer)
Nicolas V (Ecole véto) Microbiology [
Pris G (Diversité océans) Administration ]
Rose E (Diversité océans) Virology O
With Advanced Permissions (Chapter 3-1-1)
Experiments Pages
User Name Group plow Lser Edit BoOK  aqq + View  Add+ View .
Access dit Edit Pages
Edit Only  Edit

group 1 N i

group 2 ] |

- — —— Virology ® O O ® O |

Microbiology | [l

- - - ® O O o O

Microbiology O O

- — - Administration O O

Virology O O

21




THE HEART OF OUR ELN

To unlock options for users, tick the box Allow User Access, then choose your
different options for Book, Experiment and Pages. You can also define who can sign
pages. Your collaborators will see your book in the section My Collaborations.

For each book, you have a menu on the top right. You can Add New Experiment
(Chapter 4-4), Print Book, Export in PDF or Zip format (PDF + attached files), and
access to the Book History.

The Book History displays all book page versions. You can open and recover an old
version by clicking on the book name. It is useful to identify page modifications and
therefore it promotes traceability of lab work. The same versioning option is
available at the experiment and page levels.

Book Content History

we-Laure Sauvadet ( 2018-07-29

()

Anne-Laure Saunvadet | 20160127 Anne-Laure Sauvadet | 2016
16:37:10 ) 17.18:40 )
: Anne-Laure Smvadet | 2015-12.08 g
! [B]
154027 ) 4
Anne-Laure Sauvadet | 2015-10-00

A yure Sauvadet ( 2015-10-08 Anne-Laure Smnadet | 2015-10-09
10:00000 §

Use the active book name link to accept the recover action.

Books are the only items that can be archived (Archive button on the bottom left).
You can choose to archive them when they are not used or finished. This feature
allows you to hide books in the tree view to ensure quicker navigation.

If you want to find an archived book, simply check the Show archived projects box in
the tree view. You can unarchive a book by selecting it and use the Unarchive
button.

4-4. The Experiment

Click on Add New Experiment button in the main Book menu.

You have to choose a name and add tags to help you with your search if you want
(Enter to validate each tag). You can also decide to use a workflow in the list. To
validate, use the button Submit.

22
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Add New Experiment

59§ Experiment Name:
L'Ej Choose WorkFlow: Default / No workflow v

‘ Page Tags

A workflow is useful when the lab executes routine experiments. A workflow is
defined by a page number. Each page of the workflow can be a standard page or a
predefined template. Workflow and template creation are described later in the
document (see chapter 5).

[ souoy [ Hiootasain ] viok | cos |

Once the Experiment creation finished, you retrieve your information on the viewer.
You can edit the experiment’s name, tags and use the field description if needed.

For each experiment, you have a menu on the top right. You can Add New Page
(Chapter 4-4), Print Experiment, Export in PDF or Zip format, and access to the
Experiment History as for Book.

Experiment can be moved from a book to another using the related button Move
Experiment To (left bottom of the experiment details). You can also simply use drag
& drop function in the tree (see chapter 3-3).

@
»
-]
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THE HEART OF OUR ELN

2 since you cannot delete experiment, we recommend you to create a book
TRASH and move the experiment that you don’t want to keep inside.

By default, the experiment page has three more sections:
- Task list
- Box/Microplate
- LabCollector Data

4-4-1. Task list

Task list - [5=] <imm— + Add task list item
v by Anne-Laure Sauvadet[2015-12-22] : Samples collection

Start Date 20151222 B
Duration: h
Percent Complete: %

The task list can be edited to follow up experiment advancement.
Each task is defined by a name, a date, duration and a ratio. A graphical view of tasks

can be displayed using Gantt chart option E' Tasks definition will allow you to edit
task time and allocated resources reports for a project. For more information, see
chapter 6.

SAMPLES

24




THE HEART OF OUR ELN

4-4-2, Box/microplate link

Users can also link box or microplate and LabCollector data to the experiment
allowing a complete traceability of laboratory activities.

Box
Select Storage Place Select storage location v
Select Box ~ m

D Name Action

34 Boite de lame FISH_1

To access to a box/microplate directly in your ELN, you can link a box using the
corresponding section. First, select your storage place, then your box. Once save, you
have the box view and the list view.

x/Microplate

Box View

List View

a1 1

B
~

BS_FISH F| BS_FISH F|
2

5= _s1muF s_fise_F
E b

@
-
u
B
-

Bs_FIsH F 25 fI=HF
)

4-4-3. LabCollector data link

This section allows you to search directly in your LabCollector data.

25




THE HEART OF OUR ELN

¢ LabCollector Data:

From Module:

i Associat

Synopsis.png (
UK. pdf [no versi
wimerewx pdf g

rosco.png fnovi Animals

,ﬁ, Admin Va

Q Page Sta

Select Module E| Keyword search:
Select Module
Strains & Cells

Plasmids

Primers

Reagents & Supplies
Samples

Antibodies
Sequences

Equipment
Chemical Structures
Documents
Address Book
Microarrays

Clone banks

test pharma

Server LC

no

OFEN

You can then link data of interest to your ELN page to have a quick access to these

: P
data in reading mode Eor to open them quickly in another tab using the icon EJ .

You can delete the association by using the icon m.

Hame
i@ FsPsin
ZEf@ FsPsiR

2015-04-18 10:21.50 {larst upddate: 2015-12.00

Cirriformia tertac ulsta

Anve-Lnure Sauvadet (Agieti) - sanadetiaghebio com

Durch dnvision cetulaine

Open records

Open reconds

Py

o Bonehoune Poot

Module Comment
Strains & Cells # ver sais coms
Straing & Celis #

hed Diganim Dusrthanielia

26




THE HEART OF OUR ELN

4-5. The Page

Click on Add New Page button in the Experiment main menu or Add Next Page
button in the Page main menu (if available, previous page not closed).

If no workflow is applied to the experiment, you can choose a page template in the
list if needed. If a template is applied, the page is formatted using the predefined
template allowing users to save time: just follow template instructions (see chapter
5).

Then, you have to choose a name and add tags to help you with your search if you
want (Enter to validate each tag). The page can also be associated to an icon for
quick identification in the Tree View. Several icons are available. Those icons have no
special meaning. Just define with your team, relevant signification for each icon. It
can be standard page, process, sequence analysis, calculations, etc.

Add New Page

Once the Page creation finished, you retrieve your information on the viewer. You
can edit the page’s name, tags and use the field content to describe your
experiment.

For each page, you have a menu on the top right. You can delete, print, and export in
PDF or zip format the page, and access to the page History.

! Page deletion is possible only if the section Content has never been saved
(version 1).

You can view version number on the top left. This number change after each content
page edition. You can thus recover old version of the page content.
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(version: 1) b—— Add Next Page Delete Page History Print Page Export PDF  Export Zip
)| - # Edit .
’ ! Page Portsmouth-sept09 [ Drop image here or click to upload

@ ress

[ Content

L. Please note that user can’t edit a page if already open by another user (lock
page on editing). All buttons turn grey.

You can also add a unique image by drag & drop on the top right (see the image
above). Any format is possible: photos, PDF, excel file... Use it to quickly link your lab
notes of the day from a scanner, the ELNDocSend, or by using your digital pen.

By default (without template), the ELN page has several sections:
1. Flat spreadsheet and SpreadSheet Data (see section 4-5-1)
Box/Microplate (see above section 4-4-2)
LabCollector Data (see above section 4-4-3)
Diagram Designer (see section 4-5-2)
Associated Files (see section 4-5-3)

vhwn
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B Flat spreadsheet

=:= BowMicroplate:

¢* LabColector Data:

FEH SpreadSheet Data

{_E Diagram Designer

&. Associated Files: & Marage

© 00 00FC
2

|i| Admin Validation Required: no
'{:j Page Status and Signatures: OPEN
Created by: Anne-Laure Sauvadet (2016-05-00 18:20:10) Modified by: AnnzLaure Sauvadet (20160800 18:20:10)

All page content modifications are allowed until the page is closed/signed. This
option is very useful to be compliant with a QA management system. Refer to
chapter 6 for more details.

4-5-1. Flat spreadsheet and spreadsheet Data

Two types of spreadsheet are available:
- Aweb spreadsheet or flat spreadsheet based on html5
- A JAVA spreadsheet

To use the web/flat spreadsheet, click on Edit button at right.
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PRl Flat spreadshaet [ 72 ]
A B AR AN R

1

2 sample

3 vy Sample code

4 FIAHOSCT  FL_AH 00530 [0 TRELEFIT 54 TR

5 PINB1-Scm | PLMD_03S 77 03 154075 00 14 01 | 72264 00

& PSRkm | PSSP0 ¥Td 00 [2mi0 5F 07 tn |TE2 ae

T PHOXH | PN 17710 00 (263611 a7 10t 1 00 Em0 29

§ ASilem 43 00 158705 18 45 00 %6331 18

9 FSisem 1135 00 26831 00 i 00 dEn4| 00

0 W S 0om d . 03 enT 2 o o1 10

1" P AH 10em PL_AH_ 10 va 00 128552 00 413 oo 00

17 PHSm FHOs 50 05 W0R2432 10 a1 03 08

13 WS1i0cm | W_S110 15 02 |9r4 | 22 [F] o 1]

W Weawbem | W 530 e [IRE I ERED [ [ na

15 RS1ilem | RALID “uz 00 | 145656 18 ) oo (X

W RSiilem | RAAID 05 03 | om0 | 23 (L} [ 1 i

You have access to a spreadsheet with all the function of a text editor and a basic
spreadsheet. You also have the possibility to use mathematical formula.

A Formulas are must be written in English format.

‘ Formulas are working with dot in decimal numbers.

BB Pt sproadshoet
L
Ic4 £l fomradas | Shorcuts gude
B J & E & & 1. A. BP- Seach
A B c [} E F [} H | ] K L [} N o F o ]
1 Cod Losation Site  Indinvidu D"m"“" Tallemm D¢ Db DC dtcelendiv ‘”I ':: Gfmiwbe Plague PCR  Legol  Ghta  DAP|
: I
3
4 B
5 o
L
7
8
]
0
"
1 st ] 20000810 1BS 162 w el | 1
11 Faet mw bty st e A1 70 09 3 n "z (1]
1 bt cobamn on e el st o H0R0BI 45 21 200 a2 (1] 1]
* insert cakumin on the night FEE—=le S SR = = i
Femove row @
- Remiove colunmn
Urdo
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Supported formulas

To edit a JAVA spreadsheet, click on the @ icon to insert tables. From this panel,
you can:

- Use a blank spreadsheet editor to create your own tables.

- Create a spreadsheet template to be used in routine.

- Load a spreadsheet template.

Spreadsheet Templates can be edited and modified from the Admin Menu (see
chapter 5-1-4).

EEH SpreadSheet Data

No SpreadSheet Dats are link to this page:

You can:
« add s new one {without template)

« add 3 new cne whith the template |  Gradient PCR L\:| ok

* add & new template
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When the spreadsheet is opened, you can edit, modify tables and graphics to store
your results. You can also open your spreadsheet in full screen.

Users must save tables into the database otherwise information will be lost.

ot Tooh Help

File Edit View lenes

REFE | & s A oo @ wom e

Samsterd vimel BT O AD EE#8E vFxwuwo
A

[ ) [0 T T3 0 VB e 2 T A% ]
1 Tamain posee 1:1 o
2 Tampiratere gradient 580 600 B21 B39 B51 655 485 489 501 L Watal
] Wkas Balch A AN R RN A
4 |eau naw 1ns NE N5 1151 15 18 =
5 MgCi2 1Az 2 2 2 2 2 2 82
£ Hulter 11508) [ ' 0
T dNTR naw ar 02
8 eulF 454 (i 10pk) B3 03 78
9 sukELAS (C1 100M) =] 03 Ta
10 GeTaq 3AT) 02 52
11 Vel Prod ! k]

17 Wel. ds Tuhe

. Formulas are allowed but they must be written in English format.

!\ Formulas are working with commas instead of dot in decimal numbers.

Now, you can download your spreadsheet as an excel file by clicking on the Excel

icon at right.
Spreadsheet data are also integrated in the printable, PDF and zip versions.

4-5-2. Diagram Designer

LabCollector ELN integrates a Diagram Designer. Click on this icon &g and Create
(on the right) to start a diagram. Multiple elements can be added like text, arrows,
and numerous laboratory items, by using Add item menu and choose between the

elements.

Panel dimensions can be modified using the Panel Editor. You can define panel width
and height quickly using your mouse. You can also add a panel grid in the
background facilitating elements alignments. Click on the See Grid icon to display the
grid.

)
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gg Diagram Designer

Add ltem Add Personnal ltem Other

Edit panel width:  600px 2500px  Editpanel height:  400px 2000px | || See Grid

delete

—_—

delete

delete
“ é

; \ delete
v ~ A

.. save text [border ]| detete  +[ ]| delete
. ol ®

ave text border [ ] | delet ...save text [border ]| delet ===

delete

; ; delets \ delate
delete delete [ aetete P

L e T~

) delet=

/ delete delete f

delete L ! P P

Each element added appears in a grey box allowing users to manage box dimension
easily. Note the box border and color aren’t displayed when you print a preview
(paper version or pdf file report).

To print a paper version or see a diagram review, use the tab Other.

Diagram

ADP ATP i ;
carbamyl- LL CO2 NH3

phosphatase

& -

e S
@i i

1370

Images can also be added using Add Personal Item tab. Select the image of your
choice, give it a name and choose the size. Items can be imported in three
resolutions:
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- Small quality (40px * 40px)
- Medium quality (160px * 160px)
- Big quality (360px * 360px)

You can also define rules to manage images usage.

Select an image fil ‘.| Farcourir...  Aucun fichier sélectionné.  * pno” ipo ipeg giff

Name in menu[[T=" hhd:’ 3

(") Small (40px * 40px}
£l (@) Medium (160px * 160px)

() Big (360px * 360px)

O Available for all users and in all pages
() Awailable only by me and in all pages
(@) Available for all users and only in this page

Image usage;

() Available only by me and only in this page

[note: all user allow to see the pages will can see it; the restriction is only for the permission of add the
image in a panel]

The last tab Add New Molecule Item is optional (appears only if you have the plug-
in) and allows designing chemical structures and reactions. You can choose to import
structures from LabCollector Chemical Structures module or to design new
structures directly from the Diagram Designer.

&g Diagram Designer

Add ltem Add Personnal ltem [EGLERETRN TR i) Other

Edit panel width:  600px Add New Molecule 400px 2000px u See Grid

=§E

To import structure from LabCollector database (only Chemical Structures module),
you must link the page to structures of interest using LabCollector Data (see section
4-4-3). When chemical structures are linked to the ELN page, the tab displays the list
of available structures. Select one structure to add it directly in the panel.
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(¥ LabColiector Data:
Name Medule Coemment

F'Bm  vitaminC Chemical Structures ra

C’.'Em Aspirin Chemical Structures I

F'B@ Riboflavin Chemical Structures ra

d Diagram Degigner

2000 [ Se=Grig

Users can also design their own chemical structures directly through the diagram
designer using Add New Molecule function (using the open-source editor
JChemPaint).

File Edit View Atom Bond Tools R-groups Templates Help

(<5 2] e [ (R (][] [ o (] =] AN (Gl @

W]

» Make ns explicit
» Clear

mole_2015.10.13-12:36:28
@ Submit Cancel
&

(o] «3i=]| >3}

HO{

bJISF)E W]

q Il [Tv

ol (m[o] N e 5 F) ol Bn (1l = 1

A new window containing a molecule editor appears. You can now design any
molecule needed for your experiment. This tool includes a molecule database with
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the most used ones (Templates). A periodic table is also integrated. When the
molecule is designed, define a name and click on Submit button to display it in the
panel. Molecules in the panel can be modified using Edit function in the molecule
box (grey).

4-5-3, Associated files

In the section Associated Files, any files can be easily attached to the page by drag
and drop. Its status version can also be defined to follow the work progress:
definitive, intermediate or discarded version with corresponding icons.

SYMCpEIE. png version T REMOVE

=

REMOVE

L REMOVE

i R A S

RS

& [ remove

After adding a file, don’t forget to SAVE the action on the right. All those files will be
in the ZIP export folder.

You can remove files by checking the case REMOVE then SAVE.
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5- TEMPLATES AND WORKFLOWS MANAGEMENT

To make AgileBio ELN friendly to use, template and workflow functions

are integrated. These options allow users to save time and use standard procedures
to increase productivity and quality of their work.

Home New BookProject Add LogEntry Options |JADMIN |

. Workflow

ated | v| from to
Template
Log

Experiment Book History Print Book Export PDF Page

Manage

‘L. pon't forget! If you activate Advanced Permissions, you can allow ELN users to
create and edit workflow (C/EW) and template (C/ET).

5-1. Templates

5-1-1. Create custom fields

To customize ELN pages and ELN pages templates, users can create custom fields.
Go to Admin > Template > Manage custom fields

O Rebash List
Ty tons ] ruta Helg

1 Select st select + B NO
2 Checkbox checkbox s B NO
3 G o s B Archaesl PCR templste 1 NO
Add New Custom field into Pool of fields

Fidd Name Iype
[+] # Free test O fiekd Checkbox O Select kst O Dite Fiekd O Lirk Fiedd O Grid Fiedd

Mandatory. Ces ®ho Hedp text

Options for Texd Fiekd type: Lengh: | 50 hil -+~ Cantom Finkd
Mote: I you wan defined parametersTields 10 be added 19 the tempiate. you need 1o Seiect an avaiatie custom field from the kst above of gonerate a custom field frst and
select
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To add a field, choose a name and define the field type: text, checkbox, select list,
date, link or a grid.

Maximum length of a text field is flexible depending on required information.

It is possible to define a custom field as mandatory. With this function, you will be
sure that required information will be completed. To help your colleague to
understand the data requirement, use the help text section.

Edit predefined values for: (type is select)
values list:
value 1 W
value 2 w

(%)

NOTE: Do notuse ", " as it is used as a separator

3
For select list and checkbox types, edit the values with the icon =
The grid field type allows creating a two-column table that you can fill with the
values of your choice.

Add row Add 10 rows Remove selected Clear all Import CSV Export CSV
test 1 test 2
Samplel 15.2
Sample2 58.6
Sample3

5-1-2. Page template

Search By Name By User Anne-Laure Sau v from L=}
Template Nama Version Templale Descripbon
Default termplate: verson - 13 Write whatever you want
Baclenal PCR verson B PER with General prmers
Archaeal PCR verson - 4 PCR with General prmers
Eukarya PGR version - 2 PCR with General primers
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On this page you can manage all your templates. Create a new template with Add
Template button or view/edit an existing template selected in the list with the View
/ Edit buttons. You can also duplicate an existing template with the last button
Duplicate.

The first template in the list is the default template.

On the same page, you have the versioning data for each template.

The template is identified by a name (1) and a description (2) if needed. You can use
the text editor to prefill your page (3).

Template Name : o Bacterial FCR

Template Description : FCR with General primers

Prefiled Page Content : e

s |H @ @ E||\ = & &)+ B 0 @@ B B I U5 x x L

EEae S s hs T e -|| Fomat - || Pobee -] Tame -

A- B |H

== k|1 B E =
2

Protocol thermocycler sccording to INSERT REFERENCE

Positive control > Runellz slithyformis

Temperature Time | Cycle
85°C z 1
24°C 0
B2°C 0 0
T7°C =0
+ Teycle

7°C [ =

c -1

PCR on extrsct and DNA from ADD DATE ADD EXPERIMENT PAGE with bacterial primers 27F/U1437R on ADD EQUIPMENT

INSERT GEL IMAGE

Conclusion

B @ resoe | 4

Then, select in the template options (4) section what you want to use in this
template: SpreadSheet Data (Java), Diagram Designer, LabCollector Data,
Box/Microplate, Associated Files and Flat spreadsheet (Html) (for more details on
this function, see chapters 4-4 and 4-5).
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Custom fields (5) created in the previous step (see chapter 5-1-1) can be selected

here. Select the custom field in the select list then do Add.

In the last section, you can configure access to this template (6). By default,

templates are share with all ELN users.

Then, don’t forget to Submit (7) to validate your template. You can edit a template

as you need.

Options SpreadSheet Data

[ piagram Designer

o LabCollector Data

BoxMicroplate
Associated Files

D Flat spreadshest

Available Custom fields for ELN Template Design o

vm

Field Mame Type Help text Mandatory

Select list select NO

Chedbox checkbox YES
Accessz M\ By default the template is shared with a1l ELN users

Share with all ELN users

e Share with my group

Share with other groups

Share with other user(s)

Q =

Actions

These templates will be accessible when you create pages in your book and are part of the

workflow system.

5-1-3. Reaction template

With the ELN Chemistry plugin in option, users can design chemical reaction by

importing structures from LabCollector Chemical Structures module.

Chemical reactions can be integrated in book pages, reporting, reused and changed if

needed.
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You can design chemical reactions by clicking on the chemistry plugin available in the
text editor -,

First, search your molecule in the database then add it to the reaction.

.}
Mmaleculs search Searchjand|insert:

AMOlBCUlE, —e— @ ‘\‘

T oo

S

o ..

[] Sawer i Template

Then, add arrows or other sign as you need.

Molecule | vitamin Search Insert aIrows —.&)
orothersign .

\ >

€

[ [ —#
- r—

0, OH
o o Add| Insertin Page
o+

[] Save as Template

Continue and finish your reaction by repeating the previous steps. Once a reaction is
designed, it can be inserted in book page and save as template.
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Molecule | aspirin

LR " )
g, .(‘v‘\g’z-ﬂ C 1‘,0\,7,-.,, Agd
& r t R o o [ Save a5 Template h

— oS

EZTW

To manage reaction template, you have to go in Admin > Template > View/Edit

Reaction Template. Here, you can edit your reaction with @ and delete a reaction

with @

Danption
Croated By Tiags{T015-10-11 14:03:23}

I
Description
Created By Tlage(2015.10.13 13:08:52}
,
!
s’ g

Oesnption
Created Dy Tiaga(2014-11-20 134739}

View/Edit Reaction Template

w|  Saarch

Last Upedate Ry Tiaga[2015-40-11 14:03:23)

— Beel 2

Last Update By Thago[2015-10-13 13:08:52)
o

———4 m
o

Last Update By Tisgo(2014-11-20 124705

e g
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5-1-4. Spreadsheet template

Choose Template to View / Edit

Gradient PCR

Ml ® View / Edit Template =+ Add a new Template X Delete Template

From Admin > Template > Manage SpreadSheet Template, you can manage JAVA

spreadsheet templates.
You can add new templates from this panel or you can view/edit templates saved in

the ELN application. Template can also be deleted.

To create a new template, click on Add a new template. A new window with a
spreadsheet appears.

‘L. You need to active JAVA plugin in your browser.

Give a name to your template, and create the table that you need. Do SAVE.

Template name:
File Edit View Insert Format Tools Help
@@H|§| %E@|ﬂﬂ|mu%v||ﬁ \O.|ﬂ’@
SansSerif vov]|Brusa|s==H| 0Fxuna
A |
A T B [ ¢ [ o [ E [ F [ 6 [ H [ 1T [ J ]
i 1
2
3
4
5
5]
7
8
9
10
11
12
13
14
158
16
17
18
|4+ | Sheet1
|Ready
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To edit a template, choose it in the select list and click on View/Edit template. Again
JAVA opens and your table appears in the window. Change what you need then
SAVE.

b

Template name Gradient PCR
File Edit View Insert Format Teols Help

BEE & +BRY oo we. H Nol|il'E

SansSerif ~| |10 ~ B 7 QAQ mn & % 1a O

Al
A B c D E F G H | J K L M M (4]

1 1 Témoin positif 1:10

2 Temperature gradient 48.5/48.9 501 519 540 56.0 58.0 60.0 621 63.9 651 655 485 4
3 N°tubes Batch 1 2 3 4 5 6 7 8 9 0011 12 13
4 eau new |[115/115 115 115 15115 115 115 115 115 115 115 115 1
] MgCI2 114(A2) 2 2 2 2 2 2 2 2 2 2 2 2 2

6 Buffer 115(A5) 4 4 4 4 4 4 4 4 4 4 4 4 4

7 dNTP new o7 o7 07 07 OF OF O7 O7 07 OF OF 07 07 (
8 eukF-454 (Ci 10uM) B9 03 03 03 03 03 03 03 03 03 03 03 03 03 ¢(C
9 eukR-454 (Ci 10uM) cs 03 03 03 03 03 03 03 03 03 03 03/ 03 03 ¢(
10 GoTag 113(A1) 02 /02 02 02 02/02/02 02 02 0202 02 02 €
11 Vol Prod 1 1 1 1 1 1 1 1 1 1 1 1 1

12 Vol ds Tube 20|20 20 20 20|20 | 20 20 20 20 | 20 | 20 20
13

14

18

186

17

18
4 » | Sheetl
Ready

5-2. Workflows

A workflow is a sequence of connected steps that can be used in a work organization
or a process. Workflows are useful for routine experiments, helping standardize
writing of experiment reports to increase quality of lab activities.

A workflow is related to the Experiment level.

From the ADMIN menu users (depending of permissions, see section 3-1-1) can
add/edit a workflow combining several pages (blank pages and/or templates) that
will be applied in an experiment.

1. Before editing workflow, you need to define page templates if needed

(chapter 5-1).
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To create a workflow, click on Add Workflow on the top right.

Serch By Name By User  Exlete Mogense |+ from )
PCR ervranmental DHA ew StepsiPages 4 Admin Valdation - yes
TaskList StepsiFages -4 Admin Vakdaton - no
e tiask st StepsPages 1 Achrmin Valdation - o
WF Marine StepsPages 2 Admin Vabidation - no
EleRt WF StepsiPages 2 Adrun Vakdabon  no

1. Giveitaname

g

3.  You can here listed tasks

Instructions for user or description, if you want.

corresponding to the process. Named the task, add

a comment if you want then click on Add item.

4. Choose the number of pa

ges/steps describing your workflow and validate.

If you want to associate a template to a page, choose for each page the

template in the select list

or default template if you want a “blank” page.

5. Workflow can required admin validation. If you check YES, the user can’t
close a page. Only another administrator can validate and sign the page (see

section 7-2-2).
6. Validate your workflow

Instructions

Page 1

o Page 2 daches T

Page 3
Page 4
Page & |

Page | Def:

o e CYES ®NO

AUIL Tt £
o=
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2 We recommend adding a couple of blank pages at the end of a workflow to
avoid unexpected events even if length pages in the workflow are unlimited. So
users will be able to add rectifications if signed pages contain errors or need

additional information.

So, when you start an experiment, you just have to select the appropriate workflow

in the list.
Add New Experiment
9 Experiment Name:

,_-gu:' Choose WorkFlow:

‘ Page Tags

PCR environmental DNA new

Default / No workflow

PCR environmental DNA new
TaskList

new task list

EllieR WF

Your experiment details page will have a new section about workflow information.

Expearimen Bickim sampile LealA1-58 # Eal

Experiment type I Warkllow

Worflow Information

Uses Warkflow \iarkliow Instnuctions Murnber of Steps{Pages) in Warkllow Adrren Validation Required
Parfarm 3 dfferent PCRS on
PCR on enviranmental DNA entractied and puriied DNA from 3 yes

emaranmental sample

Page Statiss
Bactenal PCR N'1584 VALIDATE
Archaeal PCR N'1585 VALIDATE
eukaryal PCR N*1586 EDITED

Termiplate used
Bactenal PCR
Archazal PR

Eukarya PCR

The creation of the pages in your experiment will be automatic, following the

workflow.

46




AUDIT, LOG ACTIVITY AND TASK TIME

6- AUDIT, LOG ACTIVITY AND TASK TIME

The audit function allows team leader to follow up users activities on the ELN.

Home  New Book/Project  Add Log Entry ~ Options | /ADMIN |

Workflow

ated |w| from

Template

Experiment History Print

Page

Manage

The Audit Trail displays all modifications done by the selected user, in a specific date
range. Numerous actions are identified like page creation, edition, signing, link
removal, etc.

User:| Select v Date range - from 2011 o| 2015-12-22 m
et ange  Action Book Name Experimoent Name  Page Nams
Anne-Laure Sauvadet  201512.22  CREATE NEW Expenment/Froject (4) WORM EXPERMENTS  Sampling cruise
Anne-Laure Sauvadel  2015-12.22  Mew task dem added (4) WORM EXPERMENTS  Samphng cruise
Anng-Laure Sauvadet  2015-12-22  CREATE NEW Page {4) WORM EXPERMENTS  Sampling cruise Bord de la Manche cl4é frangais
Anne-Lawre Sauvadet  2015-12.22  Admin EDITED Template (Default template 1)
Anne-Laure Sauvadet  2015-12.22  DELETE Page
Anne-Lavre Sauvadet  2015-12.22  CREATE NEW Page (4) WORM EXPERMENTS  Sampling crutse Bord de la Manche
Anne-Laure Sauvadet 20051222 User Created diagram panel (1) WORM EXPERMENTS  (14) Samphng crurse  [30) Bord de la Manche

The View Log Activity recorded the same information as Audit trail but only on the
last 50 entries and without filtering.

The Task Time function allows you to visualize time required to perform project
tasks. This report can be edited for a user, a period, and completed tasks. Export file
is available with the excel icon on the right.

This feature is very useful for collecting task’s time and user’s time per project.
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Time Par Task

Book Nama

st boak creation

WORM
EXPERMENTS

User | Select
Expariment Nama
expl

Sampling cruise

Usext

Anne-Laurs

Anne-Lawe
Sauvadet

qnauwu;e from 20161122 Mo 20159232 [ Only show comphite experments

Tiask reame Dale starl  Datestop Time  Completion Exocuted time  Stales
taghe 1 0151222 700N 10.00% 780N OPEN

Talal time: Nm: 10.00% T80 h
Encrples 20151222 800h  2000% 1E0h GPEN
callection

Totaltime:  BO0Oh 20.00 % 160h

Total time: 560: 15.00 % 240h
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7- ELECTRONIC SIGNATURES

Validation with electronic signature certifies the ELN contents and all links between

the ELN and LabCollector Database. Before using digital certificates, LabCollector
need to be setup.

7-1. Manage Electronic Signatures

First activate OpenSSL and Curl on your PHP preferences:
- Windows: open LabCollector Manager, in Settings > Configure Servers >
PHP, edit PHP.INI and uncomment (delete ;) the following extensions:
extension=php_openssl.dll and extension=php_curl.dll.
- Mac: contact us for more information
- Linux: install PHP-OpenSSL and PHP-Curl rpms.

For Win32/64 users, in order for these extensions to work, two DLL files (libeay32.dll
and ssleay32.dll) must be available to the Windows system PATH (System32 or
SysWOW64). For information on how to do this, see How do | add my PHP directory
to the PATH on Windows.

Computer Name | Hardware | Advanced | System Protection | Remate

User variables for AgilBio

You must be logged on as an Administretor to make most of these changes:

Varisble Value
Pesfomarncs
Visual effects. processor scheduling, memory usage, and vitual memory TEMP YUSERPROFILE%\AppData\.ocalTemp
™ %LISERPROFILE%\AppDatalLocal Temp
User Profes 3 = —
Desktop settings related to your signn e S e
T System variables
Variable Value =
Starup and Recovery )
System startup, system failure, and debugging information os Windows _NT
C:\Program Files (x86) \ImageMagick-6...-
PATHEXT \COM; [EXE; BAT; .CMD;.VBS;.VBE;. JS;....
Settings
PROCESSOR_A... AMDG4 v
——mp | Eviorment Varises New... Edit... Delete
oK Cancel honly =

Although copying DLL files from the PHP folder into the Windows system directory
also works (because the system directory is by default in the system's PATH), this is
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not recommended. PHP folder is located in the main LabCollector folder, for
example: C:\Program Files (x86)\AgileBio\LabCollector\php.

PHP will search for the openssl.cnf using the following logic:

. The OPENSSL_CONF environmental variable, if set, will be used as the path
(including filename) of the configuration file.

. The SSLEAY_CONF environmental variable, if set, will be used as the path (including
filename) of the configuration file.

o The file openssl.cnf will be assumed to be found in the default certificate area, as
configured at the time that the openssl DLL was compiled. This is usually means that
the default filename is c:\usr\local\ss/\openssl.cnf.

Basically, just create the folder C:\usr\local\ss/ (folder usr then local then ssl) and
copy openssl.cnf provided in \LabCollector\php\extras.

7-2. Use electronic Signatures
7-2-1. Manage Certificates

Go to ADMIN > Manage > Digital Certificates.

1 Anne-Laure Sauvadet 20151014 10:45.0F B =] B 296 days e
2 Mok V J015-10-14 11,0625 Ei [#] B T96 darys
3 Marine S 2015-10-14 11:54:38 B =] B

From this page, the administrator can create and manage all digital certificates. Click
on Create new user certificate and keys at the top left.

LoAn fields are required to create the certificate.

A certificate is unique and related to only one user. Once submitted, user profile is
displayed on the screen. Three keys are created:

- Private Key

- Public Key
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- CSR (Certification Signing Request)

A signature image can easily be attached to the certificate. Just download it using

n icon.

A certificate is valid during one year. It can be renewed by a simple click on RENIEW
button.

Authentication can be configured at this stage via ADMIN > Manage > Digital
Certificates Options:
e No authentication (no password, no certificate needed)
e  Login Authentication: authentication with your LabCollector login
e  Certificate authentication
O By password: authentication with the password generated when
you create your digital certificates
0 Or by private key: authentication with the private key file saved
in .pem and the certificate password

Certificates and keys options for signatures

Choose the Authentification Mode

[ Mo Authentication
[ Login Authentication
Certificate Authentication

Certificate Authentification Mode

® Private Key O Password

7-2-2. Page validation and signing

Workflows are edited with two options: page validation/signing or not as it was
describe before (Chapter 5-2).
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To valid and sign workflow pages, go to Admin > Page > Page Validation & Signing.

A list of all pages that need to be approved/closed is displayed. The administrator
can approve pages only if it’s required by the workflow.

The approval is indicated by a name and a date in the bottom of the page. When a
page is validated, no changes are possible.

Show only pages from user | Select | Book | Select .%.im{chanrusignyowwnpagesJ

Usar Date Book Nama Experimanl Nama Page Name Admin Status Action

Marine 5 2016-05-11 14:58:01 CHEMECO exp WF 1 PENDING © Approve | Close
Marine 5 P01B-05-11 15.00:00 CHEMECO eup WF 2 PENDING m
Marine S 2016:05-11 15:00:12 CHEMECO exp WF 3 PENDING © Approve i Clase
Elie R 2016.08-04 114325 DURESS GARDIFF admin vaidation test PCR AZ568

Once the administrator Approve/close the page, the user/owner can sign the page
too. The certification process of the document is complete.

Iil Admin Validation Required: yes

Q Page Status and Signatures: i APPROVED by Anne-Laure Sauvadet on 2016-08-04 11-52:44

C

reated by Ellie R (2016-08-04 11:41:01) Modified by Ellie R (2016-08-04 11:42:07)

NOT SIGNED by owner Q @ VALID content by ADMIN signature

Anne-Laure Sauvadet on 2016-08-04 11:52:44

& Sign page
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Administrators that can sign are the same users define as Pl in section Advanced
Permissions. They can find a list of all pages to sign in Admin > Page > Page Signing.

Closed Pages awaiting Admin Signing

Shew oy pages from user Seect »| Baok | Sewect | m (Wi cannat Sign yaur own gages)
Usar Date Book Mame Experiment Name Page Name Action
Anne-Lawe Saradet | 20151000 130858 HYDROTHERMAL EXPERMENTS  Development Gradsent POR cukF-454/eukR.454

Anne.Laure Sauvadel 20951103 142632 HYDROTHERMAL EXPERIMENTS  Biofim sampie Lealn 158  Bactenal PR N*1584
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8- UPGRADING AND UPDATING

To update or upgrade the ELN Add-on module, just download it from our

website (www.labcollector.com). Then, unzip the folder and paste files in the
following folder:

Programs\AgileBio\LabCol lector\www\lab*\extra_modules\eln

*The name of this folder is the laboratory nickname chosen during LabCollector
installation.
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	1- INTRODUCTION
	2- GETTING STARTED
	You can get ELN add-on simply by downloading from www.labcollector.com. LabCollector software has to be installed first as it contains the framework. LabCollector support documents for installation are available on our website. ELN add-on can be installed on any operating system (Windows, MacOS X and Linux).
	1/Manual mode:
	Unzip and paste ELN add-on folder in the extra modules folder. For Windows it would look like:
	C:\Programs\AgileBio\LabCollector\www\lab\extra_modules\eln
	Open LabCollector, the ELN add-on module is now activated. Click on the module to finish the installation.
	2/Automatic mode from LabCollector interface: 
	You can also use LabCollector Menu 
	Admin > Setup > Upload/Add Addons > Upload Addon ZIP > Add Addon
	; Maximum size of POST data that PHP will accept.
	; Its value may be 0 to disable the limit. It is ignored if POST data reading
	; is disabled through enable_post_data_reading.
	; http://php.net/post-max-size
	post_max_size = 80M
	Return to LabCollector, the ELN add-on module is now activated. Click on the module to finish the installation. 
	3- OVERVIEW
	ELN’s main interface is composed of: 
	 A menu bar with 5 tabs: 
	- Home 
	- New Book/Project 
	- Add Log Entry 
	- Options 
	- ADMIN 
	 A search menu by keyword or tag with filters (under Search options): Book, Experiment and date. 
	 A Tree View to switch easily between books, experiments and pages. 
	 A viewer to display books, experiments and pages details. 
	/
	Note: a language selector is integrated to switch easily between English, French, German, Spanish and Portuguese interfaces (see chapter 3-2).
	3-1. Admin Menu
	Only users with an administrator profile can access to the ADMIN menu in its entirety.
	/
	From this menu, workflows, pages/chemical reactions/spreadsheet templates and custom fields can be managed to standardize and harmonize writing procedures of experiments (see chapter 5).
	Managers can get an overview on the ELN activity using the Log Activity (last 50 entries), the audit tools and the task time reports. Filters by user and/or date range are available to execute more specific audits. For more details, see chapter 6.
	Super-administrator and administrators can manage digital certificates, pages validation and signing from this menu. For more details on these functions, see chapter 7 of this user guide.
	3-1-1. Permissions

	/
	Through ADMIN> Manage > Advanced Permissions, super-administrator can manage users’ permissions:
	- Basic selection corresponding to actual users’ permissions.
	- Advanced selection: super-administrator can define PI for each group and PI can define specific user’s permissions.
	Basic selection opens two more tabs:
	1/ Add Book/Project Rules, where super-administrator selects if administrator, staff and user can create new book.
	/
	2/ [All Books] Tab Access, allowing super-administrator to configure access to All Books.
	/
	/
	Advanced selection allows defining PI for each group, and permissions for all users.
	Per user, permissions are: 
	- All: All permissions
	- C/EW: user can create and edit workflow
	- C/ET: user can create and edit template
	- ANB: user can add new books
	- VAB: user can view all books
	/
	3-1-2. File upload options

	Super-administrator and administrators can manage file uploads/page associated files options.
	/
	Sizes limits per file are defined in the information section.
	You can activate or not this option.
	If this option is not activated, files will be registered in the database by default.
	If this option is activated, files will be registered in a defined folder. Folder has to be defined in the path section. To verify your path, you can test it (Try button + legend: / not tested, / correct path, / incorrect path).
	You can also customize the maximum size/file (0 to 100M) authorized in database:
	- 0M: Files will be stored in the defined folder (path section).
	- 100M: Files will be stored in the database
	- In the other cases, like in the example, 1/Files will be registered in the database if the file is ≤ 50M and 2/Files will be registered in the defined folder if the file > 50M.
	3-1-3. Auto login time out

	/
	Users can activate this function to block access to their ELN if it is not use. Once activate, choose the time out in minutes then save.
	 /
	3-2. Option Menu
	From the Options menu, you can select to display ELN interface in English, French, German, Spanish or Portuguese.
	Tree View management options are available in this tab (see chapter 3-3).
	/
	Through this menu you can also access to tools to merge/compile two or more pages in print / pdf views (report arrangement).
	To select interesting pages, click on the Select Pages bouton and check pages.
	/
	Then choose your printing method (PDF or print) through the Options menu: click on merge selected pages (print) or merge selected pages (PDF).
	3-3. Tree View
	You can hide the tree view using  / or display the Tree View options using / next to the search menu or from the Menu bar: Options > Tree Options.
	Several options are available to manage information displayed in the Tree View:
	- Hide closed pages
	- Display only created or modified pages
	- Select a time period
	- Use ASC/DESC button to display books and experiment by ascending/descending order
	- By default, Tree View elements are displayed by date of creation but you can sort them by alphabetical order.
	/
	The Tree View panel displays books, experiments and pages.
	Three tabs are available to manage the Tree View:
	- My Book (default setting): display all books created by the user.
	- My Collaborations: display books for which the user has been identified as a collaborator. A collaborator can view, edit and modify experiments and pages.
	- All Books (only displayed with Admin status): display all books of the lab.
	A Quick search engine by keywords is integrated allowing users to quickly find books, experiments and pages (focus on names only). Navigation between results is possible using Find Next and Find Previous.
	/
	Users can hide or show archived books to refine the Tree View display. Archived project are hidden by default.
	The separation between the Tree View and the main panel is flexible. To modify the tree view dimension, click on the separation line between both panels and drag it on the left or on the right according to your needs.
	A Drag & Drop function is activate in the tree. You can move experiment (and all the dependent pages) from a book to another and move unclosed pages from an experiment to another, as you need. 
	4- THE HEART OF OUR ELN
	/
	1. Import your text. If you want to insert text from another text editor, our advice is to use these different paste buttons
	2. Text formatting (bold, italic,…)
	3. Text formatting (styles, size, color…)
	4. Search and proofreading
	5. Special characters, tables
	6. Link and anchor
	7. Image insert
	If you want to insert pictures, our advice is to use one of the applets: photoeditor, add an image and the link to LC Photobank.
	If you want to modify an image before insert it, you have to use photoeditor applet. So you can add legends, text box, arrows… With this applet you can also directly take a picture and insert it in your ELN page. 
	The stickers can be managed through ADMIN > Template > Manage image stickers. You can unselect or select default stickers or add your own images.
	/
	/
	You can also use our new easy and simple application, ELNDocSend, to scan paper notes and send to your ELN.
	If users need to import tables, they can use copy/paste but we don’t recommend it. It’s better to create a new one and fill results manually. Press the table button on the toolbar. The Table Properties dialog window that will open lets you set configuration options that define table size, its display properties, or other advanced properties.
	Below is an overview of all Table Properties tab elements: 
	 Rows – the number of rows in the table (obligatory). 
	 Columns – the number of columns in the table (obligatory). 
	 Width – the width of the table in pixels or a percent value. Giving the width as a percent value lets you set the proportion of the editing area that the table will occupy. 
	 Height – the height of the table in pixels. 
	 Headers – the drop-down list that formats certain table cells as headers, which applies special formatting to them. You can apply header formatting to First Row, First Column or Both. 
	 Border size – the thickness of the table border in pixels. 
	 Alignment – the alignment of the table on the page. The following options are available: Left, Center, Right. 
	 Cell spacing – the space between individual cells as well as cells and table borders, in pixels. 
	 Cell padding – the space between the cell border and its contents, in pixels. 
	 Caption – the label of the table that is displayed on top of it. 
	 Summary – the summary of the table contents that is available for assistive devices like screen readers.
	Note: 1 pixel (px) is approximatively equal to 0.30 millimeter (mm).
	With the ELN Chemistry plugin /, users can design chemical reaction which can be integrated in book pages, reporting, reused and changed if needed (see chapter 5-1-3).
	When you are drafting your work, and you change the page or book without saving your current work, the LabCollector ELN warns you with this message.
	/
	An automatic backup of your changes (every 30 seconds) and a manual backup are also accessible until you save or cancel your new experiment or page. At the bottom of your text editor, you can find both buttons: to backup now and to restore backup. 
	/
	You can preview saved snapshots before restoring them and remove them.
	/
	Experiment can be moved from a book to another using the related button Move Experiment To (left bottom of the experiment details). You can also simply use drag & drop function in the tree (see chapter 3-3). 
	 Since you cannot delete experiment, we recommend you to create a book TRASH and move the experiment that you don’t want to keep inside.
	Click on Add New Page button in the Experiment main menu or Add Next Page button in the Page main menu (if available, previous page not closed).
	If no workflow is applied to the experiment, you can choose a page template in the list if needed. If a template is applied, the page is formatted using the predefined template allowing users to save time: just follow template instructions (see chapter 5).
	Then, you have to choose a name and add tags to help you with your search if you want (Enter to validate each tag). The page can also be associated to an icon for quick identification in the Tree View. Several icons are available. Those icons have no special meaning. Just define with your team, relevant signification for each icon. It can be standard page, process, sequence analysis, calculations, etc.
	Page deletion is possible only if the section Content has never been saved (version 1).
	You can also add a unique image by drag & drop on the top right (see the image above). Any format is possible: photos, PDF, excel file… Use it to quickly link your lab notes of the day from a scanner, the ELNDocSend, or by using your digital pen.
	/ Formulas are must be written in English format.
	When the spreadsheet is opened, you can edit, modify tables and graphics to store your results. You can also open your spreadsheet in full screen.
	Users must save tables into the database otherwise information will be lost.
	/
	 Formulas are allowed but they must be written in English format.
	 Formulas are working with commas instead of dot in decimal numbers. 
	LabCollector ELN integrates a Diagram Designer. Click on this icon  and Create (on the right) to start a diagram. Multiple elements can be added like text, arrows, and numerous laboratory items, by using Add item menu and choose between the elements.
	Panel dimensions can be modified using the Panel Editor. You can define panel width and height quickly using your mouse. You can also add a panel grid in the background facilitating elements alignments. Click on the See Grid icon to display the grid.
	/
	Each element added appears in a grey box allowing users to manage box dimension easily. Note the box border and color aren’t displayed when you print a preview (paper version or pdf file report).
	To print a paper version or see a diagram review, use the tab Other.
	/
	Images can also be added using Add Personal Item tab. Select the image of your choice, give it a name and choose the size. Items can be imported in three resolutions:
	- Small quality (40px * 40px)
	- Medium quality (160px * 160px)
	- Big quality (360px * 360px)
	You can also define rules to manage images usage.
	/
	The last tab Add New Molecule Item is optional (appears only if you have the plug-in) and allows designing chemical structures and reactions. You can choose to import structures from LabCollector Chemical Structures module or to design new structures directly from the Diagram Designer.
	/
	To import structure from LabCollector database (only Chemical Structures module), you must link the page to structures of interest using LabCollector Data (see section 4-4-3). When chemical structures are linked to the ELN page, the tab displays the list of available structures. Select one structure to add it directly in the panel.
	/
	Users can also design their own chemical structures directly through the diagram designer using Add New Molecule function (using the open-source editor JChemPaint).
	/
	A new window containing a molecule editor appears. You can now design any molecule needed for your experiment. This tool includes a molecule database with the most used ones (Templates). A periodic table is also integrated. When the molecule is designed, define a name and click on Submit button to display it in the panel. Molecules in the panel can be modified using Edit function in the molecule box (grey).
	After adding a file, don’t forget to SAVE the action on the right. All those files will be in the ZIP export folder.
	You can remove files by checking the case REMOVE then SAVE.
	5- TEMPLATES AND WORKFLOWS MANAGEMENT
	 To make AgileBio ELN friendly to use, template and workflow functions are integrated. These options allow users to save time and use standard procedures to increase productivity and quality of their work.  
	/
	/ Don’t forget! If you activate Advanced Permissions, you can allow ELN users to create and edit workflow (C/EW) and template (C/ET).
	5-1. Templates
	5-1-1. Create custom fields

	To customize ELN pages and ELN pages templates, users can create custom fields.
	Go to Admin > Template > Manage custom fields
	/
	To add a field, choose a name and define the field type: text, checkbox, select list, date, link or a grid.
	Maximum length of a text field is flexible depending on required information.
	It is possible to define a custom field as mandatory. With this function, you will be sure that required information will be completed. To help your colleague to understand the data requirement, use the help text section.
	/
	For select list and checkbox types, edit the values with the icon /.
	The grid field type allows creating a two-column table that you can fill with the values of your choice.
	/
	5-1-2. Page template

	/
	On this page you can manage all your templates. Create a new template with Add Template button or view/edit an existing template selected in the list with the View / Edit buttons. You can also duplicate an existing template with the last button Duplicate. 
	The first template in the list is the default template.
	On the same page, you have the versioning data for each template.
	The template is identified by a name (1) and a description (2) if needed. You can use the text editor to prefill your page (3).
	/
	Then, select in the template options (4) section what you want to use in this template: SpreadSheet Data (Java), Diagram Designer, LabCollector Data, Box/Microplate, Associated Files and Flat spreadsheet (Html) (for more details on this function, see chapters 4-4 and 4-5).
	Custom fields (5) created in the previous step (see chapter 5-1-1) can be selected here. Select the custom field in the select list then do Add.
	In the last section, you can configure access to this template (6). By default, templates are share with all ELN users.
	Then, don’t forget to Submit (7) to validate your template. You can edit a template as you need.
	/
	These templates will be accessible when you create pages in your book and are part of the workflow system.
	5-1-3. Reaction template

	With the ELN Chemistry plugin in option, users can design chemical reaction by importing structures from LabCollector Chemical Structures module.
	Chemical reactions can be integrated in book pages, reporting, reused and changed if needed.
	You can design chemical reactions by clicking on the chemistry plugin available in the text editor/.
	First, search your molecule in the database then add it to the reaction.
	/
	Then, add arrows or other sign as you need.
	/
	Continue and finish your reaction by repeating the previous steps. Once a reaction is designed, it can be inserted in book page and save as template.
	/
	To manage reaction template, you have to go in Admin > Template > View/Edit Reaction Template. Here, you can edit your reaction with  and delete a reaction with .
	/
	5-1-4. Spreadsheet template

	/
	From Admin > Template > Manage SpreadSheet Template, you can manage JAVA spreadsheet templates.
	You can add new templates from this panel or you can view/edit templates saved in the ELN application. Template can also be deleted.
	To create a new template, click on Add a new template. A new window with a spreadsheet appears. 
	/You need to active JAVA plugin in your browser.
	Give a name to your template, and create the table that you need. Do SAVE.
	/
	To edit a template, choose it in the select list and click on View/Edit template. Again JAVA opens and your table appears in the window. Change what you need then SAVE.
	/
	5-2. Workflows 
	A workflow is a sequence of connected steps that can be used in a work organization or a process. Workflows are useful for routine experiments, helping standardize writing of experiment reports to increase quality of lab activities.
	A workflow is related to the Experiment level.
	From the ADMIN menu users (depending of permissions, see section 3-1-1) can add/edit a workflow combining several pages (blank pages and/or templates) that will be applied in an experiment.
	 Before editing workflow, you need to define page templates if needed (chapter 5-1).
	To create a workflow, click on Add Workflow on the top right.
	/
	1. Give it a name
	2. Instructions for user or description, if you want.
	3. You can here listed tasks corresponding to the process. Named the task, add a comment if you want then click on Add item.
	4. Choose the number of pages/steps describing your workflow and validate.
	If you want to associate a template to a page, choose for each page the template in the select list or default template if you want a “blank” page.
	5. Workflow can required admin validation. If you check YES, the user can’t close a page. Only another administrator can validate and sign the page (see section 7-2-2).
	6. Validate your workflow 
	/
	 We recommend adding a couple of blank pages at the end of a workflow to avoid unexpected events even if length pages in the workflow are unlimited. So users will be able to add rectifications if signed pages contain errors or need additional information.
	So, when you start an experiment, you just have to select the appropriate workflow in the list.
	/
	Your experiment details page will have a new section about workflow information.
	/
	The creation of the pages in your experiment will be automatic, following the workflow.
	6- AUDIT, LOG ACTIVITY AND TASK TIME
	The audit function allows team leader to follow up users activities on the ELN. 
	/
	The Audit Trail displays all modifications done by the selected user, in a specific date range. Numerous actions are identified like page creation, edition, signing, link removal, etc.
	/
	The View Log Activity recorded the same information as Audit trail but only on the last 50 entries and without filtering.
	The Task Time function allows you to visualize time required to perform project tasks. This report can be edited for a user, a period, and completed tasks. Export file is available with the excel icon on the right.
	This feature is very useful for collecting task’s time and user’s time per project. 
	/
	7- ELECTRONIC SIGNATURES
	Validation with electronic signature certifies the ELN contents and all links between the ELN and LabCollector Database. Before using digital certificates, LabCollector need to be setup. 
	7-1. Manage Electronic Signatures
	First activate OpenSSL and Curl on your PHP preferences:
	- Windows: open LabCollector Manager, in Settings > Configure Servers > PHP, edit PHP.INI and uncomment (delete ;) the following extensions: extension=php_openssl.dll and extension=php_curl.dll.
	- Mac: contact us for more information
	- Linux: install PHP-OpenSSL and PHP-Curl rpms.
	For Win32/64 users, in order for these extensions to work, two DLL files (libeay32.dll and ssleay32.dll) must be available to the Windows system PATH (System32 or SysWOW64). For information on how to do this, see How do I add my PHP directory to the PATH on Windows.
	/
	Although copying DLL files from the PHP folder into the Windows system directory also works (because the system directory is by default in the system's PATH), this is not recommended. PHP folder is located in the main LabCollector folder, for example: C:\Program Files (x86)\AgileBio\LabCollector\php.
	PHP will search for the openssl.cnf using the following logic:
	 The OPENSSL_CONF environmental variable, if set, will be used as the path (including filename) of the configuration file.
	 The SSLEAY_CONF environmental variable, if set, will be used as the path (including filename) of the configuration file.
	 The file openssl.cnf will be assumed to be found in the default certificate area, as configured at the time that the openssl DLL was compiled. This is usually means that the default filename is c:\usr\local\ssl\openssl.cnf.
	Basically, just create the folder C:\usr\local\ssl (folder usr then local then ssl) and copy openssl.cnf provided in \LabCollector\php\extras.
	7-2. Use electronic Signatures
	7-2-1. Manage Certificates

	Go to ADMIN > Manage > Digital Certificates.
	/
	From this page, the administrator can create and manage all digital certificates. Click on Create new user certificate and keys at the top left. 
	 All fields are required to create the certificate.
	A certificate is unique and related to only one user. Once submitted, user profile is displayed on the screen. Three keys are created:
	- Private Key
	- Public Key
	- CSR (Certification Signing Request)
	A signature image can easily be attached to the certificate. Just download it using / icon.
	A certificate is valid during one year. It can be renewed by a simple click on RENIEW button.
	Authentication can be configured at this stage via ADMIN > Manage > Digital Certificates Options:
	 No authentication (no password, no certificate needed)
	 Login Authentication: authentication with your LabCollector login
	 Certificate authentication
	o By password: authentication with the password generated when you create your digital certificates
	o Or by private key: authentication with the private key file saved in .pem and the certificate password
	/
	7-2-2. Page validation and signing

	Workflows are edited with two options: page validation/signing or not as it was describe before (Chapter 5-2).
	To valid and sign workflow pages, go to Admin > Page > Page Validation & Signing.
	A list of all pages that need to be approved/closed is displayed. The administrator can approve pages only if it’s required by the workflow.
	The approval is indicated by a name and a date in the bottom of the page. When a page is validated, no changes are possible.
	/
	Once the administrator Approve/close the page, the user/owner can sign the page too.  The certification process of the document is complete.
	/
	Administrators that can sign are the same users define as PI in section Advanced Permissions. They can find a list of all pages to sign in Admin > Page > Page Signing.
	/
	8- UPGRADING AND UPDATING
	To update or upgrade the ELN Add-on module, just download it from our website (www.labcollector.com). Then, unzip the folder and paste files in the following folder:
	Programs\AgileBio\LabCollector\www\lab*\extra_modules\eln
	*The name of this folder is the laboratory nickname chosen during LabCollector installation.
	/
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