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Introduction to BxItems

What is BxItems?

Items - Anything that can be described in words or files. Examples include office
supplies, research reagents, specimens and samples, regular files, gene sequences,
research articles, images, videos, and even hyperlinks.

Containers - Anything that items can be put in, both physically or theoretically. For
example, a freezer can have many racks and boxes, a box can have 10 by 10 grids and
store small tubes, "My lab members" can have a list of group members (name, office
location, e-mails, and so on), "My publications" can have a list of research articles, "My
favorite websites" can have a list of website URLs.

BxItems™ is a cloud-based information system that:

e tracks many types of item information (name, barcode, vendor, quantity, storage ...)

e organizes items into containers

e provides convenient tools for data entry and editing, searching, relocation, and
sharing.

BxItems is a secure web-based system for managing containers, items and sample
locations inside your facility. This storage and materials management tool provides a flexible
virtual image of your storage system. It not only tracks items on hand but also lists open
spaces to help place new arrivals. Conveniently check for all the required materials for an
experiment right from your computer.

BxItems tracks container item information with barcode labels! Containers, samples and
results are easy to locate and track with greater accuracy. With BxItems, you will know the
location of every container, item and sample in the laboratory or department! The system
allows laboratories to organize items easily and efficiently by scanning or entering a barcode
to retrieve complete item details and history.

BxItems helps control inventory tracking with a check in and check out system. When you
check out a container, reagent or item, you can record the amount left in the container for
tracking reordering and usage measurements.

Key Features

o Easily create a storage hierarchy with BxItems
Virtually model your storage facilities or model your process flow through your Lab
regardless of their complexity. Our inventory control tracking system allows as many
levels as needed. Start at the facility site level and progress from building down to
individual sample tubes.

e Complete visibility
Locate stored items easily on screen with a visual hierarchy tree view and integrated
search tools. Quickly browse containers and know if you have all the resources
needed before you start an experiment.



e BxItems provides an easy and affordable way of container tracking.
BxItems supports barcode inventory management. Each Item and container has a
unique barcode. You can easily track what is on hand and where it is stored.

¢ BxItems helps control inventory tracking with a check in and check out
system.

When you check out a container or item, you can record the amount left in the
container for tracking reordering and usage measurements.

¢ Export data
BxItems' export tool provides a table view of the materials' data.

e Intrinsic group-based functionality
Laboratory group members can use the system to coordinate their material usage.
BxItems encourages laboratory collaboration through a whole suite of online tools to
increase the quality of your research and results.

Barcode-powered Item Tracking with BxItems

BxItems management system tracks container and sample information with barcode labels!
Using barcodes is common in large, complex inventory and tracking systems. It is standard
in the BxItems inventory control and tracking system. Our tracking system allows
laboratories easy and efficient management of their items and samples by scanning or
entering a barcode to retrieve the complete item details and history. With BxItems, you will
know the location of every container, item and sample in the laboratory!

¢ BxItems provides an easy and affordable way of container tracking.
Our system supports barcode inventory management. Our online tracking system is
compatible with many of the popular brands of barcode scanners. These scanners
are affordable, easy to use and require little upkeep. Ask us about how we can
supply you with 100% BxItems compatible hand scanners today.

¢ Use the barcode to track items.
Every location and every item stored has a unique barcode for inventory tracking.
Container and sample tracking is simple and more accurate. You can easily control
what is on hand and where it is stored. Our barcode tracking system lets you track
the amount that is used, and by whom.

¢ Retrieve container or item information quickly.
Scan the barcode or enter the identity code to quickly retrieve all the recorded
information in our sample tracking system. Our tracking software reduces the
amount of time in the freezer. This will help keep your samples at a more stable
temperature and reduce spoilage.

¢ Update container or item information easily.
Permissions can be set to control unauthorized editing or deletion. Our tracking
management system protects the integrity of your data.

¢ BxItems helps control inventory tracking with a check in and check out
system.
When you check out a sample or item, you can record the amount left in the
container for tracking, reordering and usage measurements. The check in and check
out is barcode compatible too. You can scan all the items you need and when you are
done, you can check out or check in all the items on your list. We will also check to
make sure that the items you check out are not spoiled or in use by someone else.



Inventory Tracking with BxItems

It is simple to view and manage your containers and items online. The tree view helps you
quickly see your entire inventory. The dynamic menu makes our online inventory system
intuitive and easy to use. Item tracking and viewing is just as simple with our table view
and box view.

BxItems provides a hierarchy tree view of storage containers.

Each container in the tree is a live link: click on the container to see what is stored there.
This could be a building, a workbench in your laboratory or a step in a multi-step process.
You can easily mix and match locations and steps for maximum control and management of
your inventory. Each container can be of a custom type. Users can simply relocate the
containers through drag-and-drop right on the tree view. With our system you have full
control of your inventory online without custom programming.

BxItems' simple dynamic menu is easy to use!

With such detailed control of your inventory, you might think that the controls are just as
complicated. Actually, there are many intuitive shortcuts to make our online inventory
tracking system even more simple to use. The dynamic menu shows you what you can do
next. Your time in the lab should be spent on research not learning how to navigate your
inventory control and tracking system.

Full search item management.

Buying in large quantities means savings but also tracking usage and knowing what is on
hand can be difficult to verify visually. BxItems allows you to do a full search of all items on
site or items in a lab, freezer, or process step. You can see what is there and even export
them out to a file for your records. Inventory control becomes simple, just search for items
that are low and print it out. Items are listed with as much detail or as little detail as you
need. When you click on the item you can view the full details about the item.

Convenient 'Storage Box' view.

Many small items are kept in boxes, drawers, or cabinets with many small containers or
cells to hold your inventory. Take control of all these small and easily lost items in your
laboratory. BxItems offers a fast and simple to use 'Box' storage view for tracking your
samples. You can move samples around online in the virtual box with a simple drag and
drop. This view gives you a convenient visual management of your inventory when getting
items out or when putting items away.



Section 1: Tour of Bxltems Main Screen

The BxIltems Main Screen Has Three Major Areas:
My Group Iltems
Container Tree
Top containers

My Group Items
From the Group Items Area, you can add, look up, check in, check out, or import items.
Click on any link to perform an action.

My Group Items uide this panel

Add Items = Look Up = Check In = Check Out = Relocate

Summary Screen
The summary screen shows the total number of items , Stored Items, Unstored Items,
Expiring Items, Expired Items, and Low Quantity Items. All hyperlinks will direc you to the
main items page.

My Group Items uide mis panel <

Add Items = Look Up = Check In = Check Out =« Relocate

Total Items: 3 (31)

3 (12) The first number is
e the total of unique
Stored Items: 2 (19) | it&ms, andthe
second number is
Expiring Items(15 0 (0 the total of all
days): — ¢ items.

Unstored Items:

Expired Items: 2 (18)

Low Quantity Items: 2
Selected Items: O

Search Items: Go

Item Usage: Q Erowse You can search items
or browse usage here.

» Advanced Item Tools  » Import  # From BxOrders
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Container Tree
The Container tree is for setting up your containers and storage areas for storing your items.

Container Tree View b ] 2 &
Active Container: (Not set yet)

Search Container: Go

5 © v m O 0

Set Active Add Update Ceopy Delete Clear

. Item Tracking System
- T (Recycle Bin: 2)
> [JFreezer Room
‘- [ Locker room

The container tree can have several layers, starting with the largest area and subdividing into smaller
storage areas.

Top containers and Unstored Items
The right hand side of the Bxltems Main Screen previews your top containers and any Unstored Items.

T= Fow
b Lok 1R
ETRE S E
T
ey Prewry
L BAET LU T [T i’ Sy
i Arvrewin g Frmperidey



Section 2

Adding New Items

Add Items Using the Add items function

My Group Items uide this panel

Add Itemsge Look Up « Check In « Check Out = Relocate

To add NEW items, use the “Add Items” function (checking in more of the same item will be reviewed

later).

Clicking on the “More” Link will reveal more categories to enter.

Record New Items iiBxitems < Browse

Type:

Name:
Quantity: [1
Unit: Each = More
Vendor: = Maore

Expiration Time: Lot Mumber:

Cost Per Item: Quote Number:

Date Validated: Validate Reagents:
Comments: B F U=E==== .= = FontSize. Font Family. Faont Format == =8
Files: ] » Select files » Clear list

Save As New ltem | Clear all fields



To add your items, enter as much data as you need. You do not need to fill in every category, but Name
and Type are required.

The example below shows the third area with the “More” revealed.

Be sure to save your new item!

Enter date for expiration if needed, also a minimum

quantity. Entering this data will add your items to the
vendor: low quatity and expiring database.
Expiration Time: Lot Number:

Cost Per Item: Quote Number:
Date Validated: Validate Reagents:
Vendor Code: Catalog:
Date Manufactured: Safety Level:

Storage Instruction:

Purchased By: Date Purchased:

Recopbdink

Maximum Quantity: Minimum Quantity:

Font Size... Font Family. Font Format

B 1 U
Comments: -

Any file can be attached here. An image file will show a picture of the container or item.

Files: » Select files » Clear list

Save As New ltem | Clear all fields



Add Items Using the Import Tool
Items may also be imported from Excel. Use the Bxltems Import tool to import new items.

H? GI‘I:I'I.IIJ Items vide this panel 4

Aedd lidmE o Lol Lo« e [ e st Out = Rékodatc
Totad [Eams: 37 [104]
Unaterad Eams: F (L6}
Svored Mere: i (105]

Espining Irams{15
dargsi]:

Expred kemem: 33 [104]
Low Quanbby Kems: T
Gelected kems: O

o

Saaeth [Eaime: aa

Itam Lisaga: T Browess

# Estvpnced [kem Tools @ From BuCriders

Download the Excel Template and enter your items under the correct heading. You may leave cells
blank, but do not delete headings. Copy and Paste your data including headers into the import box, and
import.

& B C 1} E F G H | 1 T L X N

1 Code Mame  Dewmiphic Fared Ranufachre Mamsstacturer Cod Manufacheer Catak Date Mamsriscture Safety Leve ion_Tim Storage_Instructis Purdhased
2 Raagent Codal Famrsad T is o Progecte] PORL Bioinfofs ExAfel BaAFamMLIME 11431 e 13/1/301 Compuiter (e =]

3 Raagent Coda? Hamrsad T is o Progect POED Biolnfofs  ExAFEd BaAFamMLIME 12/ e 13/20201 Computer (e =]

4 Rasgant Codad Marreed  Thi is ohis Progectel POSI Bioinfofe  ExAFE3 BaAFamMLIME 13/ e 13/3/2001 Computer (e =]

5 Rasgant Coded Marreed  Thi is ohis Progecte POBY Bioinfofe  ExAFRd BaAFamMLIME 14/ e 13/8/2001 Computer (e =]

& Rasgant CodaS Marres  This IS ohis Progecte? POES Bioinfofe  ExAFES BaAFamMLIME 153041 Fex 13/5/3001 Computer (e =]

T

Import Items © pxitems

all field= should b= o the =ame ine and separated with a Tab charsder (hy pressing the “Tab® key on your kevboard)

Type  Coie  Hems Seanriprion Feajeor Fond  Meanfecrurer Henufporursr_fogs Heanfporursr_facslog Tete_Marufaotored Jufery Level

Bmagant Codal Hazal Thir iz dsscrigptioa Frojectél FOEl Biclafckx BExAFSl SxAlf=lIMS 1717201 5] L3/1,/3011 Computac
Bespent Coded  Hemsl  Tnle i3 desoxiprica Frajsoted oz Biolnfoka BEAFS: BeAFamlIMI Lrasanll Ao CORpUREE
Bsapant Codal Hazal Thir is deacripcioa Froject#l FORX Biclafckhx BxAFSl ExAFe=lIMS 17372011 as Compurac
Bespent Coded  Hemsd  This is desoriprica Frajeotéd Fd BigInfafa BeAFsd BeAFamlIMg Lrdsa0l 1 Ao COEpUTEE
Bsagpant Codad Hazad Thir is deacripcioa Froject#d el L Biclafckhx BxAFS: ExAFe=lIMS 17872011 as Compucac

E wampla Data = Excel Templata = Claar Data

Your imported items will be stored in a temporary container. You may move items from the temporary
container to unstored, or you may move them from the temporary container to another container (See
Section 7 for relocating items). You may delete the temporary container when the items have been
moved out (see Section 3: Deleting containers).



Section 3: The Container Tree

Setting Up Containers and Sub Containers
Use a Top-Down system, beginning with your largest area.

Tier 1: Your Lab Name

1. Select “Item Tracking system” for the highest level and click “Add.”

Container Tree View | (] < 5

Active Container: (Not set yet)

Search Container: Go

BfOo)sy ™ T X
Set Activag Add pdate Copy Delete Clear

F B Item Tracking System
“ I (Recycle Bin)

Fill in container information. Since this is the largest container, it holds both sub-containers
and grids. The lab itself doesn’t have designated storage grids. Attach a photo if you wish, to
help aid in locating rooms, closets, freezers, etc.

Set up New Containers

Comtaingr Typa: Lasoralany g, Room, Fresear, Shall, Rack, Bos, Plata ...

Mama: Ny Lab

De=scnpbon: Thim labcoatcoy haa ] main rocomy sad 4 storsge ooomm

Sborager Tygeics: Hokds sub-containars of onids anly 0 Stores kams onk @
{ariels in l:ﬂilal vag (a.g. Box, Plata )
Choaza FIE | Mo Sk chiosen

E Fila 1: | ChoasaFiE | bl ciceen
E Fila 2 | Choama FIE | podi chicaen

Suami



Tier 2: Room Within a Lab
1. Select “Your lab name” for the next level and click “Add.”
Container Tree View = ] < W

Active Container: (Mot set yet)

Search Container: Go

] s nm @ X
Set Active P pdate Copy Delete Clear

4. 5/l Ttem Tracking System

- Ll magcle Bin)

2. Enter your information. Since this is a room, it holds sub-containers and items. The room
itself doesn’t have designated storage grids. Attach a photo if you wish, to help aid in locating
rooms, closets, freezers, etc.

b |
Set up New Containers
Comdaingr Typa: Foom ... Room, Freezar, Shall, Rack, Boe, Plata ...

Mama: Roam 1

De=scnobon: |

mzm 1 har 1 Storage Closwt, I Premzsca, 1 Lab Steticos,
1 -

Sboragn Typss: Hobds sib-contanars or orids only SIores K |:||'||

rids in l:ulallmr Yas (a.g. Box, Mata )
Choasa Fie | ro ik chiocen

E Fla 1 | Choasa FIE | rio ik chosen

E Fla 2: | Choama Fie | rip il chiosen

Suamii



Note that as you build your tree, Bxltems will track it for you.

My Group Items iss na pasa 4

s ke & Lok Up s Check In s Chack Cut s Relocats Bxluiis = My Lab

Tokal lbems=: 0
Unstored Treme: 0
Seleched Theme; 0

Ly Expar

Suanch Meme {Es]

+ advenoed Ibem Tools = Import = From BeOrders

Ls 5tore More Jbems Here

Container Tree View g T .

Activa Contairer (Mot sk vat)

Searth Conbainen ]

Images Froperiles
b L o I e S :
B Anipe Aad Updms Cogy Dwlni Chawe Tepe;
hama:
4 o D Trackisy Systeim

. fin} M (ke
m Deeacription:

Tier 3: Add a Freezer or Other Storage Location

1. Select “Your room name” for the next level and click “Add.”

Container Tree View & E

Active Container: (Mot set yet)

Search Container:

BlfoY}ys »m 3 X
Add Jpdate Copy Delete Clear

Set Acti
i. (5| Ttem Tracking System
@ (Recycle Bin: 9)

Go

Dascrption: Thaa labaracary b 3 msdn raomi &9d 4 Sorsgs roama

(o sH b e R P e e ]

riine o {This and top sub-cnntanars)

Ly Expait Contairer [nfo (This and &l sub-contamens recurshaly)

Total Items: O oo sisesd)

Room

Roam 1

Lonooon

Room 1 has L Sterage Oosst, 2 Fraezers, 3 Lab Stabiers, and 2 Trolays



2. Fill In your information. Your freezer has 3 shelves and holds sub-containers only.
Set up New Containers

Contaiser Typs: Frassn &, oo, Fraazer, Shalf, Radk, Box, Mlata ..
W  Fraszer 2

Desaphon: Freazar I haix I shelvar that ars cooxidesed subsoatsiness.

Sorage Types @™ Holds sub-containers o gridsSgly Storas items only = Both

Grids im Con bk Mo B e (e B, Plaka .3

@ndim. I ESENE -

Gnd Contamer Type; | Sheterz = RemT,

Grid Srorags Tvpss: Srores kams onlgd™ Holds sab.containars only Bath

[ Phote: | Ghaose File | ha fig crasan
[ File 1: | Ghocee Al | 1o fis chasan
A File 2 | Ghocee Al | 1o fis chasan

| Sutmit |

Note that your freezer now shows three shelves in the container view.
i, ot Tnnges O T

! E E Trpa: el

L§ Mame: SheF 1

E H Ma araE: 3
[e=spnphion:
; E Tepa: skl
i Hame: She¥ 3

Max Eama: 1

Cestnphnn;
4 E E Trpa: s
Mame; Shek 2
E. 5 Max Eams: ©
De=nenphbon:

Container Grids andd Stored [tems

Fraazar: Fraamer 1
Le Store [kema Here




Edit Containers
You can re-name your freezer shelves to specify their use. WARNING: Changing the name of a
container will remove its subcontainers. Be sure that there are no subcontainers when
editing. After the container is edited, new subcontainers can be added.

Highlight on the item you wish to edit and click “update.” (shelf 2 is the example).
Container Tree View &) [E] <%
Active Container: (Not set yet)

Search Container: Go

Set Active AddRUpdate bpy Delete Clear

a. Item Tracking System
- [ (Recycle Bin: 13)
4. My Lab
4. [JRoom 1
4. ] Freezer 1

1. Update any necessary information (name of shelf, number of items allowed on shelf, grid
size)

Update Container Settings

Type: thelt & Room, Freezer, Shek, Radk, Box, Flate
Wamne: | Shal 2 Spedmens

Dascription:

kems alowsd; 1 07 rmaany bhs container can ooy Mokl sebooedane,

If container has grid (2., Box);
Gridsize: |1 [=] % [3 [=] Maximum itsms in =ach grid: [1
Biag 3 ¥ 3T eosan This confainer coes mol have i,

[ Photo: | Ghaose Fike | pa fis crasan
[ Fike 1 | Ghaose Fike | b fie chasan

B Fike 2 | Ghapse Pl | hia fis chasan

Lpdade Coantairesr Info



Store Items in a Container
You can now add items to your shelves in the freezer. Begin with the shelf you wish to add items to

and click “store items here.” You will be allowed to add as many items as you specified for each grid.

57 |E = :EI: - -
2B e Container Grids and Stored Items

A1 Shelf 2 - Spgnens
Ly Store Items Here
o

B © v Tnm @@ X
1 2 3

Set Active #&dd Update Copy Delete Clear

Container Tree View
Active Container: (Mot set yet)

Search Container:

i[5 Ttem Tracking System
- [ (Recycle Bin: 13) A
a. [ My Lab
4. [CJRoom 1
4. (] Freezer 1 2 3

|_1Shelf 2 - Specimens
helf 3

You may now begin moving unstored items to grids on the shelf. Simply drag and drop, and click

“save” when finished.

Store Items in Container & uome
Th: T gl an o M Containe, drag Ehd em oo s deog 1 bn e container. To oo, chok "Sowd Svvaga Infeemasan™ ik
Unstored Tbems [Total: 3) | [op Fone Maisn' SFil 3 - Spaiiars
Mo, FMame e Gty Dren Type: shek
1 Faagert T LGO02452 7 e Baroode: SO0067]
7 Specmen | 10002233 1 Description:
Dems: O storad [masdmem 1 ala
1 Th=me= Shores
Ackn Glorats
= T
Ls & Gln =

Corkares: Shelf 2 - Specimens, Bsrrofa: ap030621

Additional subcontainers, such as boxes, can be added to the shelf. Indicate “stores subcontainers

ony” when creating shelves.



Manipulating Containers

Relocating Containers

Containers can be moved easily in the tree view by using drag and drop. Open your tree and select a
container to move with your mouse, and drag it into the desired location. When you begin dragging
your item, it will have a small red X. When your mouse reaches the desired location, you will see a
green checkmark, and the item can be dropped.

4. 57| Ttem Tracking System
O (Recycle Bin: 4) To move Box 1 to shelf
-~ [JReagents Storage 3 grag Box 1 to Shelf 1.
4. [ ] Samples Storage
4. JFreezer 3
# [1shelf 1
. [JBox
4. (] shelf
L. JBox

Box 1 will now be on shelf 1.

4. 5/l Ttem Tracking System
- 7 (Recycle Bin: 4)
] Reagents Storage
4. (] Samples Storage
4. (] Freezer 3
4 [C1shelf 1
. [JBox1
.~ [ Box2
- ) Shelf 2

Deleting Containers

Containers may be deleted at any time. Move all items out (see section 7) before deleting a container.
Select the container you wish to delete, and click on “delete.” The container will be moved to the
recycle bin until it is permanently deleted.

A TR R S T TR TV TR LY

g © < I ]
Set Active Add Update Copy lear

4. 5,{| Ttem Tracking System
- [ (Recycle Bin: 9)
|_1Reagents Storage
|1 Samples Storage

- [_] Samnles Storage 2
- |_] Supplies Room

- ) Freezer A




Section 4: Browse and Search items

Browse Items
To view, browse, and search your items in a list format, click on your “Total Items” Link and you
will be directed to the browse/search items screen.

My Group Items uide mhis panel

Add Items » Look Up = Chegk + Check Out » Relocate

Total Itemg Click on any link to
go the the search

Unstored Items:
and browse page

Stored Items: 21 (108)

Expiring Items(15
days):

Expired Items: 23 (104)

0(0)
Low Quantity Items: 7
All columns in Browse view are sortable. Click on any column header to sort.

Click on any link to view all items, stored or unstored items, low quantity items, etc.

o A - Bhored [tems - Unstnred lbems - Low Quanbty [tenm - Evpred Eems

Clich nn wrry bk o aew
[ L T T L

et S - i Umbarad, ok
Lisk of Wems (Dsplaving 1+ 27 of 27 records, Page 1 of 1)
e M pahe 1Y Dok R Expan
o, Home Dascripbien Exgiration Messfadiurer Quaniity Stored Quanifty Unslored Date Porchased Dabe Recedsed Fund 2 Mumber Yoh
1 LEE 1 Sy 15 a 1122
Raagent B A012-05-00 15 ] 35
3 Reagent B 2012-03-0% T Q 33
i animal Sanpk 2 ]
2 Sample B 201 z-06-08 12 a Rarty Fund

& Crickadi M012-06-08 4 L] Parey Fund



Set Default Columns
You can select the order of the column view, as well as the default columns you would like displayed.

1. Choose “Set Default Columns”
Move Available Fields to Selected Fields to add more; move Selected Fields to Available
Fields to remove columns.

3. Move fields up or down in Selected Fields to change the order.

4. Click “Apply Changes” and your new column view will appear.

Items: All - Stored Items - Unstored Items - Low Quantity Items - Expired Items

;..J Search S Browse All Records . Set Default Columns !’ Print Search Result

i

Use arrows to mive fields from availaibe X
to selected, or vice-wersa

Select Fields to Display: \

Available Fields: Selected Fields:

|Date Manufactured - MName -
|External Code E; Description I
\Manufacturer Catalog | Expiration E
\Manufacturer Code f— Manufacturer
|Max Quantity 4 |Quantity Stored "
Min Quantity T| [All=<| |Quantity Unstored ]

fou can hold the Ctri key to select multiple fields.
Field Sorting Options: |
Sort By: | Code [=] |Ascending [+]

Add Maore Sorting Criteria

Apply Changes [ { Reset

Search Items
Search for Items using the Search function.

Items: All - Stored Items - Unstored Items - Low Quantity Items - Expired Items

Search: | Any Fields E [ Contains E[ Add Maore

Text
@ ﬁ New Search -l Brow| S efault Columns m Hide Search Form .-‘ Print Search Result

Ends with
List of Ttems (Displaying 1 - 27 of 27 re,  Equals to
Does not contain

] Does not begin with
“fyNew [ Update [ Delete [ Export Does not end with

[[] No. Name Descriptio Does not equal to ufacturer Quantity Stored Quantity Unstored Date Purchased Date |

Numbers

/| 1 UsB 1 16 0



You can search any fields, or choose a specific field from the pull-down menu. You may also choose an
operator from the second pull down menu. If you need to narrow or expand your search, select “add
More” and use or to expand, or and to narrow.

Items: All - Stored Items - Unstored Items - Low Quantity Items - Expired Items

Search: | Any Fields E Contains E
ny Fields E Contains E Remaove
Add More

Search \:, New Search -l Browse All Records . Set Default Columns §4 Hide Search Form '_ Print Search Result

Section 5: Check Items in and Out

Items can be checked in or out using barcodes (see Section 8 for printing barcodes), or by navigating to
the item and selecting “check in” or “Check Out.” You will need to have a 1-D Barcode scanner attached
to your computer for standard barcode reading, or, you can scan 2-D barcodes using a QR reader on
your Internet-Enabled touch pad with a camera. BxItems will keep track of the number of checked out
items.

Check Items In or Out By Scanning a Barcode
1. Select “Check In ir Check Out Items” from the home screen.

My Group Items uide this panel <
Add Items = Look Up

Check In « Check Qut
Total Items: "2 i

Unstored Items: 7 (16)

Relocate

Stored Items: 21 (108)

Expiring Items(15

days): 0 (0)

2. Scan the barcode using your 1-d barcode scanner or 2-d barcode reader. Your cursor must be in
the barcode box.

Check Out Items t Bxitems

Scan the item barcode and the
item information will list.

Ttem ID or Barcode: |

Notes:

Check Out ltems



3. Once the item is scanned, all items containing that barcode will appear in the list.
Check Out Items & petems

Thesem T oor Barcesde; | 10001702 Lags Lig Salect the numbar of Bemcpou e
obwsehd i gmif, Shi Bivg oo ivaTied g, aid
ok on " Chadk Dul R

Animal Sampde ! (100 1000130%, Code: TD0T303]

Balch ch f Avaitaiie Comdpimer Dafe Sored Sinred By
20001030 7 2 Bl A 20516 130053

Hotes;

Check Items In or Out Without Scanning a Barcode
If a barcode scanner is not available, items may also be checked in and out by navigating to the item you
wish to check out and select the “Check In” or “Check Out Option.

Navigate to you r item using browse, search, or click on an item in its container.

2 3 4 5 6

10001303 10001303 10001303 10001303

B
select Sample B from this
grid to check out

C

D

Select the Option you would like, and you will then be directed to the regular check out screen.

Item Information @iHome

Actions: « Update or Copyle Check In » Check Out ¢ Relocate « Usage Summary

Total Quantity: 19

Batches: |jn. sdded Added By |Quantity | Notes | Container
2012-06-01 11:28:16
2012-06-01 11:28:17
2012-06-01 11:28:17|.
2012-06-01 11:28:17
2012-05-16 13:04:12|.
2012-05-16 13:04:12|.

10001303

» Room: Samples Storage # Freezer: Freezer

» Room: Samples Storage # Freezer: Freezer

» Room: Samples Storage # Freezer: Freezer

» Room: Samples Storage # Freezer: Freezer

» Room: Samples Storage # Freezer: Freezer

Rl ]|=]~=

» Room: Samples Storage # Freezer: Freezer



Section 6: Update and Copy Items

You can update existing items or add new items that are similar to already added items by using the

Update or Copy Items function. Any item can be updated or saved as a new item.

Update or copy an item
1. Navigate to the item you would like to update, and select “update or copy item.”

Item Information @ Home

Actions: ¢* Update or CopW Check In » Check Out « Relocate « Usage Summary

Total Quantity: 6

Batches: [1ine pdded Added By |Quantity | Notes | Container
10001209 2012-05-08 12:50:12 - 1 » Room: Supplies Room » Freezer: Freez
2012-06-12 15:03:22|. 5 » Room: Samples Storage 2 » Freezer: FI

2. Enter your new information. To update an existing item, select “update,” or you can save it as a

new item.

Record New Items or Update Current Item & Bxitems ® Browse

Type: [Reagent

MName: Reagentd » More
Quantity: |6
Unit: |Each » Mare
Vendor: |BiolnfoRx » Mare
Expiration Time: |2011-12-01 Lot Number: %3456
Cost Per Item: Quote Number:
Date Validated: |2011-03-01 Validate Reagents: |Anne
Comments: B fU===%2 = .= FontSize.. Font Family. FontFormat ~ = = ¥ & &2

Mo comments

Files » Select files » Clear list

[ save As Mewitem | | Update Item Informatien | Cle3r all fields




Edit Fields in an Existing Item
To edit any of the fields in an existing item, navigate to the item you wish to edit.

Item Information @ Home

Actions: = Update or Copy » Check In » Check Out «
Total Quantity: &

Batches: |Timo added Added By |Quanti
2012-05-08 12:50:12|. 1
2012-06-12 15:03:22|. .. 5

10001299

Tip: Click the highilighted value to edit.

Name: ReagentA

Barcode: Codel
Manufacturer: BioInfoRx
Catalog: BxAF#mLIMS
Click on the field to edit,
Lot Number: x3456 enter information, and
click "OK.”
Date Validated: 2011-03-01 00:00:00
Expiration Time: 2011-12-01 00:00:00
st per Ttem: [Cance >

Quote Number:

Validate Reagent:

Anne



Section 7: Relocate Items

Relocating Items to a New Container Method 1
To relocate items to a new container, begin by opening up your container tree to view the
containers you wish to move the items from and the container they are being moved to.

For example, all items in Box 2, shelf 1, need to be moved to Box 1, Shelf 1.

i 5/ Ttem Tracking System
- 0 (Recycle Bin: 4)

.- C]Reagents Storage I need to move
i Samples Storage items from Box 1
i R on Shelf 1 to Box 2
JFr on Shelf 1.

Shelf 1

Step 1: Select the container you want to move the items to and set it as

the active container.

1. Select Box 1 (click to highlight)

2. Select “Set Active.”

3. Active container will appear in blue.

Container Tree View o ] 2 Wb

Active Contain 3

__Searn:h Container: Go

5 )0 + & T 0O

Fifu = Add Update Copy Delete Clear

i. 5/ Ttem Tracking System
- [ (Recycle Bin: 4)
] Reagents Storage
4. [Z] Samples Storage
4. ] Freezer 3

KEOR

.

.. £ Shelf 2



Step 2: Go to the container you wish to move the items from and view

the items, select “review stored items.”
1. Select “Box 2.”
2. Select “review stored items.”

lesm Usage ___up:..-.-:.- Ls Store [Fems Here
Adaanced tem Toal= & Impeoit = From Belrders
Container Tree View i
AT CongEnar B 1 i 2 3 4 5 b 7
fyContsner; [
S A £ 001303 10M0IS03° 1000133 1000030:
A
- S I o0
Spifct=g Sex Upsein- Copr Delew Oear
£ 57 Wb Tracking Systes B

¥ (Rocpcle Bis: 4)
| Reagents Gtorage
# ] Samplas STorage

& [ JFreazer 3 E

. _15hel 1
EE) g
E

A New screen will appear. Select the items you wish to move to the
active container (Box 1).

Review COnta i ner Items 2l BxItems The checked items in current container

[Box 2) will be moved to the active
container (Box 1).

Current Container: Box2 Active Container: Box 1 @hecked Items to Active C@

For selected items: » Move Items Out » Check Items Out = Export for Barcode Printing [ W Printing Help) = Toggle Barcodes = T

No Container Type Container Name Container Code Item Name Item Barcod
1 Grid A4 Q0003107 Lasagna 10001303
2 Grid A5 Q0003108 Lasagna 10001303
3 Grid A6 90003109 Lasagna 10001303
4 Grid A7 90003110 Lasagna 10001303
5 0 Grid AB 90003111 Lasagna 10001303

Tip: Sort multiple columns simultanecusly by holding dewn the shift key and clicking a secend, third or even fourth column header!



Relocating Items to a new container Method 2
Items may also be relocated by scanning the barcode of the item.

1. From the home Screen, Select “Relocate.”

My Group Items uide this panel -'

= e
| Add Items = Look Up = Check In = Check Out Gelocateb
: S

Total Items: 27 (124)
Unstored Items: 0 (0)
Stored Items: 27 (124)

2. Scanthe item ID to bring up the item to be relocated.
Relocate Items o pxitems

Tem 1D oF Barcoda: 100013035 Lok dp |

Sanple B (ID: 100601303, Coded 10001303F)

Baick | Relecabe Awsilable  Conbsbeer Digybes Shgaresd Shgeresd By
0001054 [# |1 1 Q0003002 [A1] 201z-06-01 11:28:15
0001055 | 1 1 Q0003002 (AZ] 2012-06-01 11:28: 17
2pooi0se [ |1 1 Q00030032 (&3] A012-06-01 11:28:17
001057 | 1 1 Q0003002 [a4] 2012-06-01 11:28:17
20001574 | 1 15 Qo0deeaE 2012-06-12 15:03: 32

3. Look up the container you wish to move the item to. You can type in the first few letters of the
container name and then select from suggested containers. When finished, click “Relocate.”\

Cordaner |Bas Lookp | Leave bk o add aramored ems
m'r;_" T eatinn Comlaimer  Code Trpe  Itames Allowed

@ Supphes RoeomsFreazer JxBox & B i1 S Bow -
Sarmgles SoragesFreagur Jeshell d=fox 1 B 1 O003007 B -

Samples SoragesFresyer IxShelt 2afna? Rod SO00F103  Bon

,.::,:m Bamglas SraragasFroasar 3oShall defos 2 Bax 1 SO0 B

Samples SoragesFreager Exthel dsfox3 = i 0TI Bow

fox.1 B | SOOI Box

Suppies RoomeFreezer Jesedf 1#Box 5 Boos 3 OO0 - Bow

Sainclas Storage IsFresder IsREagurks Shellelox 5 Bog 3 OOCEESE B

Hote:



Move All items Out to Unstored Status
All items are easily moved out of a container for later storage. This function will move all items in a

container to unstored status.

Navigate to the container you wish to empty in the container tree. You can move all items out from this

area, or you can store more items if you wish.

Saarch: [Lams: o Container Grids and Stored Tems
Ibam Lisagar Oy Browss
Bow: Box A

+ Lebapnred [t=m Toaoli = Impsrt @ From Bxlrdars L Steag [Eins Hera
i ML Gl
drctiva Contanar! Mot sat pat]
Search Contsiner: G50 i 2 3 4 5 b 7
B o Ir N A 10001773 1001771
At duraw Sl Lpdois Cips Oebwrs Tear A
& . Db TracHing Syshiss
¥ Mecyclo Bis: )
= I Raagants Storaga B
JSamplu s SEorege
1 Samplas Soorads 3
# L) Supphas Fsom =
1 b Fraazer-3 Mawipais ln conles o
181 iy s &1
JBox &
ZJehwir 1 o
- Fraazer &



Section 8: Usage Summary
BxItems will keep an audit trail of all of your checked out items. The Item Usage summary will show all
items that have been checked out and their usage history.

Click on “Item Usage — Browse” to view your checkout history.
My Group Items uide tis panel <

Add Items = Look Up = Check In = Check Out = Relocate
Total Items: 27 (124)
Unstored Items: 1 (1)

Stored Items: 27 (123)

Expiring Items(15
days):

Expired Items: 23 (104)

0(0)

Low Quantity Items: 7
Selected Items: O

Search Items: Go

@sage: Q B@

w Advanced Ttem Tools  » Tmnort @ From RxOrders

Smard Brr rards Gt Oefauk Column Friré Grarh R
o Gearch Gl Browse 4 Rerord 5et Defauk Colunns i) Frick Search Resuk

List of Mem Usspes (Dyerall} (Disclaving 1 - 2 of 9 records, Page 1 of 1)

I Expan

o Theew pumaftity Typa Firet Lssge Last isage
i Raagant A8 3 Chackod 2012-02-06 20120323
2 (=L P 25 Chackeie 20420317 120337

LEE ] L Chackas 20120320 01203200
4 =B 1 Chackai 21T03-20 I01F-03-30

Raagent & i Chackeut 20120508 A012-05-08
& Samgia B L Chacksit 2013-05-14 2042-05-14

Cricken 2 Chackax 20120507 2012-08-07
8 Crarker L Chackeie 135513 01Z-08-1F
@ Raagant B 3 Chackast 2012-05.113 2012-06-1F

Eakict an achipn | Displaying 1 - @ of ¥ recoeds. Page 1 of L



Section 9: Deleting Items

Items may be deleted from BxIltems and will no longer be tracked in history, checkout, or usage.

Deletion of items is semi-permanent, any deleted item can be retrieved if necessary.

Clearing a Container

To delete items by clearing a container, navigate to the container you wish to clear and use the “clear”

button. This will clear all items in a container.

Container Tree View e ] 2 W

Active Container: (Not set yet)

Search Container: Go

B © < on O 0
Set Active Add Update Copy Delete

4. 5/ Ttem Tracking System
- TJ (Recycle Bin: 9)

- [LJReagents Storage selecting Clear will

4. Ij Samples Storage delete all items from Box
4. [ Freezer 3 1E
4 [ shelf 2
L ) Box2

-~ 1 Samples Storage 2
[ Supplies Room

b |

’

Cor

Box:
Ly St

Ly Re

Are you sure you want to clear all stored items?

[l Yes, clear all stored items in this container.

L This container has sub-containers/grids.

] ‘es, clear all stored items in all sub-containers/grids.



Select Items to Delete from Browse Items Screen
Navigate to the All items Screen, or search for your item. Check items to be deleted, and choose
“Delete” from the pulldown menu at the bottom of the page.

-f:llé-;r;pnnn E]

L5  Mam=3 This i 11-13- BwinfoRx 1 Q ]1-02-03 2011-02-03  FOES
dezscnphon 3

B Chedkan I 20 2 a Pty

ug Fund

L7 Mamel Than 2011-12- - BizlnfnRx 1 Q 2011-02-0] 01140301 PO2]
desrnphon oL

L8 Mamad This 1 2011-12-  BisInfaRx 1 <] a011-02-02 10302 PDel
descnpbon 1]

18 Pam=3 Thia 1 2011-18-  BiinfoRx 1 1] ol 1-02-03 20113031 PRE3
desmmption 03

0 Maned This is 20ii-12-  EednfoRs i a A011-02-04 20410304 PDed
dearmipnon o4

21 MameX The i 2011-12-  BeoinfoRx 1 Q 0] 1-02-03% 2011-03-05 L ]
sdescnpbon 3

23 Mamal This & 2011-12--  BislnfoRy 1 a 2011.02-01 20410501 [l b
deELniphan o1

23 Hamez Thr is 2011-13-  HisinfoRx 1 1] =l1-02-02 20114202 POER
desrnphon n2

M Hamed This ia 2011-12-  BisdnfaRx 1 =] 01102403 10303 PDeS
descripban i3

W 30 Mam=2i Thin 2011-12-  BwinfoRx 1 =] f011-02-0d 201102-04 POEd
d=srnphon na

This & 2011-32- - BRdnfofx. 1 o WAI-I20E  MIE05 PO
Neww dasscripban a5

- ] 2012-0% T [x]

L5

| Sedect on ool = |- Dipling 1 - 27 of 27 racords, Page L 1;

Undelete Items
Any item cn be undeleted. From the Main ltems Screen, Select “Show Deleted Records.” Select items to
undelete and click “undelete.”

Ttems: All - Stored Items - Unstored Items - Low Quantity [tems - Expired Ttems

)..J Search [ Browse All Records 7 Set Default Columns ! Print Search Result

List of Deleted Ttems (Displaying 1 - 10 of 10 records. Page 1 of 1.)

“[yNew ( * Show Active RecordS ( * Undelete I Export

[[] No. Name Description Expiration Manufacturer Quantity Stored
o Reagent AdA 2012-03-23 AMA Reagents 0
2 Gloves 0
L 3 Reagent 444 2012-03-23 AAA Reagents 0
o4 Reagent AAA 2012-04-04 AAA Reagents 0
] Reagent AAA 2012-03-23 AAA Reagents a
[ 6 usB 2 Sony 0
B 7 Reagent 4 ]
£ 8 sample 0
. sample 0
[[] 10 sample 0

: _Sg_le_q_t_ gn__;a_c__ti_gp Displaying 1 - 10 of 10 records. Page 1 of 1.



Section 10: Exporting Items and Barcode Printing

Exporting Items
Items can be exported from the Main Items Screen. Search or browse for items to be exported, and
click the Export Button. Items will be exported to Excel format.

Ttems: All - Stored Items - Unstored Items - Low Quantity Items - Expired Items

“_J Search - Browse all Records

i

Set Default Columns

-

List of Items (Displaying 1 - 27 of 27 records. Page 1 of 1.)

‘yMew [Z Update T3 Delg
No.

]
[
[l
]
]
al

e [ Export
Paserifition

Name
HsB 3
Reagent B
Reagenti Mew Reagent
Feagent B

Animal Sample

Barcode Printing
Any label printer can print barcodes from Excel files. Some may require software. Export the items to
print barcodes, and print the barcode field (saving the file as csv is standard).

Expiration Manufacturer Quantity
Stored

2012-05-
09

2011-12-
01

2012-05-
09

Sony

BiolnfoRx

Print Search Result

16

17

&

Quantity
Unstored

0

If you do not have specific software for printing barcodes, you can create them in your Excel file. You

can use any add-in for Excel that will convert your barcode number to a barcode, or download the
barcode font for Excel.



