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2. ACCESSING THE PROGRAM

When you want to start the program you can go in its folder or, if you have it on your

desktop press the icon; it will present you first with the following window

Easy Track 2D

THE EASY AND FLEXIBLE WAY
TO TRACK YOUR LAB'S SAMPLES

Release 2.0

and then with the login one

e EasyTrack 2D

Password

Release: 2.0.0

At this point you need to insert your password in order to access the functions you are
qualified to use. The first time you access the program you will need to use the default
password “supervisor” that will let you setup groups and users (go to “Users management”
for more details).

If divisions are enabled you will then be presented the window
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e EasyTrack 2D

Choose the divizion

Divizion Short name Mame
(B B |MB Lab _|Molecular Biology Lab |
2 [] BLLah Blood Lab
3 [] MILab Microbiology Lab
4 [] ¥l Lab Yirology Lab
5 O
[ O
7 O
3 O
9 O

Releaze: 2.0.0

which lists only the divisions you can work on. You can now choose which is the division
you need, by clicking on the box near its number (green arrow). This action will open the
starting window.

If divisions are not enabled the program will directly pass to the starting window.
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3. THE STARTING WINDOW

% EasyTrack 2D 2.0 Q

A 2B e BRii P EE 35 i &L (E M

EASYTRACK 20

Technician g . lunedi E‘ Client 1
&& WBLay Ve Supervisor # MAIN MENU oo 2005 - A

The first line in the window contains the name of the product and its version number, in
addition to the usual Windows “Minimize, Restore and Close” icons.

You then encounter the icon bar with the functions you are enabled to, a line with the
name of the licence’'s owner, the main window, a line with, in order, the name of the user
connected, the group it belongs to, the name of the function activated, day and date,
the number of the client connected.
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4. THE ICON BAR

The active functions depend on the profile of the user connected.
All the different available functions are:

A

To insert a single new sample
To insert multiple samples belonging to a scanned rack

To make different kinds of search by: sample ID, box ID or name, date and fields
name,

To create a child box from an existing sample box

To join different samples

To delete samples

To reorganize boxes

To import data from an external Excel file

To organize the samples into the containers

To display the box contents and insert it into a container

To define different models of containers

To view the report on in process and already processed boxes
To define and print labels with both linear and 2D barcode

To define fields’ names; to create groups; to access the available ufilities. Only
supervisors have access to this function

To create a new user or to modify an existing one. Only supervisors have access to
this function

To exit the program
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5. HOW TO INSERT A NEW SINGLE SAMPLE

To create a new sample you need to press the IE icon that will open the following
window.

& New sample El

Hour

Sample Date

05%-06-2006

ID Sample

ID box wiell

Fatient 1D Sample Tupe Source
| || | | |
Librany Organ Dizeaze
| || | | |
Step Concentration Surname

| | | |

M ame Age Sen

| || || |
[luankity Mumber Aliquotes Cell Line

| || | |
Wiruz Type Motes

| |

Speciez

In this window you can insert all the information related to a single sample.

The active fields depend on what has been defined in the “Fields and links setup”.

The only mandatory field is the “ID Sample” which can be both numerical and
alphanumeric.

The “No refresh fields” flag allows you to go on inserting many samples without having to
rewrite the fields' contents.

To record what you wrote, press the OK button, otherwise the EXIT one.
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6. HOW TO IMPORT SAMPLES INTO A BOX

To register into a box the contents of a file you need to press the £ icon that will open
the following window.

2 Box file X]
Box name/category Date Haour

ID Sample Vials zelected:

[A ] O oooodoand

IElC O 0O O0OO0O0O0O0O0Do0aoQgao
IO 000000000 oao
IDNC O 0O 000000000
- 0O 0O0O0O0O0O0O0o0aoQgao
IO 0O 00000000 oao
- 000000 000O0daO
[ H | o o o o o e R

The “SETTINGS” button (green arrow) allows open the window to set up a predefined
folder in which to look for the data files.

& Import settings

Path
& |

(¥ File tab delimited Browse |

) File comma delimited
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In this window you can also specify if the file you are to import is Tab or Comma Delimited.
The files you can import must be text files with “.TXT"” extension
If you have to change path you can write it directly in the field or use the "BROWSE" utility.

You can now press the “FILE IMPORT"” button (yellow arrow) that opens the window

EasyTrack 2D 2.0 - Leggi file

Wy Metwork
Flaces

Look in: |3 VM Data

R ol =

r;j Copy of Rack_3_20041119-1651034_Scatolag_1Col réj Rack_2_20041119-160921_Scatola2_1Col

[Z) Rack_1 20041119-150921 Scatolal

[£] Rack_1 20041119-150921 Scatolal iCal
[Z) Rack_1_20041119-151034_Scatolat

[Z) Rack_1_20041119-151034_Scatola4_1Cal
[Z] Rack_1_20041123-133100_Pippo

[Z] Rack_1_20041123-133100_Pippa_1Cal
[Z] Rack_1_20041123-133127_Pippo

[Z] Rack_1_20041123-133128_Pippa_1Cal
[Z) Rack_1_20041123-133501_elimina_1Cal
[£) Rack_1_20041123-133501_plute

[Z] Rack_1_20041123-133501_plute_1Cal

] Rack_1_20041126-140406_renzo

r.'éj Rack_1_20041126-140406_renzo_1Col
[£] Rack_2_20041119-160921_Scatola2

£

E] Rack_2_20041113-161034 Scatolas
E] Rack_2_20041113-161034 Scatolas_1Col
El Rack_3_20041113-160921_Scatola3
El Rack_3_20041113-160921_Scatola3_1Col
El Rack_3_20041113-161034_Scatolas
El Rack_3_20041113-161034_Scatolas_1Col

*

File name: ~ bt

Files of type: |t:d files(™ txt)

ﬂ Cpen |
ﬂ Cancel

At this point you choose the file you need and the Box File window will fill with data.
If data are not properly displayed, you have to verify f the file format is correct.
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Box name/category [ate Heaur
[BOX 8 || || 23-11-2004 | [01:31:00 PM |
IS T TV T TP © | Viols sclected:
1 AI]I No TrakMate
=AI]2 0029594817 EDESEEEEEESDD
ER Ao3 0029594869 O OO0 oOo0o0o0oo0oon
EN ~o04 0029594813 DD 00000000000
I Aos 0029594819 - OO0 000000 o0ood
I3 Aos 0029594797 gggggggggggg
AD7 0029594824
Kl Aos 0029594263 [H m m Eeiieiieiiegiegiegiel = = '®
IEQ A09 0029594865
| 10 ST 0029594252 n! !‘ ® List O Grid
(11 QSR 0029594882
Al2 MHo TrakMate |:| Comectly archived
BO1 0023534807 . Existing in archive or emar archivir
EER Bo2 0029594859 W
3 Bo3 0029594793 [ ?
m BO4 0029594878 l:‘ Ready to archive
BO5 0029594804
K3 Bos 0029594857
EE] Bo? 0029594870
X} Bos 0029594809
| 21 WEIE] 0029594862
EZ3 B10 0029594839
=] B11 0029594274
EZ) B12 No TrakMate
E3 co 0029594798
&3 coz 0029594885 -
co3 0029594860 v

At this point on the left of the screen you have the contents of your file.

On the right you can see the situation of the samples in your file with a coloured indication
of the state of each position.

The “Print worklist” button (green arrow) lets print the contents of the box in a list or a grid
form (depending on what you choose).

To record information about a set of vials with the same characteristics, first you need to
select the concerned samples. You can choose an entire column or row by clicking on
the corresponding number or letter; the whole set by clicking on the top left corner or
different scattered vials by clicking on the single samples.

Once you have done your choice, with the “Group recording” (yellow arrow) button you
can record the information about the vials you selected.
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Box name/category
Box type

B 12x8

O

o
o

This is the first window you are presented after the “group recording” button has been
pressed. It allows select the box name/category and its dimension.
Once you have made your choice, the following window opens.

& New group samples r?

Hour

Sample Date

23-11-2004

ID Sample
0029594817

ID box wiell

Fatient 1D Sample Tupe Source
| || | | |
Librany Organ Dizeaze
| || | | |
Step Concentration Surname

| | | |

M ame Age Sen

| || || |
[luankity Mumber Aliquotes Cell Line

| || | |
Wiruz Type Motes

| |

Speciez

k-

This is the window where you can insert all the data about the samples. The information
you can insert depend on what have been defined in the fields and links setup.
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7. HOW TO SEARCH FOR A SAMPLE

To search for a sample or a box into the archive, you need to press the
open the following window.

& Search
D Sample ID Box

] |

Biox name/categor,
Fram to | el

Patient [T Sample Tupe Source
| || || |
Libramy Organ Diseaze
| || || |

Step Concentratian Surname

— &

You can specify a Sample or Box ID, a box name/category, a date interval or any of the
fields shown in the window.

To confirm your search, press the "Ok” button (yellow arrow); otherwise the “Exit” one
(green arrow).

If there is a multiple result set you will be shown the following window
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& Detail samples in box: 12345 (DNA Extract) le

[ o {wel] D Sawple | Date | | |0
A1 0019042702 19-11-2004 1610 55555 DNA '
B c02 0019042707 191120041610 55555 DMA
BBl 203 0019043524 191120041610 55555 DNA
A4 0019042713 1911-2004 1610 55555 DN
ADS DO19042714 191120041610 4444 DNA
| 7

ADS 0019043521 19112004 1610 4444 DA
@l 207 0019043520 191120041610 4444 D&
IR :05 0019043519 1911-2004 1610 4444 DNA
ADY 0019043518 19-11-2004 16:10
[107] 410 Ho019043517 | 19-11-2004 1610 | 66 =
A11 0019042729 19-11-2004 16:10
g 412 0019042728 1911-2004 16:10  GEEEES DNA
BOT 0019043503 19-11-200416:10 55555 DNA
BOZ 0019043504 19-11-200416:10 55555 DNA
BO3 0019043505 19-11-200416:10 55555 DNA
BO4 0013043505 19-11-200416:10 55555 DN
BOS 0019043507 19-11-200416:10 4444 DNA
BOE 0019043508 19-11-200416:10 4444 DNa
BO7 0013043503 19-11-200416:10 4444 DNa
BO8 0019043510 19-11-200416:10 4444 DNA
BO3 0013043511 19-11-200416:10  BGEEGE DN
B10 0019043512 19-11-2004 16:10  BREEGE DNA
B11 0019043513 19-11-200416:10  BGEEGEE DNA
B12 0013043514 19-11-200416:10  EGEEEE DNA
01 0019043502 19112004 1610 55555 DNA
fg §02 0019043500 19-11-200416:10 559455 DN
03 0019043500 19112004 16:10 55455 DNA
04 0019043493 19112004 1610 55955 DNA
05 0019043433 19112004 1610 4444 DNA
05 0019043497 19112004 1610 4444 DNA
70019043496 1911-2004 1610 4%44 DNA b

At this point you can choose to see the details of a single sample by selecting it and
pressing the “Show sample data” button (green arrow) or double clicking on its row
(yellow arrow).

You can even decide to print the contents in a list or grid form with the “Print box” button
(red arrow).

To change the box’s name/category just press the corresponding button.

—_
(0%]

Y —
LT A | | r

Yy
| =r]

= - wrf oo -

-1

™

[oa] [RS8 )
— o

Once you have made your choice, you will be shown the window below; it is the same
window shown if there is not a multiple set result..
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& View/Modify sample

Sample Date

ID Sample

Insert date

Lazt rmodify

0019043517 19-11-2004

[ 18-05-2006 | [18-05-2006 22 33 |

Box name/categony

ID box wiell

|dzer

| O | —

Fatient 1D Sample Tupe Source

|555555 | |DNA | |NIH |
Librany Organ Dizeaze

| | ||_i"|"El | |Eancel |
Step Concentration Surname

|3 | | | |Hann |
Lirk | Stack |

M ame \ Age Sen

tAnn Ne# | [F |
[luankity Hursgr Aliquotes Cell Line

|5u ul | |32 N | | |
Wiruz Type Motes

| |

Speciez

| |

|
el

With this window open, you can: see the data, modify them, create children, print the

sample’s data and barcode or delete a single sample.

Page 14 of 57



flui

The “Create children” button (red arrow) opens the window in which you can list the
child/children of the sample you are working on.

ID Sample

Once you have inserted the IDs of the new sample/s, you can confirm them with the “Ok”
button.

The fact that children have been created will be made known in the Notes field.

You can also stock the box choosing the “Stock” label (blue arrow) and then pressing the
“Box stocking” button (green arrow).

" Otherdata | Link |[Eoa

It shows the list of the available containers with its location, model and description.
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& Stock man agement |£|
[# [Name Location Model Description

|1_ MB Lab -1 |2nd Floor - Room 23 |BTD 842 |-86°C Upright Freezer
IT MB Lab -2 2nd Floor - Room 20 BTD 842 -86"C Upnght Freezer

IEJ Vi Lab -1 6th Floor - Room 15 CEED -86°C Chest Freezer

With the “Show container” button (green button), you can see its contents.

For more information on stocking box, see the corresponding chapter.
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8. HOW TO CREATE CHILDREN

When you want to create children (to assign the same characteristics to the samples

contained in another box) you can choose the rLtt icon that will open the following
window.

& Children create |:| |§| rzl
Parental samples << Previous
D ate Hoaur ID box

ID Sample ID Sample &)

a
3

v/ v
Parental import | Samples not in archive | Samples already in archive

—— I -

The “Setup” button (red arrow) opens the next window and lets you to define where to
find the files to import.

#
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e Import settings b__q
FParental path
|E:\.H_l,l Documentsi\YM Data' | Browse |
Children path
|E:\H_l,l Documents'\W¥M Data' | Browse |
Mumber of children EI {=} File tab delimited
O File comma delimited
) File excel

In this window you can indicate even how many children you want to create specifying
the number in the prearranged field (yellow arrow) and what kind of file is.

After you have specified the path, you can press the “Parental import” (green arrow) to
choose the file to import. Once the file has been imported, you will have the next

situation.
If you have samples not yet archived, it will not be possible to create children
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i Children create

1D box Date Hour ID box

BOX 6 | [ 19-11-2004 | [04:10:34 PM | | - - || |
o [well[  IDSample  ES[n" [ Well | IDSample ~[S
I e
| 2 QLUK 0027106353 e

AD3 0027104752 N

KB Ao4 0027104751 e

I Aos 0027104750 N

I3 Aoe 0027104749 e B
AD7 0027104748 N |

B Aos 0027106351 e

IEJ Aos 0027106374 N

K3 Ato 0027104745 e

All 0027104744 N

|12 JEYF: 0027104743 e

BO1 0027104755 N

EEB Bo2 0019043504 e

3 Bo3 0027104757 N

K3 Bo4 0027105402 e

BO5 0027104759 N

K] Bos Mo TrakMate e

EER BO7 0027104761 N

) Bos 0027104762 e

| 21 QLK 0027104763 N

| 22 W] 0027104764 e

B11 0027104765 N

| 24 WEF 0027104766 e

co1 0027104778 v [ v
Parental import | | Samples not in archive |

At this point you can import, at maximum, as many children files as you have specified in
the appropriate window. You can pass from one child to the other with the
“next”/"previous” buttons on the top of the window.

Once you have chosen the children files, a “Recording” button g will appear on

the bottom left side of the window. If pressed, this button will duplicate all the information
as many times as requested.
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9. HOW TO JOIN SAMPLES

quic}(

If you have samples to join, you can choose the icon i I that opens the next window.

ID Sample
| [t |

IO Sample

e
1
2
ID Sample target
i 1
; S7 |
4
b
B

You have now to write or read with a barcode reader the sample’s ID in the field shown
by the red arrow and press the “Insert” button. You can join together up to six samples.
Every fime you insert a sample, you can see its details in the sky-blue filed below.

Once you have chosen all the samples you need, you can write the new sample’s ID in
the relating field (green arrow) and press the button with the arrow.
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10. HOW TO DELETE A BOX’S CONTENTS

If you want to delete the contents of an entire box you can chose the @ icon that
opens the next window.

£ Delete samples |X|
1D box Date Hour

Pressing the “Read file” button you will be able to search, with a browse window, for the
file containing the samples to delete.
Once the file chosen, you will be presented with the box’s situation as shown below.
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2 Delete samples | |
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1D box [Drate Hour

|BOX 6 | | 19-11-2004 | [04:10:34 PM |

A | L

“ % - . zample nat in archive

zample nat in thiz box

D Ermpty

i e
| H |

| n* [well | Sample [BOX A&
“ Mo TrakMate

B3 A0z 0027106353 BOX6

AD3 0027104743 BOX6

IEB A04 0027104751 BOXB

IEl A05 0027104750 BOX6

Il A06 0027104749 BOX6

AD7 0027104761 BOX6

IEB A08 0027106351 BOX6

[EI1 A0 0027106374

AlD 0027104745 BOXE

il A11 0027104744 BOX6

Al2 0027104748 BOX 6

BO1 0027104755 BOXG6

EEB B02 0019043504 BOX 12345

B0O3 0027104757 BOXE

[[[7 Boa 0027105402
BOS 0027104759 BOX6

K} Bo6 0027104760 BOX6

EEN B07 0027104752 BOXG6 v

If you have samples not in this box (the ones with a “X”) you cannot delete the samples.
| everything is fine, you can “Delete all samples” or “Exit" the window.
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11. HOW TO REARRANGE A BOX

When you have samples recorded in different boxes and you want to group them in the

same box, you can use the rearrange function with the E icon that opens the following
window.

&> Rearray box

Pressing the “Read file” button, you can look for the file containing the new situation of the
box. At this point you will be shown the window in the next page.
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i Rearray box

Actual archive situation

B |

| D
| E |

(1 J2f3]af5]6[7]8[9]10[11]12
A |
|

H

0z

zample in archive

D Emphy

zample not in box file

=

|G|
[ H |
[]
N

5

P>
—ocooooo
=== BT

e - -
O ko
iy

B03
B0S

I

— -

1D bo pate o o [Well [ Sampie | Box B
[BOX 6 | [ 19-11-2004 | [04:10:34 PM| [JrQ A08 0027106351 BOX 6
[ A10 0027104745 BOX 6
Bl A1 0027104744 BOX 6
Al2 0027104743 BOX 6
BO1 0027104755 BOX 6
BEN B02 0019043504 BOX 12345
K B03 0027104757 BOX 6
BO5 0027104759 BOX 6
D zample in archive zample not in thiz box m BO06 Mo TrakMate
N EE] B0?7 0027104761 BOX 6
Bl sample notin archive [ ] Empty BTl 505 0027104762 BOM &
Al B09 0027104763 BOX 6 v

Well | Sample | Box O

0027106353
0027104743
0027104751
0027104750
0027104749
0027104761
0027106351
0027104745
0027104744
0027104748
0027104755

0027104757
0027104759

BOX 6
BOX 6
BOX 6
BOX &
BOX 6
BOX 6
BOX &
BOX 6
BOX 6
BOX 6
BOX 6
. BOoXs
BOX &
BOX 6 w

In the top part of the window you can see the situation in the file; in the bottom part you
have the actual situation of the box in archive; if the box has no samples the bottom left

part of the window will be empty.

With the “Read file” button you can change file; with the “Rearray samples” the samples
not yet in this archived box will be recorded in it changing the box’s situation.
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12. HOW TO IMPORT DATA FROM AN EXCEL FILE

If your data are contained in a .XLS file you can import then by choosing the @ icon.

&> Import form external archive

“/-' (=} Header
O Mo header

The first time you open this window, you need to click the “Fields sefting” button that
allows you to define which are the columns, in the XLS file, that contain the data you
want to import. This button can be used every time you require; it will open the next
window.
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Field name Column position in worksheet | Data type
ID Sample ‘1 Text
Sample date Text
Sample howr Text
ID box Text
Well Text
Mote Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text
Text

B I T T e T T T A R R e e I T

I

Once you have defined the columns’ numbers and types the ok button will send you
back to the previous window where you can click the “Import” button to search for the
fle you want to import specifying also if the file contains or not the header. The data
contained in the file, before recording, will be displayed as shown below.
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ID Sample
0001901567
0001301568
0001901569
0001901570
0001901571
0001901572

0001301573
0001901574
0001301575
0001301576
0001901577
0001301578
0001901579
0001301580
0001301581
0001301582

i Import form external archive

Sample Time

Well

12 A0
12 AD2
12 A03
12 AD4
12 A0S
12 ADG

e

12 A08
12 AD9
12 A10
12 A1
12 A12
12 BO1
12 BO2
12 BO3
12 B4

If the data are correct you can record, with the “Import” button.
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13. HOW TO STOCK BOXES

If you want to stock boxes you can press the B icon to open the following window.

&% Stock management

[ # [Name Location Hodel Description

|1_ MB Lab -1 |2nd Floor - Room 23 |BTD 842 |-86"C Upnight Freezer
IT MB Lab -2 2nd Floor - Room 20 BTD 842 -86"C Upright Freezer
BEN ¥1Lab -1  Gth Floor - Room 15 CGGD -86°C Chest Freezer

E e

In this window you can:

1. see the status of a single container and move single boxes from one position to
another or from one container to another one;

2. create a new container starting from a defined model;

3. search for a box or a single sample in the stock;

4. print the list of the containers created.
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1 - Show container (yellow arrow)

This button opens the following window

k> Box location |X|
MB Lab - 1

Container name Location
[MB Lab - 1 | [2nd Floor - Room 23 |

Boxes total: 624 free: 624 Shrink | Exrpand I

Tree Coordinates Box |Abs. pos.

The “Expand” button opens the free like shown below
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¥ Box location E|
Container narme Lacation
IMB Lab - 1 | [2nd Floor - Room 23
Boxes total: 624 free: 624 Shiink |
-] Shelf_1 SH1
-] Metal Rack_1 5SH1 MA1
-l Draw_1 SH1 MA1 DR1
BOX_1 SH1 MA1 DR1 BX1 1
BOX_2 SH1 MA1 DR BX2 2
BOX 3 SH1 MR1 DR1 BX3 3
BOx_4 SH1 MA1 DR BX4 4
BOX_5 SH1 MA1 DR BX5 5
BOX 6 SH1 MR1 DR1 BX6 b
- Draw_2 SH1 MR1 DR2
BOX_1 5H1 MR1 DR2 BX1 7
BOX 2 SH1 MR1 DR2 BX2 8
BOx_3 5H1 MA1 DR2 BX3 9
BOX_4 5H1 MA1 DR2 B4 10
BOX 5 SH1 MR1 DR2 BX5 11
BOx_G& 5H1 MA1 DR2 BXE6 12
-l Draw_3 SH1 MR1 DR3
BOX_1 SH1 MR1 DR3 BX1 13
BOx_2 SH1 MA1 DR2 BX2 14
BOX_3 SH1 MA1 DR3 BX3 15
BOX_4 SH1 MR1 DR3 BX4 16
BOx_5 5H1 MA1 DR2 BX5 17
BOX_& SH1 MA1 DR3 BX6 18
-| Draw_4 SH1 MR1 DR4 =
BOX_1 SH1 MA1 DR4 BX1 19 =
BOX_2 SH1 MA1 DR4 B2 20 -
BOX_3 SH1 MR1 DR4 BX3 21
BOx_4 SH1 MA1 DR 4 BX4 22
BOX 5 SH1 MA1 DR4 BX5 23 .,

At this point if you want to change position to a box, you have to select it, pick it up, put it

on the table

MAT 3731000106

and drag it back into the new position.

If you want to change container, after you put the box on the table, you can select the
new container from the list and continue as described before.

On the conftrary, if you want to insert a box into the free, you select the position; you
double click on the column and the present window opens
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&> Box location

MHame Initialz:  n*
Container name Locatian |BDX_1 | |DH | |1 |
IMB Lab - 1 | [2nd Floor - Room 23
Box Coordinates Abzolute position
Boxes total 624  free: 624 Shiink | Expand | |5H1 MR1 DR1 BX1 | |1 |
o 5.
= Shelf_1 SH1 ID box
-] Metal Rack_1 5H1 MR1 |123454 |
- Draw_1 SH1 MR1 DR1
BDX_1 SH1 MR1 DR1 BX1 1 -
BOX_2 5H1 MR1 DR1 BX2 2
BDX_3 SH1 MR1 DR1 BX3 3
BOX_4 5H1 MR1 DR1 BX4 4
BOX_ 5 5H1 MR1 DR1 BX5 L]
BDX_6 SH1 MR1 DR1 BX6 G
- Draw_2 5H1 MR1 DR2
BOX_1 5H1 MB1 DR2 BX1 7
BD¥_2 SH1 MR1 DR2 BX2 8
BOX_3 5H1 MR1 DR2 BX3 9
BOX_4 5H1 MR1 DR2 B4 10
BDX_5 SH1 MR1 DR2 BX5 1
BOX_6 5H1 MR1 DR2 BX6 12
- Draw_3 SH1 MR1 DR3
BD¥_1 SH1 MR1 DR3 BX1 13
BOX_2 5H1 MR1 DR3 BX2 14
BDX_3 SH1 MR1 DR3 BX3 15
BD¥_4 SH1 MR1 DR3 BX4 16
BOX_5 5H1 MR1 DR3 BX5 17
BDX_6 SH1 MR1 DR3 BX6 18

- Draw_4 SH1 MR1 DR4 =
BOX_1 5H1 MR1 DR4 BX1 19 =
BOx_2 5H1 MA1 DR4 B2 20 =
BOX_3 SH1 MA1 DR4 BX3 21
BOX_4 5H1 MR1 DR4 BX4 22
BOX_5 5H1 MA1 DR4 BX5 23 .,

Put the box’s name in the field and press the OK button to insert the box into the free.

Instead if you want to see the contents of a stocked box you can double click its name on
the tree and press the “show samples” button to obtain the following state
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¥ Box location E|
MB Lab - 1 n Selected element
MHame Initial:  n*
Container name Location |BUX 1 | |DH | |1 |
IMB Lab - 1 | [2nd Floor - Room 23
- Box Coordinates Abzolute position
Boxes total 624  free: 624 Shiink | Expand | |5H1 MR1 DR1 BX1 | |1 |
I . pOs.

= Shelf_1 SH1 — | ID box Box name/categony

-| Metal Rack_1 SH1 MR1 - [12345 | | |

—| Draw_1 SH1 MA1 DR1
BOX_1 5H1 MR1 DR1 BX1 12345

=== =

BOx_2 5H1 MR1 DR1 BX2

1
2
3
BOX_4 5H1 MR1 DR1 BX4 4
5
6

BOX_3  SH1 MR1 DR1 BX3 O T R OERER
BOX_5  SH1 MR1 DR1 BX5 ‘;‘
BOX_6  SH1 MR1 DR1 BX6 = -
- Draw_2 SH1 MR1 DR2 =
BOX_1  SH1 MR1 DR2 BX1 7 =
BOX_2  SH1 MR1 DR2 BX2 8 =
BOX_3  SH1 MR1 DR2 BX3 9 =
BOX_4  SH1 MR1 DR2 BX4 10 o
BOX_5  SH1 MR1 DR2 BX5 1
BOX_6  SH1 MR1 DR2 BX6 12
- Draw_3 SH1 MR1 DR3
BOX_1  SH1 MR1 DR3 BX1 13 CO5: 0019043498 4444
BOX_2  SH1 MR1DR3 BX2 14  |DNA
BOX_3  SH1 MR1DR3 BX3 15 [¥iew sample
BOX_4  SH1 MR1 DR3 BX4 16
BOX_5  SH1 MR1 DR3 BX5 17
BOX_6  SH1 MR1 DR3 BX6 18
- Draw_4 SH1 MR1 DR4
BOX_1  SH1 MR1 DR4 BX1 19
BOX_2  SH1 MR1 DR4 BX2 20

BOX_3 SH1 MA1 DR4 BX3 21
BOX_4 5H1 MR1 DR4 BX4 22
BOX_5 5H1 MA1 DR4 BX5 23 .,

Positioning on the grid, you have displayed the sample’s ID on the yellow line.

With this window you can also remove a box from a tree and, so, from the stock.

If you need to print the container’s tree structure with its contents, just press the “Print tree”
button.

With the “View sample” button it is possible to see the data of the single sample you are
positioned on.

With the “View box" button you arrange the printing of the box's contents.
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2 - Add container (red arrow)

With this button you open the next window that shows the different available models.

i New container |§|

[ # [Name Model Description

M Thermo  BTD 842  -86°C Upright Freezer
I3 MBS CE60 86°C Chest Freezer

At this point you position yourself on the model you are interested on click the “Insert
container” button which leads to the following window
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& New container E

[ # [Mame Model Description

[ 1 [Thermo |BTD 842 |-86°C Upright Fieezer
[ 2 B35 CEE0 -86"C Chest Freezer

— Stock container
MHame Drezcription

| | |-BB'E Uprnight Freezer
Model and 5/M
[BTD 842 |

Location
| |

Totals racks: 624

You just need to insert the container's name and location and press the “Ok” button to

confirm your choices.
The new container will be listed in the main stock management window
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3 - Search box/sample (green arrow)
These buttons let you search for a box o for a sample starting from their ID.

You will then be presented with the container where the box or the sample are stocked
and you will find yourself in the same situation as the point 1 — Show container.

4 - Print list (blue arrow)

This button activates the preview window.

W Dl Q-] &)

EASYTRACK 2D
Malecular Biology Lab 15 giugno 2006

[ # [Mame Location Model Description

5B MB Lab -1 2ndFloor - Room 23 BTD 842 -86°C Upright Freezer
FAMB Lab-2 2ndFloor - Room 20 BTD 842 -86'C Upright Freezer
EViLa-1 6th Floor - Room 15 CE60 -86°C Chest Freezer
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14. HOW TO STOCK SAMPLES FROM A FILE

e
When you have a file and you want to stock it contains, you can click the i icon.

i Box stock

[n" [ wen [ 1D |

With the “Settings” button you can set up the path so that the “File import” button will
directly position in the right folder.

With the “File import” button you can choose the file you need to stock.

If all the samples described in the file are archived in just one box you obtain the following
window; otherwise it will not be possible to get on stocking and you may need to rearray
the samples.
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& Box stock

[ate Hour

IBOX 8 | [ 23-11-2004 | [01:31:00 PM |

[ n* [well | _Sample _[BOx [
“ Mo TrakMate

AD2 0029594817 BOX 8

AD3 0029594869 BOX 8

IEN A04 0029594813 BOX8 -
I A05 0029594819 BOX S

Il A06 0029594797 BOX S

AD7 0029594824 BOX 8

Il A08 0029594263 BOXS

IEB A03 0029594865 BOX 8

[l A10 0029594252 BOXS

B A11 0029594882 BOX S

EE A12  No TrakMate

EEJ B01 0029594807 BOXS

EEN B02 0029594859 BOX 8

[ B03 0029594793 BOX S

I3 B04 0029594878 BOXS

BO5 0029594804 BOX 8

KL} B06 0029594857 BOX S

EEN B07 0029594870 BOX 8

BO8 0029594809 BOXS

Al B09 0029594862 BOX 8

[EX3 B10 0029594839 BOX 8 -
B11 0029594274 BOXS v

Clicking on the "Stock” button, if the box is already stocked you will be presented with its
container’s data in the bottom part of the window; otherwise you will be asked if you want
to stock the box and presented with the “stock management” window where only the
“Show container” button is visible.
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15. HOW TO DEFINE CONTAINERS’ MODELS

When you install the program, a set of predefined models of containers is included.
If you want to insert new models and/or modify the ones you have already created, you

need to click the E icon to start the following window.

& Models
IT Name Description

[ 1 |Thermo |-86°C Upright Freezer |BTD 842
[ 2 BIE -86°C Chest Fieezer  CBED

The “New model” button opens the window in the next page.
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& model H=13
Hew model
tame Dezcription todel

Tree |Coordinates | Box

Total boxes: 0

5

First you have to write a name, a short description and the model for the new container.
You can now star to insert its tree-structure starting with the “New" button.

— Hew element
Hame Iritials n*#ztarting

Box container [

Inzert relative position Element gty
| -] et

In the “New element” box, you have:

to give a name to the different parts of your container;

to give these parts an abbreviation;

to decide their starting number;

to indicate if they can contain boxes and, if they can, how many;

to choose the relative position of the element in the tfree and how many times it
has to be duplicated in the container.

AN NN

For every element you want to insert, you need to click the “New” button.
Once you have inserted at least one element you will have a similar situation.
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& model El [E| El

Change model
tame Dezcription todel
[Thermo | [-86°C Upright Freezer | BTD 842 |
- - - Shnnk | Expand | Undo | Coordinates recalc |
[ Tiee  [Coordinates  [Box  [PHFRLG L
- Shelf_1 SH1 o M ame Iriitials n*Astarting
- Metal Rack_1 SH1 MR1 0 [ | | | |
Draw_1 5H1 MR1 DR1 [
Draw 2 5H1 MR1 DR2 [ .
Draw_3 SH1 MR1 DR3 g | Hoxcontaner [
Draw 4 5H1 MR1 DR4 [
Draw 5 SH1 ME1 DRS [ Inzert relative position Element gty
Draw_bB SH1 MR1 DRG [ - -
Draw 7 5H1 MR1 DRY [ J I—l
Draw_8 SH1 MR1 DR8 [
-| Metal Rack_2 5SH1 MR2 0
Draw_1 S5H1 MR2 DH1 [ Total boxes: E24
Draw_2 SH1 MR2 DR2 [
Draw_3 5H1 MR2 DR3 [
Draw_4 SH1 MR2 DR4 b
Draw b 5H1 MR2 DRb [
Draw b6 5H1 MR2 DRE [
Draw_7 SH1 MR2 DRY [
Draw 8 5H1 MR2 DR8 [
-| Metal Rack_3 SH1 MR3 0
Draw_1 5H1 MR2 DR1 [
Draw 2 5H1 MR2 DR2 [
Draw_3 SH1 MR3 DR3 [
Draw 4 5H1 MR2 DR4 [

With the different buttons, you can, in order:

add new elements;

modify the element you are positioned on;

delete asingle element (the one you are positioned on);
shrink or expand the tree structure;

undo your last action;

recalculate coordinates if you have removed elements.

AN NI N NI

Under the "New element” box you have the indication of the total number of boxes you
have defined for this model of container.

If, instead of creating, you want to modify one of your already existing containers, you just

have to select it and press the “Modify container” button. Once you have chosen the
element to change, press the “Modify” button and you will have the next situation

Page 40 of 57



& model |Z| |E| El

Change model
tame Dezcription todel
[Thermo | [-86°C Upright Freezer | BTD 842 |
- - - Shnnk | Expand | Undo | Coordinates recalc |
L X L= ~ | [ Modify element
= i SH1 o | Mame Iitials #
- Metal Rack_1 SH1 MR1 0 [Diaw | bR | |2 |
Draw_1 5H1 MR1 DR1 6 Camnalilizs
Draw_2 5H1 MR1 DR2 6
Draw_3 SH1 MR1 DR3 g [SH1MR1DR2 |
Draw_4 SH1 MR1 DR4 [ Abzolute position
Draw 5  SH1 MR1 DRS 6 [Box7-Box12 |
Draw_bB 5H1 MR1 DR6 b
Draw_7 SH1 MR1 DR? 6 -
Draw_B8 5H1 MR1 DR& b
-] Metal Rack_2 5H1 MR2 1]
Draw_1 SH1 MR2 DR1 6 Total boxes: 624
Draw_2 5H1 MR2 DR2 b
Draw_3 5H1 MRZ2 DR3 6
Draw_4 SH1 MR2 DR4 b
Draw_5 5H1 MR2 DR5 6
Draw B SH1 MB2 DRE B
Draw_7 5H1 MR2 DR7 b
Draw_ 8 5H1 MRZ2 DRE 6
-] Metal Hack_3 S5SH1 MR3 1}
Draw_1 5H1 MR3 DR1 6
Draw_2 5H1 MR3 DR2 6
Draw_3 5H1 MR3 DR3 b -
Draw 4 5H1 MR3 DR4 6 ¥

Page 41 of 57



16. HOW TO PRINT REPORTS

quigD(

To see and pint a report on the state of the art of the boxes you can press the M icon
and open the following window.

In this window you can conftrol the state of the boxes in process and already stocked. In
fact you are presented with the list of the boxes and, at the bottom, all related
information: how many boxes are full, empty or not in use; how many boxes are only
partially full and how many boxes contain more samples than expected.
The print button arranges the preview of both the list of the boxes and the information at

the bottom of the page.

i Report

l? Id_box box name Box type |Samples in box | Stock container

[1 [REYs Blood 12x8
2 B 1248

1248
EN B0 12345 DMAExtact 1248
[ 5 B 1248
=0 B0 3 Seum 12x8

_Wmng samples in box

Empty box or not in uze

94 MB Lab -1 BTD 842 -86°C Upright Freezer

78 Wl Lab - 1 CBE0 -236"C Chest Freezer
2 Wl Lab - 1 CEED -86°C Chest Freezer

Stock coordinates

SH1 MR1 DR1 Bx1
MT4 B3
MT1 B

Box in process

Box processed
Total Box

Box in process

Box processed

Full box

Empty box or not in use
Incomplete box

Box with wrong samples

Full box
Empty box or not in use

= L I =]

[

oo
1<
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17. HOW TO PRINT LABELS

Iy,

You can manage labels both for samples and boxes with the &= icon that opens

the following window.

& Print barcode E|
Labels
|PCR Vial 0.2 ml (24 x 18 mm) ~]

# Label name Part number Printer

1 EERYEINPY I THT122-461-3 Datamax M-4306  Vials

Labware

Printer

|Micmsuﬂ Office Document Image Writer

{) Sample print

el T ==

(I

O Sequence print

Frarm | |

b | |

{3 Box print

)

When you open it for the fist time you will see some predefined labels that you will not be

able to modify.

Once you have chosen the label you want to use and the printer, you can print a
barcode for a single sample, for a set of samples or for a box inserting the requested data

and pressing the OK button.

To create and change a label you have to press the “Label settings” button that opens

the following window.
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& |abels
# Labelname  Labelcode  Printer  Labware Size

BBl FCR Vial 0.2 ml | THT122-461-3 | Datamax M-4306 |Vials

The buttons “New”, “*Change” opens the window
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& New label settings

Label name

Width [ram}: Eﬁrgm Right

Height [rarm]:

Label for row: EI Top B ottom

Space inter labelz: (mm) "Wertical EI EI
IZI Harizontal

Labware Part number

Vials || |

Printers

|Hicmsnﬂ Office Document Image Witer j

Print format

|1 - Letter USA, 835 x 11 in |

Page format;

y ‘ 0x0cm |

B B

Fields
99 Fixed text |

This window let you define or modify all the style of the labels sheet: labels’ name, width
and height, number of labels per row, margins, space inter labels, lab ware, printer and
print format.

To define or modify what is going to be written on a single label, you need to choose the
type of the field and press the Add button to see the next frame where you can decide
the precise position of the field, the text and the font formart.

1° Field: 99 Fixed text

# Coordinate [mm) El
' Coordinate [mm) El

Fized text

|
ok ‘ ’Aria::unt | | ‘1!] | |anma|

Once you have inserted all the necessary data you can press the OK button and the field
will be inserted into the label.

If you are modifying the label or after the first insertion you will see also the following frame
to modify or delete the fields already inserted.
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Fields in label
|32 Barcode sample j

Change Delete

To see the preview of what you are doing you just have to press the Preview Button.
To save the new label or the modified label just press the Save label button.
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18. HOW TO SETUP THE PROGRAM

NA

To start to set up the program you need to press the corresponding icon.
Only supervisors has access to this function
This function enables to select which fields and links will be used in your version of

EasyTrack, to personalize their names, to define groups and passwords and to set utilities.
As you click it, you will be presented the following windows:

(%2 Program setup

| Groups and password |
Field 1 - name On Field 10 - name On
| | ¥ |
Field 2 - name Field 11 - name
| | ¥ | | g
Field 3 - name Field 12 - name
| [ | @
Field 4 - name Field 13 - name
| [ | @
[ Link not enabled
Field 5 - name Field 14 - name Linkl: e On
| | # | ] = | E
Field 6 - name Field 15 - name .
Link 2
| | # | 1« |, E
Field 7 - name Field 16 - name .
Link 2
| |~ || = | E
Field 8 - name Field 17 - name .
Link 4
| | 7| =, E
Field 9 - name .
Link &
| | > | | v
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19. FIELDS AND LINKS SETUP

quigb(

To select the fields you intend to use; just check the box near the ones you want to keep in
the column “On” (green arrow).
In order to have the right labels in the “New sample” window, you need to write the

heading you want in the field box (yellow arrow).

You can do exactly the same moves for the links after you have decided to enable them
clicking the corresponding box (red arrow).
The labels you set in this window will be used if you do not check the Division enable box in
the Groups and password window or if in the division setup you do not give a name to

these fields.

©

Field 1 - name

Fields and link ‘| Groups and pagzwol

Field 2 - name

Field 3 - name

Field 4 - name

Field 5 - name

Field 6 - name

Field 7 - name

Field 8 - name

Field 9 - name

Field 10 - name On
| |
Field 11 - name
| |
Field 12 - name
| | =
Field 13 - name
| | @
Field 14 - name
| | =
Field 15 - name
| |
Field 16 - name
| |
Field 17 - name
| |

[ Link not enabled

Link 1 On
| | 4
Link 2
| | 4
Link 2
| | =
Link 4
| |
Link &
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20. GROUPS AND DIVISIONS SETUP

This function allows defining groups and their permissions.
At the first installation you will find one group already defined which will be needed to
setup the program: Supervisor.

[ Program setup

Fields and links ] Groups and password

Groups and users

[# [Descripion Password

|_1 Supervisor min length

Divizion enable v

k-

To create a new group of users you need to write its name double-clicking in the first
empty line (green arrow).

You can then decide how long the password should be just writing it in the box pointed by
the yellow arrow (max length is 50) which is the minimum length. The password is case
sensitive and alphanumeric.

“GROUP SETUP”

To select which actions each member of the group can take, press the “Group setup”
button (red arrow); this action will open the “Operator setup” window.

Choose the group you want to work on clicking on its name; it will be pointed out in red
(predefined groups will not be listed). Checking the single boxes, you can decide to which
functions give it permission.

To confirm your choices press the “Ok” button, to go back to the previous windows
without confirming press the “Exit".
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& Grou p setup

................................ Setup for User
New sample Box file
Box stock [ Wodify and delete sample
Link setting Search
[ Create model Stock management
- Modify stock Create childien
O Import from external Jain
archive
Reamnay

“DIVISION SETUP”

Pressing the “Division setup” button (blue arrow), visible only if the “Division enable” box is
checked, allows you to define up to nine different sets of labels for up to the nine possible
different divisions in your laboratory.

¥ Division f‘5__<|
(IS0 Divison2 | Division3 | Division4 | Divison5 | Division§ | Division? | Division8 | Divisiond |
Short name Hame
|MB Lab | |Mulecular Biology Lab |
Field 1 - name On [ Field 9 - name On | Field 17 - name On
|Patient 1D | v |5umame [w |5pecies | [w
Field 2 - name Field 10 - name
|Sample Type | ~ |Name v
Field 3 - name Field 11 - name
|50urce | ~ |Age [
Field 4 - name Field 12 - name Link 1 On
|Lihlal_l,l | v |Sex [w |www | v
Field 5 - name Field 13 - name Link 2
|l]n_:|an | v |l1uantit5| [w |.xls | [v
Field 6 - name Field 14 - name Link 3
|Disease | ~ |Numher Aliquotes v |_|:|df | i
Field 7 - name Field 15 - name Link 4
|Step | ~ |Eell Line [v |.duc: | [
Field 8 - name Field 16 - name Link 5
|Enncentlatinn | v |Vilus Type [w |.|J|Jt | v
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To enable divisions will affect both the first window you will be presented after logging in
and the user’'s windows.

Every time you check or uncheck the “Division enable” box, the program will have to
restart to carry out the changes.
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21. USERS MANAGEMENT

To manage users you have to click the corresponding icon. @

This is the function that helps create, modify and enable/disable users of the program.
When you open the window, you can see the list of the users already defined, the number
of the group they belong to and if they are in the “disabled” state or not.

You can then decide to create a new user clicking the “New user” button (green arrow),
to modify an existing one by clicking the “Modify selected user” one (blue arrow) or to exit
the window (yellow arrow).

When you click the corresponding icon, you will be presented with the following window.

&> Users

-
- Danald

Andrew Anderson 2

Bob Mewman 3
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In the previous window you have to press the “New user” button (green arrow); it opens
the following window.

22. HOW TO CREATE A NEW USER

& Users

-
- Danald

Andrew Andelsan 2

Bob Mewman 3

S =X Ll

New user
First name Lazt name
Group Paszword [min. length 8 char. ]
-] |

Divizion

At the bottom of the window you have to insert first and last name of the user, the group

to which he belongs to, his password (the min. length depends on set up) and to check
the divisions on which the user can work on.

If, in the set up, divisions have not been enabled, the bottom part of the window will not
present the possibility to choose the divisions (as shown underneath).

L

To confirm you insertion press the “Ok’” button, otherwise the “Undo” one.
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In the Users window you have to press the “Modify selected user” button (blue arrow); the
following window will be opened.

23. HOW TO MODIFY AN EXISTING USER

* | Firgt name | Last name | Group | Dizabled
Donald

- Andrew
3

Mewman

Modify user
Disabled [~ Last modified [18-05-2006
First name Lazt name
|Andrew | |Andersun |
Group Paszword [min. length 8 char. ]
Il]2 User J |w
Divizion

You can now modify the user’s settings (first and last name, group, password, divisions)
and/or disable/enable him just by writing in the corresponding fields and/or checking the

boxes.
Moreover this window shows the last date in which the user’'s parameters have been

changed.
As in the creation of a new user, if divisions are not enabled they will not be shown.

L
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24. HOW TO EXIT THE PROGRAM

In the Users window you have to press the “Modify selected =

25. HOW USE WITH DATABASE LOCATED ON SERVER

The underlying database is called EASTRACK.MDB and is by default located on the local
drive, this is normally:

C:\Program Files\EasyTrack\

The Database can be located on a server for automatic backup or for multi access using
the multi lecense version of the software.

To move the data to a shared drive on the server, copy the complete “EASYTRACK” folder
located in the C:\Program Files\ directory to the network drive

e.9. \\Fluidx-server\Backup\EasyTrack

The EasyTrack shortcut also needs to be changed so that the application uses the
correct database and associated files.

To do this right click on the Shortcut and select “Properties”

General | Shortcut | Compatibility | 5 ecurity

EasyTrack2D
7]

Target type: Application
Target location; EasyTrack

Target: "C:\Program FileshE azyTrackhE asyTrack. exe”

Start in; "C:AProgram FileshE asptrack

Shartcut key:  |Mone

Run: Marmal window b
Comment: EamyTrackZD
Find Target... ] [ Change lcon... ] [ Advanced...
[ QK l ’ Cancel ]

The “Start in:"” field designates the folder that EasyTrack will use for the database and
associated files, by default this will be “C:\Program Files\EasyTrack\"
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Change the “Start in:"Field to the new server based path.

e.g. \\Fluidx-server\Backup\EasyTrack

EasyTrack2D Properties

Genelal| Shorteut |C0mpatibilit_l,l Security

EazyTrack2D
Ed

Target type: Application

Target location: EaspTrack

Target: | "C:\Program Files\E asyTrack\E aspTrack.exe" |

Start i | "Fluids-zerversB ackuphEasyTrack” |

Shortcut key: |None |

Rur: | Warmal windaw i |

Comment: | EazvTrack2D |

[ Find Target... ] [ Change |can... ] [ Advanced.. ]

ak. H Cancel ][ Apply

Press OK

26. HOW USE WITH MULTI LICENSE

Transfer the EasyTrack Folder to the server or shared folder as detailed in section 25.
Install the software on all the computers that need to run the EasyTrack software.

Change all the shortcuts so that the “Start in:” reflects the new server or shared folder.
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fluidX Ltd

Unit 6

Monks Heath Hall Workshops
Chelford Road

Nether Alderley

Macclesfield

Cheshire

SK10 4SY
Tel: +44 1625 861 614
Fax: +44 1625 861 615

Email: info@fluidx.co.uk
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