
Nov 2021 

  

A guide to raising 
requisitions for Oligos 



 A guide to raising requisitions for Oligos 

Version 2.0 Nov 2021 Page 2 of 14 

 

Table of contents 

Before you start ....................................................................................................... 3 

Raising standard oligos .......................................................................................... 4 

To create an internal New Oligo ............................................................. 6 

Raising oligo requisitions via CSV file upload ........................................ 8 

Pricing oligos ......................................................................................................... 10 

Raising complex Merck Life Sciences UK oligos ............................................... 11 

 

 



 A guide to raising requisitions for Oligos 

Version 2.0 Nov 2021 Page 3 of 14 

Before you start 

What is covered?  

The following notes illustrate how orders for complex oligos, including dual probe, SiRNA 
and RNA oligos, multiple complex Oligos, well plates and peptides can be placed via the 
Marketplace within iProcurement.  

There is an Order Oligo link on the Marketplace home page within the iProcurement 
module.  From here all the functionality of the Merck Life Sciences UK website is available to 
configure oligos, before returning the items to the Marketplace and then into iProcurement.  
This process will mean that all oligo orders sent to Merck Life Sciences UK via the 
marketplace can now be e-invoiced in the same way as catalogue orders.   

This is basically a five-step process. 

 

 

 

 

Alerts to ignore 

Oligo orders are marked as off-catalogue within the marketplace.  This generates an 
automatic alert to users as non-catalogue lines can include pricing discrepancies, 
discontinued catalogue items etc and this gives early warning of a potential problem. It is 
anticipated that the marketplace will at some point refine their system to prevent its 
generation but in the interim users should ignore these messages in relation to oligo orders. 
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Marketplace 
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method of 
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Transfer oligos 
back to 

Marketplace 
shopping 
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Transfer 
items to 

iProcurement 
and checkout  
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Raising standard oligos  

The oligo module enables you to enter details of standard oligos you wish to purchase, 
compare prices from multiple suppliers and place orders via iProcurement.  
 
 

Accessing the oligo module 
 
Navigate to:  
o iProcurement responsibility  
o University of Cambridge Marketplace Link  

 
1. Once you select the Marketplace link the following screen will display.  
 

 
 
 
2. Choose Order Oligo from the home page.  
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3. The screen below will display. 

 

 
 
 
There are 4 options for ordering oligos via the marketplace: 
 
o Create an external Merck Life Sciences UK oligo: This links directly to their 

website (Page 6) 
o Create a new oligo (Page 7) 
o Upload from csv file (Page 8) 
o Select a previously ordered oligo: choose the link to display a list of previously 

raised oligos, Select > Add selected to oligo list and then complete the process 
for Pricing (P10) and checking out. 
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To create an internal New Oligo 

From the screen seen on page 5, select + Create new oligo. You will see the following: 

 
 

4. Complete the Oligo Sequence field  
      by entering the relevant base codes. 
 

This can be done either by: 
 

 typing your sequence directly  
into the oligo sequence field; or 

 by selecting on the base codes  
from the table below.  

 
It is not case sensitive and there is no  
need for spaces between the codes. 
 
Select Next  

 

5. Purification options display.  Select   
the relevant row and then choose Next 
to display 5 Modification options 

 
 
 
 
 
 
 
 
 
 
 

 
6. 5 Modification options display.  Select 

the relevant row and then choose Next 
to display the 3 modifications screen 
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7. 3 modification options display.  Select  
the relevant row and then choose Next to 
display the Finalise and save screen. 

 
 
 
 

  
 

 
 
 

8. Enter an Oligo name and the  
researcher name if this is not you.  
Indicate the Minimum scale required. 
 
 
 

 

 
9. Review and Save the oligo, which is now ready for pricing (Page 10) 
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Raising oligo requisitions via CSV file upload  

From the screen seen on page 5, choose + Upload from csv file. You will see the following: 

a) Select where it says ‘here’  
to download and save the  
the spreadsheet template   
before you start the process. 

  
 
 
 
 
 

 
b) A Save dialogue will open.  Save the 

spreadsheet to your computer. 
 

 
 

 

c) The spreadsheet contains a space for  
you to enter your oligos and also  
some guidance notes.   
 
NB: The notes must be deleted  
Before the file can be uploaded. 

 
 
 
 
 
 
 
 
d) This is what the file looks like when it is ready for upload. It must be saved as a CSV file. 

The modifications should be built into the sequence in square brackets, hence if a value 
is at the start of the sequence it is taken to be the 5' mod, at the end it will be the 3' mod 
and in the middle will be an internal mod of the code preceding the bracket.  
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Uploading your template and raising the requisition. 

 
a) Return to the oligos screen and Select Browse to find your csv file, then choose Upload. 
 

 
b) The results of the upload will be   

shown as follows: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
c) Select Pricing. See page 10 for further information on pricing 
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Pricing oligos 

 
Once you have created the oligo,  
Select 2. Pricing >.  The screen 
will display the names of suppliers  
who can provide this oligo  
specification. 
 
 
 
 
 
 
 
 
 

 
Select the relevant supplier and  
choose 3. Finalise.  The oligo can then  
be added to basket. 

 
 
 

 
 

 
 
 
 
 
 

 
The oligo will now display in the Shopping  
basket within the Marketplace.  Select  
Checkout to return it to iProcurement  
to complete the usual requisition checkout  
process. 
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Raising complex Merck Life Sciences UK oligos  

The oligo module on the marketplace enables you to enter details of standard oligos.  If you 
wish to order complex oligos such as SiRNA, dual probe, well plate and peptides etc. then 
you will need to use the punch-out facility on the marketplace.  This is a link in the oligo 
module which will take you directly to the supplier website, where you can create the oligos 
you need and then return you to the marketplace so that you can check out as normal and 
create your requisition. 
   
Full instructions for ordering the different type of oligos are available on the supplier website. 
Merck Life Sciences UK also provides a number of templates to download from their website 
to enable you to upload multiple oligos and these are available via the template link. 
 
From the screen seen on page 5, select + Create external Merck Life Sciences UK Oligo. 
You will see the following:  

a) Select Oligos & Peptides  
under Additional Links 
 
 
 
 
 
 
 
 
 
 
 
 
 

b) Choose Oligos & Probes 
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c) Select the Order button for the relevant item 
 

 
 
DNA oligos in tubes: manual entry 

Choose Manual Entry  
 

 

 

  
 

This screen displays if you choose  
MANUAL ENTRY and requires  
The following information: 
 
o Oligo Name 
o Sequence 
o Specifications 
 
Click Next Step once information 
entered. 
 
 
 
 
 
 
 
 
 
 
 
A Confirm Order displays. 
 
Select Add to Cart 
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Choose Proceed to Checkout 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Shopping Cart screen will  
display, select Checkout and 
the items will display in the  
Marketplace Shopping Basket  
ready for checking out to  
iProcurement 

 
 
 
 
 
 
 
 
 

DNA oligos in tubes: template upload 

Select Upload or Copy & Paste  

 
 
 
 
 
 
 
 
Either choose Select File (if you  
have already downloaded and saved 
the template) and upload  
from your saved file or select Multiple 
Entry Template to save it. 
 
You can also use Copy & Paste. 
 
Follow the guidance on the screens to  
create, add and checkout your items 
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Other customised products 
 
Merck Life Sciences UK also provides a range of other customised products, including: 
 

 Well plates 

 SiRNA 

 RNA 

 Duel probe oligos 

 Peptides 

 Speciality primers. 
 

They are all available via the marketplace punch-out and follow similar a similar ordering 
process to the above.  Instructions and templates are available on the Merck Life Sciences 

UK website. 
 

Should you need to order complex oligos from suppliers other than Merck Life Sciences UK, 
then you will need to raise a non-catalog order through the iProcurement module. 

Lifetech has its own website which allows you to create an account to build oligos similar to 
the Merck Life Sciences UK punch-out. The main difference is it is not linked directly to UFS, 
so ascertain the price of the oligo through Lifetech’s website and then place a non-catalog 
order using this information. 

 


