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A guide to raising requisitions for Oligos

Before zou start

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.

Chose Transfer oligos Transfer

Oligos appropriate back to items to
LI\;IJgrEQtFtJ(IJat:: method of Marketplace
ordering an shopping

iProcurement

_ and checkout
oligo basket

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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A guide to raising requisitions for Oligos

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.

(@ Resource Centre 8 My Account ~ £ Settings W8 View Basket (0) 0.00

Browse by Category Browse by Supplier

Recent Purchases

PunchOuts

No purchases in the last 30 days

lllumina Punchout

illumina

Marketplace News
UPDATE UPDATE UPDATE UPDATE Academia punch-out for Apple and Adobe

Supplier Catalogue

o academia

1 cytiva -J DC:
01 )ul 2020 29)un 2020 24 Jun 2020 27 Nov 2019 ' xIvIA

Merger and name change: Supplier name change: GE Merger and name change: 27th November 2019 -
Merck, Millipore and Sigma Healthcare UK Ltd Merck, Millipore and Sigma Supplier Name Change -
Bluefish Office Products Ltd Insight Direct (UK) Ltd - Apple punchout
The Merck, Millipore and Sigma GE Life Sciences is now Global Life The Merck, Millipore and Sigma
catalogues have changed Sciences Solutions Operations UK Ltd catalogues are changing T/A STP Office Supplies as
Supplier Name Change Insight"'
Heffers
Read more Read more Read more Read more 5
BLACKWELL'S
3 FOR LEARNING - FOR LIFE
mo
Manage Orders
Orders Do you need to make an Oligo order?

2.  Choose Order Oligo from the home page.

[ ] FOR LEARNING - FOR LIFE

See more >>

Do you need to make an Oligo order?

Order Oligo
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3. The screen below will display.

A guide to raising requisitions for Oligos

Oligos
In this step, you can compile a list of oligos that you would like to view pricing information for in step 2.
Please select from one of the options below:
E
Create External Merck Life
Sciences UK Oligo
+ T |
Create new oligo Upload from csv file Selecta pre:lw‘zgs\yordered
eter
Researcher name: MAFFIN, Miss Helen Purification: PAGE
Minimum scale: 1.0 nmole 5 modification: Alexa Fluor 532
3 modification: None
5-HBNGGCT-3'
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 anew 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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A guide to raising requisitions for Oligos

To create an internal New Oligo

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

Oligo

1. 0Oligo Sequence 2 Purification 3.5 Modification 4 3 Modification 5 Finalise & Save

4. Complete the Oligo Sequence field

by entering the relevant base codes. N - e

This can be done either by:

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

e 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 =3 [ tes- |
the relevant row and then choose Next
to display 5 Modification options

Purification

Available from Merck Life Science UK Limited Available from Therma Fisher Scientific (Life Technologies)

6. 5 Modification options display. Select Oligo
the relevant row and then Choose Next 1 Olige Sequence 2 Purifiestion m 4 3 Modification 5 Finalise & Save
to display the 3 modifications screen == =1

5 modification

S modification  Available from Merck Life Science UK Limited  Available from Therme Fisher Scientific (Life Technologies)
v
o v

o v
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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.

A guide to raising requisitions for Oligos

9. Review and Save the oligo, which is now ready for pricing (Page 10)

Version 2.0

Nov 2021

Oligo
Pt Sodtcion < ot v
3 modification
3 modification Available from Merck Life Science UK Limited  Available from Thermo Fisher Scientific (Life Technologies)
Finalise and save
Olige name
Researcher name Minimum seale pmoles
Sequence
Page 7 of 14
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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.

Upload from

csvile

+ |

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.

Researcher Mame
Michelle Plimmer
Michelle Plimmer
Michelle Plimmer
Michelle Plimmer

oo e w e

Michelle Plimmer

B
Cligo name
walidation Testl
validation Test2
alication Test3
walidation Test4
walidation Tests

c

Minimum scale Scale units Oligo sequence (5'to 3')

50 nang
200 nana
50 nana
200 nano
50 nang

o] 5

ACG GO CGAGC Desalted
GTA TCG ACA TGS AGA CCG GGC HPLC
CCC &85 CTT GGG TTA AGA GTC CA Desalted
ATG CAT GCATGCATG C[BBrdG]AT Desalted
ATAGAT AGATGA GTT CCCTGATGE: PAGE

Purification

Version 2.0

Nov 2021
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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:

Create new Upload from
oliga csv file
Forward 100 1
Researcher name: Mr Example Purification:
Minimum scale: 200.0 nmole 5 modification:

3 modification

5'-ACG TACGTG CTACGT - 3"

Forward 100 2

Researcher name: Mr Example Purification:
Minimum scale: 10.0 pmole 5 modification:
3 modification

5 -AGCTGT AACCGGTT-3"

Clear all
Desalted
Rhodamine
None
HPLC
None

Fluorescein

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

Version 2.0

Nov 2021
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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.

Forward
Res
Minimum scal

earcher na,

:
oo
1001
5'-ACGTAC GTG CTACGT - 3
o Fisher Scientific (Life Technologies

t the required items and move onto ste

Select the relevant supplier and =

choose 3. Finalise. The oligo can then

be added to basket.

Researcher
Supplier

Scale

Forward 100 1

Thermo Fisher Sci

Here is your finalised list of oligos. You should be aware that the order quantity for oligos defaults to 1 because many custom oligonucleotide

suppliers do not process oligo quantities other than 1
Please do not alter the quantity in the basket or eventual order.

W

Add items to basket

Mr Example Purification Desalted Price 96.95
5' mod Rhodamine Quantity
ientific (Life Technologies) 3' mod None 1

1.0 umole

5'-ACGTAC GTG CTACGT -3

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.

Shopping basket

Subtotal: 96.95

& Add this basket to a saved basket

Delete selected items. Empty basket
Delivery Pack Order
Details charge Unit price quantity Total

Purification

5 mod

3 mod

5'- ACG TAC GTG CTACGT - 3

Version 2.0 Nov 2021
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Raising comelex 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 MERCK g G | r_n
under Additional Links

PRODUCTS ¥ SéRV[CES“ Ih.ID.lJSTRlES" ACCOUNT ~ SUPPORT v ORDER™® v

Order Center
Use the Order Center as your portal to build a Shopping Cart, view Saved Shopping Carts, Recent Orders and

Quoles, as well as access Ordering Instructions and Help files

Add 5 Rows

My Recent Quotes » ndQuotes  Saved Shopping Carts » Ordering Instructions and Help

Searching & Adding to Your Cart
Additional Links

My Recent Orders »

b) Choose OllgOS & Probes Product Gategery Order By Product Group

© Order By Product Group

We are recognized as a leading supplier of custom and predesigned nucleic acid products, peptides, and molecuiar biology tools for the
global life science community. Qur ability to guarantee quality and performance is directly related 1o our comprehensive understanding of
bioinformatics, various synthesis chemistries, and manufacturing platiorms; and, our investment in analytical systems and experience in
methods development Choose from our comprenensive portfalio of products.

DNA Oligos & Probes

RNA Oligos, Gene Knockout,
Knockdown & Expression

Peptides
© Resources
Ordering Tutorial Video

Custom DNA & gPCR Probes:
Discover More

Prepayment & Blanket PO =
Services RNA Oligos, Gene Knockout,

Knockdown & Expression

DNA oligos and qPCR probes for a RNA Oligos, siRNA duplex, ShRNA, Peptides provided in formats for a

@riety of applications. CRISPR, ZFNs, miRNAs, and ORFs
targeting a specific gene or mRNA of

interest.

variety of applications
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c) Select the Order button for the relevant item

DNA Oligos in Tubes DNA Oligos in Plates Long Oligos

For applications including PCR, Supplied in 96 or 384-well plates DMA oligo lengths from 121 to 180
sequencing and cloning, including many formatiing options, bases for gene construction,

Learn more Learn more microarray development and CRISPR

gene editing, Learn more

ORDER » ORDER » ORDER »

Easy™ Oligos Pure & Simple Primers WellRED Oligos
Normalized to 100 pM at a fixed price, Cartridge purified primers at a fixed For use with Beckman Coulter's

DNA oligos in tubes: manual entr

Choose Manual Entry

PRBDUCTS v SERVICES v leUSTRlES' ACCOUNT ¥ SUPPORT v ORDER™ v
DNA Oligos in Tubes Ordering Tutoril [ customersenvices@merckgroup.com B

Select an Entry Method

Sequence Entry MANUAL ENTRY UPLOAD OR COPY & PASTE

Connigure Osgos Indivicually

Confirm Order

This screen displays if you chooSe | sevuers  Semces  iiisrases- Kezounr | sumonr | Ghoem

MANUAL ENTRY and requires
The following information: ONA Ollgos in Tubes

s@merckgropcom BB . 0800 280018

oy o sequence Entry
o Oligo Name g @
o Sequence -

o Specifications e, I
Click Next Step once information

entered. IE

New Oigo

Sequence
Entry

Sequence Preview

Start typing sequer

@:} Add Oligols)

Oligo Properties Dats

Specifications @ O Applies o all

Larger Amaun

Format @

Number of Tubes per Oligo @

v

¥ o Aoooucors) il viewouisos) < PREVIoUS STEP [l NEXT STEP >

A Confirm Order displays.

DNA Oligos in Tubes Orderng Tutoisl 3 ustomerservioes@merckgroup com B8 . 0300 260 015

Se|eCt Add tO Cart =il Confirm Order Total Oligo(s): 1

Entry Method

STEP2 Oligo Name. Sequence #Bases Scale Purification More Info Price
Sequence
ntry oot caseTaccaTocoAs 35 tumoe  Desat o s x

AGATACAGTA
Confirm
Order
8 Additional Comments / Specifications (Optons

Shipping: Ambient (Room temperature)
“Price displayed is a subtotal amount. “Subtotal:  £11.25
«  Applcable freight taxes & fees wil be spplied during checkout

* Promotional codes ean be applied during checkout
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Choose Proceed to Checkout

A guide to raising requisitions for Oligos

Your shopping cart has been updated.

1 Item has been added to your shopping cart.

Subtotal: £11.25

PROCEED TO CHECKOUT [stellbuii ==tz leloslisel

Customers who purchased this item also purchased

Dual-Labeled Probes

The most common probe
type, linear hydrolysis

Easy Oligos

Mormalized to 100 pM at
a fixed price.

Pure & Simple Primers.

Cartridge purified primers
at a fixed price.

probes are used in the 57
nuclease assay.

oo

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

Shopping Cart

VCO00Z1N [Edit] Genosys 1125 GBP 1 11.25 cBP Sub-Total:
ouGot
', T
Frod
1 A om Haverhill on 16.07.2020 Order Total:

11.25 GBP

11.25 GBP

225GEP

13.50 GBP

Cance! Sub-Total:

Gheck Out
Request Quote
s:

Contact Information Edit
Punchout CAMHLM56, 0333 600 6300, him56@admin.cam ac.uk.

DNA oligos in tubes: template upload

Select Up I Oad or CO py & PaSte PRODUCTS™  SERVICESv  INDUSTRIES™ ACCOUNT¥  SUPPORTY  ORDERM v
DNA Oligos in Tubes Ordering Tutorial 8 customersenvices@merckgroup com T8
TER 1
Select an Entry Method
Configure O8gos Indivicually e or C
Confirm Order Need e
APt

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.

DNA Oligos in Tubes Orcarng Tusal | I customarsenes@menkyou

Entry Mothod DNA Tube Upload

Quick Entry - PCR Non-Modified Oligos © @
M e

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.
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