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5.

6.

OBJECTIVE

This Standard Operating Procedure (SOP) illustrates the procedure for recording sample
information in the laboratory database, and conversely, for extracting information via data
queries at the Indiana Clinical and Translational Sciences Institute (CTSI) Clinical and
Translational Support Laboratory (CTSL).

SCOPE

This SOP describes the procedure for recording and tracking data of samples in the CTSL
database and applies to all CTSL staff involved. It also describes the method for retrieving
the information via data queries.

RESPONSIBILITIES
The CTSL personnel are responsible for compliance to this procedure when recording sample
information into the database and performing data queries.

DEFINITIONS

CRC: Clinical Research Center CTSI: Clinical and Translational Sciences
Institute

CTSL: Clinical and Translational Support PI: Principal Investigator
Laboratory

QC: Quality Control SMEF: Study Master File

SOP: Standard Operating Procedure

ASSOCIATED DOCUMENTS
5.1. CTSI-CRC-QA-003 “Document Control and Management™
5.2. CTSI-CRC-CLN-030 “Handling of SOP Deviations”
5.3. CTSI-CRC-PL-151 “Management of Requests for Sample Processing Support”

PROCEDURE
6.1. Logging sample information into the Ca Tissue Database upon receiving new samples.

6.1.1. Go to https://biobank.compbio.jupui.edu/catissuecore/Login.do
6.1.1.1.  Enter log-in email and password and click the “log-in” button.
6.1.1.2.  Register new Participant or Protocol IDs.

6.1.2. Under the “Biospecimen Data Tab”, select “Collection Protocol Based View”.

(Fig. 1)
6.1.2.1.  Under the “Biospecimen Data Tab”, select “Collection Protocol Based
View”. (Fig. 1)
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6.1.2.2.  Select the apphicable protocol of the sample(s) to be entered.
6.1.2.2.1. Click on the arrow to the right of the blank box entitled “Collection
Protocol”.
6.1.2.2.2. Select the desired study from the drop-down box. (Fig. 2)
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6.1.2.3.  Click on the “Register New” button located next to “Participant (Protocol
ID).
6.1.2.4.  Type or scan in the Participant Protocol ID and the Registration Date.

6.1.2.5.  Click on “Register Participant”. (Fig. 3)
FIG. 3
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6.1.2.6.  Select the desired collection point label, if applicable to that study, from
the tree under “Specimen Details”.

6.1.2.6.1. The collection point labels display a black letter “A to the left of
them.
6.1.2.6.2, If there are no collection point labels listed, proceed to Section
6.1.2.10.
6.1.2.7.  Edit the box entitled “Add Participant Registration”.
6.1.2.7.1. Type in the Registration Date and click “Submit”.

6.1.2.8.  Click on the “View Participant” button. The letter A to the left of the
collection point label that was just registered should turn from black to

pink in color and a plus sign will appear. (Fig. 4)
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Click on the plus sign and find the applicable event point.

Select the event point. A screen with a tab entitled “Edit Specimen
Collection Group” should appear. (Fig 5) Event point labels have a black
letter “g” listed to the left of them.
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6.1.3. Create frozen events for samples to be frozen.
6.1.3.1.  Expand the specimen tree by clicking on the plus signs located to the left
of the collection, event , and/or parent specimen points until the desired
sample is in view. (Fig. 6) Samples have a letter “S” located to the left of
them.
6.1.3.2.  Click on the sample to be frozen. The page defaults to the “Specimen
Details™ tab.
6.1.3.3.  If all samples under a parent sample are to be frozen, a frozen event can be
added to just the parent sample, and the event will be propagated down to
all the daughter samples,
Note: frozen events for sample MUST be done before other data
submission in order for the Frozen Event propagation feature to work.
6.1.3.4.  Select the tab at the top of the screen entitled “Events”.
6.1.3.5.  Perform the following to add a frozen event to a sample that already has
one listed under Event Parameter, where the used is unknown and there is
a generic date and time (Fig. 6)
6.1.3.5.1. Double click on the work “Frozen”.
6.1.3.5.2. Malce the necessary changes to the user (i.e., the person doing the
freezing), date and time the sample was frozen and the mether of
freezing.
6.1.3.5.3. Click the “Submit™ button.

FIG. 6
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6.1.3.6.  Perform the following to add a frozen event to a sample that does not have
existing frozen events as defined in Section 6.1.3.4.
6.1.3.6.1. Click the drop-down box next to “Select Specimen Event” to add
and select “frozen”.
6.1.3.6.2. Make the necessary changes to the user (i.e., the person doing the
freezing), date and time the sample was frozen and the method of
freezing,
6.1.3.6.3. Click the “Submit” button.
6.1.3.7. Note: Entering frozen events for samples MUST be done before other
data submission in order for the Frozen Event propagation feature to work.
6.1.4. Edit Specimen Collection Group
6.1.4.1.  Click on the event point. Again, a screen with a tab entitled “Edit
Specimen Collection Group™ should appear.
6.1.4.2.  Fill out the relevant information. (Fig.7)
6.1.4.2.1. Red asterisks denote required fields.
0.1.4.2.2. Most fields are preset per study-specific protocol and do not
require changing. Fields that often DO need attention are the
“Collection Site”, Collector”, “Receiver”, “Date” and the “Time™
fields. The “Comments” field may be filled out if there is any
pertinent information about the samples for this event point.
6.1.4.2.3. For the purpose of the CTSL, the “Collection Site” field value is
always “TU” unless otherwise noted.

FIG. 7
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6.1.4.3.  Check the box at the bottom of the page that reads “Specimen entry”
based on collection protocol and click the “Submit” button. ( Fig. 7)
6.1.4.4.  Click “OK if a Windows box appears that states “The collected and
received events data that you have entered will be propagated to all
specimens under this Specimen Collection Group and override any
existing data. Do you want to continue?
6.1.4.5.  Once the updated Specimen Collection Group appears, select the first
parent specimen under “Specimen Details by clicking the circle to the left
of the label box. The derivative and aliquots for that parent should appear
below it. (Fig. 8§)
6.1.4.6.  Enter the specimen data.
6.1.4.6.1. Uncheck the box “Coll” next to any sample not collected.
6.1.4.6.2. Make the changes to the “Label field” for a sample if needed.

6.1.4.6.3. Enter assigned storage locations for each sample collected.

6.1.4.6.4. Select “virtual” from the drop-down storage location box if a
sample is not to be saved, stored, or if it is used for processing
purposes.

6.1.4.6.5. For other sampies, select “manual” from the drop-down storage

location box. Type in the storage location in the boxes to the right
of the drop-down box.

6.1.4.6.6. Verify storage location by following Section 6.3.

6.1.4.6.7. Verify that all other data is correct on this page and make changes
if necessary.
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6.1.4.7.  Repeat the steps under Sections 6.1.4.5 and 6.1.4.6 for each additional
parent specimen.
6.1.4.7.1. Note: DO NOT click the “Submit” button until all modifications
to all the parents’ derivatives/aliquots have been made!
0.1.4.7.2. Click “Submit” only when all data entry and modifications are
complete.
6.1.5. Add clinical annotation for DNA samples, if applicable.
6.1.5.1.  Expand the specimen tree by clicking on the plus signs located to the left
of the collection, event and parent specimen points until the desired
sample 1s in view.
6.1.5.2.  Click on the applicable sample.
6.1.5.3.  Select the “View Annotation” tab at the top of the page.
6.1.5.4.  Click on “Add” next to the form entitled “ICSTIDNA Form”. (Fig.9)
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6.1.5.5.
6.1.5.6.
6.1.5.7.

6.1.5.7.
FIG.10

Fill out the form (Fig. 10)
Click “Submit”

The form can be edited at any time by clicking on “edit” next to
“ICTSIDNA Form”.

1. The form must be created first before the edit button will appear.
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6.2. Adding/modifying sample information to the CaTissue Database for samples that have
existing protocol IDS.

6.2.1. Access the CaTissue Database per Section 6.1.1.

6.2.2. Under the “Biospecimen Data” tab, select “Collection Protocol Based View”.
(Fig.1).

6.2.3. Select the applicable protocol of the sample/s to view.

6.2.3.1.  Click on the arrow to the right of the blank box entitled “Collection
Protocol”.
6.2.3.2.  Select the desired study from the drop-down box. (Fig. 2)

6.2.4. Select the applicable Protocol ID of the sample/s to view.
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6.2.4.1.  Click on the arrow to the right of the blank box entitled “Participant”
(Protocol ID)

6.2.4.2.  Select the desired ID from the drop-down box.

6.2.5. Perform the following to add to or modify sample information pertaining to a
single sample.

6.2.5.1.  Expand the specimen tree by clicking on the plus signs located to the left
of the collection, event, and parent specimen points until the desired
sample is in view. (Fig. 11)

6.2.5.2.  Select the desired sample. The page defaults to the “Specimen Details”

tab.
6.2.5.3.  Make any additions/ modifications needed under this tab.
6.2.5.3.1. Add a storage location, if applicable, to the sample.
6.2.5.3.2. Check the “Is Available” box and change the “Collection Status”
to “Collected” in the drop-down box. (Fig.11)
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6.2.5.3.3. Manually enter the assigned storage location of the sample.

6.2.5.3.4. Select “manual” from the drop-down storage location box.

6.2.5.3.5. Type in the storage location in the boxes located to the right of the
drop-down box.
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6.2.5.3.6. Alternately, enter the storage location by “mapping the location”.

6.2.5.3.6.1. Select “manual” from the drop-down storage location box.

6.2.5.3.6.2. Click the “Map” button (Fig. 11)

6.2.5.3.6.3. Choose the correct freezer, shelf, rack and box by
expanding the location tree, clicking on the plus signs.
(Fig. 12)

6.2.5.3.6.4. Hover the mouse over the cell location of choice in the

storage box and click on it.
FIG. 12
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6.2.5.3.7. Click “Submit” at the bottom of the page.
6.2.5.4.  Proceed with the following if modifications need to be made to a storage
location of a sample.
6.2.54.1. Click on the “Events” tab. (Fig. 13)
6.2.5.4.2. Choose “Transfer” in the drop-down box Select “Specimen Event”
to add.
6.2.54.3. Select the applicable user, date, and time of the transfer.
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6.2.5.4.4. Select “manual” in the “To Position” field and type in the new
location. The location can also be “mapped” as mentioned in
Section 6.2.5.3.1.3.
6.2.5.4.5. Click “Submit”.
6.2.5.4.6. Verify storage location by following Section 6.3.
6.2.5.5. Add a frozen event to a sample, if applicable, by following Section 6.1.3.
6.2.5.6.  Add clinical annotation to a DNA sample, if applicable, per Section 6.1.5.
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: L Bagistor o ]

5 (0036) L e e T X
Jeatifier _-Ev_mw_«ramctor S e 3 . - ake f Time ) :
{_ View Parkeipant b S o Pt
Spacimen Detaifs for N/ A (G236) TERT Feceved Evenl Taylor etsra [ERTRLI RS
2 (4080957 Ao 1112082003 S om ceden Serkerberger Mol RN

= @000 Avw B oDy 0 12120463

Select Spatimea Event To Add  [Trander T}

E.1: Cvent Detatls “Transfer frent”
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00881002
05096T-6056-2,01. 01
F (308096.3-0954-1.02
D0589-53 Arn BLR-1E-2003
{D0803-63 Arm 1:12-15-2008

Tims 15 P A

cRosa) |

G [CTsLFrate _____ﬂ! wiE

~From Pasition

=T Pasition

Commiants

: Submit |

6.2.6. Refer to Section 6.1.4 for adding sample information to multiple samples at a time

under a particular event point.
6.3. Verifying storage locations with the storage container map.

6.3.1. Verifying storage locations with the storage container map.

6.3.2. Under the “Administrative Data” tab, select “Storage Container”. (Fig. 14)

6.3.3. Click on “View Map”.

6.3.4. Choose the correct freezer, shelf, rack, and box by expanding the location free,
clicking on the plus sign.
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6.3.5. Click on the “Container” map tab once the page loads. Loading can take several
seconds! (Fig. 15)
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R e
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6.3.6. Verify that samples are where they should be by viewing the container map. (Fig.
16)
6.3.6.1. A picture of a test tube denotes that a sample is present in that cell. An
empty gray cylinder represents an empty cell.
6.3.6.2.  Hover the mouse over an occupied cell to view the label of the sample in
that cell.
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6.4. Locating samples in storage containers via the CTSI canned query.
6.4.1.  Access the CaTissue Database per Section 6.1.1.
6.4.2. Click on the “Search” tab, and then on “Saved Queries”. (Fig. 17)

FIG. 17

Home * Administrative faka ~  Biospecimen Dala ~ .Search -

calilG Hame

NZ1-CBHT Home

Eersistent's caTissue Support Canfer

About caTissue Suite ¥1.1.02
Frivagy latiss
Distlaimer

Accessitdity

&5

dinical Batz

Participant

Collastion Protacol

fi

Biaspecimen Resaurce

i Help ~

Saved Queres
Simple

Saved &uenes
Kavenceg

By List Yiew

cmin, Adhain
WHEISH to caTissus Sufle vi.1 52

6.4.3. Click on the canned query, “Specimens present under CTSI repository”. (Fig. 18)
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FIG. 18
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6.4.4. Click on “Execute” without making changes to any fields to search within all
CTSI storage containers.
6.4.4.1. Modifications can be made to the condition and value of the “Storage
Container Name” if a more narrowed search is desired. For example, one
could select the “Starts With condition and type” CTSI F2 to search for
all samples in all containers in CTSI Freezer 2 only. (Fig. 19)
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6.4.5. Change the columns in the search result, if desired.
6.4.5.1.  Click on “Define View” on the search result page.
6.4.5.2.  Select the attributes desired from the table on the left hand side by clicking
on the check box corresponding to it and clicking on “Add to View™.

(Fig.20)
6.4.52.1. These attributes are added to the table on the right hand side.
6.4.5.2.2. Include the specimen position and specimen label fields when

doing a storage location search.
6.4.5.3.  Select the attributes that are not desired from the table on the right and
click “Delete From View”.
6.4.5.4.  Arragne the order of the columns to be viewed by clicking on the “Up”
and “Down” buttons.
6.4.5.5.  Click “Finish”.
FIG. 20
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6.4.6. Export the search results in to a .csv file for viewing and printing, if desired.
6.4.6.1.  Click the check boxes nest to samples to be exported. (Fig. 21}
6.4.6.2.  Altemnately, click “Check All” to select all results across all pages or click
“Check All on This Page” to select the results displayed only on this page.
6.4.6.3.  Click on “Export”.
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FIG, 21
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6.4.6.4.  Save the file.

6.4.6.5.  Sort the data and print, if desired.

6.5. Sample Distribution Documentation

6.5.1. Records are maintained per CTSI-CRC-QA-003 “Document Control and

Management”.

6.5.2. All Deviations are managed per the CTSI-CRC-CLN-030 “Handling of SOP

Deviations”.
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9. AMENDMENT HISTORY

Date of Amendment: 16 Dec 2016

Amendment Request by: Robert Orr

Change Control No, if applicable: CTSI-CRC-PL-DC-2016-025

Details of Amendment: Updated the footer file location; Corrected SOP

noted in 6.6.2;
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