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1. PURPOSE

The purpose of this standard operating procedure (SOP) is to describe how to label and
relabel samples in the Core Laboratory.

2. SCOPE AND SAFETY PRECAUTIONS

This SOP applies to all lab staff members who perform tasks related to specimen

processing in the Core Laboratory. Exercise Universal Precautions.

3. LABEL STANDARDIZATION

This procedure describes the format of the standard study label formats.

3.1 Label Orientation

on the vial facilitates scanning. Linear barcodes (1D Code 128) must be

From a usage standpoint, it is important to assure that the label orientation |HHHHHHHHHH

oriented with the length of the vial rather than wrapped around the

circumference of the vial. (See Diagram)

3.2 Linear 1D (Code 128) vs. 2D (Datamatrix) Label

A linear 1D (Code 128) barcode should be used on all vials that have at least
a one inch flat surface. If the vial measure less than one inch, such as a
shap cap vial, a 2D barcode should be placed on the cap of the vial. (See

Diagram)
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3.3 Non-BSI collections

Non-BSI collections will follow a similar labeling scheme, based upon the Principal

Investigator’s approval.

3.4 Describer Files

The Standard Non-DNA Describer file has the following fields

OBS

BSI Id
Study Id
Subject Id

Material Type
Box

Row

Col

The Standard DNA Describer file has the following fields

OBS

BSI Id
Study Id
Subject Id

Material Type

4. STANDARD LABEL LAYOUTS

4.1 Standard Sample Label (1” x 1” Label)

1. BSIID (The BSI ID will be printed as a Code 128
barcode (3 mil) and as human readable text.)
Study Id

Subject Id

Material Type

2.
3.
4.

Label Description
Label Manufacturer: Brady Worldwide, Inc.
Catalog #: THT-179-492-3 (Zebra Printer)
THT-179-492-1 (BBP-11 Printer)
Description: Freezerbondz® Thermal Transfer
Size: "W x 1" H
BSI Report

Bbl Prefix and Id
Bbl Tube Num
Box

Row

Col

uay u

Material Type

jec

Generic_Lab_Label_Report / Standard Non-DNA Label Report

BradySoft Label Name

Label: Lab/Standard Labels/ Standard Non-DNA Sample Label 1x1.lab
Describer: DSC/Standard Labels/ Standardized Non-DNA Label.dsc

4.2 Standard DNA Sample Label (1” x 1” Label)

BSI D

l ‘“‘np:nl TII“A
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1. BSIID (The BSI ID will be printed as a Code
128 barcode (3 mil) and as human readable
text.)

Study Id

Subject Id

Material Type

Bbl Prefix & Id

Bbl Tube #

ok wn

Label Description

Label Manufacturer: Brady Worldwide, Inc.
Catalog #: THT-179-492-3

Description: Freezerbondz®

Size: "W x 1" H

BSI Report

Generic_Lab_Label Report / Standard DNA Label Report

BradySoft Label Name

Label: Lab/Standard Labels/ Standard DNA Sample Label 1x1.lab
Describer: DSC/Standard Labels/ Standardized DNA Label.dsc

4.3 Standard 2D Datamatrix Label (.5” x 1” + .5” Circle Label)

Study Id
Subject Id
Material Type

PonNPE

Label Description

Label Manufacturer: Brady Worldwide, Inc.
Catalog #: THT-182-492-3

Description: Freezerbondz®

Size: .5” x 1” rectangle + .5” Circle Label

BSI Report

BSI ID (The BSI ID will be printed as a 2D Datamatrix barcode and as human readable text.)

BAB005302 002
MPC 0122
Serum 01ZS

Generic_Lab_Label_Report / Standard Non-DNA Label Report

BradySoft Label Name

Label: Lab/Standard Labels/ Standard 2D Narrow Sample Label 1x1.lab
Describer: DSC/Standard Labels/ Standardized Non-DNA Label.dsc

4.4 Standard 2D DNA Narrow Sample Label (1” x 1” Label)

1. BSIID (The BSI ID will be printed as a 2D
Datamatrix barcode and as human readable text.)
Study Id

Subject Id

Material Type

BBL Prefix-Id

Label Description

Label Manufacturer: Brady Worldwide, Inc.
Catalog #: THT-179-492-3

Description: Freezerbondz®

arwN

BAD008247 001
LAL 0001
DNA

T44-1
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Size: "W x 1" H
BSI Report
Generic_Lab_Label Report/ Standard DNA Label Report

BradySoft Label Name

Label: Lab/Standard Labels/ Standard 2D DNA Narrow

Sample Label 1x1.lab

Describer: DSC/Standard Labels/ Standardized DNA Label.dsc

4.5 Standard 2D Short 3 Across Label (.5” x 1” Label)

1. BSIID (The BSI ID will be printed as a 2D
Datamatrix barcode and as human readable text.)
2. Study Id

3. SubjectId
4. Material Type

Label Description

Label Manufacturer: Brady Worldwide, Inc.
Catalog #: THT-5-422-10

Description: Freezerbondz®

Size: 1”W x 0.5" H

[ y ‘ ] /

Material Type

Temp Range: Good to -40°C

BSI Report
Generic_Lab_Label Report / Standard Non-DNA Label Report

BradySoft Label Name

Label: Lab/Standard Labels/ Standard 2D Short 3 Across Label .5x1.lab
Describer: DSC/Standard Labels/ Standardized Non-DNA Label.dsc

4.6 Standard Box Label (1” x 1" Label)

Study Id

Box #

Material Type

Original Id (Optional)

Temperature at which the sample should be stored

agrwNPE

Label Description

Label Manufacturer: Brady Worldwide, Inc.

Catalog #: THT-179-492-3

Description: Freezerbondz®

Size: "W x 1" H

BSI Report

You can create a report using Excel. Create an Excel

MPC
Box # 1
DNA
012U
-80C

spreadsheet with the following column headers: OBS, Study Id, Box, Material Type, Original Id.
To create a report from BSI use “Generic_Lab_Label Report / Standard Box Label’

BradySoft Label Name

Label: Lab/Standard Labels/ Standard Box Label 1x1.lab
Describer: DSC/Standard Labels/ Standard Box Label .dsc

4.7 Standardized Slide Label (1” x 1” Label)

1. BSIID (The BSI ID will be printed as a Code 128
barcode (3 mil) and as human readable text.)
2. Study Id

JBAI001178 000

BAJ001178 000

LIF

1148 TISSUE

Parent BAJ000158 005
Slice Sequence 16
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Material Type (Volume Unit)
Subject Id

Block #

Slide Sequence #

o gk w

Label Description

Label Manufacturer: Brady Worldwide, Inc.

Catalog #: THT-179-492-3

Description: Freezerbondz® Thermal Transfer

Size: "W x 1" H

BSI Report

Start with Generic_Lab_Label Report / Standard Slide Label. You will have to parse out the vial
modifier field to get the Slice Sequence. Remember to label the Column Header “Slice
Sequence” after parsing.

BradySoft Label Name

Label: Lab/Standard Labels/ Standard Slide Label 1x1.lab
Describer: DSC/Standard Labels/ Standardized Slide Label.dsc
e OBS

BSI Id

Study Id

Subject Id

Material Type

Parent Id

Slice Sequence

Box

Row

NOTE: Before labels can be printed for slides, the blocks must be entered and children created.
Once the children have been created, you can print the slide labels.

4.8 Standardized Tissue Block Label (1” x 1” Label)

1. BSIID (The BSI ID will be printed as a Datamatrix barcode (3
mil) and as human readable text.)

Label Description

Label Manufacturer: Brady Worldwide, Inc.
Catalog #: THT-199-482-3

Description: Tissue Cassette Label

Size: 1.050" W x 0.25" H

Ambient / refrigerator temp

BSI Report
Generic_Lab_Label_Report / Standard Non-DNA Label Report

BradySoft Label Name

Label: Lab/Standard Labels/ Standard Tissue Block Label.lab
Describer: DSC/Standard Labels/ Standardized Tissue Block Label.dsc
e OBS

e BSlId

5. USING BSI 1O CREATE REPORTS FOR STANDARDIZED LABELS
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Two standardized reports have been set up in BSI that will generate reports that are set
up to be automatically formatted for the Standardized Labels Describer Files (.dsc).

Selected e

File View Manager Tools Help <1 D (vial table)
Home | Data Entry Reports I Reguistions | udy Id (vial table)
O ubject Id (sample table
[#-__ | dalmasd ZJ Name ’ 3 ( p )
[ dantzlerk Standard DNA Label Report aterial Type (vial table) (formatted)
- | ellicttglenrt Standard Non-DNA Label Report ox (vial table)
[#-__] EPH_Label_Reports ow (vial table)

IR | Generic_Lab_Label_Report
[#-__| holzknechtk

ol (vial table)

e Select Generic_Lab_Label Report
e Select Standard Non-DNA Label Report or Standard DNA Label Report

If you want to display any other fields, add them after Col. By using these reports you will

be ensured that the file produced will match the Describer files for the standardized
reports.

6. PRINT DRIVER SETTINGS FOR 3 ACROSS LABELS ON ZEBRA

Page setup 5[ P— ﬂ
stork | Label I Page I Marginsl Birlag I Stockl Label I Page Margins | RFTagI
Type j THTEHELD —Preview
MName I THT-01 - I ~Margins(inches) ————
Left [ ]
Murnber of labels: 1x3
Label size: 1,000 x 1,850 Tap [o.020 &
{inches)
Page size: Customized X
3.235 % 1.870 - Gaplinches) ——————————
(inches)
Between columns I
Carmment 0100 E
| Save | Remove |
f —— f f
Settgs... | o | o | b | zn

General I Advancedl Environmentl Fontsl La}lnutl

3.000 'l Print speed {Inches)js

3 E Temperature Faper feed mode
I 130° rotation ITear off -
[ Backfeed off
[ Pause

™ Flip (transparent media)

a EPages printed between pauses/cuts

Images

I" Reload images at next print job

I DRAM vl Destination memaory

™ Download images ko buffer memory

Image Format

IBinary Datas : Mo Compression j

Set date/time. .. | Metwork settings. ..

QK I Cancel | Help
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Page setup

Stock  Label | Page I Marginsl RFETag I

IMedium —Preview

—Label sizefinches)

Width I 1.000 E
Height I 1.850 E
Corner roundness I 0.050 E

—Mumber of labels

Per raw |3—E

Per calumn I 1 H

Settings... | (0] 4 I Cancel | Help

Page setup x|

Stockl Label ~ Page |Margins| RETag I

[V Butomatic sizinéE —Preview

Page sizefinches)

ICustDmized - l
Width [323=

Height [1e0 H
| 1% Portrait
£ Landscape
Settings. .. | [s]4 I Cancel Help |

7. PRINT DRIVER SETTINGS FOR BBP11 PRINTERS
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SEAD
8. VIAL LABELING AND SCANNING TECHNIQUES Urine
8.1 Box Labeling Procedure 808)2)5
1. All boxes must be labeled with the following information: ]
a. Study Name (ex. SEAD)
b. Material Type (ex. Urine)
c. Box number (ex. Box 5)
d. Proper storage temperature (ex. -80)

2. Only use freezer tested labels. Do not use Avery type labels as they can easily peel off after
freezing. You can use the same labels that are used for the vials or you can use the hand-
held Brady labeler.

3. Completely obliterate any writing that may already be on the box.

4. Place three labels on each box. One each on the front, top and back of the box cover.

5. Mark the back left corner of the box with a magic marker to indicate the starting point of the
box.

8.2 Vial Labeling Procedure

1. Print labels according to the specifications of the study.

2. Test the labels by opening excel and scanning at least 6
labels, 2 from each column.

3. Place the labels on the vials so that the barcode runs
the length of the vial.

8.3 Scanning Procedure

1.

Boxes are filled and Material | Box

scanned starting in the left | Study | Type # BSI Number | Row | Column

rear corner of the box, SIS | Serum | 25 | BAJ000447201 | 1 1

which should be marked SIS | Serum | 25 | BAJO00447 201 | 1 2

with a black marker. SIS Serum o5 1 3

Select the box with the

proper exterior label. SIS | Serum | 25 1 4

Open up a scanning SIS | Serum | 25 = O 1 5

template. SIS | Serum | 25 G O 1 6

_I?II in thedSéudy#Materlal SIS Serum | 25 n L 1 7
ype, and Box #.

Scan the BSI Id into the SIS Serum 25 2 1

proper column starting at the left rear corner of the box. Make sure the Cap Lock is not on

otherwise you will have BSI Id like bai000123 000.
Save the file with the following nomenclature — “Study Material Box #” (ex. SIS Serum Box
25).
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9. PRINTING LABELS USING BRADYSOFT FROM BSI OR EXCEL SPREADSHEETS FOR
USE IN A “"STANDARD SAMPLE LABEL 1x1”

These instructions will guide the user on how
Labeling Software using Excel spreadsheets
as your source document.

9.1 Step 1: Create .txt label files

1. Open the label file produced by lab
database staff.

Add a column to the left titled OBS.
Save As a CSV (Comma Delimited)
(*.csv) file. Close file.

A dialog box will open stating that “the
selected file does not support
workbooks that contains multiple
sheets. Click on OK.

A second dialog box will open asking if
you want to keep the workbook in this file
format. Click on Yes.

Close the file. You will get a dialog box
asking if you want to save the changes.
Click on No.

Select File / Open and right click on the
.csv file you just created. Select Rename.
Change the .csv file ending to .txt and
press the enter button.

A dialog box will open asking you if you
are sure you want to change it. Click on
Yes.

NOTE: If you are creating label
file using a standard report from
“Generic_Lab_Label _Report” in
BSI you can skip Step 1. Use
“Standard Non-DNA Label
Report”

9.2 Step 2: Print Labels with BradySoft

1. Open BradySoft

2. Open the Standard Sample Label
1x1.lab file

to print subject Id labels using BradySoft

X 21|
Sava  [[3) GAP Laheks 07_2008 @ -3 Q@ X & - Tk
MName = | Size [ 1
..J E_']GAP Urine Aliquot Labels 07_03_08 xls 28KE M
My Recent B Gap Urine Aliquot Labels 07_16_08 .xls 28KB P
Documents B 5ap Urine Aliquot Labels 07_22_08 .xls 26K I
T B Gap Urine Aliquot Labels 07_30_08 .xls Z3KB N
Deskbop
My Documents
My Cormpuker
- q | 0|
E’ g File name: GAP Urine Aliquot Labels 07_30_08 .xds ﬂ Save
[y Metwaork. —
Places Save as bype: [ Cancel
Microsoft Excel x|

The selected file type does not support workbooks that contain mukiple sheets.

 To save only the active sheet, cick OK.
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports
i 5.

i

N

Microsoft Excel x|

GAP Urine Aliquot Labels 07_30_08 2.xls.csv may contain features that are not compatible with CSY (Comma
delimited). Do you want to keep the workbook in this format?

\l) « To keep this format, which leaves out any incompatible features, click Yes.
« To preserve the features, click No. Then save a copy in the latest Excel Format.
« To see what might be lost, click Help.

Yes I No Help.
x|
!5 Do you want to save the changes you made to ‘GAP Urine Aliquot Labels 07_30_08 2.xls.csv'?
Yes No | Cancel I
zl

' If you change a file name extension, the file may become unusable.
- Are you sure you want to change it?

[ 1

No

3 Yy
DWEARSR ¢ BT om e
Emad Wi - o

VII_I ‘ ‘
|
BSIID

Study IdSubject Id

Material Type

L]

@
r
8
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3. Data source\Database\Open ASCII Table and press

&

Locate and open the .txt Label file you just created.

Under Describer press [ZI
Locate and select the describer file.

Click on OK

© N o ou

Click on the right Arrow button e

toolbar to preview the label.

in the

9. Click on printer icon in toolbar. %
10. Under Quantity / Labels select 1

11. Click on More>>

12. Click on All Records and then OK

13. Pick up labels in the lab from the Zebra Cousin printer

14. Close label and do not save.

Lab_Specimens

e 04 Labels
o Bradysoft_Software
= lab
e Standard labels
o Standard Sample Label 1x1
= DSC

e Standard labels
o Standardized Non-DNA Label.dsc

Generic_Lab_Label_Report
e Standard_Non_DNA_Label_Report

ASCII Database x|

Data file
L =\SPECIMEN\SPECIMEN VERIFICATION\GAP\OS_I _I

Describer

]w:‘l,L.ab_Speti'nens'l,M_Labe!s';aradysnft_Snftware I

Edit... |

x|
Prinker:
[zebra 96111 Phus Cousin, ->157.98.73. 7] settings...
Quantity
Labels =] coel |
Copies of each label 1 E
Copies of each page 1 E &I
Total 1
O |
Prinker:
[26bea 9611 Phus Cousin,->157.98.73. 7] Sattings... | o |
Quantity
Labels I cocel_|
Copies of each label |
Copies of each page 1 E Ll
Total 1
<<less I
Other Adpuzt origin(men)
Start ak label | Horzonkally
| 0w 4
Empty pages Vectically
s 00 [
1~ Records ‘
" Current record
 Allrecords
I + 1:3;6; [
FE " Records ( ex: 1-3;6;8 )

I™ Prink to file I~ Testpr
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10.IMPORTING AN EXCEL DATABASE INTO BRADYSOFT 8

When working with an Excel spreadsheet, formatting needs to be set as text to ensure
the data is imported into Bradysoft correctly. Follow the instructions below.

Create your Excel file as usual, or open an existing Excel file

2. Highlight all of the records to be imported into Bradysoft. Click on Format then Cells
and click on Text in the Category field on the General tab. Click OK. This will format
all of the highlighted cells as text cells.

3. With all of the records still highlighted, click on File, Print Area, then Set Print Area
to range of data to be imported. Then click on OK.

4. Click on File, Save As and save to a directory or folder that you will easily find in the
future.

Close Excel
Open Bradysoft

From the Bradysoft menu, click on Datasource, then Database, then Create/Edit
Query.

8. Click on the button in the middle of the screen (see below).

Query definition x
Database I Stk I Filtets | Optiu:unsl
{* CDBEC " CLEDE \L
Select Data Source Select fields

[al:}

Select one or several kables

data

9. Click on Add, Select the Microsoft Excel driver (.xls), click on Finish.

10. Now give it a Data Source Name that you will recognize later so you will know which
file this datasource will link to.

11.Click on the Select Workbook button and select your Excel file (you may need to
change the driver or directory to find where your Excel file resides), click OK.

12.You are now back to the ODBC setup screen Click OK again. Click Close.

13.You are now at the Query Definition menu. In the Data Source box is a down arrow,
click on it and select the name of your data source.

14.1In the Tables area will appear the name of the table, print area, or data-from-the-
first-cell in your Excel file. Select it and your field names will appear in the field box.
Select any or all of the fields you wish to use on your label. Click OK.
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15. The variables (your Excel file’s fields) will

now be listed under Database.

Help

AR

B

dip pd J

_|5hippin

4=

e rn|a s

- |

v|Bf

U | =g

ZIF

..... @ Datel0)

----- f{x} Farmulali)

..... @ FormiD)

----- & Table lookup(o)
..... Counter(d)
----- Free(d)

16. Click and drag the fields to your label. The default display is field name. Click on View,
Mode, then content to see the actual data from your Excel file. When you print, the
first label will contain the data from the first row or record of your Excel file, then the
second label will contain the data from your second row or record, and so on.

17.There are several ways to print your data.

a. Click on File then Print, then More. If you have the option (Ultimate does, Standard will only
print all records), then you can select Current Record, All Records, or Records (where you can
specify records, for example: 1-8, 11, 27).

b. Click on Tools, Database then View The Query Resulting Data. You can enter the quantity for
specific labels then click the printer icon on the screen to print.

i
Sy [name | T8 A K AG B(&| X2
NAME COMPANY ADDRESS CITY STATE ZIP
1 GEORGE BUSH |United States of | 1600 PENNSYLYE| WASHINGTON |DC 20201
2 1| JOHN SMITH ABC Corp 123 MAIN ST SPRINGDALE WA 99173
3 JOHN NORQUIS| City of Milwauket| 4721 WISCONSII| MILWAUKEE WI 53223
4 2|RICHARD DALY |City of Chicago [2600 LAKESHORI| CHICAGO IL 60156
S RUDY GUILIANI |City of New York| 3642 TRIBECA R |NEW YORK NY 02379
6 WILLIE BROWN | City of San Franc| 1 CARLTON GOC|SAN FRANCISCC|CA 94101
7 RON KIRK City of Dallas 44 LONESTAR BE|DALLAS TX 75211
8 ROBERT JOMNES |Widgets Inc 2461 UNION PLA|DAVENPORT 14 52805
9 RICHARD HEAD |Tools R Us 421 OAK HILL LA|STREAMWOOD |IL
10 1 [JANICE COLLINS|C&C Heating 7835 LINDSTROMN HOMER AK 99603
11 FREDDY KRUEGE|Sweet Dreams | 123 ELM ST NEW ORLEANS |LA 70122
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11.NETWORKED ZEBRA PRINTER INSTALLATION

To install a Zebra Printer that will be used over the network, follow the following steps:

1. Open BradySoft

2. Click
3. Click
4

on File

on Select Printer...

. The Printer popup window will appear. If the
Zebra 90XIIII Printer is listed, click on the
printer name, then click on Remove...

Click
Click

b

Enter the TCP/IP address for the corresponding print

on Add...
on TCP/IP

Brother (Stratford) 10.20.57.36

Cousin (Stratford)
Uncle (Chelsea)
Sister (Chelsea)

10.20.57.35
10.20.57.34
10.20.57.37

ARGOX
(] ASTROMED
-] ATAET
(] AUTOMATED PACKAGING S5YSTEMS
{&] AWERY
{5 AXIOHM
{1 BANCOLIND
{1 BRADY
(8] C.IToH
(2] caB
{51 CARL YALENTIN
Add printer

Hetwork printers. . |

TCR/TR

Model
+ (s] VALIDATED TECHNOLOGIES
+) (] VITADRESSE
&-(af] WILLX PRINT

+ (@ zaLToN
= () ZEBRA
G Zebea 105

8. Under Model in the popup window, select Zebra / Zebra 96XiIII Plus, then click on

OK.

9. Select the name of the printer you just installed and change the name to Zebra
96XiIII Plus (Sister/Brother/Uncle/Cousin) by clicking twice on the name in the
printer box.

12.INSERTING GRAPHICS IN LABELS USING CODESOFT/BRADYSOFT

You can use BradySoft to insert graphic images (e.g. logos, Chinese characters) onto

labels.

1. Save the graphic files (.bmp files only) that you want to place on the label in
C:/Program Files/BradySoft 8/Libraries/Images on the computer that you are going to
use to print the labels. These images can’t be stored on the server. They must be
stored on the local machine.

2. In the Excel file that you are using to create the label txt file, enter the name of the
file (e.g. picture.bmp) in the cell.

Example: Your Excel spreadsheet would look like this:

3. Once the link has been made, the variable (image) needs to be
placed on the label as an IMAGE, not as text or barcode.

Logo

companyllogo.bmp

company2logo.bmp

company3logo.bmp
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13.CREATING LABELS USING BATCH ID

13.1 Creating a Batch Id Report

A standardized report has been set up in BSI that will generate reports that are set
up to be automatically formatted for the Standardized Labels Describer Files (.dsc).

13.2 Print Labels Using a Batch Id Report

1.
2.

© Nouo A~

9.

10. Under Printers select Zebra Plus XlIl Cousin

Open BSI

Click on the Reports Tab

Click on Your Folder

Click on Standard Batch-Id Label
Report

Click on Search

Click on Entry Batch in the Search 1
field at the bottom of the screen
Enter the En*~- Batch Id # in the
Value(s) fielc I click on Add to

Search Criteria.
% Fun Repart

Click on Run Report
Delete the first two line of the report.

Lo BSI-II

File Yiew Manager Tools Help

Homel Data Entry Reports |Requisitions|

T SRS T

[#-__| dalmasd z' ) Name

(-] dantzlerk Standard DNA Label Report
(-] elliottglennt Standard Non-DNA Label Report

-

u

EPH_Label_Reports

-

I

g 5 |
R | Generic_Lab_Label_Report
+-__| holzknechtk

Click on Save As and save the report in the appropriate label folder

Close Report.

Open BradySoft

File / Open / Lab / Standard labels / Standard Sample

Label 1x1.lab

Data source\Database\Open ASCII Table and press El

under Data File

Locate and open the .txt Label file you just created.

Under Describer press
Locate and select the describer file.
Click on OK

Click on the right Arrow button
in the toolbar to preview the label.

LR

Click on printer icon in toolbar. %

11. Click on OK

Data file -

ASCII Database x|

I?:'{‘SPEC[MEN'I.SPECIMEN YERIFICATION\GAPIO3_T ... I

—Describer

I WiiLab_Specimens\04_Labels\Bradysoft_Software ... '

Edit... |

12. Pull the label off of the printer and make sure it

looks good. Scan to make sure the barcode is

scanable. If there are breaks in the lines of the

barcode do the following:

a. Right click on the label and click on Page Setup

b. Click on Settings... on the lower left-hand corner of the pop-up window
c. Setthe Temperature to 13 and click on OK

d. Click on OK when the Settings... window reappears

l m | OK I Cancel | Help |
Prinker:
[zebra s6xmt plus Cousin,->157.98 7 =1 oo
=
Quantity l—
s B [Fe=r
Copies of each label 1
Copies of each page II_E 4|Hd9
Total [t
More >>
Pint ES|
Printer:
[zebra et Plus Cousin-=157.98.73. 7| Settings... | ok
Quantit
Labels 1 E Lcell
Copies of each label T H
Copies of sach page 1 E LIDI
Total 1

r . ~Other

b T ——y
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13. Under Quantity / Labels select 1 (For EDC
labels select 2)

14. Click on More>>

15. Click on All Records and then OK

16. Pick up labels in the lab from the Zebra Cousin printer

17. Close label and do not save.

14.CREATING LABELS USING REQUISITION #

14.1 Creating a Requisition # Report from BSI

A standardized report has been set up in BSI that will generate reports that are set
up to be automatically formatted for the Standardized Labels Describer Files (.dsc).

e Open BSI
«  Click on the Reports Tab
e Click on Your Folder (ex. smithc) File View Manager Tools Help
e Click on Standard Requisition # Label Home | Data Entry Reports | Requistions |
Rgport -0 daimasd A b
e Click on Search M- ] dantzlerk Standard DNA Label Report
e Click on Requisition in the Search 1 -] elicttglennt Standard Non-DNA Label Report
field at the bottom of the screen -1 EPH_Label Reports
e Enter the Entr* "2quisition #in the 2 :L’-L‘:":'e'ﬁe""”
Value(s) field click on Add to Search mEa

Criteria.
Click on Run Report M

Delete the first two line of the report.
Click on Save As and save the report in the appropriate label folder.
Close Report.
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14.2 Print Labels Using a Requisition Report from
BradySoft

1.
2.

Open BradySoft
File / Open / Lab / Standard labels /

Standard Sample Label 1x1.l1ab
Data source\Database\Open ASCII Table elzlpress
under Data File

Tn 15 1= Dot Smvem 3 e v en

Do 862 OFwm @t s TIon | E IR RO R T

SI 1D

n.

@2 E0\NRODT IAEEH ~

4. Locate and open the .txt Label file you just created Study IdSubject Id
; Material Tupe
5. Under Describer press [AsCiiDatabase
6. Locate and select the describer file Ll =
7. Click on OK Data file
8. Click on the right Arrow button ‘H [T | M L?:\SPECIMEN\.SPECIMEN VERIFICATION|GAP103_I _|
in the toolbar to preview the label. Describer
9. Click on printer icon in toolbar % ]w:‘;Lab_Spetirnens'l,M_Labeis';aradysnft_Snftware _’
Ed... |
10. Under Printers select Zebra Plus XIlI
Cousin X
11. Click on OK Printer:
12. Pull the label off of the printer and make |2ebra 96l Phs Cousin,->157.98.73. = - settings... | | |
sure it looks good. Scan to make sure the [~ Quantity -
barcode is scanable. If there are breaks in Labels [ cancel |
the lines of the barcode do the following: Copies of each label A
a. Right click on the label and click on D o " |
Page Setup
b. Click on Settings... on the lower left- e E s> |
hand corner of the pop-up window
c. Setthe Temperature to 13 and click on
OK
d. Click on OK when the Settings... window reappears ﬁ._ &
13. Under Quantity / Labels select 1 (For EDC [eebea st s Coumm>157.90.73. ] sotogmn | [ o¢_]
labels select 2) i)
14. Click on More>> s .- Coee
15. Click on All Records and then OK T ;g |
16. Pick up labels in the lab from the Zebra Cousin printer Toa [
17. Close label and do not save. s |
Other Adjuzt anginlenm)
Start ak label Horizonkaly
e [oxo (4]
Empty pages Verticaly
r o
Records
" Current record
& Allrecords

—

1
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15.CHANGING SETTINGS ON A LABEL
1. Open the label that you are using

2. Right click on a white area of the label. Click on Page
Setup. The Page Setup popup will appear.

Click on the Settings... button in the lower left corner.
4. Enter the following settings:

a. Brady 1x1 Label on BradySoft (Cousin)
i. Print Speed = 76.2
ii. Temperature =16.0

b. Brady 1x1 Label on CodeSoft (Uncle)
i. Print Speed =3
ii. Temperature =13.0

c. PPS Half White Label on CodeSoft (Brother)
i. Print Speed =4
ii. Temperature =9

5. Click on OK, then OK again

6. Save the label before printing labels.

Page setup S'
Stock | Label | Page | margins | |
Type SRADY THT) -
Hame [HT-53 -
Preview
Humber of labels 1
Label size @ 25.50%
25,00(mm)
Page size : Customized
50.80 x
101 60{mm}
Camment
settings.. | oK concdl | e |
Printer settings - Zebra Cousin 96Xilll Plus 3
General | Advanced| Envioment| Fonts | Layou|
~ | Print speed (mm)js
160 [3 temperanre Paper Feed mode
I~ 180° rotation Tear off =
I Backfeed off
I™ Pause
I Flip (transparent media)
[~ Cut after batch
[i EPages printed between pausesfouts
Images
-
¥ Dowrload images to buffer memory
Image farmat
Binary Datas : Mo Compression -
Set datejtime... Hetwork settings. ..
0 18] change the RTC time accuracy tokerance valus (seconds)
oK Cancel Help
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16.SSS STANDARD LABEL LAYOUT
This details the standard label layout used by SSS for study specimens.

16.1 Label Description
e Label Manufacturer: Brady
e Catalog #: THT-179-492-3
e Description: Freezerbondz Thermal Transfer
e Size: 1"Wx 1"H

16.2 Printer
e Manufacturer: Zebra
e Model: 96XiIIl Plus

16.3 Standard Label using “BSI ID”

“BSI ID” labels are used to provide a unique identifier for each sample that arrives
in the lab and every subsequent aliquot created. The BSI ID is the identifier used to
track specimens in the NIEHS specimen database.

“BSI ID Label” Barcode — Unique specimen
identifier
e Contains the BSI ID (i.e. BBP003147
000)
m u e Code 128
e Narrow bar width 3 (mm)
5P002415 (] Helght 1202 (mm)
“I “Human Readable BSI ID” — Human
| L readable BSI Id
| [“]2]1 | .‘/ “Subject ID” — Unique identifier for a
MW/ participant in a study
@erum\\ ;;Sat;gy ID” — 3/4 letter code for a Study
\ .
“Material Type” — Type of specimen
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17.RELABELING PROCEDURE

Whenever a new label is being applied over an existing label follow these steps.

1. The BSI administrator will create a label file (use this to print labels) and a relabeling

Excel file (see below).

Scanned Current Label BSI

Current label BSI Id Scanned Vial | Label Match? Match | Box | Row Col
ACBD1234 BCA001150 001 | ACBD1234 BCA001150 001 Yes Yes 1 1 1
ACBD1235 BCA001150 002 No No 1 1 2
ACBD1236 BCA001150 003 No No 1 1 3
ACBD1237 BCA001150 004 No No 1 1 4
ACBD1238 BCA001150 005 No No 1 1 5
2. Print the labels using the Standard Label Template unless otherwise instructed.

Scan the original label on the vial. The Current Label Match field should change from

No to Yes (the color will also change).
4. Scan the new label that you have printed. The BSI Match field should change from No

to Yes (the color will also change).
5. If both fields have changed to Yes, wipe off the frost from the vial and apply the new

label.

18. USING THE BSI SHIPPING MODULE FOR RELABELING

This procedure describes how to use the BSI Shipping Module to ensure integrity during
relabeling projects. =1o1x|

1. Click on the Shipments tab in BSI and

select the New Button

2. The open screen will pop up. Fill in the

following information:

a. Created By: Who is doing the
relabeling

-0 a0 o

Repos Id: S-3
Shipment Type: NA

expected

Q

Internal Id: Enter the Squish Issue
Tracking Id: NA

Est Specimens: # of specimens

[Eile View Manager Tools Help
Home | Data Entry | Reports | Requisiions ~Shipments |

ReposId | Shipmentiabel | ShipmentStatus | Studyld | Cenl

5-3
5-3

Find:|

12007:000002
12007:000014
12007:000009
12007:000004
12007:000011
12007:000005
12007:000007
12007:000026
12007:000006
12007:000040
12007:000018

st s

In Process
In Process
In Process
In Process
Received
In Process
In Process
In Process
In Process
In Process
In Process

€ Find Next | @ Find Prev |

ANONYMO. .,
SISTER STU...

ANONYMO...
PARKINSO..,
PARKINSO...
PARKINSO...
SISTER STU...
SISTER STU...

BIOSE 4| ||

Filker

Repos Id = C ("5-3"), Shipment Status = 0 (In Transit); 1 (Received); 2 (In Proces:

Temp Loc: Where are the samples stored

h. Internal Containers: # of internal boxes

i. Access Level: Anyone

j- Authorized By: Name of supervisor
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k. Study Id: Name of study ST —— 5
. Suggested Temp: How should it be Creatsdty: o L] Accesstewt [frvocenreostoy Bl
stored? Repos Id: [s =] Aushorcedsy: i s
m. Courier: NA S == =] s —
Internal Id: | Suggested Temp: [ ]
n. Date Shipped: NA conte: — [
o. Estimated Volume: NA e ' o '
Estimated Specimens: | Estinated Vohue:
p. External Containers: NA o | EcomdContonesipeasd |
g. Requisition Id: Enter if available Whwa it Kt /| e '
15 Return: r
r. Template Path: If a predetermined
template has been created for this
shipment, select the template here. Notes:
s. Notes: Write in that this is a
relabeling project. Tenplate Path: [ Selact Temgists... (Loavo thefikd lack for no temrplote.)
) Jo A |
Click on OK

Adding vials from a requisition (Use
this when you are scanning two
different field on the two labels that

& Shipment: <new>

Ele Edit  View Template

8| w|>[>| 8|@| 8|0 ¢

Tools Help

2]

are both in BSI - For example
Status

| sampleld | Sequence | Subjectid | DateDrawn | Parentid | BblPrefix

scanning on BSI Id and Current
Label

a. Click on the Vial Import Button

J ===
Fnd]  _G)FindNext | @ Findprev |

Al
|

®|

Type]RowICMmlMessawl

-
<=d

b. Select Requisition Id and enter ’ £
the requisition number. Click on T y— - |
OK IRequisition 1d - | _]camt

* Date Submitted j Satssm
Dste Last Modfied Heb I
[Irstructions
Notes
jReq Pricrity
Investigators =l Fier: [
Search |
|

c. Sort the shipment by Box Row e |
Column. Set up a sequential scan : mae..._|
and select 2 fields. Select the s e s
fields that will be scanned on the
old/new label. Scan the old and the new label EEIIEEEE

. it T ‘ools
as you relabel. Save the shipment. Be G Yon Towks D
. 8w+ sla|8nf ] -«

d. When you _have completed the relabeling, — e
select all vials and under Status select “Mark L[ m;g o LN
Vials as Received in Requisition”. Save the 5| intransk T | e

. 1 Transk 000 9224
shipment. L u"mﬂ_- = .
6 | InTransk 5 000 8732
7 In Transit BBI003056 000 8628 02[22[2007 09...
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5. Adding vials from an Excel File

a. Create a file that has the following
Columns:

¢ Barcode item to be scanned on old
label (ex. BSI Id)

¢ Barcode item to be scanned on new
label (ex. Current Label)

e Box/Row/Col

b. Click on File, Import Vials

c. Click on Browse and select the file you
want to import.

d. Complete the import as you would with
BSI

e. Sort the shipment by Box Row Column.
Set up a sequential scan and select 2
fields. Select the fields that will be
scanned on the old/new label. Scan the
old and the new label as you relabel.
Save the shipment.

f. When you have completed the
relabeling, select all vials and under
Status select "Mark Vials as Received in
Requisition”. Save the shipment

& Shipment: <new>

8| wx> olels(n 2 -

Status | Sampleld | Sequence | Subject1d | DateDrawn | Parentid | BblPrefix
2l
T I— _'_l_I

Find: _OFndNext | SFindprev |
I,_Tv_pelﬂmlcmlﬂessaoel

=
=
& Importer Wizard x|
Data Source Selection
Select a data source and identify its type.
~ Import From File :
| 1
Browse, .. I Get (Web fttachment.., . |
“File Type
" Delimited text file
@ Excel spreadshee 4
X
Properties
Specify the properties of the fie being imported.
Sheet Selection [Sheet1 |
Skip the first | rov(s), [V Use first line as header
| & | 1d 1d | Material Type | Box | Row | Col
L{ReT (19 ﬁﬂ iadder = a
2 |RBT |21 0120 Kidney 1 3
3|RET |18 O1ZN | Bladder
4 15 o0iz1 ‘Bladder
S 19! 0120 ey
sIRET 13 ouN | Kdvey
s 20 O1ZN | Kidney
9[RBT 116 0120 | Bladder 2
10 [RET |11 0221 Renal 3
11 (RET 23 012D | Bladder 4
w2 |RET 22 0120 | Bladder :
13 (RBT |19 0221 ‘Bladder - 3
14 jv R T Riadder I ; _l.'J
4 »
Cancel | previous || met | ot |




