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Placing Orders in eRAMP

A step-by-step guide to requesting products, services, or instrument time

from OSUCCC Shared Resources.
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eRAMP makes it easy to request services from OSUCCC Shared Resources. Follow the steps below to place an order.

Start a New Order

From the main eRAMP page, click the
New Order button in the top left corner.

eRAMP

@ Mew Order El Orders lE Irvoices @ Tirnse Tracking E] PubTrack Calendar

Select a Pl

Choose a Pl and click Save and Next.
(MName column headers can be filtered.)

Select a Principal Investigator (PI)

Name ~ Department Diwision
Smith, John &, PhD  Oncology
Garcia, Maria, MD Hematology

Lee, Daniel, PhD Cancer Biology

Add Products/Services

If ordering products/services, enter the quantity on the relevant
product lines. Look in the appropriate product category on the left
or select All Products to find what you need.

Product Categories Products and Services
All Products Product Uniit Price Quantity
Reagents DNA Extraction Kit $25.00 1
Kits
qPCR Assay $50.00
Services
Library Preparation 5$150.00
Consumables
Other
Billing

Enter the relevant billing information. Click Add Account and enter
the correct Worktags (internal users). OR enter a PO number (external users).

Key Notes:

= Billing may be split between multiple
Worklag combanations (must total

‘Worktag Type Value % 100M6).

If going through the quote process,

Billing Information + Add Account

Cost Center 123456 50 billing can be added after the quote
is completed.

Fund 78910 S0 » Cost Center and Fund are always
required.

Project 24680 + Some situations require specific
Worktag values (g, Function

Program FN105 for certain Grant tags).

« If an eRAMP requisition is denied in

Function ‘Workday, create a new order with
corect information OR contact
eramoadminp@osume. ech) to

have the denied order reset.

p Questions? Contact the eRAMP Admins

ﬁ erampadmins@osumc.edu

Select a Shared Resource/Core

Choose the appropriate Shared Resource/Core and click
Save and Next. If you have used eRAMP before, you can select
a core from the Recent list.

Select a Shared Resource/Core

Al Favarites

Q. Search Shared Resources...
[ Biostatistics Shared Resource (BSR)
[ Bicspecimen Serdoes Shared Resource (BSSR)
[ Flew Cylometry Shared Resource (FCSR)

Save and Mext >

Add Collaborators (optional)

Choose a collaborator (optional) and click Save and Next.
Collaborators will have full access to the order and will receive
notifications related to the order.

Select Collaborators (Optional)
Q, Search for a collaborator
Name Email Role:
Taylor, Alex alex taylor@osume.edu Lab Manager
Patel, Priya priya.patel@osumc.edu Research Staff

Schedule Instrument Time

If scheduling time on a resource, select the Schedule option.

Click the Schedule button next to the machine to access the calendar.
Select the appropriate day and click Schedule Now. Enter start and end
times, indicate if assistance is needed and add any relevant notes.

Click Save when finished. If you do not have permissions to schedule
time, contact the eRAMP Admins at erampadmins@osumc edu.

Select Date and Time
< April 2022 » Schedule Details
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Forms and Order Submission

If the Shared Resource/Core requires forms, they can be found under

the Forms section (HTML, Word, Excel, or PDF). When ready, submit the order
or reguest a guote using the bottorn navigation bar. If a quote is requested,
you will receive an email when it is complete. Mavigate to the order to accept
or decline the quote. Enter billing information before accepting. Accepting
the quote will submit the order.

Forms Quote
ale # -12345
B Biosafety Form (PDF) = :
Status Ready for Review
B Sample Submission Form (Word)
Total $1,250.00

[§ Data Request Form (Excel)

Accept Quote Decline Quote

People. Partnerships. Progress.
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