How to order boxes and corresponding EXCEL sheets

Caucasus Barcode of Life

In order to make our work fast and more efficient you can order boxes and corresponding
EXCEL sheets by yourself Just follow the steps described below. Please keep in mind that

windows with red dots (or stares) are mandatory to fill in.
1 Registration

The first thing you want to do is register on the website: https://ggbc.eu/data, Open this link

and press Register. (If you are registered, follow the instructions from step 2 Dashboard)

Category

Taxon / Species v

Preset Filters

Select Filters
State Institute Sub-/Pyhulum Class/Order | Kingdom
Europa (3902) ZEMK (4449) Arthropoda (3268) Insecta (2163) Animalia (3698)
Hexapoda (2163) Diptera (1451)
Chelicerata (1105) Arachnida (1105)
Chordata (331) Araneae (1039)
Mollusca (99) Lepidoptera (550)
more...
Family Species
‘Syrphidae (1383) Eristalis tenax (50)
Nymphalidae (223) Sphaerophoria scripta (41) Red List data for registered
Julidae (178) Gobio caucasicus (37) users only
Lycaenidae (167) Syrphus ribesii (36)
Curculionidae (166) Pieris napi (24)

more... more...

1.1 Log in data



Choose your personal Username and password

Register  Login

Registration form

Login data
Username”

Spaces are allowed: Punctuation is not permitted, except for commas, hyphens, apestraphes. and underscores.

Password*
Password strength: weak

Confirm password*

To increase the security of the password:

* Use at least b characters
® Use lowercase letters

+ Use uppercase letters

* Use numbers

+ Use punctuation

Enter the password for the new account in both fields.

Contact

Title

First name” Last name *

1.2 Contact

Here you must fill out all fields, Salutation (Mr. Mrs. and etc.), Title, First and last name,
phone number and email address, it is important that you fill the form completely, otherwise

you will not be able to order boxes and excel sheets.

To increase the security of the password:

* Use uppercase letters
« Use punctuation

Enter the password for the new account in both fields.

Contact
Title

( | C

First name* Dr.
Prof.

Phone number E-mail address *
name@example.com
A valid email address. All emails from the system will be sent to this address. The address is not made
public and will only be used if you request a new password or wish 10 set o receive Certain news or
notifications by e-mail.

References*

For the creation of a genetic reference library of life in this campaign we depend on working closely with taxonomic experts in order to ensure safe and reliable morphological species identification.
To assess as quickly as possible whether you are a potential partner with such qualifications, we would like to ask you to provide references (including phone number) to confirm your expertise.
Alternatively or additionally, you could provide i ion of your ip in a relevant iati working group or a list of your publications.

References




1.3 Expertise

Just choose your line of expertise from the Drop down menu

Please enter your references here.

Expertise
In the existing taxa list please specify your expertise for specific groups of organisms. It is also passible to register expertise for several taxa. In the field “More Information on Expertise” you can
specify your expertise if needed in more detail.

CaBOL Animals
CaBOL Plants

Default Expertise
GGBC-Arachnida
GGBC-Auchenorrhyncha
GGBC-Aves
GGBC-Coleoptera
GGBC-Diptera
GGBC-Heteroptera
GGAC-Hymenoptera

— GGBC-Mollusca =
GGBC-Myriapoda
GGRC-Pisces
GGBC-Reptilia
et

Please canfirm that you have read and agree with the Terms and Conditons .
(] 1 agree to the privacy policy.
Please confirm that you have read and agree with the Privacy golicy™

Register

1.4 References

In the line of references, you write your working experience, your line of expertise and your

position in this project

Please keep in mind that you will not be able to register directly to data portal. It might take
days for the account to be certified, so do not be alared and do not try to register twice,
because program will think you as a hacker.



References*

For the creation of a genetic reference library of life in this campaign we depend on working closely with taxonomic experts in order to afe and relisble ical species i
To assess as quickly as possible whether you are a potential partner with such qualifications, we would like to ask you to provide references (including phone number) to confirm your expertise.
ively or addi you could provi ion of your ip in a relevant assaciation or working group or a list of your publications.

References

Please enter your references here.

Expertise

In the existing taxa list please specify your expertise for specific groups of arganisms. It is alsa possible to register expertise for several taxa. In the field “More Information on Expertise” you can
specify your expertise if needed in more detail..

expertise *
Please select ~ ]

Hlere you select the expertise that you want to apply far your profie.

Further information on expertise

Agreement in Terms and Conditions and Privacy policy*

[ 1agree to the Terms and Conditions.
Please canfirm that vou have read and aaree with the Tarms and Conditone <.

2 Dashbord

After you finish, this window will appear, Yellow square represent working bench, once you
do everything in this yellow square, not only you would be able to order an excel sheet, but
be able to choose how many vials (2ml, 5ml, 50ml) you need Here you can also check on

how many orders of what sizes you already placed.

If you want to add or change any aditional information (references address etc.) you can do it
by Dashbord.

2.1 Collecting and shipping

Here you find the information on how to order boxes, also you can order a guideline, which
will give you detailed information about how to collect and preserve animal/plant samples

for DNA analyses.



aparashvili  Sign out

Collecting and shipping

1. Requesting collecting material (e.g. tubes)

2. Download collection table (Excel)
3. Collecting
4. Upload complete collection tables to the portal

5. Cover letter for the sample shipping is automatically generated
6. Print cover letter (or at least write down the order number and inlclude with the sample package)

7. Shipping (with prepaid return voucher, if provided)

The guidelines for collecting in the field can be downloaded here:

* Guidelines for collecting Animals
+ Guidelines for collecting Plants

All fields in the collection sheat are explained by short comments: please refer to these comments to ensure the correct completion of the table and to the following help:#

2.2 Request collecting material

Here you can finally order crew-vials. Check your address (which was field up in
Registration), Choose between plant or animal samples and give the exact number of boxes (!

not vials) in Number of units, you would like to order.

Request collection material

Your address

Shota Japarashvili
Chelokashwili av. 3/5
0162 Thilisi

Geargia

n your profile.

Type of collection tube *

@ 2ml Tubes, shipping units: 95 tubes
O 5mi Tubes, shipping units: 36 tubes
O Other (please specify amount below)

Number of units *
1

Taxonomic group *
® CaBOL Animals
O CaBOL Plants

Please specify for which taxon you require sampling tubes.

2.3 Download collection table



Here you can see how many excel sheets you ordered, how many vials you requested and
what kind of (2ml, 5ml ect.). Again, you can download the Guidelines for collecting animals

and plants samples.

ota Japarashwili  Sign out

Download collection table

To document your collection activities please use the CaBOL collection table and the corresponding Guidelines for collecting.
You will be able to download the CaBOL collection table here after a raquest of shippin: i

Collection tables requested by you:

Shom {10 +]ss swce[ ]

Taxon Count Kind of Request date v Excel file
€aBOL Animals ES 2mi 2021-09-15 10:25:41 7.2021-09-15 102540dsx
€a80L Animals 95 2m 2021-08-09 08:47:35 7 2021-08-09 0847345
CaBOL Animals 570 2mi 2021-07-22 21:45:47 1.2021-07-22 214546 s
Showing 1 to 3 of 3 entries Previous 1 Next

The guidelines for collecting in the field can be downloaded here:

+ Guideli . :
+ Guidelines for collecting Plants*

Al fields in the collection sheat are explained by short comments; please refer to these comments to ensure the correct completion of the table and to the following help:

2.4 Upload collection table (for taxonomic coordinators)

Here the taxonomic coordinators have to upload the correctly filled out excel sheets

Upload collection table

Please double-check carefully, whether you have uploaded the correct collection table associated to this sample package. If you accidentally uploaded the false data table, you can delete it at any time by pressing
the "Remove” button and re-upload the correct document. Only when you press the "Save” button, your sample table is sent directly by email to the relevant taxon coordinator.

Number of samples *
o
 Upload collection table

Cover letter
Collection table *

Choose File | Mo file chosen

Upload here your Excel file to match the samples

Save

In case of any questions please do not hesitate to contact to Erhardt Christoph:

C.Erhardt@leibniz-zfmk.de


mailto:C.Erhardt@leibniz-zfmk.de

Or Shota Japarashvili: shota.japarashvili.1@iliauni.edu.ge

Best regards

Shota


mailto:shota.japarashvili.1@iliauni.edu.ge

