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Licence
This manual is © 2020, Jo Montgomery.

This manual is distributed under the creative commons Attribution-Non-Commercial-Share Alike 2.0
licence. This means that you are free:

e to copy, distribute, display, and perform the work
e to make derivative works
Under the following conditions:
e Attribution. You must give the original author credit.
¢ Non-Commercial. You may not use this work for commercial purposes.

Share Alike. If you alter, transform, or build upon this work, you may distribute the resulting
work only under a licence identical to this one.

Please note that:

e For any reuse or distribution, you must make clear to others the licence terms of this work.
¢ Any of these conditions can be waived if you get permission from the copyright holder.
¢ Nothing in this license impairs or restricts the author's moral rights.

Full details of this licence can be found at
http://creativecommons.org/licenses/by-nc-sa/2.0/uk/legalcode
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Laboratory Notebooks

Expectations and responsibilities

Before we start, a few words on the legal responsibilities about recording our research. We need to:
— Document what we are doing
Be able to find results
Our records need to be timely/traceable/retrievable
— Checked
Policies can be found on the intranet www.campus.babraham.ac.uk
Follow links to:
>Quality Assurance of Research (QAR)
>To read the Babraham Institute Guidelines for the use of laboratory notebooks click here

The purpose of a lab book is to document what we are doing and should include:
e date and initials,
e experiment number
e Comprehensive record
e clear and accurate records
o Data is retrievable
o Kept securely
e 10 years
e It should also be checked by your line manager every two weeks — this is much easier with an
electronic notebook.
Lab books are changing. Old paper lab books are no longer fit for purpose — today’s research produces
too many documents, data is too big and is most often created as digital/electronic files.
We need a new way.

Why OneNote?

¢ Digital Notebook
e Gathers notes — handwritten or typed — drawings, screen clippings, images and audio content
¢ Notes can be shared

OneNote is the nearest equivalent to a paper notebook

» It's a note taking app, not a bespoke lab book but...it is flexible— it allows for different structures,
different projects/groups/ways of working

» Allows us to include data from a range of sources

* Not prescriptive

*  Microsoft — so it should be well supported and have future longevity (unlike other smaller,
bespoke offerings)

+ Safe, compliant storage (more on this later)
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About OneNote

OneNote is not a single entity. There are different versions and different platforms with different features
and functionality depending on the platform/version.

Currently, OneNote 2016 has the most features/functionality but is being ‘sunsetted’ — Microsoft are no
longer developing and are tailing off support. It is a dead product.

OneNote for Windows 10 is now being developed and new features are being added all the time. At the
moment it is a basic version similar to OneNote online and the mac version.

The thinking is that in the future, the functionality will be more similar across platforms. OneNote10 has
the same appearance as the mac and online versions, which look different to OneNote 2016. OneNote
10 is likely to be a wrap-around app so other versions will be broadly similar.

Today we’ll be looking at OneNote Online — it is completely cross platform and accessible from
anywhere. It is our current universal framework.

You don’t need the additional features in OneNote2016 but you can always open your OneNote Online
notebooks in OneNote 2016 if you have it on your computer and you’re used to working in that version.

OneNote
Office 365

OneNote
2016

OneNote
Online

OneNote

OneNote
for
Windows
10

OneNote
for Mac
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OneNote online

22  OneNote Online o4 Share

File Home Insert Draw View
A .
D Calibri Light » 20 v|e
Paste B I U ab x. ~ a»- A
\0 — & _
Undo Clipboard Basic Text

If your computer has already been upgraded to Windows 10, you may also have the version of
OneNote10 as well as OneNote 2016 (both versions remain on your machine), or you can request
computing to install OneNote10.

If you're a mac user then the online version is very similar to OneNote for macs.

Although the online version is accessible anywhere and works across platform, it does have more
limited functionality at the moment and can be slow.

Storing and saving notebooks

OneNote2016 offers the possibility of saving your notebooks to your local drives (computer or network).
The online version and mac version cannot be stored to local drives; notebooks must be saved online
or in cloud storage.

The Bl computing-supported storage area is the ELN — Electronic Laboratory Notebook area on
SharePoint.

This is Bl controlled and data is stored within UK as legally required.
It is automatically synced, so you don'’t need to worry about saving.
It's also backed up locally onsite daily.

This is the safest way of keeping your data. We do not support storing it on local drives or using drop
box/googledrive etc.

The Electronic laboratory Notebook (ELN) area on SharePoint
Let’s start at the ELN as this is where data will reside.
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Setting up the ELN

SharePoint

BROWSE  PAGE | ITEMS  LST ) SHARE Yy FoLow O
Electronic Lab Notebooks M Search this site v 0
Home From this site you can navigate to the subsite for your group to access your area for OneNote-based Electronic Lab Notebooks.

M If you are a Group Leader who requires that a ne to store their Electronic Lab Notebooks, please email
computing@babraham.ac.uk with the email subjdft: New ELN site request and a few site will be created for you and your group to use.
If a site has been set up for you, you will have begh emailed the URL, or you can adgess it by clicking your initials on the left-hand side of this page.

The following guides have been configured to assist Group Leaders and Administrators in managing their ELN site.

Guides for Group Leaders and Administrators

+
@
0.0"

\dd other site
Add Group Member Setup a new notebook dministrators

Change Permissions
for Notebooks

Guides for Groupvemeers

https://babraham.sharepoint.com/sites/ELN/SitePages/Home.aspx
or go to Office.com and search Sharepoint/ELN

Move an existing
Notebook to ELN

If you wish to have a collaborative Electronic Laboratory Notebook (ELN), group leaders will need to
request computing to set up a Group ELN on SharePoint. This Group ELN has a “document library”.
Sub-folders can be put in here, owned by individual members of the group, and sharing preferences
set up to allow collaboration, read only, read-write permissions as required. Individual members can
have multiple notebooks in their folder.

You can copy an existing notebook into the ELN by making a new notebook and copying it in section
by section — this is computing’s recommended safest way. Create a local backup before you start
copying and moving.

You can link the desktop and ELN version and it will sync and keep up to date. Whenever changes are
made, it will be saved to the OneNote version, or rather cached as an offline version ‘backup’ on the
computer and then immediately saved/synced to OneDrive/Sharepoint.

If you don’t want to, you never have to look at Office 365/OneDrive/ELN site ever again once you've
opened your notebook on the ELN for the first time and then clicked “Open with OneNote”. It will then
be available to open through your desktop version of OneNote but will sync through to the ELN. Those
group members with access to/collaborating with your notebook will still need to access it through the
ELN.

ELN structure
Go to the ELN area of SharePoint.

https://babraham.sharepoint.com/sites/ELN/SitePages/Home.aspx
or go to Office.com and search Sharepoint/ELN
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Click on Group leader’s initials in the top left (eg JM).
This takes you to the Lab Notebooks repository.

Find your folder (your initials).

Your laboratory notebooks are stored in this folder.

You may only see your folder, or you may see the folders of your group members, depending on the

sharing permissions you and

/8 SharePoint
-

your group have set up.

E> Electronic Lab Notebooks
JM
Lab Noteb:

Group Documents

Site contents

™M

Welcome to your Electronic Notebook
Repository

Use this site to create, work on, and store notebooks. This site can become a

collaborative repository for authoring documents and notebooks within your group, or

just a central store for individual Electronic Lab Notebo

A Group Documents library is also included in this site. By default, all group members

have read access to any dox

ents placed in this area. Group Leaders and

Administrators have read/write access.

For extra help and assistance with setting up and customising your site, click here to
access the Guides.

@New 2 Upoad @ sync v
Current View d ol
v D ed B
FK «  March 20 Jo Mont
JM notebooks folder January 24 Jo Mon
SA +  March 20 Jo Mon
SW + March 20 Jo Montgomery

Group Documents

@new 2 Upload & sync v

Group Leader - Full Control to Site

Jo Montgomery

There are
have per

oups to show in this \
w the people or groups.

Group M
Felix Krueger
Simon Andrews

Steven Wingett

n Acces

Write and Permissio

ss to all

v, or you do not
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Opening a OneNote notebook

OneNote Online | JM » Suggested La... Suggested Laboratory N...
File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote
aAa .o [
] - 3 L Q ©a
New  New Office Link Symbol =~ Emoji  Forn
Page Section Add-ins - -
Notebook Tables Pictures Files Add-ins Links Recording Symbols Emojis Forn
= Suggested Laboratory Notebook set up /O
Table of contents
l Contents Table of contents
Thursday, March 28,2019 11:58 AM
Protocols
Experiment 123 Protocols
Animals
Experiment 456 Collection
Sequencing
l Experiment 789 Experiment 123

Experiment 456
Experiment 789

Once a notebook has launched in OneNote online, you can click on ‘open in OneNote’ at the top of the
screen here — to open in either 2016 or the Windows 10 version if you have this installed, or you can
stay online.

We will be using the online, or office 365, version here to maintain similarity and functionality across
platforms.

Storage and organisational structure of OneNote

Let’s take a step back from the software for a minute and think about storage and organisation.

There is a hierarchy to the structure of a OneNote notebook — different levels of organisation.

We'll look at the hierarchical structure, then we will look at the operational tools to use OneNote and
then come back to suggest ways to use the structure specifically to make a laboratory notebook.

Notebooks are stored in SharePoint — in the ELN area.
Each group member can have multiple notebooks.

Each notebook can then be further divided into sections (tabs)
Each section can then have multiple pages.
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ELN

| 1 1

| Notebook Notebook Notebook Notebook Notebook

1 1 1 2 3

| : 1

B Notebook Notebook

2 2
| Notebook

3

———

Sub Page 1 @@Sub-page 2

I_ Sub-sub-
page
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Getting started

The first tip is to pin the drop down menu so it stays there.

OneNote Online o Share Jo Montgomery

File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote Saved

7 ABC
% v Y

<lling Dictate

'] Calibri Light -~ 20 -

T~ |
W
w
(%]

B I U a= x,-3- A- — More

v . -

Speling = Dictation

— JM notebookl »

Name this page

Pag= B

PagsC

What is a page?

A page in OneNote is not like a word document; it is just like a sheet of paper you can write, draw and
scribble on — anywhere within that page.

You are not required to work top to bottom or left to right.

It is an (almost) infinitely sized piece of ‘paper’ in which you can have whatever structure you like.

OneNote Online | M » JM noteb. n &, Share Jo Montgomery

File Draw  View  Print that you want to do Openin OneNote  Give Feedback to Microsoft Saved
o . ke Norma gl  Heading2  Heading3  Headingd ,’{‘
B I U ax x,- =. | maocc | AaBbCc AaBbCc  aasbce  AoBbCc | Tag
= IM notebookl el
Section 1 Name this page
New Section 1 Page s Bagraghs Histograms
N 2
essscicn aoeC Lorem ipsum dolor sit amet, consectetur adipiscing elit. Suspendisse at maximus lacus, 2u pretium turpis. 6 i
Curabitur a felis id ex molestie rutrum. Mauris porta luctus velit ac pulvinar. Pragsent ey urna enim. Proin 1 3"
commodo sed sapien ac sagittis. Integer fermentum accumsan lectus, vel bibendum magna tincidunt ut g 210
Mauris non erat scelerisque, molestie mi sed, maximus urna. Cras 2liquam interdum lectus vitas conssguat ! £,
Pellentesque porta gravida tempus. Pellentesque maximus, eros pretium porttitor aliquam, diam sapien o o
vestibulum nunc, a semper risus turpis vel ex. Proin sollicitudin, nunc sed bibendum tempus, nisi velit 1z 3 4 s 123 480
interdum quam, ultricies posusre mauris nunc eget nunc. Fusce id rhoncus risus. O R
Quisque ac metus sit amet leg mattis gravida ey in lacus. Donec urna mauris, congue ac sgestas ut, volutpat
quis orci. Aliguam erat volutpat. Donec volutpat ultrices sodales. Nulla facilisi. Maecenas fringilla facilisis
purus vel posuere. Nullam dapibus tincidunt sem id porta. In imperdiet lacus ut dignissim pellentesque. .
Integer tempor purus justo, at cursus dolor ullameorper ut, Sed eu finibus orci. Asngan sed sapien rutrum, r
sagits ex ey, sgestas purcs. Phasellus malesuada nibh id arc feugiat malesuada B
Donec ezt dictum tortor, vel posuers turpis. Fusce vl facilisis enim. Aensan pretium est sed ultrices £ :
sollicitudin. Morbi non imperdist ibero, it amet finibus magna. Etiam nulla magna, thoncus at lacus vel, :
estas justo. Duis vestibulum venenatis velit bibendum facilisis. Vestioulum id hendrerit risus. .
, zcilis 1 .
1 , tristique at sem id, commodo venenatis magna. Nunc maximus accumsan rhoncus. Duis T 3 % %
vitae lectus pretium, imperdiet dui lobortis, pulvinar mi. roin vel velit yulputate, sollicitudin metus aliquet,
aliquet felis. Sed bibandum quam arcy, in posuers felis vulputate vel. Curabitur cursus ne risus sed porttitor
Pellentesque solicitudin mollis mauris ac iaculs.
Biscuit Tea Coffee
Simon | Jammie Dodger Builders occasionally
Anne occasionally Froth milk, 2 sugars
Felix | Lebkuchen various Caution: extremely fussy
Jo any Weak, black, no milk
Laura Millionaire's shortbread ' milk milk
Protocol
First e collectad some water.
Then we filtered the water. -
To make tea: | can move text boxes about

Boil the water (only once — Jo is very fussy about using freshly drawn water and not re-bailing it. Simon
thinks this is nonsense).

Then apply hot water to tea of choice for required time. Add milk/milk alternative/sugar as required.

To make coffee:

See separate protocol here as there are many sources of coffee and machines with which to provide itin

e Bioinformatics.
Section
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Add sections and pages

Sections or tabs

Add a New Section/Folder/tab by clicking on the + Section tab
You can also add pages to a Notebook Section/Folder/tab by clicking on the +Add Page function at the
left hand side of the window.

OneNote Online M » JM nofREESIEREEE JM notebookl

File Home Insert Draw View Format Print Q Tell me what you wat
() “ x — E Sl
D
Paste B I U abe x.~ a»- A -~ = =-
L 2 2 = =
Undo Clipboard Basic Text Styles
— JM notebookl £
. . Lorem ipsum dolor sit a
Section 1 Name this page P e
Curabitur a felis id ex n
New Section 1 Page B commodo sed sapien a
Mauris non grat scelert
Test section Page C Pellentesque porta gra
vestibulum nunc, a sem
interdum quam, ultricie
Quisque ac metus sit ar
quis orci. Aliquam erat
purus vel posuere. Null
Integer tempor purus ju
sagittis ex ey, egestas p
Donec eget dictum tort
sollicitudin. Morbi non
+ Section + Page vulnutate aaactac inctn
4

When you click on + Section, a Section name dialogue box pops up.

OneNote Online | JM » JM noteb... JM notebookl

B I U ax x,-~3%- A- - AaBbCc

) Section Name X
= JM notebookl

Section 1 Hello World! | Enter a section name:

l New Section 1

Test section OK Cancel

bourbons | Jammie dodgers | Rich tea
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Or you can right-click to rename the section.

OneNote Online JM » JM noteb... JM notebookl
File Home Insert Draw View Print Q Tell me what you want to do
& — 1 N
"‘] Calibri Light <20 ~ =iz~ hle . e
Paste B I U abk x ~ %~ A~ =. asbce  Aal
¥ = T =
Undo Clipboard Basic Text
= JM notebookl /O
Table of
l Section e f contents
Rename Section Thursday, Januan
l New Se 2< Delete Section ige
Section Color ’ _
l Testser Page Title
(+) New Page Page2
l Experin |5 b-sub page

m New Section
Copy Link to Section Babraham Bioin

+ Section + Page

g

You can change the colour of the section/tab — which can be useful to colour code experiment types
etc.
Right click on the section tab and select Section Color.

B Furpié mist
B Purple
File Home inset | B Magenta ! T
= [0l Red Chalk
[ hrili . :_ . “'
_] il D Red 53— N
Paste " B I E] Orange v =-
| Rename Section B Tan
Y .
X Delete Section O Yellow /O
| Section Color ’ B Lemon
¥ [0l Green
Y@ New Page G
l T [0l Apple
. O
Tea
| . New Section
: ) B Cyan
@ Copy Link to Section |
h CXpenment L B Blue Mist
I B Blue
O silver
+ Section None N

You can rearrange the order of sections/tabs.
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Click and drag sections into the order you want.

OneNote Online JM » JM noteb... JM notebookl
File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote
oD . :
—~] Calibri Light .20 R o Noma Heading 1 Heading 2
Paste B I U abk x - a7~ A-~ =. asBbcc AaBbCc AaBbCc
£ - 3 - — - v
Undo Clipboard Basic Text Styles
— JM notebookl p

RNA Seq

Contents RNA Se
9 Tuesday, March 26, 2019 3:47 PM

Drotocols 10X Single cell RNA Seq
Bioinformatics

DNA methylation
Experiment 1

Test section

Pages
Page order can also be rearranged.

At the top of each page, there is space for a title or page name.
Add a title here and it automatically becomes the name of that page (you’ll see it appear on the left
hand side of the screen)

OneNote Online | JM » JM notebook1 JM notebook1 & Share Jo Montgomery

File Home Insert Draw View Print g Tell me what you want to do Open in OneNote ~ Give Feedback to Microsoft Saved

WM le/Y 0000 =
k

Type Marquee Eraser Pen Highlighter Black Blue Dark Red In T

Select Green Color~
Undo Tools Color Style -
= IM notebookl be
frext page
P T
rotocols = TUesaay, March 26, 2010 SOSTM

Contents
Bioinformatics
Experiment 1

Test section

Experiment 42

+ Section + Page
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Sub-pages

There are additional levels of organisation or indentation — subpages.

Add subpages by right clicking on a page and selecting make sub page. You cannot make a sub page
without there being another page above it.

You can even make sub-sub pages.

OneNote Online | JM » JM noteb... JM notebookl
File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote
"i] Calibri .11 I Norma Heading 1 Heading 2
Pasi— B I U abc x. ~ a”~ A~ 3= = AaBbCc AaBbCc AaBbCc i
\- —
Undo Clipboard Basic Text Styles

— JM notebookl

RNA Seq
Contents RNA Se
l 9 Tuesday, March 26, 2019 3:47 PM
Protocols 10X Single cell RNA San
B
l Bioinformatics DNA methylation i
l Experiment 1 X Delete Page
[& Move/Copy
l Test section —
(#) New Page
I = Make Subpage I
(_
Q Show Versions
é:, Copy Link to this Page
A

Open in new tab

=+ Section + Page

What can you do in OneNote?

We'll look at some of the functions of OneNote.
* Add text
* Make tables
* Insert images
* Insert/attach files
* Add links

There are also other functions in OneNote that aren’t relevant to a laboratory notebook, such as stickers
and emojis! You don’t need to use these.
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How to add things in OneNote
You add things simply by clicking on an appropriate place in the notebook and using the relevant insert
tool.

NB Things don’t move out of the way/move down automatically, so make sure you add top to bottom
(mostly) and that there’s enough space.

You can pick up objects/text boxes etc. and move them around later in you need to.

JM » JM notebook1 JM notebookl

OneNote Online

File Home nsert Draw View Print Q Tell me what you want to do Open in OneNote  Give Feedback to Microsoft
N o ] = | D .o IVI
ESS - L: e “ " Y& o Q ~ =
New New Table = Picture Online File File Office Link Record Symbo Emoj Forms  Stickers
Page Section v Pictures = Printout Attachment = Add-ins Audio - -
No Tables Pictures Files Add-ins Links Recording | Symbols Emoj Forms Sticke:
— JM notebookl £
New page
Protocols Text page - _
Wednesday, March 27, 2019 9:25 AM
Contents New page

Bioinformatics
Experiment 1
Test section

Experiment 42

Text

Click anywhere on the page to begin typing.

Text appears in text boxes which you can move around.
You can format text and styles.

Click anywhere on the page to start typing.

OneNote Online

JM » JM notebook1

JM notebookl

File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote Give Feedback to Microsoft
-y . - )
L) — Calibri .11 . = 3T . A Normal Heading 1 Heading 2 Heading 3 Heading 4
Paste I U sk x - We A- == assbcc | AaBbCc AaBbCc aaBbcc  AaBbCe
' Format Painter n ’ - o -
Undo Clipboard Basic Text Styles
— JM notebookl p
New page
Protocols Text page a ~
Wednesday, March 27,2019 9:25 AM
Contents New page

Bioinformatics
Experiment 1
Test section

Experiment 42

Click anywhere on the page to start typing.
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Tables

Make tables automatically.
Just hit the Tab button to turn what you’ve just typed into the first cell of a table.
Delineate further columns with Tab, and just press Enter to start filling in the next line.

i OneNote Online | JM » JM notebookl JM notebookl

File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote  Give Feedback to Microsoft
— =Lt N I Heading 1 feading 2 He 3 Heading 4
—.] Calibri Light .20 L iE s Be Norma eading 1 Heading 2 eading 3 =ading 4
Paste B I U akx x ~ - A~ =. AaBbCc AaBbCC AaBbCc AaBbCc AaBbCc

¥ Format Painter - ’ - -
Undo Clipboard Basic Text Style:
— JM notebookl /O
|Text page
Protocols Text page

Tuesday, March 26, 2019  3:08 PM
Contents New page

Bicinformatics Click anywhere on the page to start typing.

i 1 . . .
Expemment? Name | Biscuit choice
Test section Simon Jammie dodger

lo Ginger nut

Experiment 42

Images
You can insert pictures from files or the internet.

Anne Chocolate

Q

OneNote Online Jo Montgomery » mac practice not... mac pr... :4. Share Jo Montgomery

File Home Pint  Q Tell me what you want to do Open in OneNote  Give Feedback to Microsoft Saved
. ama) 0 A/’ [
() = EH I & o QO & V EO
New  New Tablel} Picture Online File Office Link Record Symbol Emoji = Education Forms | Stickers
Page Section - Pictures = Prirflout Attachment =~ Add-ins Audio - - Resources
Notebook Tableg Pictures Files Add-ins | Links | Recording | Symbols = Emojis | Resources | Forms | Stickers ~
_ 0 Tuesday, January 22,2018 2:15PM «
Insert pictures from your files or the web.
Blue section Trying out the functionality
o
OneNote in Office 365... Page 1
Page 2
Page 2a ‘
|
|
+ Section + Page . e

Or use snip or grab tools and then use Control + V to paste in (Command + V on a mac) — right click
copy and paste doesn’t work within OneNote.
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Add files

You can add files in two ways:
1. As an attachment
a. it will add/embed all file types.
b. You just see the file icon, it will open elsewhere (eg. Excel)
c. You can also drag and drop files to embed

2. As afile printout
a. You can include a file in your one note notebook using Insert > File Printout and
navigating to the file you wish to include
It gives you the file icon but also a pdf-like display/view of the file inside your notebook.
c. You can only add word or pdf files as a file printout (in the online version).
d. (in OneNote2016 you can add other file types eg. Excel)

OneNote Online JM » JM notebook1 JM notebookl

Insert File X

File name:

e R BN
®
(8]
q
i
q

| Choose File | No file chosen

Add links
You can add hyperlinks to your notebook to link to webpages or to other pages, sections or
notebooks (just copy the URL for the page/section/notebook).

Go to Insert > Link and then you can add the text you'd like to display along with the actual web
address.

Just copy the URL for the page you want and type the text you would like to appear to create a hyperlink.
For data stored on websites, such as Sierra, you can create a hyperlink.

We need to think about what to do regarding large datasets which are too big to insert into OneNote,
but be mindful of the legal requirements for data to be retrievable (more on specific data types later).
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OneNote Online JM » JM notebook1

Open in OneNote  Give Feedback to Microsoft

Q @€ E;1 @

ymbo Emoji

5

m
3
o
)
3

= JM notebookl /O
New page
Protocols Text page ; N . -
Wednesday, March 27, 2019 9:25 AM
Contents New page

Link X
Bioinformatics

Display text:
Experiment 1

Test section
Address:
Experiment 42

Insert Cancel

You cannot make a direct link to where files are stored elsewhere as it tries to make the file path into a
URL. There are two ways to include information on file stored elsewhere:
1. You can simply report the location of where files/data is stored.
Give file location:
»  Shift + Right Click on file in finder > copy as path
+ Paste text into OneNote as a record of where the file is stored
* Make sure the file location doesn’t change

.. » Computer » bioinfstore (\\fs-bioinfo) (0:) » Training » v | 49 [ll Search Training pel
Organize v [F]Open v  Print  Bumn  Newfolder = 0 @
& Downloads - Name Date mod’lfled Type Size Sl
aLBecsthecs i Babraham_Courses_Outline 17/04/20181552  Microsoft Word D.. 1,288
. o ﬁé‘] Babraham_Courses_Technical_Requirem... ~ 25/01/2018 09:46 Microsoft Word D... 62 KB =
@ Libraries %) Babraham_Courses_Technical Requirem...  25/01/201809:46  Adobe Acrobat D... 467 KB 1
B Documents @7 Visitor Template International (Simon) ~ 01/12/201712:44  Microsoft Excel W... 13kB
d Music {3 Visitor Template International (Anne) 01/12/201712:44  Microsoft Bxcel W... 138
IRk @2 training e T EEEET Microsoft Word D... 3KB
B videos _| @5 course U= Microsoft Word D... 62 KB
8 Computer " @5 Course et Microsoft Word D.. 60 KB
scratch|  New Microsoft Word D... 254 KB
& system (©) 82 molbio|  Print Microsoft Word D... 379 K8
(LERL @ Setting Open as Read-Only Microsoft Word D... 389 KB
; ?;S::;%Fg\rs-home) () & GraphP prnt ) Flefolder
. . ) L 1. One Nof Open in Protected View File folder
: ::::Z:’:p(\(:f\fb:’;"":g)(g;) ) ggplot | [& Edit with Notepads+ File folder
3 bioinfserv (\fs-bioinfo) (5) 1. Sample Open with > File folder
< URSEG g s orthreats., File folder .
—E‘— training course checklist Title: Add a title o ags: Add atag
m; Microsoft Word Document Authors: Bhupinder Virk

Always available offline

Restore previous versions

Send to »
Cut

Copy

Create shortcut
Delete

Rename

Properties
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This inserts a copy of the file location — but not a link.
It is simply a record of where your data is stored.

2. You could turn this path into a URL (but not a dynamic link).
¢ Remove ‘http’ and type ‘file://’ at the start, remove all backslashes (\) and replace with
forward slashes (/). If you have spaces in your file names, you will also need to replace
the spaces with %20
e Not a dynamic link
e Copy this link into browser and it should go to the file location

Other useful stuff

Draw

Go to the Draw menu to choose a pen and draw with your mouse, or finger/stylus on a touch screen.
You can use this to draw freehand on the screen.

OneNote Online | JM » JM notebook1 JM notebookl
File Home Insert Draw View Print (_? Tell me what you want to do Open in OneNote  Give Feedback to Microsoft
Al al =
o [[Bf | 4 w =
Type Marquee Eraser Pen Highlighter Black Blue Dark Red Ink Thickness
Select Green Color~ .
— JM notebookl 0
Text page
Protocols Text page . o oon -
uesday, March 26, 2019 3:08 PM
Contents
Bioinformatics Click anywhere on the page to start

typing
Experiment 1

Add text boxes anywhere and move

Test section drzr

Experiment 42

Or annotate slides and notes, or annotate gel images etc.
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# OneNote Online | JM » JM notebookl JM notebookl

File Home  Insert Dray View  Print Q Tell me what you want to do Open in OneNote  Give Feedback to Microsoft

o i 7Y 0000% =

Type Marquee Eraser | Pen Highignter Biack Blue Dark Red  Ink hickne:
JM notebookl
Page B2
Protocols Page A

l Contents Page8
l Bioinformatics PageB1
l Experiment 1 PageB2
l Test section Page C
l Experiment 42

However, be aware that the image and annotations or text are not ‘grouped’ so could become
dissociated (especially if you move things around). Many find it easier - especially if you are labelling -
to annotate in a different programme, e.g. Powerpoint, and then insert the compound image.

You can type in a text box and then move it over the image, change font colour/size etc as appropriate,
but the same issues exist — the text and image are not ‘grouped’ so can move independently.

Remember that the high quality is not be preserved when you insert an image into OneNote so you'll

need to store the original image somewhere and note how and where to find it as well. Images in
OneNote should be for reference only.

To do lists and tags

Add a to do list, mark as done, flag for follow up, mark as important, a question , an idea etc...
There are many tags to choose from.

OneNote Online | JM » JM notebookl JM notebookl

File Home = Insert Draw View  Print Q Tell me what you want to do Open in OneNote  Give Feedback to Microsoft
L) ] Calibr: .11 R R Normal Heading 1 Heading 2 Heading 3 Heading 4 ?}f
Sace B I Uax x-#- A- 5= =.  Awmbcc | AaBbCc AaBbCc aaBbce  Asbce | Tag

= JM notebookl je
Page C
Protocols Page A - e ania 4
Tuesday, March 26, 2019 12:32 PM
l Contents Page B
l Bioinformatics PageB 1 [[] Make OneNote notebook
[V] Insert data
l Experiment 1 PageB 2 [] write protocol files and link
[(]? Isitin that reference?
I Test section Page C O Make a cup of tea
e
l Experiment 42
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Add a Time and date stamp

The date of when you start a page/ notebook is automatically added, but in OneNote 2016 you can also
add a Time and Date stamp at any point (just as you might in a paper lab book). This tool doesn’t exist
in other versions, but you can obviously type in the date and time. A digital stamp of date and author is
automatically recorded by OneNote (see ‘versions’ later).

Gettin

Draw History Review View

Insert  Table File File Spreadsheet ~ Screen Pictures Online Link  Record Record Date Timg
Space v Printout Attachment v Clipping Pictures Audio Video Time

Insert Tables Files Images Links Recording Time Stiiga

® ©

v B I 8 e obkd @ %% (_L
Date &

%/ Demo Notebook v [ Newsectiont |

Getting started

28 November 2018 10:19

28/11/2018 10:41

Audio and video

You can also add audio or video recordings, if you have the technology to capture it. This may be a
more useful feature if using OneNote on your smart phone or tablet.

OneNote cannot transcribe audio recordings into text, but if you take the audio recording in OneNote
(rather than importing it) it is able to search for terms within that recording and point to where it found
them - but this does require the audio file to be indexed first, which can take a very long time (not
recommended).

Table of contents
Create a Table of Contents with Links
*  OneNote2016: Insert > Link > My Notebook
and navigate through the Sections/pages to add
* OneNote 2016, 10 and mac — use double square brackets around page title to create a dynamic
link eg. [[pagetitleofexistingpage]] (not in OneNote online)
*  OneNote Online — copy URL for notebook/section/page and add this as a link

#f  OneNote Online | JM » JM notebookl JM notebook1

Display text:
DNA methyiation|
Address:

https://babraham.sharepcint.com/sites/ELN/JM/_layouts/15/Wop

Insert Cance!
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Copy the URL for the page/section/notebook you wish to link to, then paste into the address bar.

Page backgrounds, templates and gridlines

OneNote 2016 has a range of templates (including backgrounds but also different formatting, eg for
lecture notes or meeting minutes, as well as the option to add lines or grids. However, typed text does
not align to the lines or grids.

OneNote for mac:

Lines etc. can be found in View > Paper Style

You can change the page colour on a mac, but there are no page templates.

This is not a function in OneNote online!

As with other features, if you have added them in the OneNote 2016 or mac versions, they are hidden
when viewing in the browser/online version, but are preserved.

.’ OneNote File Edit View Insert Format Notebooks To

0 00 XD
Home Insert Draw
m v 51 @ v v [I_\\ Q Q 100% v
1 (. @
Navigation New Zoom Zoom 4| |» Page Width

Panes Window |

< Q

| . Out In

l Blue section

Indents and outdents

You can quickly and easily indent and outdent text or rearrange the order in a list using
Alt + Shift + arrow keys.

(Option + command + arrow keys on a mac).
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Translation

Don’t bother with the translation tool! It simply sends text over the internet to a third party translation
service (and isn't very effective!)

If you must use an auto-translator then | would suggest copying the text and running directly in a
translation service of your choice - with the usual cautions!

Maths functions

These work best in OneNote 10.

You can also insert pre-made equations in OneNote 2016.

The Mac version will turn typed text into mathematical text eg. curly x.
OneNote Online doesn’t have these functions.

Search text

Type in the search box (magnifying glass icon at top of menu on left hand side)

This brings up a window and asks if you want to search a page or a section but there is no option to
search an entire notebook.

(Ctrl +F also allows you to search current section or page but not the entire notebook)

OneNote Online JM » JM notebook1

vestibulum nunc, a semper risus turpis

Experiment 42 . .
interdum quam, ultricies posuere maur

File Home Insert Draw View Print Q Tell me what you want to do Open in OneNo
e . N , L .
_] Calibri Light - 20 R A Norma eading 1
Paste B I U ab x. ~ a»~ A~ = AaBbCc AaBbCC
N Format Painter - ‘ -
Undo Clipboard Basic Text
= JM notebookl O |
Page B
Protocols Page A i
Search X °
l Contents Page B
Section
l Bioinformatics page B l Sectlon it amet, consectety
Experiment 1 Page B 2 D > moles_tg rutrum.
age n ac sagittis. Intege
) lerisque, molestie r
l Test section Page C
l gravida tempus. Pe

Quisque ac metus sit amet leo mattis gi
quis orci. Aliguam erat volutpat. Donec
purus vel posuere. Nullam dapibus tinc
Integer tempor purus justo, at cursus d

Search text in an image

OneNote 2016:

Search anywhere—even in images. You can right click on any image and select “Make text in image
searchable.” From then on, when you search for text, the image will show up in the results. This is great
for methods sections of scanned papers from the 1940s, but probably has few other uses.
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Not in OneNote online, OneNote 10 or mac!

References

OneNote is not a reference management system
You can link to a reference management system such as Reference Manager or EndNote if you must
You can also include hyperlinks to papers or files, or attach files.

Sharing a OneNote notebook

Who can see your lab book?

Your group leader and group members may be able to see your notebooks on the ELN — depending on
the permissions you have enabled: read or read-write access to your notebooks.

You can also share notebooks with people outside your group by share, invite people or sending a link
This sharing link only works within Bl (from OneNote Online or OneNote 2016 shared on SharePoint)
— check with computing if you need to configure external sharing.

If it's stored on OneDrive (although storing on ELN on SharePoint is recommended by computing) you
can share externally.

OneNote Online JM » JM noteb... JM notebookl

File Home = Insert Draw  View  Print Q Tell me what you want to do Open in OneN Link settings
-9 ABC
— . v A () W e e this link t0 work for? Learm more
— Calibri Light «20 T A, AJ P Who would you like this link to work for? Leal ore
) ant = A v
Paste B I U abc x. ~ a»~ A~ = More Tag Spelling  Dictate 0
v - ' - - Styles~ - - -

People in BABRAHAM with the

Pellentesque porta gravida tempus. Pellentesque maximus, eros pretium porttil
vestibulum nunc, a semper risus turpis vel ex. Proin sollicitudin, nunc sed bibenc

Experiment 42 . . . L X
interdum quam, ultricies posuere mauris nunc eget nunc. Fusce id rhoncus risus

Undo Basic Text Styles ags Spelling ctation link
— JM notebookl /C) @ People with existing access
Page B Specific people
Protocols Page A L N .
29 January 2019 12:08
Other settings
AE Page : Allow editing
Bioinformatics PageB 1 i lor si
l g Lorem ipsum dolor sit amet, conse Ccancel
. . . - Curabitur a felis id ex molestie rut
xperiment 1 PageB 2 : ot
commodo sed sapien ac sagittis. In
. Mauris non erat scelerisque, mole
l Test section Page C

Quisque ac metus sit amet leo mattis gravida eu in lacus. Donec urna mauris, co
quis orci. Aliguam erat volutpat. Donec volutpat ultrices sodales. Nulla facilisi. ¥
purus vel posuere. Nullam dapibus tincidunt sem id porta. In imperdiet lacus ut
Integer tempor purus justo, at cursus dolor ullamcorper ut. Sed eu finibus orci. £
sagittis ex eu, egestas purus. Phasellus malesuada nibh id arcu feugiat malesuad

Donec eget dictum tortor, vel posuere turpis. Fusce vel facilisis enim. Aenean pr
sollicitudin. Morbi non imperdiet libero, sit amet finibus magna. Etiam nulla mag ™
»

Versions

Right click on a page and select show versions.

This can tell you modifications/versions made with dates and authors. This can be really useful for
collaborative notebooks and also for supervisors/Pls to add comments or check and sign-off.
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OneNote Online

JM » Suggested Laboratory Notebook set ...

Suggested Laboratory Notebook s...

File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote  Give Feedback to Micro

o . ) R

D Calibri Light - 20 . EE - *_ - /3, Normal Heading 1 Heading 2 Heading 3

Paste B I U ak x,- a7~ A- —=.  Aasbcc AaBbCc AaBbCc  AsBbCc

~ Format Painter ) -
Undo Clipboard Basic Text Styles
= Suggested Laboratory Notebook set up /O .
Sequencing data
Contents Notes on Data

Project outline

Sequencing dat=

20 March 2019 08:56

E® Copy
Protocols Imaging data = = d have a master list of sequencing expe
re too big to embed.
GreZip4 Flow data X Delete Page £
Grezin [& Move/Copy link to sequencing LIMS
reZip
@ New Page
. n link to Sierra (although the person reading/accessing v
Experiment 123 > Make Subpage it is stored.
Experiment 456 - ink
. dl_Show Versions Dr include reference to it eg
Experiment 789 @ X K https: bioinf: ics.babrah ;i i
@, Copy Link to this Page s://www.bioinformatics.babraham.ac.uk/sierra/siert
B Open in new tab

It shows the date when entered and the author.

3y also wish to take screen shots of sequencing QC etc, b

OneNote Online JM » Suggested Laboratory Notebook set ... Sugg
File Home Insert Draw View Print Q Tell me what you want to do
“ .
S N Calibri Light -2 =iz he osmat
Paste B I U abe x,~ a»~ A~ =~ AaBbCc
~ Format Painter ) =
Undo Clipboard Basic Text
= Suggested Laboratory Notebook set up /O
Notes on Dz
Contents Notes on Data

Project outline
Protocols
GreZip4
GreZip5
Experiment 123
Experiment 456

Experiment 789

Thursday, March 28, 20

3/28/2019 Jo Montgom...
3/28/2019 Jo Montgom...

3/28/2019 Jo Montgom...

You can:

e Attachafileo

Sequencing data
Imaging data

Flow data

If you amend the or
paper notebook.

* Youcanadda

e With bigger d;
have their ow

®  Or Just referel
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Suggestions for use as a laboratory notebook

Each main project is a notebook — you can span more than one year this way (although others set up
a notebook for each year and have separate projects as tabs — you need to find what works for you and
your group).

Each Section tab can be a technique, mouse strain or a sub-project, depending on the nature of your
research.

Having a standard protocol Section tab can be a good idea — then you can link to it whenever you use
that protocol and not have to write it out repeatedly. Or you could have a group protocols notebook and
link to this.

OneNote Online | JM » Suggested Laboratory Notebook set ... Suggested Laboratory Noteboo... &, Share

File Home Insert Draw View Print Q Tell me what you want to do Open in OneNote ~ Give Feedback to Microsoft
3 = 1 A - 1 eading 2 - , - . 7 ABC
m 2libri Light 20 - =i A Normal Heading 1 Heading 2 Heading 3 Heading 4 v ]
\ Calibri Light 20 == 7S V ?
Paste B I U s x - e A~ —. aAssbcc AaBbCc AaBbCc AaBbcc  AaBbCc Tag  Speling Dictate

' Format Painter - -

Clipboard Basic Text Styles ags | Spelling | Dictation = Meetings

Suggested Laboratory Notebook set up /O

Sequencing data

Protocols Notes on Data o .

Experiment 123 Sequencing data

l Experiment 456 Imaging data You can link to Sierra (although the person reading/accessing would need log in access) or just reference
where it is stored
l Experiment 789 Flow data
e Link
e Orinclude reference to it eg https://www bioinformatics.babraham.ac.uk/sierra/sierra.pl?
action=view lane&lane id=1970
It may also be useful to include a few snips/screen shots to aid explanation and understanding.
e =
€ =
t Section + Page =

Take a look at this example laboratory notebook (link below), see how data is added and sections are
organised etc. This is just an example. Your laboratory notebook needs to be flexible for you, your
research and your group, so find the best set-up for you.

https://babraham.sharepoint.com/:0:/s/ELN/JM/EukJeoh 7qFFlIhWye9y5K6QBtxshmDPJTPzk7kNNO
eXYQqg?e=ZZIlyMR
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Features

Table of contents
You may wish to use hyperlinks to include a table of contents in your Notebook

HHH OneNote Online | JM » Suggested Laboratory Notebook set up

File Home Insert Draw View Help Open in OneNote Q Tell me what y¢

v [F]v | Calibri Light v2o v B I U &v Av ¥ A - i=v

=] Suggested Laboratory Notebook set up pe
Table of contents

Thursday, March 28, 2019 11:58 AM

Contents Table of contents
Project outline

Protocols Project outline
Protocols
GreZip4 Animals
Collection
GreZip5 Sequencing
Experiment 123
Experiment 123 Experiment 456
Experiment 789

Experiment 456 - Data

Experiment 789

Project overview

You could include a project plan, timeline and to-do list, including thoughts and notes for manuscripts
etc.

Timeline — March 2018
l Prajact cuting Paper cating
Pretzasis Project
[ s e This project i about 53 sing ABC.
[ oas Experimental plan
Expariment 123
Exparimant £56- Data To e done Ongoing. Dore
HMAT |+ ChiP-seq in HMAT + ChIP optimization (E65) |+ F of xy abt cocytes
" [ i

Grezipt |+ ® picates |+ PBATE3.SinmatKO

PNKGrD

* PBAT of blastorysts « Noftters in kO mice
{embeyos cotectes)

Timeline
March 2018

* Genotyping blastocysts
+ PBAT bisstocysts - maternsl effect
. imed mating xyz mice for C

August 2018
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Protocols

You may find it useful to keep all protocols in one section/tab. You can have them written out in full or
as file attachments or file printouts. If you share standard protocols across the group, then perhaps
having a designated laboratory notebook just for protocols would be useful — you can then link to the
relevant notebook/section/page.

OneNote Online JM » Suggested Laboratory Notebook set up

File ~ Home Inset  Draw  View  Help OpeninOneNote Q' Tell me what you want to ¢
v [lv calibritignt v 20 v B I U S =v A stesv i Tagsv | v
= Suggested Laboratory Notebook set up 0 - X

Whole genome amplification

Contents Animals
Wednesday, April 3,2019  12:05 PM

Project outine Different versions

Protocols Colection GenomePlex Single Cell Whole Genome Amplification Kit
Sigma-Aldrich, WGA4-10RXN

GreZipd Sequencing

=5 LowRputRNASe Reagents Provided

Experiment 123 Paraffin embedding Product Description Catalog Number 10Rxn SORm 500 Rxn

Y ERET R — 10x Single Cell Lysis & Fragmentation Buffer 11043 350ul 18mL  18mL
Proteinase K Solution P4850 /uL 10u 1mL

Expetiment 260 1x Single Cell Library Preparation Buffer 10918 25uL  110pl  1iml
Library Stabilization Solution 17292 12ul S5uL 550l
Library Preparation Enzyme E0531 12ul S5l 550 L
10x Amplification Master Mix A5604 85uL  410pL  5x820pL
WGA DNA polymerase W3891 S5uL 275uL  2x1375uL
Control DNA (5 ng/uL) D7192 10ul  10pL 0uL
Water, Molecular Biology Reagent w4502 15mL 2x15ml 2x20mL
Storage/Stability

All components should be stored at~20 °C. When thawed for use, components should be kept on ice.
The stability of the Library Preparation Enzyme will be affected if stored warmer than —20 °C or allowed
o remain for long periods at temperatures over 4 °C.

Procedure

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Mascenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna eros

da fames ac turpis egesta

Pel
pharetra nonummy pede. Mauris et ors
Aenean nec lorem. In porttitor. Donec Iaoreet nonummy augue.

Suspendisse dui purus, scelerisque at, yulputate vitae, pretium mattis, nunc. Mauris eget negue at sem
venenatis eleifend. Ut nonummy.

Library Preparation

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Mascenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectu: 2 libero, sit amet commodo magna eros
quis urna

Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus.

OneNote Online Suggested Laboratory Notebook Suggested Laboratory Noteb]

File ~ Home Inset  Draw  View  Help OpeninOneNote ~ Q Tell me what you want to ¢

v [Jv calbritight ~v20 v B I U Zv Av & B e =

b stiesv B Bosv | v | B

= Suggested Laboratory Notebosk set up fe
Animals
Contents Animais
Thursday, March 26,2019 :27 AM
Project outine Difierent versions
Protocols Collection ither type out| i iving information.
Blah Blah Blah.
GreZips Sequencing
Title
GreZips Lowinput RNA
e st 3 Quisque ac metus sit amet leo mattis gravida eu in | Donec urna mauris, congue ac egestas ut, volutpat quis or uam erat
volutpat. e ol i, Moo gl ot s ol s ol s o
[Bcpaimencit2) Baainenbeddng ut dignissim pellents = \por rper ut. Sed e finibus ord.
‘Asnean sed sapien rutrum, saERNS ex sy, sgestas purLs i gt 4
Experiment 456 - Data Whole genome ampification
Pees st et vl ot Bt ARG sk St et o e SN, Mor o gt
. fibero, st amet fin a. Etiam nulla magna, thoncus atlacus vel, vulpy Duis vestioulum venenatis veii
periment 789

bibendum facils Vestom 8 hendreri
‘2ccumsan thoncus. Duis vitae \obortis, pulvinar mi. Proin vel yelit yulputate, solliitudin matus aliquet,
aliquet felis. Sed bibendum guam arcy, in posuere felis vulputate vel. Curabitur cursus nec risus sed porteitor. Pellentesque sollicitudin
mollis mauris ac iaculls.

us. Pele

s mi e, mmque at sem id, commaodo venenatis magna. Nunc maximus

Or you could attach/insert a word document for example.

Example

protocol
Or as a file printout, which includes a display of the | Advantages —you canseeitata  Keeps historic version at time it was
file: glance used

Disadvantages — it may be large

Eemple

———

Example protocol document
Quisque ac metus sit amet leo mattis gravida eu in lacus. Donec urna Mauris, CONGUE ac egestas ut, volutp
ot quls orc Alquam erat vouipat. Donec volipat ulrices sodaies Nulla facist

Maecenssfngilafac ‘vel posuere. Nullam dapibus tincidunt sem id porta.

1d hendreri risus. Pellentesque mi stique atsem . commodo venenatls magna: Nunc

retium, imperdiet dul lobortis, pubin
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Experimental Results

You can include methods and results in ‘experiment’ sections/tabs and pages, including screen snips
of some results, graphs and images (see Data).

Fle  Home et Daw  Vew Hep  OpsninOnelow O Telmewhatyouwanttoc

v Oy [cwigm Vo v B T U 2v Av S A

[l
<

& sesv | B mgse | B

= Suggested Laboratory Notebook set up. L
RNA Seq
[ e Somprgaseoss
[ e -
Protocols ChipSeq GreZip4-120.4 (KORWT)
l ey RNASes 18-22 February 2019
l GreZps Sfemales
Experiment 123
oate Time 1D 008, Geno # oocytes
Experiment 456.- Data e e g
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mRNA-purification
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Genotyping blastocysts

l Project outine paaT

Protocols Chipseq General informati narrative ghts in here
l GreZipt RNA Seg Include files
l GreZips

Experiment 123

Experiment 456 - Data

Tebles

l Experiment 789 2x Buffer 100l

Fwd primer (10uM) | 2 ul
Rev primer (10uM) | 2 ul

BS-DNASample  2ul
H20 sul
Total 2001

Primer testing with blastocyst PBAT libraries

06 April 2017 date and

Name of scientist doing the work
Primer pairs WT 2nd PCL were tested on 3 different PBAT libraries:
-1 blastocyst

-2 blastocysts

- a blastocysts

Primers were tested individually and together in 3 multiplex PCR. PCR volume was reduced to increase
S S input concentration
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Data

Your data needs to be comprehensively recorded, timely and retrievable. Depending on the nature and
size of data, there are a number of ways to input this in OneNote:

e Attach afile or file printout — OK for smaller files (<19MB)

If you amend the original file, it doesn't update. This is like sticking in a physical copy
into a paper notebook

e You can add a link to a file - but if this file moves then the link will no longer work.

e With bigger datasets such as sequencing or imaging, you can link to the file store - these
have their own storage and archiving systems and will be maintained

e Orjust reference where in Sierra etc in the notebook

¢ Create a non-dynamic link referencing a storage location using copy as path

"O:\Training\One Note\test PDF.pdf"
e Use screen shots to document what you've done

Sequencing data
Sequencing files are too big to embed in OneNote.

¢ You could create a master list and standard storage location for sequencing experiments and
note this location in your OneNote notebook

e You could create a link to sequencing LIMS

¢ You can link to Sierra, although the person reading would need Sierra log-in access, or you
could just reference where it is stored — for example using copy as path to include the file
location

¢ It may also be useful to include a few screenshots to aid explanation and understanding — but
don’t include every step of analysis

Sequencing data

aster list of sequencing experiments
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Imaging data
Imaging data can be very large, so don'’t include in OneNote — reference the storage location.

e Addirect link may not be a good idea due to accessibility / retrievability issues

e The Babraham imaging facility keeps files in an easy access file storage for 1 year, in individual
users’ folders. After this, they are archived to a longer term storage area, using the same
storage structure

¢ You may wish to include a screenshot for narrative purposes, but a high resolution version
should be stored elsewhere and the location documented

e You may wish to annotate images in another program and then insert into OneNote to avoid
text/annotations and the image becoming dissociated

OneNote Online JM » Suggested Labor:

— Suggestad Laboratory Notebook setup

Imaging data
l Contants Noteson Data -
Thursday, Maech 28, 2019 9:44 AM
l Project cutling Sequancing data
Protocols Imaging data What do you do if images are too large?
l GraZipd Flow data Imaging data can be very large, so it is best to point at where it is stored.
I GraZips A direct link might not be a good idea due to accessibility/retrievability isswes:
Experiment 123  The Imaging facility keep files in an easy access file storage for ane year, in individual users’
folders.
Exparimant 456 - Data * After this they are archived to a longer term storage area, still under the same structure of users'
folders.
I Exparimant 783

You may wish to include a screenshot/snip for narrative purpases but a high res version should be stored
elsewhere (and location written down):

You may wish to annotate images in another application and then insert to avoid text and image
becoming dissociated:
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Flow data
If files are small, they can be inserted into OneNote.

Data from cytometers (.fcs files) — you can link to or reference where this is stored
Sorts (PDF) of the sorting gates and sorting statistics are small and can be inserted or attached as a

file printout in OneNote, or you can link to or reference where data is stored.

Screenshots may be useful for narrative purposes.

OneNote Online = JM » Suggested Laboratory Notebook set up Suggested Laboratory Note...

File Home Insert Draw View Help Open in OneNote Q  Tell me what you want to do
v [f]v Calibri Light v2 v B I 9] V2% Av ¥ A@ =v %EV = ,9/ Styles v E‘; Tags v
= Suggested Laboratory Notebook set up /O

Flow data

Contents Notes on Data
Thursday, March 28,2019 9:44 AM

Project outline Sequencing data

Protocols Imaging data If files are small, could embed in OneNote.

GreZip4 Flow data drives)— an automatic copy is also stored on FACSStore.

GreZip5
PDF files small enough to be included.

Experiment 123 Sorts: PDFs of the sorting gates and the sorting statistics can be inserted/attached/attached as file

X printout in OneNote or a link or reference to where data is stored, and/or screen shots/snips included.
Experiment 456 - Data

Experiment 789

’ Data from cytometers (.fcs file) - you can link to or reference where this is stored (your network/local
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What’s next?

Have a go at creating your own laboratory notebook with a layout that works for you and your research.

Further help
e https://support.office.com has lots of quick, short video tutorials
e Contact computing to set up SharePoint ELN area
e http://www.bioinformatics.babraham.ac.uk/training.html
e babraham.bioinformatics@babraham.ac.uk




