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Outline
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3. How are user accounts organized?
4. Roadmap for TOCS customers.
5. How to create and manage user account in 
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6. How to create and manage payment 

account in your group?
7. How to order oligos and check order status?
8. How to view orders placed by your group 

members?
9. How to get your group’s invoices?
10.Things need to keep in mind.
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1. About the TOCS project
Laboratory Information Management 
System (LIMS):

Sample tracking
Workflow controlling
Data gathering and storing
Result reporting and accessing

TOCS is a web-based LIMS, plus e-business 
enabled:

Widely accessible through Internet.
Online ordering and billing.
TOCS is a secure site. Your data is protected.
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2. What can TOCS do for you?
TOCS is widely accessible through Internet, 
with a web browser you can:

Order services, eg, DNA synthesis, DNA 
sequencing.
Track the status of your orders.
Access results, eg, DNA sequences, genotypes.
Get invoices.

Currently, only DNA synthesis facility has 
been implemented. Ultimately, TOCS will 
cover all TCAG facilities.
First testing version was formally released 
on Aug 22, 2005.
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3. How are user accounts organized?
In order to use TOCS, every user needs a 
user account.
Users are organized into user groups, a 
group is typically a research lab.
There are three types of users in a user group: 
PI, superuser and normal user.
Every group must have one and only one PI
or Supervisor.
For any user group, firstly, its PI account has 
to created by TCAG. Then the PI can login to 
TOCS, and create superuser(s) and/or 
normal user(s) in his/her group.
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Example showing one user group, user accounts, and user types.
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What’s the differences of the three user types
Operations

User type

User 
account 
manage-
ment *

Assigning 
superuser

Payment 
account 
manage-
ment **

Viewing 
invoices

Viewing 
group 
members’
orders

Viewing 
own 
orders

Placing 
orders

Yes Yes

Yes

Yes

Yes

Yes

Yes

Yes

No

Yes

Yes

No

PI Yes Yes Yes

superuser Yes No Yes

normal user No No No

* Includes: creating, disabling and enabling user account, and setting 
the expiry date of user account.
** Includes: creating, disabling and enabling payment account, and
setting the expiry date of payment account.

The reason we need superuser is that, in case PI is too busy, 
he/she can assign somebody in the group to be a superuser, so 
that the superuser can perform necessary managerial activities. 
Of course, if PI prefers to take care of user accounts and 
payment accounts in the group by himself/herself, he/she 
doesn’t need to assign any superuser in the group.
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4. Roadmap for TOCS customers

Go to http://tocs.tcag.ca to 
download the group account 

application form.

New group needs to use TOCS

Once the application got approved, 
TCAG will create the account for the 

PI/Supervisor.

PI/Supervisor logins 
into TOCS

Note: at the initial process of setting up TOCS, TCAG directly creates 
accounts for the existing customers in the attempt to minimize the 
work on customer’s side, i.e., customers used TCAG facilities in the 
past months don’t need to submit an application form.

Fill in the form with necessary information 
(including: PI’s/Supervisor’s name, email 
address, department, institute, mailing 

address, etc.), have the form signed by the 
PI/Supervisor and fax it to TCAG 

PI/Supervisor will receive an 
invitation email informing him/her 

to login into TOCS

PI/Supervisor creates superuser(s) 
and/or normal user(s) (see 5.1)

PI/Supervisor may create 
payment accounts (see 6.1)

PI/Supervisor or 
superuser logins 
into TOCS

Create new user 
account (see 5.1)

Disable, enable others’ user 
accounts, set/change expiry date 
of others’ user accounts (see 5.2)

Create new payment 
account (see 6.1)

Disable, enable payment 
accounts, set/change expiry date 
of payment accounts (see 6.2)

View orders placed by all 
group members (see 8)

View/Download 
invoices (see 9)

Order TCAG 
services (see 7.1)

Check status of 
orders (see 7.2)

Normal user 
logins into TOCS

For new 
user groups

For existing 
user groups
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5.1. How to create a new user 
account in your group? (1)

Then click here

Go to this 
page first

Note: only PI and superuser 
have the privilege to create new 
user account.
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5.1. How to create a new user 
account in your group? (2)

Once you submit this form, TOCS will 
automatically send an invitation email 
(containing some basic instructions and 
login password) to the new user. And 
the initial status of the new user account 
is “await confirmation”. After the user 
got the invitation email and logged into 
TOCS, his/her account status turns to 
“activated”.

Fill in the form, 
then click this 
button

If you are the PI of 
this group, you can 
assign the new user 
to be a superuser
by checking here

If you did accidentally create a user 
account with a non existing email 
address. You can simply leave it 
there, since no one will be able to 
use it. TOCS system will 
automatically clean it up at a 
proper time.
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5.1. How to create a new user 
account in your group? (3)
After account creation, usually the new user will 
receive the invitation email in a few minutes.
But, if the new user didn’t get the invitation email 
even a couple of days after his/her account creation:

You can re-send him/her the invitation email (see 5.2 for 
how to re-send the invitation email).
If this still didn’t work, likely the invitation emails were 
treated as spam by the user’s email provider (eg. Yahoo).
So whenever possible, ask the new user to use an 
institute email account instead of a public one.
Ask the user to add oligo@sickkids.ca to his/her 
contact list, if he/she has to use a public email account. 
Then emails from TOCS system will not be treated as 
spam.

You can always contact us at oligo@sickkids.ca
if problem resists.
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5.2. How to manage user account
in your group? (1)

Then click the 
user’s ID to 
make change to 
his/her account

Go to this 
page first
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5.2. How to manage user account
in your group? (2)

You can also 
turn off / on the 
user’s account.

You can set the 
expiry date of the 
user’s account. After 
the expiry date, the 
user will not be able 
to login or order any 
services.

For an “await confirmation”
account, a “Send invitation”
button will show up here. You 
can use it to re-send the 
invitation email. 

If you are the PI of this group, 
you can change the user type: 
normal user superuser
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6.1. How to create payment 
account in your group? (1)

Then click here

Go to this 
page first

Before you can order TCAG services, you have to set up 
payment account(s) first.

Note: only PI and superuser 
have the privilege to create new 
payment account.

Only activated and 
not expired payment 
accounts can be used 
while placing orders
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6.1. How to create payment 
account in your group? (2)

Fill in the form, then 
click this button

If you did accidentally 
create a wrong payment 
account, please email us 
to fix it.

You can set the 
expiry date of the 
payment account. 
After the expiry 
date, the payment 
account can not be 
used.
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6.2. How to manage payment 
account in your group? (1)

Then click the 
payment ID

Go to this 
page first
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6.2. How to manage payment 
account in your group? (2)

You can also 
turn off / on 
the payment 
account.

You can update 
these fields
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7.1. How to order oligos (1)

Then click here

Go to the Synthesis 
facility first

Fill in necessary 
fields, then go to 
the next step.

2

2234199999

The payment account 
you input must have 
been created already in 
your group. If the 
account does not exist, 
the system will advice 
you to create it first.
(see 6.1 for how to 
create payment 
account)
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7.1. How to order oligos (2)

Fill in necessary 
fields, then go to 
the next step.
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7.1. How to order oligos (3)

Double check your 
order information, 
then submit

2234199999
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7.2. How to check your order status

Click here to 
check your 
oligo status

List for choosing
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8. How to view orders placed by 
your group members?

Go to 
Home first

Then click 
here

Note: only PI and 
superuser have 
the privilege to 
view this page
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9. How to get your group’s invoices?

Go to 
Home first

Then click 
here

Note: only PI and superuser have 
the privilege to view the invoices

Download the invoice 
in PDF by clicking the 
Invoice ID
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10. Things need to keep in mind

Bookmark TOCS web address:
http://tocs.tcag.ca

Do not share user account. Everyone 
should use his/her own account.
Never tell others your password.
In case you have any problems with 
TOCS, please contact us at

oligo@sickkids.ca
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