Updated 11/3/10


Instructions for ordering Oligos/Primers from 
Integrated DNA Technologies (IDT)
**NOTE: We are no longer using Oracle, so everyone may order their own primers using this procedure**
Log into IDT at http://www.idtdna.com/GateKeeper.aspx  with the following:
Username
zeitlingerlab_oc
Password
**************
Step 1
If you are not already there, go to Order > Main Menu. 

Under the “Order Center” heading on the right-hand side of the page, click the link to 

“DNA Oligos, Paste Excel”

Step 2
Copy the oligo information (Name and Sequence cells from Excel spreadsheet)* for all oligos you wish to order and paste into the window provided at the bottom of the web page.  (Modify the Scale if necessary—the default scale is 25 nmole)


[Add to order]

Step 3
Shopping Cart—Review information and make sure everything looks okay.
Default shipping information is “Ship order when complete (single shipment),” but if necessary, you may change it to “Ship items as available (multiple shipments).”
Make sure Quote # 8658 appears in the Quote box which ensures our discounted pricing of 18 cents per base. There should not be any charges listed for shipping and handling or tax. 


[Checkout]

Step 4
The Shipping and Billing Information should be pre-filled.
Make sure to select “Electronic Spec Sheet” (all data available online for two years) or “Paper Spec Sheet” if you prefer to receive a hard copy in the mail with your shipment. 

[Continue]

Step 5
Secure Checkout
The OligoCard number [*********5384] should be pre-filled (or refer to other instruction sheet)

[Submit]

“Your order has been completed.”

[Logout]

An email will automatically be sent to Carla and Cindi with the order confirmation.
*The Zeitlinger Lab Primer Order – IDT Excel spreadsheet and these instructions are located in L:\Reagents\Oligos. Please enter all oligo names and sequences in this spreadsheet whether or not you order them. Orders placed before 9 pm Central Time should be processed that day, shipped the next day, and received the day after that. Please also remember to turn in the packing invoice to Carla once received and indicate the date received along with your initials. 

