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Welcome to our lab! Here is some useful information:  

Lab phone number: (415) 514-4856

Danica’s office number: (415) 514-0147
Rebecca’s desk number: (415) 514-1283
Dialing Instructions:


Calls within UCSF – dial last 5 digits ONLY


415 area code – dial 9 and then the number 


Outside of 415 – dial 9 + 1 + area code + number

FILE SERVER

All lab members should store all of their research-related documents on the file server, which is backed up daily.  

You can access the file server at the following links:
Windows:  \\marvin2.ucsf.edu\fujimorilab
Mac:  smb://marvin2.ucsf.edu/fujimorilab
Each user has a named folder and access to the “fujimorishared” folder.  The shared folder contains a number of useful resources, such as chemical, biological and plasmid inventory; various protocols; and emergency information. 

Our IT administrator, Peter Werba, will give you access to the file server. 
SHARED GROUP COMPUTER
You can log on to the shared group computer (Dell Precision T3500) with your UCSF email credentials.  There is a variety of scientific software available on this machine, including MNova NMR software, Chemdraw, Graphpad Prism, etc.  Be sure to log out of the machine when you're finished.  
SOFTWARE

· Chemdraw and Endnote are provided for all postdocs and graduate students who join our lab for their thesis work.

· Antivirus software can be downloaded at: http://help.ucsf.edu/software/
· The group computers in the lab office have additional software.

· Most journals are freely available when using a UCSF IP address.

· Scifinder Scholar: http://software.chem.ucla.edu/scifind/SfsUCSFweb.html
SAFETY TRAINING AND LAB PROTOCOLS
· Prior to initiating work of any kind in the lab, you must register at https://learningcenter.ucsfmedicalcenter.org and complete all applicable safety trainings outlined in the New Employee Safety Orientation Checklist.  These include, but are not limited to:

· Laboratory Safety for Researchers

· Biosafety

· Bloodborne Pathogen Standard & Aerosol Transmissible Disease (ATD)

· Liquid Nitrogen Safety

· Human Carcinogens & Formaldehyde Training

· Controlled Substance Compliance

· Laboratory Ergonomics

· You must also carefully review the New Employee Safety Orientation Checklist and verify that you have completed necessary training.  Once this is complete, please sign where indicated, complete the emergency contact information page, and return to Rebecca.   
· Review the Fujimori Lab Emergency Action Plan, located on the shared drive.  
· Periodically review UCSF’s Environmental Health and Safety webpage for up to date information.  https://ehs.ucsf.edu.  Bookmark this page for easy reference.  
· Review the Laboratory Safety Manual (https://ehs.ucsf.edu/laboratory-safety-manual) and bookmark its location for easy reference.  

· Bookmark Safety Data Sheets for easy reference when necessary: http://ehs.ucsf.edu/safety-data-sheet-sds-1.
· Our EHS safety officer conducts audits on a quarterly basis.

· Please review and follow the laboratory protocols stored on the file server. 
· You will also be added to the group’s Laboratory Hazard Assessment Tool (LHAT) and be asked to review our lab’s assessment to become familiar with the hazards present in our lab and know what Personal Protective Equipment (PPE) is required.  Appropriate PPE must be worn for all work in the lab.  Please review the UCSF PPE policy at http://www.ehs.ucsf.edu/policies-ppe and see Rebecca to be assigned a lab coat.  
CHEMICAL INVENTORY

· The chemical inventory database is located at https://cheminvccb.ucsf.edu 
· Each chemical that arrives to our lab needs to be labeled by a bar code. Place one of two identical bar codes onto the bottle, and the other onto the “Add Sheet”. Fill in required information as indicated on the sheet. 

· When sheet is completed please leave on the shelf at the end of N501 hallway (Pharm Chem receiving). There is a roll of extra bar codes on the shelf. 

· When the bottle is empty, peel off the bar code and place it on the “Delete Sheet”. Also deface manufacturer’s label from the bottle. Place the delete sheet onto the shelf in N501 hallway (Pharm Chem receiving).   

ORDERING

Chemicals

Before ordering chemicals, check both group and floor inventory database to determine if we or someone else has the chemical. Leave a copy of your order in the envelope attached to the filing cabinet in N586. Once it arrives, enter the chemical into floor inventory. 
Lab Supplies
Orders for general lab supplies are placed each Tuesday and Thursday.  Lab supplies are requested through Quartzy (https://www.quartzy.com/orders/list/149733).  All new students and lab personnel will be granted access to the Quartzy system upon arrival.  
Chemicals costing more than $200 per gram, or any out of the ordinary or expensive purchase requires pre-approval from Danica.  
CAMPUS LIFE SERVICES
Please visit http://campuslifeservices.ucsf.edu/cls/ for information on the services available to UCSF students and staff.  

Also, please visit the following link for information and links specific to retail and technology purchases.  http://campuslifeservices.ucsf.edu/cls/services/shop_here/shop_and_connect 
SERVICES 

Contact Rebecca to get a PO number and then schedule the service. 

Current accounts you may need are:

Integrated DNA Technologies (IDT)

PO: B000334550

ElimBio (sequencing)

800-214-7722 

Lab name: Fujimori

PO: B000535430
Cell Culture Facility

Before ordering, check the catalog on fujimorishared to determine if we have what you are looking for.

S212 Genentech Hall 

Order through MyCores (via MyAccess).  
CCF orders should be charged to the following Speedtypes:
MCMDG0R01: Fitzy, Tongyue, Vanja
MCMDGNILPH: Yi-Chang, Lindsey, Luke
EQUIPMENT REPAIRS

Contact person in charge of the equipment (see Group Jobs list)

FACILITIES

For an URGENT facility repair, service, or spill clean-up: Call 6-2021. Otherwise, let Rebecca know what the problem is and she will contact Facilities.

PRINTER AND PHOTOCOPIER 

· B&W in hallway – IP: 169.230.15.143
· Color Xerox Color:Qube in hallway – Name: fujimori-print b; IP: 169.230.15.31

· To use the copier for photocopies you must enter user code: 40147.  No code is needed for scanning.  
MAIL AND ADDRESS

Incoming mail is delivered and outgoing mail is picked up in GH521 once per day. Permanent members of the lab will have a mailslot in that room. 

Our address is:
Your name


University of California


600 16th Street, N586, MC 2280


San Francisco, CA 94143-2280


For UPS or Fed Ex, use zip code 94158

· Campus mail (to anywhere at UCSF) is free and requires only the person’s name and their mail code (MC) number. 

· Work-related mail to outside UCSF must have a “franking number” for postage. This number, which is 9174, should be stamped in the upper left corner of the envelope.

Federal Express

Please let Rebecca know if you need to send a Fed Ex package.

GRANTS AND FELLOWSHIPS

If you plan to submit a grant or fellowship proposal, graduate students should work directly with their program coordinator. 

If you have questions about a specific existing grant or have questions about grants and fellowships in general, please talk to Danica first and then contact Rebecca for details.
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