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|. Saving Data

e Everything typed into Benchling is saved automatically every few

seconds when you make changes
o Backed up on Benchling's cloud

Type v = 1filter

e Data can be archived and hidden from oresusind | powea - e
working view without being deleted g e Benaln ]
o Right-click on the item you would like to B

archive to archive it
o Archived data can be easily searched for
and recovered
m To find archived data, filter your
Benchling files by “Archived”



Il. Importing Data

e Connect Benchling with other accounts for

External Files = Q
easy access to files on other sites —o =
o Drag and drop external files directly from & Goameome

Bumass.edu

these sources into entries

e Easily insert other attachments to entries:
o Pictures, PDFs, .txt files, etc.

Add account /

‘ OneDrive | conneet |
O Example Entry box Box v \T\
ADD PROTOCOL NOTES METADAT
. g Dropbox ‘ Cornect |
i S Drag and drop a file from the No sczounts can
sidebar to attach or & e [comnea |

# Well plate
¥ Attachment

|| / Upload a File
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lll. Exporting Data

e To save a copy of your data, you can export projects, folders,
Notebook entries and entire organizations to your computer

o Files associated with entries also get exported (Protocols, inserted
attachments, etc.)

e All data that you export gets emailed to the email associated
with your account following the export

o Export time depends on file size/amount exported
e Files are enclosed in a .zip file

o You can choose files to be exported in PDF or HTML format



lll. Exporting Data: Single Notebook Entries

INFORMATION TAGS o
e Notebook entries are exported as N
PDFs or HTML files Fotder £

i BMB RESOURCES SHARED PROJECT

o Protocols are also exported as PDFs
e Click on the Information icon on the

) . B Archive
right side of the screen [_Ex,y ]

e Click Export entry 7

Your export is now running, and may take some %

time. You will receive an email when it is
complete.

https://help.benchling.com/en/articles/2724936-export-an-entry



https://help.benchling.com/en/articles/2724936-export-an-entry

lll. Exporting Data: Projects or Folders

e Export from your User Data icon or directly from the project page:

Projec ts /

Example Proje

Project settings

Export data

bt Export project

NH Settings

Popular Addgene  Export audit logs
1% of 11GB | Get More ot modified 129/2¢

Last mod

All Items Protacol Repository

Organizations ZIP Archive

Feature Settings

Locations
Data Export Add locations ‘ Choose which projects
e — or folders to export by
® rmuL orr | <@ adding their location.
Invite Scientists 1
Archive reasons to include Choose the deS"'ed
4 Join Organization Archive Reasons: Archived, Trash ¥ fOI’mat. CIiCk EXpOI’t.

- J

[> SignOut l

https://help.benchling.com/en/articles/2724802-export-projects-or-folders



https://help.benchling.com/en/articles/2724802-export-projects-or-folders

IV. Long Term Storage

If a member leaves a lab or organization,
admins can maintain access to the contents
of their projects that are shared with them

Individuals can give other organizations or
users admin privileges

Projects /

F
Example Projefit =
Mi
Q e Project settings
L

Type v = Filtet Export project

Popular Addgene  Export audit logs
Last modified 1/29/2¢ 7=

Project Settings

Example Project

Owner ©

Description

Example Benchling Project

Allow anyone to view this project (make public) ©
Lock the sequences in this project ©

User / Organization

BMB Resources

Admins of BMB Resources

https://help.benchling.com/en/articles/3581382-what-happens-when-a-member-leaves-my-lab-s-organization



https://help.benchling.com/en/articles/3581382-what-happens-when-a-member-leaves-my-lab-s-organization

IV. Long Term Storage: Sharing Data

Project Settings
e Project settings is also where you manage ... ovner ©
who has access to your project and at what - :

permission level
o Permissions: None, Read, Write, or Admin

[ Allow anyone to view this project (make public) @

() Lock the sequences in this project ©

e Collaborators can be a user or an T

0 rg a n izatio n Search for a user, email, or organization
e By hitting the share button on the top right et o

corner a generated link allows anyone with = weso .

the link to read the entry

l Share _:

Provide read-only access:

Generate Share Link

m



V. Data Protection

e All Benchling data are encrypted

e All data belong to the user

HISTORY ®

e Several layers of backups ensure data ~ w Tmesamp
. 2/26/202102:37 PM
recovery If necessary 2/26/202102:02 PM
o Incremental 5-week backups, weekly e e

backups stored forever
o Access previous versions of any file
through the Version History button

See Benchling's extended security documentation here:
http://intercom.help/benchling/general/security/benchling-security-documentation 10



http://intercom.help/benchling/general/security/benchling-security-documentation

Questions or Comments?

Fill out our Google Form to provide feedback:
forms.qle/92Q9vp6iYzSB8Z79i6

Benchling FAQ:
docs.google.com/document/d/1DkSHNnZ6FX8L4

fORIMYm_omzotnJHz{Ta587kfqgtSiTO/edit?usp=
sharing

Benchling Feedback

Please provide feedback so we can improve these guides.

* Required

What is your role? (Check all that apply) *
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