
Lab orders through Benchling

Learn how to:

• Create a Commercial Material

• Submit an order

• Edit/Delete an order

• Filter your existing orders by Project 

Number (or any other metadata field)

For questions, contact 

lims_support@biosustain.dtu.dk



• Access to Benchling 

– First access is granted by HR. Contact 
hr@biosustain.dtu.dk to get access. 

– If your account is suspended, contact 

lims_support@biosustain.dtu.dk to have your account 

re-activated.

https://biosustain.benchling.com/

Requirements

https://biosustain.benchling.com/


2. Register 

the product in Benchling

(if it is missing)

Steps

1. Search 

the product online

(copy the Catalog number and 

check if the product is already 

registered in Benchling)

3. Submit 

the Material order 

request



1. Search the product online, and check if it is 

already registered in Benchling

Catalog number

Be careful of selecting the correct catalog number 

for the unit you are interested in. Different product

units might have different Catalog numbers



2. If it is registered, check if the product link is 

correct 

If the link to the product is missing, please add it by clicking on “Edit” and “Save”



2. If is not registered, add the product to Benchling

• Click on the [Registry] button in the 

sidebar

• Choose “Custom entity”

• Then select “Commercial Material”

• … Continue in next slide



2. If is not registered, add the product to Benchling

• Select the Folder

“*Purchasing” (important)

• Add the Product name “Entity name”

• Add the Catalog number “Seller reference (Catalog number)”

• Add the link to the product webpage “Link to product ”

• Add the Seller name “Seller” (if not registered, please leave empty)

Unique value



3. Submit a Material order request

• Click on the [Request] button in the 

sidebar

• Click on [+] Create icon 

• Then select “*Material Order”



3. Submit a Material order request

Filled by Purchasing team

Filled by requestor

Automatically assigned

Remember to add the Task 

number (important)



3. Submit a Material order request (example)



Different materials need different orders

Example:

List of product 

to order:

❑ 1.5 ml Eppendorf 

tubes, safe lock

❑ Phusion hot start II

DNA Polymerase 

X 3 boxes

X 2 boxes
Material order 

request #2

2

Material order 

request #1
3



Overview of your order

MY ORDER

3



Overview of your order

OVERVIEW AND FILTER ORDERS

ONLY VISUALIZE “ORDER” TYPE REQUESTS

3



Do you need to cancel or edit your order?

• Check if the product has already been 

ordered by the Purchasing team

→ look at the Request status

• If the status is “In progress”, it is 

too late to cancel/edit the Order

(the item has been ordered)

• If the status is “Requested”, then 

you can cancel/edit it (check next 

slide)



Cancel your order

TO CANCEL THE ORDER

3



Edit your order (for example, edit the project number)

EDIT FIELD

3



When the ordered items are delivered:

• The Request status remains 

“In progress” if only a portion 

of the item have arrived 

(in the example, 1/2 or 2/3)

• The Request status changes 

to “Completed” if all the items 

have arrived (in the example, 

3/3) 

REQUEST STATUS

QUANTITY RECEIVED



Filter orders (for example, by project number)

1. EXPAND VIEW
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Filter orders (for example, by project number)
2. FILTER REQUEST TYPE : “MATERIAL ORDER”



Filter orders (for example, by project number)

3. ADD AN ADDITIONAL FILTER TYPE, E.G., PROJECT NUMBER



Filter orders (for example, by project number)

4. SELECT YOUR PROJECT NUMBER 

AND APPLY FILTER 



Filter orders (for example, by project number)

5. IF YOU WANT, YOU CAN SAVE THE FILTER FOR FUTURE USE

AFTER SAVING IT, YOU WILL BE ABLE TO ACCESS EASILY HERE



Filter orders (for example, by requestor)

YOU CAN ALSO FILTER BY:

- REQUEST STATUS (E.G., “COMPLETED” IF YOU WANT TO VISUALIZED COMPLETED ORDERS)

- REQUESTOR (WHO SUBMITTED THE MATERIAL ORDER)

- FIELDS (E.G., MATERIAL)



Questions?

Contact lims_support@biosustain.dtu.dk
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