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[bookmark: _Toc30557662]I.  SAFETY RELATED

[bookmark: _Toc30557663]General Safety:
· Wear steel toed boots unless there is a medical excuse.
· Wear gloves when handling treated seed.
· Wear a dust mask when you find it necessary. When dust mask is not in use put in a plastic bag. When a dust mask is discarded, cut the straps and throw in trash.
· Wear appropriate clothing when in the coldrooms.
· Heat sealer is very hot. Use caution when using. 
· Report any safety situations to the seed storage manager and/or the farm manager.


[bookmark: _Toc30557664]Treated seeds:
· Carefully examine seed packaging for traces of seed treatment, if seed is treated then.....
· Wear gloves when handling treated seed.
· Label each packet and/or jar with a treated seed label to alert workers to the situation
· Add an action to the inventory actions noting that the seed is treated. TREATED with a date qualifier of PRE the current date.


[bookmark: _Toc30557665]Noxious weeds:
· Label all packets and jars of accessions that are listed as noxious weeds on GRIN with a NOXIOUS WEED label.
· The inventory status on GRIN will be WEED.  A noxious weed label should be placed on the lid so that the persons filling seed orders are aware of this restriction.


[bookmark: _Toc30557666]Toxic seeds: 
· Please do not consume seeds maintained in the seed storage area. Some seeds may be toxic if ingested. 


[bookmark: _Toc30557667]Fire suppression system:
· If maintenance work in seed storage has the potential of creating dust or heat, please contact Larry or Lloyd to turn off the fire suppression detectors in order to avoid an accidental discharge of the tanks.
· As soon as the control panel alarm sounds alerting the staff to a problem in the suppression system, contact Larry or Lloyd.
· If the fire suppression system is activated due to an actual fire event - leave the seed holding rooms immediately. Once the tanks discharge, the oxygen content in the rooms drops to fire suppressive levels (will still support life). 
· Leave the building and wait for the fire department.
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[bookmark: _Toc30557668]II.  SEED STORAGE OPENING AND CLOSING PROCEDURES

[bookmark: _Toc30557669]Seed Storage opening checklist:
· Check the coldroom temperatures and humidity
		South coldroom = 37 to 40 F and 25-30% humidity
		Freezer - should read 0
		North coldroom = 40F
· If the coldroom temperature is over 42F or humidity over 36%, contact Larry or Lloyd.
· Calibrate the scales
· Turn on the analytical balance
· Check mouse traps


[bookmark: _Toc30557670]Seed Storage closing checklist:
· Make sure the heat sealer is off. If it is still hot, use the prop stick to hold the sealing head open because the heat could melt the sealing strip.
· Check all cold rooms and make sure the doors are closed and the lights are off.
· Check light to the attic
· Turn off room lights




[bookmark: _Toc30557671]III. SEED STORAGE PRINCIPLES AND PRACTICES (listed alphabetically)

[bookmark: _Toc30557672]Accession location order in seed storage:
· PI numbered jars and packets first
· Ames numbered jars and packets next.
· NSSL jars and packets third
· Others last
· Within site crops that contain more that one genus, the accession are in alphabetical order and within the genus they follow the PI, Ames, NSSL order.
· In the Inactive trays the accessions are ordered Ames, NSSL, PI within sitecrops
· Order packets are printed Ames, NSSL, PI. 
· Material located in the extra boxes are located according to location on GRIN. See location  2 , 3 and 4 in the inventory module.
· Material in Freezer is located by crop tray and number. See location 2 in the inventory module.
· Corn balanced samples are located by tray number. See location 4 in the inventory module.


[bookmark: _Toc30557673]Calibrating scales:
· Turn on scale and wait until the start up program runs and it reads 0.00.
· Press the on button and hold until the scale reads CAL
· Press the button again and wait until it reads C4000
· Place two 2000 gram weights on scale and press the on button again.
· Return the weights to their holding location.
· The Voyager Pro scale has internal calibration and does not need to be calibrated.


[bookmark: _Toc30557674]Codes:  Action codes used by seed storage:
· BALANCESAM - Number sampled in a balanced fashion (used for corn).
· BULKED - Sample bulked with another to form a new lot - record number of seed bulked in the quantity.
· BULKSAMPLE - Number sampled unequally (used for corn)
· CREATED - lot created from the bulk of other lots or a split lot from the original.
· CTREVIEWED – Inventory amount is reviewed and onhand amount is corrected.
· DETREATED – Seed with chemical treatment is washed to remove treatment.
· DISCARDED – All or part of harvest is discarded. Record amount of seed discarded.
· HARVESTED - Date and grams harvested
· LOWGERM_UP – Distribution amount is increased due to LOWGERM.
· MINUS20 - Date and amount placed in FREEZER.
· POPHARVESTED - number of plants that contributed to the harvest.
· PREPACKED – Date and number of packets prepacked.
· RECEIVED - amount in grams of seed received.
· STORE – Seed cleared for storage.
· STORED - Date and number of seeds stored
· AVAIL – The date a lot is made available for distribution and the amount of seed made available for distribution.
· TREATED – This action notes that a lot is treated. Due to lack of data the actual date most likely will not be known. Use the Date Qualifier “PRE” to denote that treated occurred some time in the past (prior to the current date)


[bookmark: _Toc30557675]Codes: Lot Codes in GRIN
· Accession prefix = PI (Plant Introduction), Ames(temporary Ames number) or NSSL (National Seed Storage Laboratory number)
· Inventory prefix = PI,  Ames, or NSL
· Inventory number = inventory identifier number.
· Inventory suffix = Denotes different samples of an accession. 

1. Eight characters in length.
2. First two characters denote the year the material received or grown or bulk created
For example:	90ncai01 = the seed was grown in 1990
01ncao01 = seed received as original in 2001	
The characters 3 and 4 = nc denote north central
The character 5 contains information about the source of the seed lot
“a”		indicates the sample was increase or bulked in Ames or the sample is the first  sample received when the accession first appeared as an Ames number.
“n”		indicated the sample was received from NE-9, Geneva, NY
“s”		indicated the sample was received from S-9, Griffin, GA
“w”	indicates the sample was received from  W-6, Pullman, WA
“f”		indicates the sample was received from NCGRP (formerly NSSL), Fort Collins, CO
“p”	indicates the sample was increased or bulked at the PIO office or any outlying station connected with the Beltsville, MD office
“e”		indicated the sample was received from somewhere other that one of the above mentioned possibilities.
“u”		indicates the source of the seed is unknown.
The sixth character contains information on the type of seed lot.
“o”		indicates the sample is original for the accession
“i”		indicates the sample is an increase or material that arrived later
“b”	indicates the sample is a bulk of similar increases or originals
“x”		indicates a sample is being grown as a check variety
“u”		indicates the sample is of unknown origin
The characters 7 and 8 in lots maintained as seeds denote the lots for that accession for a given year.  
For example:	
90ncai01 indicates that this the first increase lot of the year 1990. 
                 90ncai02 would indicate the second lot increased in the year 1990. 
      	90ncab01 indicates the first bulk made for that accession in 1990
      	90ncao01 indicates the first original of an accession received in 1990
      	90ncao02 indicates the second original received in 1990
For lots that are not seeds, character 7 indicates type of sample:
“c”		indicates the sample came in as and must be maintained as clonal material
“m”	indicates the sample represents a genetically mixed sample. 
“u”		indicates the genetic variability of the sample id unknown	
For example:	88nceim2 the second lot of tubers from the accession received in 1988.	

When original samples are split for distribution, characters 7 and 8 will be 51 to denote that split lot. For example, the original lot in the freezer would be 90ncao01 and the split for distribution part of that original lot would be 90ncao51.  If it were 90ncao02 that were split then the part that is being distributed would be 90ncao52. This allows keeping track of what lot belongs to the original sample.

Inventory type = identifies the type of germplasm being stored or otherwise maintained. 

CT 	= Cutting
PL 	= Plant
SD 	= Seed
TU 	= Tuber


[bookmark: _Toc30557676]Codes: Inventory Status Codes and inventory status comment
· AVAIL - Seed is available for distribution
· AVAIL - XTRA (in the comment field) - Lot is the next in line for distribution when the current AVAIL lot goes off distribution.
Reasons why a lot is not available for distribution:
· BULK- this lot has been bulked with another lot and there is no seed in the onhand section and the locations are blank.
· CHECK - the lot is a check variety. May be distributed by the curator.
· CSR - Recent Crop Science Registration. Generally not available for distribution for 5 years or at discretion of originator.
· CURATOR - the curator does not want this lot distributed.
· CURAT_ATTN - Requires the curator to resolve the problem.
· DISCARD - this lot was discarded and there is no seed.
· DORMANT – Lot has dormancy
· EXPERIMENT – Experimental lot not for distribution.
· FSLR - First seed lot received. Not what we consider original seed. Usually increase seed from the source.
· INACTIVE - this lot is inactive and no longer part of the NPGS
· INVIABLE - the seed is dead
· IPR - this lot has Intellectual Property Rights and is not available
· LOW - seed amount has fallen below the critical distribution limit.
· LOWGERM - seed has a germination below the acceptable limit for that site crop.
· LOWPOP – Low population of plants represented.
· MTA - Material transfer agreement required.
· Narcotic – Narcotic 
· NEEDSGERM - Lot needs a germination test to verify quality.
· NEW - just received - seed storage has not processed yet.
· NOHARV – lot had no harvested for a number of reasons.
· NO-INV - Inventory does not exist
· NONE- No seed present
· ORIGINAL - Original lot
· PASSPORT - Passport information incomplete.
· PLANTED - the lot is in the field.
· PURITY - Purity in question. Possible contamination.
· QUAR – Quarantined  accession or lot.
· RARE - Rare or endangered species
· REFERENCE - Reference lot
· REID - Identification is being reviewed by the curator
· STORE - Storage is pending
· TRANSFERRED - lot transferred to another site.
· TREATED - seed chemically treated
· WEED - Noxious weed.


[bookmark: _Toc30557677]Codes: Pollination codes
· Comb - a combination of pollination methods was used
· Cage - cage pollinated with insects
· GH - in the greenhouse

· IsoG - Isolated in the greenhouse
· Isol -Isolation in the field
· Open - no pollination controls
· Self - plants were self pollinated
· Sib - plants were sib pollinated
· SibO - plant to plant crosses
· SibB - bulking of pollen from several plants to make crosses (selfs possible)
· SibH - Bulking of pollen from one set of plants to cross on another set (no selfs)
· Unk - unknown method of pollination.


[bookmark: _Toc30557678]Count Reviewing:
· Pull jars to be count reviewed.
· Allow jars to come to room temperature.
· Either use GRIN or scan accession number into inventory maintenance oracle form
· Verify that the lot in jar is the distribution lot on GRIN (the lot with the X)
· If the lots are incorrect, report that to the seed storage manager.
· Do not count review lots that have extra seed in other locations or lots that are prepacked. These will be full jars with a GRIN location of LOC1 = JAR and LOC2 = BAG1, ENDCOLL or a LOC3 = PREPACK. Count reviews will not be inaccurate on lots with extra or prepack seed.
· Weigh seed and enter information in GRIN. Insert a CTREVIEWED action in the inaction form along with the amount of seed re-inventoried
· Report any large deviation from the onhand amount to seed storage manager. 
· Print new labels for the jar if the present labels are outdated (wrong Tax or Origin).
· Return jars to proper location when done. If doing many jars, return when a cart is finished and get another cart out so the jars can equilibrate. 


[bookmark: _Toc30557679]Creating an Order:
· Go to the order area on GRIN. Then to Order Header.
· Cancel the query function and then hit Insert. This will start a new order. An order number will appear in the first cell when the order is committed.
· Type NC7 under SITE 
· Type the kind of order you are creating. BA = backup, DI = distribution, GR = germination, TR = transfer, OB = observation, PT = pathology testing.
· Under current status type PENDING
· Put an X in the column marked Incl. Low
· Under Final Destination type in the requester’s last name and hit the small blue square at the top of the column– this will bring up a list to select from. Select the correct name and click on the name to enter it into the order. 
· Under Ordered BY type in the last name of the person and repeat as in the Final Destination area. This may be the same person as in the Final Destination or it may be another party. 
· Under Shipped Through type the person the order is going through if a secondary party is involved such as Plant Quarantine Office.
· Move to Order Text and Type in what kind of order it is – Educational, Backup, Observation, Research. Also include the curators last name at the beginning of field.
· Tab to the Order Comment and type in any information that the order recipient needs to know about the order. Commit.
· Go to the Quik Pick Tool Bar and select Items to get to the order item list area
· Hit Insert and tab to the accession area and type in the prefix and number of the item.

· Tab through the lot code field making sure the lot code that appears matches the item you are putting in the order. If the lot code is from a lot that is not the distribution lot you will have to change that in the lot code field. Click on the small blue square at the top of the Inventory ID column to see the inventory lots associated with that accession. 
· Tab to the order amount column. If it is a standard amount it should automatically appear. If it is a non-standard amount or if the lot is not available, you will need to put the amount in. 
· If this is a backup order there may be instructions for NSSL that go in the order item comment field.
· Hit Commit and Insert to go to the next item. Using the arrow down key will also take you to the next line if you have been working in the order. If you have left the order and are coming back to enter more items you will have to hit insert at the last item.

Distribution Maps:
· Using the colon query function of GRIN create a report of orders by month when shipped.  The query is as follows: In the order action field
· Query for Action = ORDFILLED, SITE = NC7 and Date = % the year you are interested in. Execute
· Reselect for the month you are interested in. Execute
· Select ALL and take the list to the order header.
· Reselect and execute to make that query the query you will be loading to prep.
· Hit the Load Prep button
· Exit the order area and go to the COOP module.
· In the first cell type a “:” (this is a colon query). Press execute
· A text box will pop up – type “cno in (select final from prepord)”. Press OK. Press OK again.

· [bookmark: _Toc30557680]Using the view function of GRIN, print a report with the location of requestors. 
· Use the atlas or MapQuest to find the location of the city
· Mark on map with dark red dot. 
· There are two maps. One for the United States and the other will have orders that go outside the US.



[bookmark: _Toc30557681]Duplications:  Accessions with Duplications
· Examine form and read the curators instructions about what to do with each lot
· Pull all lots that will be affected by the form
· Follow the instructions as the curator has set forth
· Re-label and place in proper location under the new accession number. Correct GRIN location.
· Check GRIN for any lots that may have been sent to NCGRP that are affected by the number change
· Contact NCGRP and advise as to what needs to be done with the affected lots. They may need to have the PI or Ames number that is associated with the NSSL number changed or the lot may need to returned to NC7 or it may be discarded by NCGRP. The seed storage manager will decide this with input from the curator as needed.	


[bookmark: _Toc30557682]GEO Seed: Genetically Engineered Organism (In the event that we have materials of this nature)
· Germplasm samples containing GMO materials will be kept separate from the general collection
· Jars and packets will be labeled with a notice of the contents of the container. Place the label on the lids of the jar so persons filling seed orders will be aware of this. 
· On GRIN the status of the material will be noted and the location field will identify the lot as GMO germplasm. 
· Please be aware of this material and the complications that could arise if it were sent to the incorrect requestor.


[bookmark: _Toc30557683]GRIN Forms: Navigating on GRIN
· https://sun.ars-grin.gov:8082/pls/npgs/prodweb.sitemenu
· Select FORMS
· Under FORMS select Primary Grin Forms. When the login screen appears type in your login, password and NPGS under database.
· See section in this Handbook on New GRIN setup

· Select the module you wish to access by hitting the highlighted letter in the choices.
· Setup/Configuration – set GRIN parameters
· Accession area maintenance forms
· Inventory area maintenance forms
· Order processing maintenance forms
· Observation maintenance forms
· Standard and supporting forms menu 
· Data Dictionary
· Information in the Accession module includes: 
· Collection and Donation information on an accession.
· Information about where the material was collected. 
· Latitude and longitude. 
· Population size. 
· Secondary identifier (i.e. collection numbers, cultivar names, institution names).
· Taxonomic changes. Intellectual property rights information. Pedigree information on breeding material.
· General narrative information about the accession. 
· This information, collectively, is known as passport information.
· Order module deals with orders that are either shipped from the station to cooperators or in house orders dealing with germinations, regenerations, backup orders, pathology testing or transfers.
· The inventory module is the most used by seed storage. All the information concerned with the material storage in the three coldrooms located in this module.
· Navigation within a module is controlled by the tool bar running along the top of the screen within the module:
· Exe Qry – executes a query that has been typed into the form
· Prv Qry – Brings up the last query requested (only if you have been working in that form – will not do it the first time you enter)
· Reselect – allows you to reselect from within the query you have on the screen. 
· Dup Rec – allows you to duplicate the record directly above where you are inserting a new record.
· Dup Fld – allows you to duplicate field directly about the field you are working in.
· Rep – allows you to change an entire column to whatever you put in the first field of the column.
· Commit – commits the changes you have made.
· Insert – insert a new record into the list of items you have up or into a blank module.
· Delete – deletes a record from the database – if a record has any data attached to it in any other module, GRIN will not allow you to delete that record.
· Full – takes you to a full screen view of a record.
· Spread – takes you to a spreadsheet view.
· Values – clicking on the small square at the top of each column will give you the listed values for that field (some field do not have any).
· Sort – Allows you to arrange the data according to any field within that screen.  If you wish to resort – hit clear and click on the column name you wish to be the first, second, etc in the sort column.

· Quick-Pick Tool Bar – this tool is located along the left hand side of the screen and allows you to travel to other areas within and outside of the Inventory Module. If you wish to take all the records you are viewing to another area make sure that the “All” spot is marked at the bottom of the tool bar. If you only wish to see the inventory you are sitting on then the “Current” spot will take you there.

[bookmark: _Toc30557684]GRIN Forms: Basic Grin Queries
· Querying for an accession:
· Go into the accession module. Type the accession prefix (PI, Ames, NSSL)
· Tab 
· Type in the accession number	
· Tab to site heading and type NC7 (this will reduce the time the query runs)
· Hit Exe Qry

· Querying for an inventory record:
· Go to the inventory module. 
· Type the inventory prefix (PI, Ames, NSL)
· Tab
· Type the accession number.
· Hit Exe Qry

· Querying for an order:
· Go to the order module. Go to Order Header
· Type the order number
· Hit Exe Qry
· Querying for a cooperator for an order request for the distribution map:
· Go to the Cooperator module

· Type in the last name (this will be enough to get a list of names). If you have the first name, this can be typed in under the first name heading and you will get a shorter list.
· Hit Exe Qry
· Select the name that you are seeking. 
· Hit Full to view the whole record in one screen



· Querying in the Order area:
· Go to the order area. Select the order header. 
· Tab to the heading that says site and type NC7
· Tab to type and type in the kind of order you are interested in. Hit the square at the top of the column to get the selections.
· Tab to the heading that says current status and type the status you are looking for. Hit square for the selections 
· Tab to date and type in the date you are interested in or use a wildcard such as % to look up a year. For example, %2005

· Example query:
· NC7 under site
· DI under type
· PENDING under current status
· %2005 under current date
· Hit Exe Qry


This will give you the orders that are still pending for 2005.

· Querying the Inventory area:
	Go to the Inventory area

· Example one:
· Prefix = PI
· Number = # between 504468 and 531292
· Site = NC7
· Maintenance group = NC7-chicory
· Dist = X
· Status = AVAIL
· Hit Exe Qry

This would give you all the available distribution lots for chicory between PI 504468 and 531292.

Hint:  To use the query to retrieve information, first ask yourself what it is you are looking for and then type in those parameters

· Example two:
· How many cultivated sunflower lots will there be to store in 2006?
· Maintenance group = NC7-sun.cults
· Suffix = 05ncai01
· Status = PLANTED
	Experiment with the query mode to learn the system.


[bookmark: _Toc30557686]Heat sealer:
· Turn the compressed air on to the sealer. If the air pressure is low (sealer head lifts slowly and loses pressure) go back and turn on the air compressor. The switch is in the breaker box on the west side of the compressor room.
· Plug sealer in and switch on.
· Allow the sealer to come up to the temperature needed. (Red light will be on until the sealer bar has come up to the set temperature.
· Settings:
· Large white foil lined bags - 4 seconds at 390F
· KAPAK foil packets - 2.5 seconds at 390F
· KAPAK plastic packets - 1.25 seconds at 300F
· Plastic packets used for spinach - 4 seconds at 390F
· Step on petal and remove foot.
· When done - turn off switch on the sealer and let the sealer cool down before shutting off the compressed air. If the sealer is hot, it might melt the sealing strip when the pressure goes out the line and the sealing head drops down.


[bookmark: _Toc30557687]Inactivation forms:

· Look up all lots associated with the accession.
· If packets are not attached to the form, retrieve them from the collection. Repackage if the lot is in a jar (use a spear envelope of appropriate size). Make a TAG label for the outside of the envelope.
· Place in the inactivation area in sitecrop order. Inactivation area is in the north coldroom on the west side just inside the door.
· Sign form and date. Give yellow copy to the germplasm program assistant and the pink copy to the curator. If not in triplicate them make copies for each party.
· Place forms in the Inactivated notebooks. The ornamentals have their own books separate from the other crops. The books are located on the shelves on the north wall of the seed storage work room.
· Complete form within ten working days of receiving form in mailbox.


[bookmark: _Toc30557688]Inventory of supplies:
· Check inventory supplies against the supply list.
· Note amounts on the list
· Report when supplies are getting low.
· Perform re-inventory once every other month.
· Check with Robert as to his envelope and box needs
· Label sizes of boxes in the attic to make finding them easier.
· Re-evaluate inventory list and add new items.
· When shipments are received add them to the inventory list to keep the list current between re-inventory


[bookmark: _Toc30557689]Locations of lots in the NCRPIS Coldrooms:
· Main distribution lot is located in the JAR. The distribution will have an X in the DIST column on GRIN
· Original samples are located in the FREEZER or in the case of corn JAR or REFERENCE area.
· Reference samples for the corn are located in the corn REFERENCE area in the north coldroom.
· Balanced samples for corn are located in the balanced sample trays and are coded 16BS-___ or 08BS-___ depending on the number of samples in the tray. 
· The trays say BS-____ .	
· Extra bags of a corn distribution lots are located in extra boxes both above and below collection on both sides of the south coldroom. The location would be JAR BAG2 BOX____.  These lots have an X in the DIST column 
· Bags of a corn lot that are not the distribution sample are also located in the Extra boxes and would have a location XTRABOX BAG2 BOX___. These lots do not have an X in the DIST column.
· Some corn extra lots may be located in the REFERENCE area, but that would appear on the order packet in the location area.
· Sunflower accessions may have extra bags.  If the extra bag is for the distribution lot the location will say JAR BAG1 SCBOX or JAR BAG1 SWBOX depending on whether the accession is cultivated or wild.  If the sunflower lot is not the distribution lot it will have a location of XTRABOX in loc1.

· ENDCOLL is used for lots that are not the distribution lots or for extra bags of distribution lots for those crops that don’t have room on the jar for the whole lot. In that case it would say JAR ENDCOLL or JAR BAG1.
· Some distribution lots are prepacked. In the case of amaranth – JAR (loc1) PREPACK (loc 4). In the case of corn the PPACK in located in the first location field. Use these prepacked packets to fill seed orders. PREPACKJ means that the prepack is located in the jar


[bookmark: _Toc30557690]New Seed Received:
· Determine if the new original is a new accession or has lots already here. Check on GRIN.
· If the new sample is part of an accession that was previously received then create an inventory report from the oracle forms to have a work sheet to work from.
· If it is a completely new accession to NC7, then you can work from the packet or create an inventory report form.
· Open sample and examine contents. Decide if the seed needs to be cleaned. If you have any questions about what is seed or the quality of the seed, ask the seed storage manager and/or the curator.
· When picking seed that you are not familiar with and you have doubt of what is seed and what is not, consult with the seed storage manager and/or the curator.
· Many times original seed samples are so small even damaged seed may need to be kept in hopes that the seed might produce a plant. Consult with the seed storage manager and/or the curator.
· If/when the seed is clean - get a total weight, hundred seed weight (if there aren’t 100 seeds calculate the wt by taking the total number of seeds and dividing that into 100 and multiply by the total wt). Calculate the total amount of seed by taking the total wt and dividing by the 100 seed wt and multiply by 100. 
· Using a Sharpie pen, write the information on the provided lines on the original NCRPIS label.
· At this point the seed needs to be imaged. Enter IVSTAT = STORE, Onhand = seed amount, LOC1 = Imaging. Add an action code for STORE. 
· Contact the curator to see if they want the lot backed up and/or split for distribution. If for backup pull the desired amount of seed. If for split and prepack – create a 51 lot and print the necessary labels. 
· Prior to placing seed in freezer or jar, scan the seed using the seed storage scanning protocol. 
· Determine where the sample will be stored in the FREEZER or in the JAR. Corn original samples are usually stored in the jar. 
· Chose the proper packet for storing the seed. The packet that the seed came in may need to be cut apart to fit in the freezer envelope. Be sure to retain all of the packet that has information about the seed lot. This is very important. Place this material in the packet along with the seed. Be sure that the accession number and lot code can be read from the outside of the packet. If the seed is very small and may present problems extracting it when the time comes, place in a paper envelope for ease of removal. 
· Enter the information on GRIN (this may have to be done before seed is placed in the packet because of the volume of seed may make it hard to read the information). Add action codes for STORED and MINUS20 if placing into freezer. Enter the grams received in the quantity in the RECEIVED action code. Enter the number of seed stored in the STORED action code. Enter the number of seed placed in the freezer in the MINUS20 action code.
· Apply the correct location for the sample in the location fields.
· Make appropriate labels for the sample.

· Samples going into the FREEZER are placed in freezer packets and sealed with the heat sealer. 
· If more than one packet is required for the freezer sample due to the amount of seed, print the appropriate number of labels and note in location field 3 (loc3) in the inventory the number of packets (i.e. 2packets). 
· Note the location of the freezer packet in location 2 in the inventory form. Take the tray identifier and the number of the tray, for example, UMB 002.
· Place the sample in the appropriate location. Instruction on page 15.



[bookmark: _Toc30557691]NSSL backup:
· Check GRIN for information on accessions that need backup either due to not being backed up or replacement of an open pollinated lot or replacement of a poor germ lot (below 65%). Either print a report from oracle or look up lot on GRIN (in the inventory module - tab to the accession id and type in to get all lots belonging to the number you are looking up).
· In the case of an accession that already has a backup lot at NCGRP and it needs augmentation or replacement, establish what lot has already been sent to NCGRP in the past. Sometimes that is not possible. 
· Check to see if the lot we have is a better lot to send, (better germ, closer to the original sample, control pollinated).
· Determine if the lot at NSSL needs to be kept or can be replaced. If it is a parent lot or in the parental line it should be kept. If it is original seed, it should be kept. If it is impossible to determine the origin of the lot, it should be kept.
· Send 3500 seed if possible. 1500 will do for NCGRP if necessary. Pack in a secure envelope or bag to insure safe shipment. Include a tag, stating the accession number and the lot code inside in case the outside of the packet is damaged. If amount being sent is below 1500 seeds then the seed must be packaged in a foil envelope and NCGRP will not germinate. Again, include a tag with the accession number and the lot code. Amounts below 1500 are sent when the accession needs to be backed up but there is not enough seed to send the full amount. This practice varies with curator. Foil packets need to be sent in separate orders than lots with over 1500 seeds per packet. 
· When sending orders with corn balanced samples, multiply the number of balanced samples by the number of packets and put that in the order item comment field for future reference. In the amount sent, put 8 pk.
· Enter a back-up order into GRIN. State in the order item comment if the lot is for replacing another lot or if it is to be considered original or the NSSL base lot. NSSL considers the first lot received as the original lot. 
· Run labels and apply to packets. See page18 for Oracle order labels.
· Run a special packing list that has the instructions for NSSL about replacement and additional lots. See page 18 for Oracle order labels.
· Pack the order to give to the Germplasm Program Assistant for shipping.
· E-mail NCGRP and inform them of the order so they can keep an eye out for it.


[bookmark: _Toc30557692]Oracle Forms: Seed Storage Labels (Jar, Lid, etc)
· Go to the label maker area
· Select seed storage labels
· Type in the prefix (tab if it is PI or NSSL, if it’s an Ames number the tab is automatic)

· Type the accession number and tab
· Hit the list button above the IVS column and select the lot you need labels for.
· Using the cursor put an X or type a number (Xtrabags, Freezer and prepacks)
· When you are done with the selections then go to the label size selections line above the list and hit the button of the label you need to print.
· You can only print one type of label at a time.
· A screen will appear, type your grin user name in the space (i.e. nc7lb)
· Select the printer that the labels need to be printed on. This depends on the size of the label.
· Print labels.
· Hit the red X to exit back to the list screen
· When done, clear the data or it will show up the next time you go to print labels.

Or if you need many labels that can be queried on, there is a FILL AREA button on the upper right hand area of the screen. Follow the directions in the area to obtain a list. Hit the green GO button to retrieve the list. 

If all the lots get the same labels the En Masse Change button can be used to put and X or number in all the lots on the list. Put the X or number in the En Masse Change headings above the labels you need and then hit the En Masse Change button. Then follow the standard labels directions.


[bookmark: _Toc30557693]Oracle Forms: Order Labels
· Go to the order processing label area
· Type the GRIN order number next to the LIST button and hit LIST
· Find the heading in green that says Zebras 1 and 2". Use the selection for “Oriented for Labeler”
· The labels can be printed in two different orders. 1) by genus or 2) by imname. Depending on the way the packets need to be printed for the order you are working on will dictate the one you choose. If preparing labels for an order with only one genus in a sitecrop either selection will work. If preparing an order for a sitecrop that has several genera then selecting the sort by genus will give packets separated by genus. If imname is selected then they will print in numerical order regardless of genus.
· If the order is large and the labeling machine will be used, chose the label selection saying“ Orient for the Labeler” This is also in the green area.
· If you need to reprint or only print a certain label, use the OINO Range button. This will allow you to print a needed label based on the order item number in the upper left hand corner of the order packet or from the order on GRIN.
· A special packing list can be printed from this form. This list shows the order item comment.
· When done clear the data


[bookmark: _Toc30557694]Oracle Forms: Tray Labels (Freezer or Balanced Sample)
· Go to the More Sd Store Labels button
· Make your selection and follow the instructions

[bookmark: _Toc30557695]Oracle Forms: Generic Labels

· Go to the Generic area
· Chose the label the best suits your needs and follow instructions.

[bookmark: _Toc30557696]Oracle Forms: Inventory Report, Printing
· Go to the Report heading in the main screen
· Select Seed Reports Area
· Select “Report from Accession List”
· Start typing in the accessions
· You can print the report either in number sequence or in genus then number sequence. The genus sequence is used when there are multiple genera in the sitecrop.
· Select the proper paper size, legal with .25 margins all around.
· Print
· Clear old data
For auto-filling:
· If you are printing accessions based on a query such as IVS and inventory status use the Fill Area.  Follow the instructions in the fill area.
· Print as above.


[bookmark: _Toc30557697]Oracle Forms: Inventory Maintenance
· Go The Main Forms
· Select Inventory Maintenance
· Scan the Accession number off the lid or jar front
· The distribution lot will always be at the top in this form
· Click on NC7IV (unless you need a label - then click on “add to list” button and put an “X” in the correct box)
· This will take you to the NC7IV form. #SD will automatically appear with 100
· Hit enter and type the hundred seed wt that appears to the right, in the blank the cursor is resting on. If there is no hundred seed wt, count out 100 seeds and enter that.
· Hit enter and the form will take you to the total sample wt. Enter the wt.
· Hit enter and the form will calculate the number of seeds.
· Click on set
· Click on CTREVIEWED
· Save by hitting the button with the diskette.


[bookmark: _Toc30557698]Oracle Forms: Order Item Quantity Form
· This form is used to add the amount ordered per order item in the GRIN order when specific weights (such as 100 gm) or volumes (such as 40ml) are requested.
· Go to MAIN FORMS
· Go to SPECIALTY FORMS
· Click on Lisas OI Oty Order Form
· Type in order number and hit the GO button
· Go to the Scan box and scan in the packet you are working on
· Weigh the seed and enter the amount in the Order SD WT area
· Hit enter and the amount of seed for that weight will be calculated
· Hit save and scan in the next item



[bookmark: _Toc30557699]Passwords (changing) on SUN computer (DBMU Mainframe):
· In the MAIN GRIN Menu there is a button called “New Password”
· Follow the instructions for entering old and new password
· There are three choices at the bottom of the screen – if you select the third choice, the database will store you password and you will only have to type it in at the very beginning of the log on process. If you select choice number two, then you will have to type in you login and password in two places.

[bookmark: _Toc30557700]PI Number Assignment Forms:
· Look numbers up on GRIN by using a “# between query”. (See GRIN query)
· Pull all lots affected by the number assignment.
· Make labels for all effected lots. (See Order Forms: Seed Storage Labels)  All labels that have the accession number need to be replaced. Use the Fill area in the label area of the oracle form. Labels that might need to be made are LID, JAR, TAG, XTRA BAGS, ENDCOLL, FREEZER, PREPACKETS.
· Re-label each lot. 
· Since the accession(s) have a new number they will also have a new location. Determine where each lot goes and make changed to GRIN. For example, freezer packets will change location and the tray number may need to be changed to reflect the new location.


[bookmark: _Toc30557701]Prepackaging seed samples:
· Each lot that is scheduled for prepackaging needs to be looked at for the order history and the amount of seed available for prepackaging.
· Work on one lot at a time. Only one jar open at a time. Double check packets to jar to insure correct lot.
· Determine the number of packets to be filled and print the labels from the oracle forms.
· Use the seed counter or hand count the seed where needed.
· Set up the seed counter and determine the rate and any special conditions. Use some discard seed to figure out the rate. (See instruction located in the prepackaging area)
· Set the seed counter for the number of seeds per package
· When finished with each lot thoroughly check and clean the seed counter for loose seed.
· If lot was count reviewed along with prepacking, enter that information in GRIN.
· Place a PREPACKED action in the invaction form. Include number of packets prepacked. 
· Put the prepackets either in reference bag with a jar label in the front or in the jar depending on the sitecrop. Site crops with the entire available collection prepacked will have prepacked trays while site crops with only a few lots prepacked with have the prepacks in or near the jar.



[bookmark: _Toc30557702]Seed Cleaning:  Blower column
· Make sure that the column is completely clean of all seed.
· Fill chamber up to one half full. Any more and there’s too much seed to move effectively.
· Make sure that all the parts of the column are secure and the vent on the top is closed.
· With your hand on the top of the column, start the timer. Turn past three and then back off to the time you need. The vacuum switch also needs to be turned on in order for the blower to work.
· Gradually open the vent on top and keep opening until the first light weight seeds are being carried to the top of the column.
· Watch the seed in the column so that good seed is not being blown to the top.
· Stop the blower and allow the air to stop before opening the chamber. Seed will blow out if air pressure still exists in the column.
· Examine the contents in the top of the blower and determine if it is what was desired. If good seed was blown to the top, combine all the seed again and blow at a lower pressure.
· When done, clean column. Make sure no seed remains.
· If static builds up in the column, use the STATIC GUARD. Allow column to dry.
· If the column gets dirty, wash and make sure it is completely dry before the next use.


[bookmark: _Toc30557703]Seed Cleaning:  Rubbing Board
· Make sure board is completely clean of all seed.
· Test if the board will create the desired effect by trying it out on a small amount of seed.
· Be aware of the seed characteristics of the seed you are rubbing so that the seed does not become damaged in the process. For example, in chenopods, the embryo is around the outside of the endosperm and it may become damaged or completely rubbed off with vigorous rubbing.
· When done make sure the board is free of seed.


[bookmark: _Toc30557704]Seed Cleaning:  Screens
· Make sure that the screen is free from seed. Check all the corners and edges.
· Decide which screens are appropriate for the task. 
· Always use a blank at the bottom to catch the material that falls through the screen.
· Examine the material that has fallen through and determine if there are any good seeds left. If there are, recombine and select more suitable screens.
· Clean the screens of all seed.


[bookmark: _Toc30557705]Seed Order Filling:
· Check order for non-standard situations:
· larger that normal seed amounts and/or 
· alternate locations
· This information will appear on the seed packet. Look at the location field and the amount being sent. Using a highlighter pen, mark those packets that vary from the standard amount or where the location is other than the jar.
· Be alert to notes on the front of the order that give special instructions from the order processing clerk. For example, “do not seal the envelopes”

· If the order involves getting seed from corn extra bags or freezer packets, retrieve the bags or packets and allow them to come to room temperature before opening.
· If the seed amount per packet is over 300 and there are more than 4 lots in the order the jars can be pulled and allowed to equilibrate and filled in the seed storage work room. Either fill by counting or by the order weight (+10%) that appears on the packet.
· Verify lot code and location of accession on each packet.
· Verify secondary identifiers.
· Verify amount to be sent
· Check for duplications in the order. Give to the Germplasm Program Assistant if found.
· Be aware of low seed amounts in the jars and count review if necessary.
· Count out the amount of seed on the packet and add 10%. When a scoop is used re-evaluate how much the scoop measures out when seed size changes as noted by a change in hundred seed weight or visible change in seed size. Use prepackaged seed when noted on the seed order packet. See location fields for information regarding prepackaging.
· Bring any unusual situations to the seed storage manager.
· Packets are arranged in taxonomic order according to the number in the upper right hand corner. There may be orders where some other arrangement is followed but these will be brought to our attention
· Seal the envelopes and bundle in groups of five. This may not always be possible in the case of varying envelope size. 
· Enter ORDFILLED in the order action field along with the initials of those filling the order in the order action comment field. (for example LB,LP)
· Take packets to seed order clerk.

[bookmark: _Toc30557706]Seed Security:
· Make sure the work area is free of loose seed. 
· Open only one container at a time. This helps prevent lots being dumped together accidentally. Keep the lid on the jar when other lots are open
· Do not leave opened seed container unattended. Someone could knock it over on the counter.
· Double check all labels and packets to insure that the lots belong to the same accession.
· Don’t pick seed up off the floor, except to throw it away. We can’t risk contaminating seed lots.
· If a mistake occurs, report it to the seed storage manager.
· When handling jars, make sure that they are protected from breakage. Place the jar in the center of the shelf when working on a seed order to reduce the chance of the jar falling to the floor.
· If a jar breaks, immediately report it to the seed storage manager. Attempts will be made to rescue what has not been contaminated. Report to the curator so appropriate actions can be made to insure the security of that accession.
· When picking seed that you are not familiar with and you have doubt of what is seed and what is not, consult with the seed storage manager and/or the curator.

· When done with an accession, clean counter of loose seed before starting a new accession.
[bookmark: _Toc30557707]Sitecrops and related information: 
Information included here:
· Imname or sitcrop designation
· curator responsible for the sitecrop
· standard distribution amount
· genus or genera in the sitecrop


NC7-amaranth			D. Brenner   		200  seeds
Amaranthus 	

NC7-asters 				L. Marek		100 seeds
Ageratina, Arctium, Chamaepeuce, Cnicus, Conoclinium, Eupatorium, Helenium, Heliopsis, Lapsana, Madia, Onoseris, Picris, Porophyllum, Schlechtendalia, Sigesbeckia, Stemmacantha, Tithonia, Unident-Asteraceae sp., Verbesina, Vernonia, Viguiera

NC7-brassica			L. Marek 	      	200 seeds 			
Brassica

NC7-brassica.csr  - crop science registered  

NC7-celosia 				D. Brenner  		200 seeds
Celosia

NC7-chicory 				K. Reitsma		200 seeds
Cichorium

NC7-corn.kin				M. Millard 		100 seeds
Coix, Tripsacum

NC7-crucifers			L. Marek    		200 seeds
Alliaria, Alyssum, Berteroa, Biscutella, Camelina, Chorispora, Crambe, Enarthrocarpus, Eruca, Erucastrum, Erysimum, Goldbachia, Hesperis, Iberis, Isatis, Lepidium, Matthiola, Sinapis, Thlaspi

NC7-cucumis.cucs 		K. Reitsma   		50 seeds
Cucumis sativus

NC7-cucumis.melo 		K. Reitsma   		50 seeds
Cucumis melo

NC7-cucumis.wilds 		K. Reitsma     	50 seeds
Cucumis sp. - other than melo and sativus

NC7-cucurbita			K. Reitsma  		50 seeds
Cucurbita

NC7-cuphea 			L.Marek   	200 seeds 
Cuphea

NC7-daucus				K. Reitsma   		200 seeds
Daucus 

NC7-echinochloa		D. Brenner   		200 seeds
Echinochloa 

NC7-euphorbia 			L. Marek      	100 seeds
Euphorbia 

NC7-flax					L. Marek   	200 seeds
Linum usitatissimum

NC7-flax.wilds			L. Marek    		100 seeds
Linum - all other species except Linum usitatissimum

NC7-grasses				D. Brenner 		200 seeds
Apera, Calamovilfa, Glyceria, Nardus, Schedonnardus, Tricholaena, Tridens, Unident-Poaceae sp.

NC7-legumes			D. Brenner  		100 seeds
Coronilla, Dalea, Galega, Hippocrepis, Marina, Securigera, Unident-Fabaceae sp. 

NC7-maize 				M. Millard 		100 seeds
Zea mays subsp. mays

NC7-maize.wilds 		M. Millard		100 seeds
Zea - all other species except Zea mays subsp. Mays


      NC7- medicinals			L. Qu 			100 seeds
		Actaea, Echinacea, Hypericum, Prunella

NC7-melilotus 			D. Brenner   		100 seeds
Melilotus

NC7-mints 				D. Barney   100 seeds
Agastache, Clinopodium, Dracocephalum, Elsholtzia, Hyssopus, Lamium, Monarda, Mosla, Origanum, Perovskia, Sideritis, Stachys

NC7-null - Inactivated accessions that are at the site.


NC7-ocimum				K. Reitsma   		100 seeds
Ocimum 

NC7-ornamentals 	D. Barney and C. Carstens   100 seeds

Abies, Acer, Acorus, Actinidia, Adonis, Aesculus, Akebia, Alcea, Alchemilla, Alnus, Althaea, Ammopiptanthus, Amorpha, Ampelopsis, Anemone, Anthemis, Argyranthemum, Aristolochia, Aronia, Asimina, Asphodeline, Asphodelus, Atraphaxis, Baileya, Baptisia, Begonia, Berchemia, Betula, Bracteantha, Brunnichia, Buxus, Calendula, Callicarpa, Caltha, Caragana, Carpinus, Carya, Catananche, Ceanothus, Celtis, Centranthus, Cerastium, Cercidiphyllum, Cercis, Cercocarpus, Chamaebatiaria, Chamaecytisus, Chrysanthemum, Cistus, Clematis, Clethra, Comandra, Cornus, Cotinus, Cotoneaster, Crataegus, Cryptomeria, Daphne, Deutzia, Diervilla, Diospyros, Duchesnea, Echinops, Eleutherococcus, Euonymus, Exochorda, Fagus, Fendlera, Flueggea, Forestiera, Forsythia, Fraxinus, Genista, Ginkgo, Glaucium, Glebionis, Gleditsia, Gymnocladus, Helianthella, Helichrysum, Heliotropium, Hemerocallis, Heteranthemis, Heteropappus, Hippophae, Holodiscus, Hydrangea, Hyoscyamus, Iliamna, Jamesia, Juglans, Juniperus, Kalopanax, Kitaibela, Knautia, Kolkwitzia, Laburnum, Lapeirousia, Lappula, Larix, Lavatera, Lawrencella, Leucanthemella, Ligustrum, Lilium, Lonicera, Lopezia, Lycium, Lythrum, Maackia, Maclura, Mahonia, Malacocarpus, Malope, Malus, Malva, Malvastrum, Melampodium, Microbiota, Mimulus, Morus, Mytilaria, Nyssa, Onosma, Pachysandra, Parthenocissus, Paxistima, Peganum, Phacelia, Phellodendron, Physocarpus, Picea, Pinus, Platanus, Platycladus, Plectranthus, Populus, Potentilla, Prinsepia, Prunus, Pterocarya, Pterostyrax, Pulsatilla, Quercus, Rhododendron, Rhodotypos, Rhus, Ribes, Robinia, Rochelia, Rosa, Rubus, Rumex, Salix, Sambucus, Sanvitalia, Schisandra, Scilla, Scrophularia, Shepherdia, Sibiraea, Simsia, Solenostemon, Sorbaria, Sorbus, Spergula, Sphaeralcea, Spiraea, Staphylea, Styrax, Symphoricarpos, Symphytum, Symplocos, Syringa, Tanacetum, Tetradymia, Thalictrum, Thuja, Tilia, Toxicodendron, Triadica, Tripterygium, Tulipa, Ulmus, Unident‑Fabaceae, Vaccaria, Vaccinium, Viburnum, Weigela, Wisteria, Xanthoceras, Xanthorhiza, Zelkova, Ziziphus 

NC7-panicum 			D. Brenner   		200 seeds
Panicum

NC7-parsnips 			K. Reitsma  		200 seeds
Pastinaca sativa

NC7-perilla 				D. Brenner   		100 seeds
Perilla

NC7-quinoa				D. Brenner   		200 seeds
Chenopodium

NC7-setaria 				D. Brenner   		200 seeds
Setaria

NC7-spinach 			D. Brenner   		100 seeds
Spinacia

NC7-sun.cults 			L. Marek   	100 seeds
Helianthus annuus


NC7-sun.wilds 			L. Marek   	100 seeds
Helianthus sp. All wild species including wild Helianthus annuus.

NC7-transfers - accessions that have been transferred to another site.

NC7-umbels 				D. Brenner   		200 seeds
Ammi, Ammoselinum, Anethum, Angelica, Astrantia, Astrodaucus, Bifora, Bunium, Carum, Caucali, Chaerophyllum, Coriandrum, Crithmum, Cuminum, Dorema, Eriocycla, Eryngium, Ferula, Foeniculum, Levisticum, Muretia, Orlaya, Petroselinum, Pimpinella, Pimpinella, Saposhnikovia, Scaligeria, Sium, Torilis, Trachymene, Unident-Apiaceae sp, Zizia


[bookmark: _Toc30557708]Special projects:
· Write down instructions
· Ask questions if instructions are not clear
· Curators are always a good source of information.

Splitting lots:
· Original lots may be split into the original sample and a sample that is distributed. This is decided with the curator.
· In GRIN insert a record below the one you are splitting. Use the Dup Record function
· Change the lot code part of the suffix to “5” from the “0”. For example: 99ncao01 become 99ncao51. The 51 lot becomes the lot that will be distributed.
· In the Inventory status comment “Split from original for distribution purposes”.
· Make the lot available for distribution. 
· Put a 0 in the critical distribution limit if all the seed in the 51 lot is prepacked. 
· If the accession is also being backed up – pull the seed from the original and make sure that the order is subtracted from the original sample so that the NCGRP lot will be associated with the correct inventory lot. 

[bookmark: _Toc30557709]Storing increase seed:
· Never bulk lots with different pollination methods unless curator says to bulk
· Never bulk lots with different parents unless curator says to bulk.
· Never bulk lots with different grow-out sites unless curator says to bulk.
· Do not bulk lots that were grown more than ten years apart.
· Do not bulk lots with germs that vary greatly. Consult with curator about each situation. 
· Create an inventory list of lots to be stored using the oracle reports forms.
· Go through each accession and trouble shoot for possible questions for the curator.
· Pull all lots that are involved with the storage process. Such as parental lots of the lots to be stored for comparison or lots that are to be bulked in the case of bulking. 
· Verify that all lots belong to the accession being worked on.
· Allow the lots to come to room temperature before opening jars or packets
· Compare increase lots to the parental lots. Note difference and report to curator for direction.
· Compare lots for bulking to make sure that they are the same. Note any difference and consult with curator.
· Double check information on GRIN. Re-weigh lots to be stored and count review parental lots. 
· Repackage lots that have been taken off distribution. Note on GRIN in the inventory status area the reason for removal from distribution. 
· Samples that have been removed as the distribution lot and have a distribution order history need to be kept for reference purposes. All or a portion of the lot is kept. Enough seed should be kept for reference to allow for germination testing, possible use for regeneration and comparison testing. Use germination information to determine how much seed should be retained.  Lots that have never been distributed except for internal orders such as germination tests can be discarded with curator permission. 


																								Inventory Status Codes Used in Storing Seed:
		
1. AVAIL – Seed is the distribution lot and is available for distribution				
2. REFERENCE - used for parent of increase or in parentage of increase. Also used for long standing distribution lot. 
3. ORIGINAL - If the original lot was the distribution lot
4. FSLR - If the lot was the first lot received for an accession but is not original seed.
5. AVAIL - XTRA - for lots that will be next in line for distribution but could not be bulked with the distribution lot. 
6. CURATOR - the curator has a reason for not wanting the lot as the distribution lot or wants to hold the distribution lot from being distributed.
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7. CURAT_ATTN - the curator needs to look at the lot because there is something wrong with it.
8. PURITY - there is a question about possible contamination of the seed lot.
· When Bulking note the amount BULKED from each lot in the action field of the bulked lot.
· Check NSSL backup information. If lot needs to be backed up, prepare lot (see Backup procedure)
· Record the creation of the new bulked lot by adding a CREATED action code with the total weight and total amount respectively in the action area of the new lot.
· When storing an increased lot that was bulked you need a STORED action with the amount of seed recorded. This allows for the accurate accounting of year lots stored. 
· For lots that are just stored and not bulked a STORED action must be entered to record the amount of seed stored.
· Lots that become available get an AVAIL action with the amount of seed. This allows us to track how many lots have become available after storage.
· Decide of newly stored lot should be prepacked.
· Update GRIN with all new information resulting from storing.
· Make new labels to reflect the changes.
· Be sure that all labels can be read from out side of the jar or that there is a label on the outside of the packet stating what is inside.
· Place jars, freezer, packets, extra bags, endcoll packets in appropriate areas.


[bookmark: _Toc30557710]Taxonomic Related: Re-identification forms
· Look up all lots for the accession in GRIN. Note locations
· Make new labels for all lots that exist ( Lots with BULK, NONE, NOHARV, dont exist). JAR, TAG, FREEZER, ENDCOLL, XTRABAG would be locations and new labels that would need to be made.
· If taxonomic changes result in a change of genus (i.e. from NC7-daucus to NC7-umbels) then the effected lots need to be moved to the new sitecrops. In this case the location for freezer packets need to be updated on GRIN.
· Complete forms by signing and dating and making copies for the germplasm program assistant and the curator. If the change results in a change of curators, then each curator needs a copy.
· If the taxonomic change results in the accession being transferred to a new site, give the completed form and the lots to the seed storage manager for transfer. The form has a line near the bottom of the page noting if a transfer is in order.
· Forms are filed in the taxonomic re-id notebooks located in the east side of the wall cabinets on the north side of the seed storage workroom. 
· Complete form within ten working days of receiving form in mailbox


[bookmark: _Toc30557711]Taxonomic Related: Changes as tracked by Oracle forms
· Go to the STAT area in the oracle forms.
· Go to the Taxon changes area.
· Either click on the GO button or query for a particular time span.
· Print a summary of the changes.
· Look the accession up in GRIN.


[bookmark: _Toc30557712]Transferring seed:
Look the accession(s) up on GRIN
· Pull all the lots associated with the accession to be transferred
· Change the maintenance group to NC7-transfers in the inventory module.
· Package small envelopes into larger packets so they won’t get lost during shipment.
· Create an order for the transfer. Put the amount of seed to be transferred in the amount shipped for each lot being transferred. This amount shows up in the order next to the shipping amount. This way the onhand amount in the inventory module will read 0.
· Print labels for the order and apply the labels to the corresponding packets.
· Pack the material securely and give to the order processing person.
· If the entire accession is being transferred, then after the order is shipped go to the accession record and put the accession to the INACTIVE site. This will allow the other site to change the accession to their ownership. Plants of transferred accessions are sometimes retained at the site after seed transfer.


JSA’s and PPE’s for Seed Storage:

Handling treated seed:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/1000%20-%20Crop%20Management%20Activities/1100%20-%20Seed%20Preparation/1110%20%20-%20Seed%20Treatments/1112%20Handling%20Treated%20Seeds.pdf

Using the Old Mill Seed Counter:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/1000%20-%20Crop%20Management%20Activities/1100%20-%20Seed%20Preparation/1120%20-%20Seed%20Counting/1121%20Seed%20Counter%20-%20Old%20Mill.pdf

Using the Seed Counter for Prepacking:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/1000%20-%20Crop%20Management%20Activities/1100%20-%20Seed%20Preparation/1120%20-%20Seed%20Counting/1122%20Seed%20Counter%20for%20Prepack.pdf

Counting seed by hand:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/1000%20-%20Crop%20Management%20Activities/1100%20-%20Seed%20Preparation/1120%20-%20Seed%20Counting/1123%20Seed%20Counting%20-%20Hand.pdf

Filling seed packets:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/1000%20-%20Crop%20Management%20Activities/1100%20-%20Seed%20Preparation/1130%20-%20Preparing%20Seed%20for%20Shipment/1131%20Filling%20Seed%20Packets.pdf

Using the seed blowers:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5600%20-%20Seed%20Cleaning/5630%20-%20Seed%20Equipment/5636%20Seed%20Blowers.pdf

Hand screening seed:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5600%20-%20Seed%20Cleaning/5640%20-%20Hand%20Cleaning/5641%20Hand%20Picking.pdf

Hand picking seed:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5600%20-%20Seed%20Cleaning/5640%20-%20Hand%20Cleaning/5641%20Hand%20Picking.pdf

Seed Cleaning tools:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5600%20-%20Seed%20Cleaning/5650%20-%20Equipment%20for%20Cleaning/5651%20Seed%20Cleaning%20Tools.pdf

Safe Lifting:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/8000%20-%20Exposures/8500%20-%20Back%20Safety/8511%20Safe%20Lifting.pdf

Balances:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5400%20-%20Seed%20Storage%20and%20Shipping/5410%20-%20Balance/5411%20Balance.pdf

Ladders in cold storage:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5400%20-%20Seed%20Storage%20and%20Shipping/5420%20-%20Ladders/5421%20Ladders%20in%20Cold%20Storage.pdf

Heat sealer:

http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5400%20-%20Seed%20Storage%20and%20Shipping/5440%20-%20Sealing/5441%20Heat%20Sealer.pdf


Moving jars:
http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/5000%20-%20Laboratory%20and%20Work%20Area%20Activities/5400%20-%20Seed%20Storage%20and%20Shipping/5450%20-%20Jars/5451%20Moving%20Jars.pdf

-18 freezer:


http://ncrpis-intranet/SHEM/jsappe/Shared%20Documents/8000%20-%20Exposures/8200%20-%20Temperature%20Exposures/8220%20-%20Cold/8221%20Minus%2018%20Freezer.pdf



