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New Research Group at the Faculty of Medicine 

You can begin by consulting the Faculty’s SmartLab webpage, and in particular the 
demonstration videos of the eLabNext system. 

To initiate the implementation of eLabNext in your research group, please contact the support 
team by opening a ticket. 

Implementation Process 

The implementation of a new research group takes place in three steps: 

1. Initial preparation and information gathering 
2. Training of the research group’s super-users and configuration of the SmartLab 

environment 
3. Training and onboarding of users 

In general, the implementation procedure takes between 1 and 2 months, depending on how 
much time your group can dedicate to learning and adopting the new tool. 

The cost of eLabNext is 300 CHF per laboratory per year, corresponding to the cost of system 
maintenance. 

Initial Preparation and Information Gathering 

The PI is asked to fill out two Excel tables. This information will be used to generate user 
licenses for the members of the research group and to configure storage locations. 

At this stage, it is possible to organize a short presentation of the system, in addition to the 
demonstration videos available on the SmartLab webpage. 

The PI designates a « super-user » (administrator) and a « back-up super-user ». These 
individuals will manage the research group’s eLabNext environment and act as the first point 
of contact for internal support. 

Training of the Research Group’s Super-Users and Configuration of the SmartLab 
Environment 

The Faculty support team schedules a meeting (approximately 2 hours) with the two super-
users (and the PI, if he or she wishes to participate). During this session, the organization of 
data in the eLabNext environment (ie. naming conventions) and the data access rules will be 
discussed. The two super-users will receive detailed training in eLabNext, with a particular 
focus on administrative features. 

Following this meeting, the super-users and the Faculty support team will configure the 
eLabNext environment of the research group. 

Training and Onboarding of Users 

Once eLabNext has been fully configured, the regular members of the research group will be 
invited to join your eLabNext workspace. The super-users (or the Faculty support team) will 
guide them through the platform and introduce them to its main features. 

  

https://www.unige.ch/medecine/en/research/smartlab
https://www.unige.ch/medecine/en/research/smartlab/doc
https://unige-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUMNKCJRCEUTKHINNECUSFKY2UGQSSIVLDKQ2CGBEFANRGOJSXG33VOJRWKSLEHUYTCMBQGUTGG33OORSXQ5CUPFYGKPKDIFKECTCPI5PUQT2NIU======
https://www.unige.ch/medecine/en/research/smartlab/doc
https://www.unige.ch/medecine/en/research/smartlab
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New Member Joining a Research Group 

Adding a new collaborator to a research group is carried out by the group’s super-user. 

To do so: 

▪ Go to « Configuration » → « Group Members », then « Invite member ». 
▪ Enter the email address of the new member of the research group. Only @unige.ch 

and @etu.unige.ch addresses are accepted. 

 

The new collaborator receives an email invitation to join the research group. Once the invitation 
is accepted, the new collaborator can immediately start using the system. 

It is important that the group’s super-users: 

▪ Adjust the permission levels (Role) of the new member 
▪ Demonstrate to the new member how to log into the eLabNext system 
▪ Explain to the new member how to use eLabNext, as well as the conventions defined 

by the research group 
▪ Recommend that the new member consult the available documentation, especially the 

« Good Practices guide », which must be read by every new person using the 
system. 

If you encounter difficulties inviting a new member to your research group (e.g., invitation not 
received), please contact the support team. 

Departure of a Member from the Research Group 

When a member leaves a research group, their data (experiments) and samples are retained 
within the group’s SmartLab. 

Deleting a member’s account is carried out by the group’s super-user. 

To do so: 

▪ Go to « Configuration » → « Group Members » 
▪ Change the member’s « User Role » to « Blocked » 

 

It is essential to « Block » users who have left the research group. This frees up the 
corresponding licenses. The number of available licenses is limited, and purchasing 
new licenses is very expensive. The cost of such a purchase would be passed on to all 
research groups using eLabNext. 

https://www.unige.ch/medecine/application/files/7417/7563/8246/2026-04_eLabNext_GoodPractices_EN_v6.1.pdf
https://unige-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUMNKCJRCEUTKHINNECUSFKY2UGQSSIVLDKQ2CGBEFANRGOJSXG33VOJRWKSLEHUYTCMBQGUTGG33OORSXQ5CUPFYGKPKDIFKECTCPI5PUQT2NIU======
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Recommendations When a Member Leaves the Research Group 

Several actions can be taken prior to the departure of a member of the research group to 
facilitate the continuity of research activities. 

Projects / Studies / Experiments 

The research group’s super-users have access to the whole data of the research group (even 
that of people who have left the group). However, it is recommended to add the people who 
will take over the departing member’s work to the research projects. If these new collaborators 
have not yet been identified, it is possible to add the super-users, who will make the necessary 
adjustments later. 

To do so: 

▪ Go to « Journal » → « Experiment browser » 
▪ Select the departing member’s projects 
▪ Edit each project by clicking the pencil icon in the « Action » column 

 

In the next page « Edit projet »: 

▪ Go to « Project Collaboration » → « Specify users to collaborate within this project » 
▪ Select the people who will take over the work in the « Project Collaborators » section 
▪ Click « save and close » 
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Samples 

It is recommended to transfer the departing member’s samples to another user. This may be 
the person(s) who will take over the work, or the research group’s super-users.  

To do so: 

▪ Go to « Inventory » → « inventory browser » 
▪ Click « More » to add a search condition, select « Owner », and then select the 

departing member’s name from the dropdown menu. All samples will be displayed. 
▪ Select all samples using the small cross. /!\ Only the samples displayed on the page 

(likely 100) will be selected. If there are more than 100 samples, you will need to 
repeat this step on each page. 

▪ Once the samples on the page are selected, click « Change owner » and select the 
new person from the dropdown menu. /!\ This step must be repeated on every page 
of the sample list. 

 

 

Copy and Export of Data 

Copying and exporting data is carried out in agreement with the hierarchy. 

To do so: 

▪ Go to « File Storage » → « ELN export » → « Select items » 
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▪ Select the data to export (it is best to export by project), and click « Export » 

 

▪ Choose the export format (pdf or xml), and confirm 

This procedure must be repeated for each project. 

 

Closing a Research Group’s SmartLab 

Closing of regular User Accounts 

The super‑users and the head of the research group proceed with closing the regular user 
accounts following the procedure described in « Departure of a Member from the Research 
Group ». 

Transfer of Chemical Products and Gas Cylinders in the FacMed-Chemicals Inventory 

The super‑users or the head of the research group contact the Faculty support team to 
organize the transfer of the « ownership » of the chemical products and gas cylinders 
registered in the Faculty inventory FacMed‑Chemicals.  

Copy and Export of Data 

It is strongly recommended that the head of the research group make a copy of the data stored 
in the group’s eLabNext. 

To do so, the head of the research group follows the procedure described in « Copy and Export 
of Data ». 

Closing the Research Group’s eLabNext Account 

The head of the research group contacts the support team to proceed with the closure of the 
research group’s eLabNext account. 

Warning: once the research group’s eLabNext account is closed, access to the research data 
is no longer possible. 

https://unige-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUMNKCJRCEUTKHINNECUSFKY2UGQSSIVLDKQ2CGBEFANRGOJSXG33VOJRWKSLEHUYTCMBQGUTGG33OORSXQ5CUPFYGKPKDIFKECTCPI5PUQT2NIU======
https://unige-dwp.onbmc.com/dwp/rest/share/OJSXG33VOJRWKVDZOBST2U2CL5IVKRKTKREU6TSOIFEVERJGORSW4YLOOREWIPKBI5DUMNKCJRCEUTKHINNECUSFKY2UGQSSIVLDKQ2CGBEFANRGOJSXG33VOJRWKSLEHUYTCMBQGUTGG33OORSXQ5CUPFYGKPKDIFKECTCPI5PUQT2NIU======

