
       

HOW TO USE THE BSF SCIENTIFIC PORTAL 

 
 

Introduction 

 

The BSF Web Portal is a Service Request management website. With a built-in approval flow, the 

system is able to generate an automatic purchase request (PR) per booking / quotation order 

simplifying our current paperwork processes for both customers and staff of BSF. 
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Part 1 - Overview of the BSF Workflow 

 

  

 
 

 Figure 1:  Schematic representation of the BSF booking/quotation workflow 

 

A Request ID is important because it informs BSF of what your experiment plans are so that the 

staff in BSF will know how to set-up the instruments / get the reagents you require ready when you 

come for service. 

 

 

 

 

 

Part 2  - How to get account on the system 

 

Accounts for the BSF Web Portal (a.k.a. BSF Web Ordering System) are managed by local    

representatives of each individual institute. To check who the representative of your institute is, 

please send an email to enquiries@bsf.a-star.edu.sg 

 

The account on the BSF Web Portal is a billing account. Your local representative should register 

you under your proper lab and links up your account with the cost centre / WBS element which you 

can charge your project costs to. 

 

Your PI / Approving Officer should also be registered on the system so that he/she can approve the 

funding for your projects. 

 

mailto:enquiries@bsf.a-star.edu.sg


 

Part 3 – Filling in the Service Request Form 

 

Step 1) Surf to http://www.bsf.a-star.edu.sg/default.aspx 

 

 

Click on Login Button ( ) on the top right hand corner to proceed 

 

 

Step 2) Choose your correct organization. Login to the BSF Web Portal using your assigned 

WINDOWS login/ password. 

 
Step 3) You will find your name displayed on the top left hand corner if you have logged in 

successfully. 

 

 
 

Step 4) Click on Scientific Services tab 

 
 

http://www.bsf.a-star.edu.sg/default.aspx


 

Step 5) You will reach the Scientific Services Home Page. Begin the workflow by choosing the 

option “Submit New Request”, alternative you can click on the first box in the workflow posted on 

the right. 

 

 
 

 

Step 6) You will come to the Create Project page. There are 2 key areas to this page. 

 

A record of all your projects at BSF 

 
 

 

 

 

 

 

 

 

 

 

 



A form to start creating a new project 

 
 

 

 

 

 

Step 7) Give your project a name (this is up to you, for your personal reference), and select the 

related facility services this project would require. You may select just 1 facility or multiple 

facilities. 

 

  
 

 

Step 8) You will be required to fill in a Biosafety Declaration Form followed by a Facility Form for 

each facility selected. The number in the 2
nd

 row indicates how many forms you have to fill up. 

 



 
 

As you finish filling up the forms, click “Continue” to proceed. 

 

 
 

 

 

Step 9) You will reach a summary page for all the forms you are going to submit. 

 

 
 

Step 10) After you press “Submit” you will return to the Scientific Services Home Page. 

   You have successfully submitted the form. 

 

 

Step 11) Upon successful generation of your Request ID. You will receive an email notification like 

    this. Once you have this email notification, your Request ID is ready for use. 

 



 



 

Part 4 – Adding a New Request to an Existing Project ID 

 

Step 1) Login to the BSF Web Portal. 

 
 

Step 2) Surf to Scientific Service 

 

 
 

Step 3) Under “Project Management”, click on “Share/Edit my Project” 

 

 

Step 5) You will find a list of Projects you previously created for BSF. 

 
 

Step 6) Click on the Project ID you wish to add a new Request to. 

 



Step 7) You will come to the edit Project ID page. There will be several Request ID under a Project 

ID depending on the number of requests. 

 

 
 

 

Step 8) Click on “New Request” 

 
 

 DID YOU KNOW? 

 

On this page you can also: 
 

– Share this Project ID to another person (e.g. your collaborator / lab 

partner) so that everyone can use the same Request ID to book 

services / receive quotations from, for easy traceability. 

 

– This step will help to inform BSF of the people that are sharing the 

same project, so that the staff will know to call up the same 

instrument settings / experiment details when you come for service. 
 

– For instructions on how to share please refer to the next section of 
this guide. 

 

Step 9) You will go back to the page where you can create new Request ID. You will notice that the 

Project ID field is already filled with the project you have selected. 

 

 
 

 

 



Step 10) Choose the facility your new Request is for, then click on “New”. You will then return to 

the same pages you have seen when creating a Project ID/Request ID for the first time. For 

reference please refer to Step 8 of Part 3 of this guide. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Part 5 - Sharing your Project ID 

   

Step 1) At the Share/Edit Project page you will find your newly submitted project. 

   Click on your Project ID will take you to a detailed page about this project. 

 

 
 

 

Step 2) You will come to the edit Project ID page. There will be several Request ID under a Project 

ID depending on the number of requests.  

 

 
 

Step 3) Click on “Share Project” 

 

 
 

 

Step 4) Enter your lab partner’s / collaborator’s windows login to share the project with him/her. 

 

 
Tip! 
Can use the Search function to locate your collaborator's / lab partner's 
windows login via email or name. If it cannot be found, please check that 
your collaborator / lab partner has been registered on the BSF website. 
 

  



 
   

Part 6 – Accepting / Receiving Quotations from BSF 

 

Step 1) From the Scientific Services Homepage, click on “View Quotation(s)” 

 

 
 

Step 2) You will reach the list of quotations you have received from BSF. 

 

 
 

Step 3) Any quotation with the status “Quotation Issued” requires your attention. 

 

Step 4) Click on “View” 

 

Step 5) You will see a detailed view of the Quotation. 

 
 

From here you can “Accept” / “Reject” or ask for a “Re-quote”. 

 

Step 6a) If you choose “Accept”, you will be prompted to select your Approving Officer and Cost 

Centre and/or WBS Element to purchase the items in the quotation. 

 



Step 6b) If you choose Reject or Re-quote. Facility Administrator will be informed of your decision 

for follow-up. 

 

 

 

 



 

Part 7 – Making your own Booking 

 

*!* Note 

● Most services for planned experiments require a valid Request ID to make a booking. 

● If the service you want cannot be found, please ask your respective facility application 

specialist. 

 

Step 1) From the Scientific Services Homepage, click on “Make Booking” 

 
 

  Step 2) You will come to the Booking Scheduler. Choose “with RequestID” or “without RequestID” 

 

If you have a Request ID (if you don't have one, please see next step) 

● Select “With RequestID” 

● From the Drop-down, choose the RequestID you have 

... your Project ID and related facility will be called up 

● Choose the Service you wish to use. 

...wait while the system looks for suitable equipment 

 

Choose the “Resource” you prefer to use. 

Select a date by clicking on the calendar on the right. 

 



 
 

If you do not have a Request ID... 

● Select “Without RequestID” 

● From the Drop-down, choose the “Facility” 

● Choose the “Service” you wish to use. 

...wait while the system looks for suitable equipment 

 

Choose the “Resource” you prefer to use. 

Select a date by clicking on the calendar on the right. 

 
 

 

Step 3) Select a timeslot with your cursor and click on it. 

 



 
 

 

Step 4) Enter the details about your service session. 

 

 
 

Step 5) Press “Save”. A pop-up box will tell you if the machine has been booked successfully. 

 



 
 

 

 

 

 

 

 

Step 6) Your booking will appear in “Grey” it is an unconfirmed booking. This indicates that the 

slot is on hold for you for 15mins and you are required to confirm the booking as soon as possible.  

 
 

 

Step 7) To confirm your booking please scroll up to find your Scheduler Shopping Cart. 

 
 

 

Step 8) Verify all your booking details are in place. 

– Select your Lab 

– Select your PI / Approving Officer 

– Select your WBS Element and /or Cost Centre 



 

 
Step 9) Click “Check out” 

 

Step 10) Review “User Agreement” and accept it. 

 

 

 

Step 11) Your web order number will be generated. Your Web Order number is your PR number. 

 

 
 

Optional Step) Once you have a web order number, your booking is confirmed. If you surfed back 

to the booking system you will be able to find your confirmed booking in pink. 

 
 

Note 

Upon receipt of your web order number, your booking will be routed for Approval to your selected 

PI / Finance Officer. Please note this is solely an approval process and that BSF does not charge 

any payment at this point. Payment is only process after service is rendered. 

 

 

 

 

 



 PART 9 - How to acknowledge your Service at BSF Scientific Services 

 

After service has been rendered, we require you to acknowledge the session. We don't bill you until 

you acknowledge service has been rendered. 

 

1. Login to the BSF Web Portal 

 
2. Locate at the top the link “Order History” 

 
 

 

3. You have choose whether you want to see your “Vstock” Order History (Biopolis Supply 

Centre” or your “Scientific Services” Order History, click to choose “Scientific Services”. 

 
 

4. A full overview of your Scientific Services Order History will be displayed. You can select 

to acknowledge all outstanding orders individually or in bulk. 

 
 



5. Scroll down and click on “Acknowledge” 

  
Tip! 
You can use the same flow to Cancel your 
previously booked appointments. Just select 
“Cancel” instead of “Acknowledge” for all the steps.  

 

 

6. Upon receiving acknowledgment for service rendered, BSF will proceed to bill you for the 

service via SAP. You will receive a tax invoice from BMSI Finance shortly. 

 

 Billing generally takes place once a month, there will be 1 tax invoice issued per web order 

 number generated. If you have your tax invoice urgently, please contact your respective 

 facility specialist. 

 

Your Web Order number will be reflected in the PO field of the invoice. You may then 

proceed to do GR / filing as per your institutional policies. 

 

 

 

 

 

 

 
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PART 10 - How to Approve BSF Scientific Services Orders (Approving Officers only) 

 

1. Login into the BSF Web Portal, when prompted for a role choose “Approving Officer” 

  

 
 

 
 

 

2. Locate at the top a link called “Manage Order Request” 

 
 

 

3. Click on “Scientific Service” to view orders pending for Approval. 

 
 

 

4. There are 2 types of order request for Scientific Services. 

 

For orders confirmed via Booking, these are placed under “Scheduler Appointment” 

For orders issued via Quotation, these are placed under “By Quotation” 

  

 
 

 

 

 

 

 



5. List of orders pending approval is shown. Check the orders you wish to approve, the press 

the “Approve” button. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


