
Configuration

Use your terminology 

in your Vault

Metadata fields for 

ELN entries

Create batch fields

Create new 

projects

Manage Vault members

Create new members

General Vault setting

Specify batch field is:

• Unique value across Vault

• Required or optional

Vault Admin privileges 

needed for all pages 

except Projects

Read-Add or higher role 

needed to create a project

Settings > Vault

Edit project or 

assign members
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Projects

Delete project

Note: All data must be 

removed from project first

Select user from drop down

Note: Only members of a vault can 

be added to a project

Control permissions

• Edit Data

• Checked – user has 

vault role

• Unchecked – read only 

or read export depending 

on vault role

• Manage

• Checked – Manage 

users

Rename project
Your role

• Click to view table of 

permissions for all roles

Members

Add a member

• First name

• Last name

• Email

• Role

Edit or delete 

member
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Batch fields

Create batch fields at any time

Reorder batch fields

Supported data types:

• Text

• Number

• Date

• Pick list

• File

Settings > Vault > Batch fields

Value is unique for across the vault

• Uniqueness checked at 
registration.  

• Can be used to identify a batch 

when importing data.

Enforce business rules:

• Must be unique

• Is required

• Is optional


