Kenis Group: Grad Student Getting Started Checklist
Welcome to the Kenis group! We’re so glad you’re here!
This document was created to guide both senior & new students in the trainings needed to get going in our lab. Some may not apply to your project right away – these are trainings that have been necessary for most of the senior students in lab, and it’s far better to have experience before you need it than to be scrambling to learn it when you do.
New Student Basic Tasks Checklist
General
· Reach out to senior students in the lab! (If you’re reading this, it’s likely you already did this. Woohoo!)
· Send a professional headshot to the HR Manager for the website
· Send the Admin Officer (posted in 220/216) your class schedule.
· Get access to the group server.
· Contact senior students and ask to have your username added (this will need to be confirmed by boss).
· Download the campus VPN (go.illinois.edu/vpndownloads) 
· Once you’ve gotten the go-ahead, add the server to your computer.
· For PC:
· use “Map Network Drive” from “My PC” on your computer and map the following to whichever drive letter you’d prefer:
· \\files.scs.illinois.edu\kenis
· Username: uofi\yourNetID
· Password: your UIUC password
· For Mac:
· Go to “Finder”
· Under “Go” in the Navigation Bar, Select “Connect to Server…”
· enter smb://files.scs.illinois.edu/chbe-files/kenis and click to “+” button to add to favorites (so you can access it later)
· use your NetID and password to log in
OR
· enter smb://files.scs.illinois.edu/chbe-files/kenis in your browser and enter
· use your NetID and password to log in
· You can find this training checklist in the “Active/0-Resources/Training_New Students” folder
· Create a folder for yourself in the “Active folder” entitled “0-[Last Name], [First Name]”
· E.g., 0-Gaines, Rachel
· Within your folder, make another folder called “Safety Certificates”
· Get connected to the printer:
· Download the driver and install it: https://support.brother.com/g/b/downloadtop.aspx?c=us&lang=en&prod=hll3270cdw_us_eu_as
· IP address: 192.17.28.132 (may be written on the printer if it has changed)

· Submit your key requests using the directions from the grad program office. Ask the HR Manager for any signatures you may need.
· Talk to the HR Manager 
· Get added to the Kenis group Slack channel, as well as the relevant sub-channels. They are as follows:
· current-students
· gradstudents
· hangout
· Get added to the pjak-all-group email listserv, so you get relevant lab emails.
· Ask about adding people’s outlook calendars to your outlook calendar. Outlook calendar is how you will book meetings with Dr. Kenis, other students, and equipment.
· Ask about dealing with any issues that may arise in dealing with other students 
· Get a desk!
· Email scs_usc@scs.illinois.edu and request access to Emburse Enterprise for travel reimbursement purposes. Include your UIN and that you are a member of the Kenis group. Follow the steps in the response email to set up your account.
· Download Zotero (a free reference manager) & its extensions Zotero Connector & Zotfile to store your references, if you haven’t already. You can also use a different reference manager, such as Mendeley, but please use something!
Materials and Research Prep
· Submit the form to get after-hours access to the storeroom.
· Get access to Reaction
· Email systemshrly@scs.illinois.edu and request access to Reaction (the software we use for ordering supplies). Include your name, netID, and that you are a new member of the Kenis group and will need to order supplies.
· Once you have access to Reaction, email systemshrly@scs.illinois.edu and ask to be added to the Kenis group so that you can see prior purchases made by the group. 
· Get added to EMS and Chemical Inventories for chemical inventory and waste management.
· Go to https://unillinois.chemicalsafety.com and log in using your NetID and password
· Contact the Lab Safety Officer and request that they email Shane Brownfield to add you to EMS as a member of the Kenis group. Include your UIN. 
· After you have been added into EMS, log in to establish your account.
· Once you have accessed your account, email scs-inventory@illinois.edu  and request inventory access. Include your UIN and that you are a member of the Kenis group.
· Do your safety training! You are required to do this training before you start any work in the lab.
· Schedule a safety walkthrough of the lab with the Lab Safety Officer (posted in 216/220)
· Download a copy of “0_Training Checklist” in the 1-Resources/SOPs/Lab Safety folder, fill out your personal information, and complete the checked trainings which include:
· Read through the DRS Laboratory Safety Guide/Chemical Hygiene Plan
· Completing the following modules from the Division of Research Safety (DRS) - Division of Research Safety | Illinois. You must upload your certificates of completion in your “Safety Certificates” folder before you can start lab work.
· Laboratory Safety Training
· Physical Science Responsible Conduct of Research Course 1
· Chemical Safety: An Introduction
· Chemical Spills
· Compressed Gas Safety
· Electrical Safety: Fundamentals
· Fire Extinguisher Training
· Risk Assessment for Research Procedures
· Acids – Mineral Acids
· Battery Safety
· Bases – Hydroxides
· Chemical Compatibility
· Chemical Hazard Classification (GHS)
· Chemical Storage
· Compressed Gas Cylinder Safety
· Flammable Liquids
· Health Effects of Chemical Exposure
· Labeling Chemicals
· Nanomaterials
· Oxidizers
· Peroxide-Forming Chemicals
· Scale-Up Reaction Safety
· Chemical Fume Hoods
· Personal Protective Equipment
· Electrical Safety in the Laboratory
· Sharps Safety
· Laboratory Housekeeping
· Read through the SOPs in the 1-Resources/SOPs/Lab Safety folder. This includes:
· Carbon Monoxide
· Flammable Gas
· High Pressure Gas
· Organic Solvents
· Waste Pickup Requests
· Take the SCS Chemical Safety exam. You need to pass with a 500/540 (unlimited attempts). https://go.scs.illinois.edu/safety-exam. Upload your safety exam certificate to your folder.
· Upload your completed training checklist to your “Safety Certificates” folder, then email the Lab Safety Officer to approve you to work in the lab. 
· At a later date there will be a “safety check in” to check critical lab safety skills. These skills include:
· Change a gas cylinder and check for leaks
· Properly handle and dispose of sharps
· Waste management and labeling
· Emergency and evacuation procedures including:
· First aid
· Fire
· CO and gas alarms
· Severe Weather
· Ask your mentor/senior grad student in charge of training you:
· For your research-specific SOP. As of 10/3/2023, we have specific SOPs for glycerol/organic electrosynthesis, CO2RR, and DAC. 
· For a walkthrough of the storeroom. (Get a lab coat, goggles, and gloves)
· To get a drawer in whichever lab you’ll be working in (220 or 216). 
· Download OriginLab for graphing if you have a PC and do not plan to use Python (or other graphing software) for graphing. Please note that Origin is not available for Macs, so you must use a program like Parallels or dual-boot or find another appropriate work around, ask Abi if you have questions. WE DO NOT PUBLISH GRAPHS MADE IN EXCEL.
· Talk to your mentor to get a list of relevant papers to start reading. This will help get you up to speed with relevant literature. Talk to your mentor for more information on this, and/or refer to your SOP.
