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Main Purpose of the CU Chemical Inventory Management System

Special points of inter-
est:

e Logging onto the system
The goal of the University of Colorado Chemical Inventory Management Sys-

e Searching for a Chemical . - . . : .
8 tem is to serve as a compilation site of all of the chemical inventories from all

e Adding/ Editing a chemical the research laboratories and maintenance shops on the Boulder campus in ad-
entry dition to providing safety information and direct links to MSDS for all the
e Printing your Inventory chemicals. Utilizing the user-friendly format and direct links for chemical
safety information provided in this system, research personnel will be able to
Inside this issue: actively maintain their chemical inventory while at the same time become

more aware of the hazards of each of their chemicals. Turning the chemical
inventories into active inventories will provide a more accurate account of
what chemicals are actually in the laboratories at any given time. This more
accurate account of chemical presence in the laboratories/workshops allows
the system to become a tool in any emergency response situation that requires
identifying chemicals present that may require special treatment/handling dur-
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Logging onto the 2
System

Searching your 3

Inventory

Capabilities of the CU Chemical Inventory Management System
Printing your 4
inventory/ search o Search your chemical inventory. Utilize the capability to search the con-
U tents of your inventory by chemical name, CAS number, chemical for-
Adding a chemical 5,6 mula, building, room number, NFPA flammability rating, NFPA reactivity

o rating, NFPA health rating, NFPA and miscellaneous ratings.

Duplicating a 7
record e Add or Edit the information for any of your chemicals in your inventory.

There are many optional fields that you may include information about

Deleting a record 8 . . . . .
your chemical, including mixture components and concentrations, storage

Inventory Status 9 location descriptions, purchase information, and general usage or experi-
Page Description ment information.

Searrah Pegilia 10 o Have immediate access to safety information about your chemicals. The
Page Description available information includes NFPA ratings, direct links to Material

Safety Data Sheets (MSDS) as well as direct link to the CU Chemical

S h P: 11 . .. . . .
gareh rage Hazards Information Database for additional information about the chemi-

Description
cal.
Add New 12
Chemical Page
Description
Record Detail 13

Page Description




Logging on to the System

 To access the link to the Chemical Inventory
Management System, go to the EH&S home-

page, http://ehs.colorado.edu/. Select UCB Mibursity ot Colorade
Chemlcal Tracklng SVStem under EH&S | | Environmental Health & Safety
QUICk Llnks' Links to Chemical Databases

e Click on the link “Chemical Inventory Man- Builahe gt S pss s o i

agement System”. An index page will appear.
Select the appropriate campus link, either
Boulder Campus, Health Science Center or
Auroria Campus, o G o o

e A Login Dialogue will appear. Enter your
User Name and Password, (User Name and
Password are not case sensitive), then press
OK. If you do not have a User Name and - =
Password, contact Mindy Hodges at 303-735- = ecuuce” ST T ige .
3068 or by email at | |
Melinda.Hodges@Colorado.EDU.

e If you entered an invalid User Name or Pass-

word, another prompt will come up for you to :l..m: =

reenter your User Name and Password. After et

three consecutive failed attempts of entering a il e e =

User Name and Password, a dialog will ap- A S T S

pear notifying you that you do not have ac- o

cess privileges to perform the action to view.

At this point, if you click the OK button, it
will bring you back to the Index page, where
you can select Boulder Campus and than at-
tempt to enter a valid User Name and Pass-
word again.
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o If you entered a valid User Name and Pass- oy

word, your Inventory Status Page will appear. Inventory Status
The Inventory Status Page will display the

Principle Investigator’s First and Last Name, o
Building, Room Numbers and number of en- m|
tries in the chemical inventory. You have suc- =
cessfully entered the Chemical Inventory Sys-

INFORMATION ON CHEMICAL ENTRIES
Numlver of eutries with wissing o mcomphete]

Nismber of chrmicals that hove eupired: o

tem and are ready to choose from several op- T — ===
tions which include viewing the chemical en- i — L — =
tries that are incomplete, viewing chemicals T R R

that have expired, viewing chemicals that are




Searching Your Inventory

J trveraity af Lol s Chemmical rvsritary Sputem - ictoasft interras fxpharer

e To search your chemical inventory you

must be on the Search Page. If you are B
on a different page, check at the bot- . Chemical Inventory Management System
tom of the page for the Search Inven- oot
m link. Search Chemical Inventory

e See the description of the Search Page i e e o R e o T !
if necessary (also available by using nn?;-jﬁ =
the Help Index Link). > Sk S

eC1020304
401020304

b $C1020304
o

o Enter your criteria that you want to use
to search your inventory.

orvosive O Onddizer © Water Reactive

e If you enter multiple selections on the
search page, only chemicals that match
all the requirements will be found in
the search.

e If you are not sure of a spelling of a
chemical name, enter just part of the

i tmirersity of Colarase Chesmical Imessary Syssem - Microsaf| Iateimel (xglores

name. e g .
T e R T 1) i
e If you enter no selections on the e e
Search Page and select the SEARCH Dottt | oo
button, your whole inventory will be i
brought up. i $01010304
NFFA Health Rating] s vl 001020304
NFFA Reartivity Rating| s > 01010304
Miccellameons Batings: Comvadive © Oxidizer © Water Beactive
o Select the information that you want to o e
see in your search results before you e
submit your search. You can select P R T A e
. . . in st el aiden Hed vt
which information, the order you want T B IR ——

them to appear as well as which fields — e
to sort by and what order.

e When you have finished selecting all
the criteria and the information to be
viewed in the search results, select the
SEARCH button to submit your
search.

[ T




Printing Your Inventory and/or
Search Results

e You may print from any screen using
the Print command (under File) in your
Browser Menu Bar.

e For a printer friendly version of any
search results you generate, select the
printer friendly link located in the top
right of the search results page. This
will generate a screen that is in black
and white without most of the graph-
ics.
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Search Results

Displayang Clirimseals | thsvgh 1% of the 240 Chrsarals Foued

University of Colorado Chemical Inventory System

Help Index Page

Cheemicsl Name

Acstons
Asstodle
Bemzene
Benzyl seohol
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152 4 Lites L)
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1.2 1 Lates (L)
1 S0 Milkdster fmLy

152 250 Milkdster fmLy

- et (§free P 3
- - EJ - (']
‘ University of Colorado Chemical Inventory System
Help Endex Page
Search Results
Durplaying Chmials L iaongh 15 of e 10 Chemaras Fomd
P ucrion
Besm Cantamer Sze sl Mumberal | Starage Locatms
Sl b I’lé'l Nember I 3 I  Costioes I ]
Acetone CHEM 1% ] Hood
CHEM 152 1 Hood
CHEM 152 1 Hood
CHEM 2 1 Hood
CHEM 152 1 Hood
CHEM 152 100 1 Hood
CHEM 152 100 1 Hood
CHEM 192 1 Hoad
bl CHEM 152 1 Hood
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Adding a Chemical to Your Inventory

= [ 3

Tieky Invhex Pags

Add A New Chemical

e You must be on the Add a New e .
Chemical Page to add a chemical. You ?;;.;":‘::;:ﬁ:'::“,‘_"““
can get there by selecting the Add New P —
Chemical link on the Inventory Status e e
Page. —— E— -
o See the description of the Add New sz — _
Chemical Page for complete details of e *  [Remn
the page. (Accessible from Help Index) Sacels g

&l [T

o Each entry may represent one chemical
compound, stored in the same location.

Two containers of the same size, con- B e e it |
taining the same chemical, maybe put O=-0 B@G S prm gL E-LO2 o »
on the same entry. Two containers of —
different size containers, containing Add A New Chemical
the same chemical must be entered —
Bt Name: Jow ] Lart Name: |
separately. —— R BIOBTION
Sobventi Comcentration AFkleat Sinas
e Make sure you complete all the fields ] il It
. . . For A Mixture: I‘.ﬂo e emty athen.
with a red asterick (*). You will not be g ]
able to submit the new chemical record e =
with these fields incomplete. T
*Bilding: s e - *Reum #t
“Lacation Deusription 12
. . Locatien Description It
e Enter only ONE name in the chemical Lo Dsmipion &

name field. Use the synonym field,
located in the Additional Information
Section, to enter any additional syno-

nyms.
e Do not enter concentrations in the
chemical name field. There is a con- Add A New Chemical
centration field that you may use for E— Yy T T —
this purpose. “_m”_“_ﬁ T RSN
e If you enter a gaseous chemical, make - gE=EEET S i e
sure you select the volume of the cyl- Crmpmain R
inder. There is a diagram available i :
that lists common cylinder sizes and SO RERATION
their average volumes by selecting the i g 2 feme
Cylinder Size button. _ Fre




Adding a Chemical to Your Inventory
cont.

Qe @ " P 3
v e “ B @
e If you try to submit a chemical entry e r——— e T
without all the required fields, an error ‘ S Cpa s e

message will appear that states which
field you are missing.

e If you get an error on trying to submit ‘
a new chemical, and you completed all

the required fields, most likely you o CELRE S
have entered an invalid date format. e

SAFETY INFORMATION
| | Drate Tested: remiatiyern)

e If you get an error, use the BACK but-
ton on your browser to return to the
previous page and make any necessary
changes. You can than resubmit the
chemical.

Press the Back bufte i o browser




Duplicating a Chemical Record

e Bring up the chemical that you want to
duplicate (by doing a search).

e Go to the record detail page for that
chemical, by clicking on the chemical
name in the search results.

e At the bottom of the Record Detail
Page is a Duplicate button. Select the
button.

e This will bring you to a page that says
you have successfully updated a
chemical. (added a chemical)

e To go to the newly created chemical
record (through duplication) select the
Go to Last Record option.

o This will bring you to the record detail
page for the new chemical. You can
make any necessary changes.

Chemical Inventory Management System
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Deleting a Chemical Record

e The option to delete a chemical record
is available on the Record Detail Page.
See the description of the Record De-
tail Page for complete details of the
page. (Accessible from Help Index).

e Get to the Record Detail Page of the
chemical you want to delete, by doing
a search on the chemical and then se-
lecting the chemical name from the
search results.

e At the top right of the record detail
page is the option for deleting that re-
cord. Check the yes box.

e The chemical will be deleted from
your inventory once you submit the
record by selecting the Update Record
button. Upon submitting the update,
you will be brought to a page that
states you have updated a chemical.
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Inventory Status Page

Description of Page:

e The first section displays the First and
Last Name of the Principle Investigator,
the building and room numbers of the
laboratories under the principle investi-
gator, and the total number of chemical
entries in the inventory.

e The second section includes three rows
of information about the chemical entries
in the inventory. The first row displays
the number of entries with incomplete or
missing information. This refers to all
entries that do not have the chemical
name, container size, units of measure,
number of containers, storage location
and physical state filled out correctly.
The next row in the table lists the num-
ber of entries of chemicals that have ex-
pired. The last row lists the number of
entries that are potential peroxide form-
ing chemicals. It is possible to bring up
each of the three lists of entries that are
described by selecting the corresponding
button in the third column of each row
(View Missing, View Expired, View
Peroxide).

o The next section has two buttons that are
short cuts to viewing your complete in-
ventory, in either regular format or
printer friendly format.

e At the bottom of the page there are four
links: Search Inventory, Add New
Chemical, Exit Inventory and Complete
Survey. The Search Inventory goes to
the Search page, Add New Chemical
goes to the new chemical page, Exit In-
ventory link exits the Chemical Inven-
tory System and the Complete Survey
link takes you to the latest survey.

University of Colorado Chemical Inventory System
Hely Indes Page
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Search Results Page

Description of Page:

At the top of the page is a statement telling
the number of chemicals that were found
and which chemicals are being displayed
from the found set. Twenty-five chemicals
can be displayed on one page.

The Search Results are in table format.
The first row of the table is the header row.
This row contains the column titles, which
are underlined. Clicking on the column
titles will resort the entries by that column.
If the column contains text, than the sort
will be in ascending order, however if the
column contains a number, the sort will be
in descending order. The column headings
and the order of the headings is predeter-
mined on the Search Page. Up to seven
columns may be chosen to be displayed.

The chemical name of each entry is also
underlined.  Clicking on the chemical
name will navigate you to the Chemical
Information Page for that chemical entry.

There is a Printer Friendly link in the top
right corner above the table. Selecting this
link will display the printer friendly ver-
sion of this page. All links and sorting op-
tions on the printer friendly version are
still valid. Up to fifty chemicals are listed
at a time on the printer friendly screen.

At the bottom of the page are several links:
Start New Search, Go to Inventory Status
and Exit Inventory. Start New Search goes
to the Search page, Go to Inventory Status
goes to the Inventory Status Page and Exit
Inventory exits the Chemical Inventory
System. In addition, there maybe two more
links, Previous Results and Next Results,
that display the previous and next results.
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Search Page

Description of Page:

e The first section displays the First and
Last Name of the Principle Investigator.

e The second section includes nine differ-
ent categories that you can use to search
for chemicals. You may use more than
one category. If multiple categories are
selected, than the search will be for
chemicals that meet all the criteria that
you choose.

e The third section is where you choose
the fields that you want to be displayed
in your search results table. You can
choose up to seven columns, putting the
fields in any order.

e The fourth section is where you choose
which fields that you want to sort by and
what order to sort.

e The two buttons at the bottom of the ta-
ble are Search and Reset. The Search
button will submit the search criteria that
you entered. The Reset button will clear
all search criteria that has been entered.

e At the bottom of the page there are two
links: Go to Inventory Status and Exit
Inventory. The Go to Inventory Status
link goes to the Inventory Status page
and the Exit Inventory link exits the
Chemical Inventory System.

Search Chemical Inventory

Principle

jor's First aml Last Naane |
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4
4
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Add New Chemical Page

Description of Page:

A University of Colormdn Chmecal Imvantony Systom - Mecrvsofl Interset Explosos

e The first section displays the First and e i
Last Name of the Principle Investigator.
Add A New Chemical
e The second section includes three rows —
T
for general information about the chemi- “Chmic ame
cal, including chemical name, concentra- [ e e FE==®
tion, physical state, container size, units e T e ] i i L
of measure and # of containers. Required | | e |
fields are marked with a red asterisk. i “
STORAGE =
e The third section is for mixtures. You ] P S s st Qoo | BIMOIEABO 125
can enter up to three components and R e o ot ey e e SR
their respective concentrations.
e The fourth section is for storage infor- > | [ T
mation. The fields included are Build- o e
ing, Room Number and three location
descriptions. — IR OATOY
e ey
o The fifth section is for purchase informa- T e ——
tion, the sixth section for safety informa- e i i
tion and the seventh for any additional - T— s
information. This whole section is op- = 3
tional. If you enter dates into any of the S -
date fields (date Purchased, date opened, ]| G857 oo | Floownpi | pucsuse [Fommt BOIEA0 o
date expires, date tested or date treated) e
be sure to enter the date in the following T e e T AT -
format mm/dd/yyyy. If you use any other e R R
format, an error will be generated when
you try to submit your chemical entry. ——
ee— =
e The two buttons at the bottom of the D Byt i T
page are Submit New Chemical and Ty ;mmw
Rest this form. Selecting Submit New L — I
Chemical will submit your entry. Reset A
this form will clear all fields on the form. - ———
e The link in the bottom left corner, Re-

o

turn to Inventory Status Page, will return ‘sl | oo | st e Eoaes— OBV ARG N
you to your Inventory Status Page.




Page 13

Record Detail Page

Description of Page:

e The first section includes three rows for gen-
eral information about the chemical, includ-
ing chemical name, concentration, physical
state, container size, units of measure and #
of containers. Required fields are marked
with a red asterisk.

« The second section is for mixtures. You can
enter up to three components and their re-
spective concentrations.

e The third section is for storage information.
The fields included are Building, Room
Number and three location descriptions.

e The fourth section is for purchase informa-
tion, the fifth section for safety information
and the sixth for any additional information.
This whole section is optional. If you enter
dates into any of the date fields (date Pur-
chased, date opened, date expires, date
tested or date treated) be sure to enter the
date in the following format mm/dd/yyyy. If
you use any other format, an error will be
generated when you try to submit your
chemical entry.

e The Last Section displays some safety infor-
mation that is pulled from the CU Chemical
Hazards Information Database. The In-
formation includes CAS Number, NFPA
ratings, available Material Safety Data
Sheets and direct links to the Chemical
Hazards Information Database.

e The two buttons at the bottom of the page
are Update Chemical and Rest. Selecting
Update Chemical will submit your entry.
Reset this form will clear all fields on the
form.
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