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Get Access:

Go to the Chemical Inventory
Management page:

ehs.stanford.edu/chemicalinventory
and click on the

“Submit a ChemTracker Help
Request to the HMM Program”

link.

Include your SUnetlID, PI's name,
department and any other
information.

The Hazardous Materials _
Management Program will email
your account information to you.

staxrorp vniversity ENVIRONMENTAL HEALTH & SAFETY

EH&S ChemTracker Support Request

Please complete and subtmit this form and someone from our ChemTracker staff will contact you. A copy of
your suppott request will be emailed to vou for your records.

Click here to view a list of your active SUHelp tickets with status and to provide additional
information.

Name:

SUNetID:

Phone:

Email:

Urgency: Lowe (Can wait for a few dayws)

Problem With: ChemTracker
Problem Description:

Hi, I need = ChemTracker access. Ny information is kelow. Thanks!

Natne

gUnet ID

Principal Investigator/Chemical Owner
Departiment Nane



Change Password:

Welcome to ChemTracker

A link to the ChemTracker Login Version 3

page can be found on the Chemical
Inventory page:

Please enter your ...

Username:

Password:

ehs.stanford.edu/chemicalinventory i

(1) Type in the username and bt

password yOU were given tO |Og in. Send me m,.asswm.drd ¢ Entera new password: B

. i Submit a ChemTracker Help I Password Rules:
(2) On the main page click “Change :L‘L':r"s":;ﬂ"’u“nfh“:!‘::‘ni?’sz
My Password” in the upper right. o

Enter your new password and click [ty
“Contlnue” Re-enter to confirm:

(3) There WI” be a pOpUp that Says - Cancel | Continue |
“Your password was successfully
updated” and you will receive an

email with your password. -j,) m_:tgzsswurd was successfully




Malin Screen:

This is the main

G Jfmerion JeremmioJevorimo]Rarmin ) Feone Jcoceuons

——
New! V3 Training Docsl

screen. It will show
you the owners,
departments and
buildings you have
access to (you will
likely only see one
owner, department
and building) as
well as your saved
gueries
(searches).

Here you can also
access V3 training
documents and
change your
password.

[v Load lists at start-up?

Welcome to ChemTracker Version 3

r Inventory Access Shortcuts
By Owner: (713) ﬂl
ftems  Owner Name - |
183 Abid, Ayesha .
538 Adams, Jim
160 Albracht, Benjamin R.
29 Alizadeh, Arash
iz] Allen, Barbara
13 Alvira, Cristina M. hud
By Department: (171)
ltems  Department - A
522 Acuft Cardiac .
163 Aeronactics & Astronautics
51 Ambulatory Surgery Center
2,071 | Anesthesia Group A
40 Anthropology
194 Applied Physics hd
By Building: (264)
ltems  Buildings FIFS
(& (CLOMED )MECHANICAL EMGR LABSISHOPS .
1 (CLOMED JOAK
512 1050 ARASTRADERC ROAD - BUILDING A
454 1050 Arastradero Building B
2 10350 Arastraclero Road Generator
95 1450 PAGE MILL ROAD hal

r Consortium News! r Your Saved Queries
ad Delete | Refresh |
‘Welcome to ChemTracker
Cuery Mame a Comments S
Applied Phsics DPT
Please use the Help button in the upper right to Applisd Physics
check out the training videos and otherinformation Art
on the help page that opens. i you do not see what Art Galleries and Museum D..
you need there, contact the CT Administrator at Barnes Hall (Art)
your institution who will contact us if he orshe Sio DPT
cannot hel u.
Pyo Bio Field House
--The ChemTracker Team Bio Green House
- Bio PGF =
r Check Expired Inventory
B Refresh |
Number of Expired ltems: (2002)
DaysExp |ExpDate Material Loeation Owner -
. ) . MED SCHL LAB SURGE / MAG .
733938 |02/28/0002 [N N-Dimethylformamide RES SPECTR : P259 Yang, Yanmin
) KECK (WM ) SCENCE BLDG )
4970 01/01/1998 | POLY{ETHYLENE) GLYCOL (LABSURGE] : 212 Boxer, Steven G.
) KECK (WM ) SCENCE BLDG )
4970 (01/01/1998 |L-CYSTINE (LABSURGE] : 212 Boxer, Steven G.
} ) NITRLOTRIACETIC ACD, KECK (WM ) SCENCE BLDG )
4970 (01/01/1998 FREE ACD (LABSURGE) : 212 Boxer, Steven G.
} ) KECK (W) SCENCE BLDG )
4970 |01/01/1998 |POTASSUM ACETATE (LABSURGE) : 212 Boxer, Steven G.
KECK {Wl.1) SCENCE BLDG
4970 |01/01/1998 |POTASSUNM BROMDE a nnm(mm:\]- 219 Boxer,StevenG.  [v|

CTw3_revii12



Malin Screen:

The “Main” Button will —
bring you back to this

main page from
whereveryouare. | Main _[lfinventory i Cheminfo I —
H EEN EETE

The “Inventory” button
allows you to select

different inventory : . |
actions. You will use this w Hew! V3 Training Docs
button most often.

The Cheminfo button will
take you to a browser for
the Chemical Safety
Database.

You will not need or
have access to
“Reporting”, “Admin,
“People” or “Locations”.

At the right, you will see
the button for the
Training Documents
next to the “Options”
button.



Malin Screen:

Clicking on
the Inventory
button reveals
the actions
that you can
take.

Lets look at
the two most
Important:

“ByValue”
and “Add Inv”

i [imventory [ sl

ByValue

1 lists | Barcode

LG By Struct

Owner WYL

g 2w

rcuts —

Ahid, Ayesha

—
u
H N~ N ..-

St




Add Screen:

Clicking on (s Yvverior Joneme Jrepering [ smn Y reope Jrocaions =
“AddINV” brings (e
u p th e ad d Use Add/Edit Inventory Item window to add new inventory. | Add inventory item

r Selected Row Functions r Data Operations Templates
S C re e n Select | UnSeIectl Clear | Edit | Copy | Touch | Delete | SelectOnh Save | Clear | Hew | ’V To Inventory Listl ’V Load | Create |
[ ] —_— . ———————

The window on oo
the right is where P
younwiline
adding inventory

detalls.

Chemical Name
P hysical State
Amount

U nit
Inventory By

The items you e i

Expiration Date

add will show up

Surplus

In the WlndOW User Defined 1

User Defined 2

titled “Inventory |8 e
Detalils”.




Add Screen:

¢ Edit Inventory Information

In the edit inventory
window, the blue fields
are required. You can
use the other fields to
add detail to your
inventory.

You can save a
Template with your
Owner (PI),
Department, etc. by
clicking on “Create” in
the Templates box.
Load saved templates
by clicking “Load”.

The “Clear” button will
delete the information
in highlighted fields.

F_q__

Add inventory item

—
Close

r Data Operations Templates
Save | Clear | Hew | [ To Inventory Lis‘tl ’7 Load | Create |
Field Mame Field Value

Container Barco..
Owner
Department
Building

Room

Bay /| Bench
Location

Shelf
Manufacturer
Product Humber
Product Barcode
CAS

Formula
Chemical Name
Physical State
Amount

Unit

Inventory By
Received Date
Expiration Date
Privacy
Surplus

User Defined 1
User Defined 2
User Defined 3




Add Screen:

Double click on the
field name to search
for entries. You will
usually only have one
choice for Owner.

Double click on the
name to select it. The
department should
auto-fill.

Double click on the
field name for building
and room and double
click on your selection
to fill those as well.

If you have a template
saved, you can use
that instead.

H IIEEE EE EE T .

__q__

T Edit Thventory Information

8

Add inventory item

——
Close

Container Barco..

r Data Operations Templates
Save | Clear | Hew | ’V To ImrenturyListl ’V Load | Createl
| JFieid Name

Owner
Department
Building

Filter items on:

Inguyen:

Choose Owner from 1115 items, or manually enter

Mguyen, Minh  [Anthropology]

Mguyen, Minh  [Environmental Health & Safety]

2]

Cancel |
A

User Defined 1
User Defined 2
User Defined 3




Add Screen:

When adding
chemicals, enter the
name and click the
“Search” button.

You can change the
method of searching
by selecting either
“Begins”, “Contains” or
“Exact”.

Double click on the
chemical name to
enter it and other
details to the add

page.

Finish by adding the
amount and the units
to the record.

TTEdiraventory Information

Add inventory item

m Data Operations Tem|
’V Save | Clear | Hew | ’V To IrlventuryListl ’V Lo
Field Mame

Container Barco..

Owner Mguyen, Minh

Department Anthropology

Building 1000 WELCH ROAD

BE Tt {~ Begins (*Z0ntains (" Ex

Iethanol: kl Search | >
N~—————

Enter Chemical Name abowve, click Search

Cancel |
&4

User Defined 1
User Defined 2
User Defined 3

|

¢ Select a value for: Chemical Name B8

Filter items on:

|ethanul

Search

Choose Chemical Hame from 1929 items, or manually enter

i~ Beging (* Cortains({ Exact

Ethanaol [L, 64-17-3]

ol [FO+%) L. ]
Ethanol 190 Proof [, 64-17-3]
Ethanol 200 Proof [, 64-17-3]
Ethanol anhydrous [L, 64-17-3]
Ethanol dehydrogenase [S, 9031-72-3]
Ethanol denatured (70+%) [L.]
Ethanol oxidoreductase [3, 9031-T2-3]
Ethanol sodium [S, 141-32-8]
Ethanol sodium salt [S, 141-32-8]

Ethanol, 1-2-ethoxyethoxy}, acetate [L, B23814-39-7]

|

Eriochrome Black T solution, 0.5% in tiethanolamine [L. ]

Cancel




Add Screen:

When you are
done adding the

Inform a.t|0n ClICk ‘ ‘Elli-l[il'lg ENYIRCOMMEMT AL SAFE
y I q m
on the “Save”
b utton. Humber to t:rea:tf:
I 2 3

Scan or type starting barcode
You will have the |
option to add

multiple records. save | Cancel

When you have -
the correct ‘ ‘thsiual State L
number
selected, click
the “Save”

&

button.



Add Screen:

After clicking save,
you will see the
Inventory items
you just added
appear in the
“Inventory Detalils”
window the “Edit
Inventory
Information”
window.

This is the same
window you see
when you search
for inventory, so
let’s look at
searching now.

T Inventory Details

Use Add/Edit Inventory Item window to add new inventory.

r Selected Row Functions
Select | UnSelectl Clear | Edit | Copy | Touch | Delete | SelectOnly

Status |ID Barcode GDM CAS Chemical PState Amount
| |(new) |15389.. 5236 7732-18-5 Water L 23
| |(new) [15389.. 5236 7732-18-5 Water L 23

Lnit Fl I

GAL
GAL




Any Screen:.

ByValue

From any
screen, click
on the
“Inventory”
button.

Then click on
“ByValue” to
search for
Inventory

records.

1d lists |

antory

Oownelr

&z

Barcode

ByStruct

Add Inv

g 2w

Ahid, Ayesha



Search Screen:

o) e =
I n th e SearCh Query Inventory by Field Value Query Results
SC re e n yo u ad d @ Select query criteria @ Search @ Work with results
1 1 r Criteria Orcler Fields r Search Details Infermation Internet Looku
Informatlo r]. to Load | Save | Clear | ’V Defﬂum ’VSelectedl All | Englishl I\I'Ietril:l ’V Il.eml All | ’V Reportl Sﬂfet_\rl MSDS | ’V Yahoo | G:oglel ChemlDl
Se arC h fo r I n th e Field Name Search For Rl Ct  |Material & CAS Pst Amount  Unit GDM

Invertary 1D

left window under |
1, then click either s
“English” or
“Metric” (both
return the same
results) under 2,
and a summary of
the results will
show up in the
right window

under 3.

Let's take a look
at these in more
detall.




Search Screen:

el - b Query Inventory by Field Value
@ Select query criteria

In the first section, add
the search criteria. As
on the add screen,
double click on the field
name to find entries and
then double click on the
items you want to
select.

You can create saved
gueries for often used
search criteria by
clicking “Save” under
“Criteria”. You will be
asked to name your
guery allowing you may
Is_l:z\ve as many as you
ike.

You can run your saved
queries later by clicking
on “Load”.

o

I w

r Criteria
Lnadl Save | Clear

|

Crder
Default | ’7

Fields
Selectedl

All |

Field Mame
Inventory ID
Container Barcode
Cwner
Department
Building
Control Area
Floor

Room

Bay /Bench
Location

Shelf

Chemical Name
GOMN

Physical State
CAS

Formula
Storage Group
Hazard
Regulation

Linit
Manufacturer

Product Mumber

[ T P = P P

Search For

e




Search Screen:

When you have g ol o
the information g Query Resulis

you need, click Search Ll
on either 2 @ e
|'Sear::h B3

“English” or
“Metric” under 2. English | Metric || |

Both buttons If:tIImT

return the same
results and do
not change your
entries, it simply
selects which

units will be
displayed in the
summary
window.




Search Screen:

Query Resulls

d i Work with results: 2 items in list
The results will be displayed il el o ‘“ - ©

in sum mary form - NOUCe th a.t = . B ’— Details " Information —————————— ’— Internet Lookup

Yahoo | Gunglel Chemll]l

there are two records for ol S
water, and the amount is the S e T Pl Amoumt Unt GDN
total of both containers. 1 [ETHanoL 84175 L 3785 LTER 5578

2 |WATER 7732185 L 1741303 LITER |5236

Iteml All | Repurtl Sﬂfetyl MSDSl

To see the details of the
highlighted record click the
“Item” button under “Details”.
Double clicking on a
chemical will also show the
details for those records.

To see the details of all the
items click the “All” button.

Clicking on the header of any
of the columns will sort the
information by that column.

While the “Report” button
does not currently function,
you can get safety
Information, an MSDS, jump
out to a Yahoo!, Google, or
ChemlD search for the
highlighted chemical by
clicking on any of those
buttons.




Results Screen:

The Inventory Details

window shows the o
. . . Results: 3 items in list Close
individual records.

r Selected Row Functions Single Row Information ————— Current Row Internet Lookup —
Select | UnSeIec‘tl Clear | Edit | Copy Touch | Delete | EditlnPIﬂcel ’V BﬂrCodel Reportl Sﬂfetyl MSDSl ’V ‘fﬂhool Googlel ChemlDl

TT———

b h GDMN  Chemical PEAmou Unit Cwner & Department  Building Floo Room InvBy  Created CreatedBy Modified
YO u Can S O rt_ y_ eaC M 53278 Ethanol L1 GA.. Mauyen, Minh Environment.. ENVIRONMEMTALS.. 01 100 08M 272011 mjkurge  08M272011
COI umn by Cl |Ck| ng on the 5236 \Water L 23 |eAL|Mguyen, Minh  [Environment.. ENVIRONMENTALS.. [01 100 081202011 mjburge  |[0BA2/2011
h e ad e r YO u Can al SO 5236 Mater L 23 GAL Mguyen, Mink Environmert.. ENVIROMMENTALS.. 01 100 08/ 272011 |mjburge 084252011
adjust the width of the

fleIdS by mOUSI ng Over v Sinnle Reoae Infarmatinng =<

the lines in the header. E'Jf

Ev:nlumn Sort order |Sort method JE j :=IqE
(7 atus v » ]
By default all the fields D v P
are shown. You can parcode l'f D1
modify which fields are cas v "
shown by right-clicking in Chermical r

the results window. You PState [

can check the box to hide Aourt -

that f|e|d, and adjust the Formula v =l

order by clicking the e A i 2
arrows on the left to
move fields up or down.

Fixed Column | 1 3:

Click “OK” to save your
choices.



Results Screen:

The buttons at

you to work with [JSEEE e -
yo u r' | nve nto ry ) Select UnSelect Clear | Edit | Copy | Touch | Delete | EditinPlace | |;
C I | C k ! S e I e Ct” tO GD_N Chemical PS Amou Unit  Owner | - Dep.artmer'rt B
Se | eCt al | th e S557R  IFthannl M GA INouven Minh Frivironm ert  Fl

rows, or
“Unselect” to
clear the
selection. On a
PC, you may
also Control-

Click or Shift-
Click to select
multiple records
at once.




Results Screen:

The “Edit” button
will open a S _
WI n d OW | I ke th e - Selected Row Functions A} A\ E:
Select | UnSelectl Clear Edit Copy Touch | Delete | EditinPlace '
add screen _ _ :
GDOM  Chemical PS Amou Unit  Owrnier & Department B
Where you may 5578 Fthanal 111 GA INouven Minh  [Frwironment  |FI
edit the record’s
Information.

The
“EditinPlace”
button allows

you to edit
certain
Information (i.e.,
amount, unit) in
line.




Results Screen:

The “Copy”
button makes
duplicate copies
of the highlighted
records.

“Touch” updates
the “Modified”
date to the
current date.
This helps when

you do a
physical
Inventory and
confirms that an
existing record Is
accurate.

- Selected Row Functions
Select | UnSelectl Clear | Edit

-
Copy | Touch Deilete | EditInle:El |;

GOW  Chemical
5578 Fhanol

PS Amou Unit  Owwner

M GA INouven Min

h

& Department B

Friw

ircinm ert  Fl




Results Screen:

el e e e =l -
The “Delete” button

deletes the m—— = =
highlighted records. :

- Selected Row Functions e~
]
Select | UnSelect | Clear | Edit | Copy Touch ( Delete EditinPlace | |;
‘ \ R N I N G O GDOM  Chemical PS Amou Unit  Owrnier & Department B
S557R  IFthannl M GA INouven Minh Frvironmert  [F

The records are
deleted immediately
when you press the
“Delete” button!
There is no warning
or “Are you sure?”
window. Therefore

be certain you have
the proper records
selected before
clicking on the
delete button.




Results Screen

T Inventory Details

If you WOUld ||ke Results: 3 items in list

urrcrut Row Internet Lookup —

to get your Selected Row Functions ﬁlruglu Row Ir|rormat|or|
. . Select | UnSeIect Clear | Edit | Copy | Touch | Delete | El:li'LInPI-ace Barl:nde Repurt Safety MSDS

I nve nto ry I n to GDN  Chemical PS Amou Unit  Owner a Department  Building

Yahuo Gongle Chemll:l

f‘reatedEJy Moclified
M‘-‘-?Fi Ethanol i GA.. Mguyen, Minh Environment.. ENVIRONMENTAL 5. 01 100

Exce I O r S O I I I e Viater 2 AL Mguyen, Minh Enviranmerit.. ONMEMTAL S.. 01 100

other program
and are using a
PC, you may clic
“Select” or use
Control-A to
select all,
Control-C to COpY pymesm
the selection and
then Control-V to &
paste the
Information into
the other
program.

B3 Microsoft Excel - Book1

5236 Wiater 2 GAL Mguyen, Minh Environment.. ENWIROWMENTAL S.. 01 100



When you are done,

glthﬁr C|I(f(k yoEr - Welcome to ChemTracker
ookmark to the login :

page or click the back Version 3

button on your

browser. Please enter your ...

Username:

After a while of Password:

inactivity, you will be

logged out by the _
system. There is no

warning, but if you try MSDS Access

to update any fields,

there W||| be no Send me my password
results returned.

Submit a ChemTraclker Help Reqguest

Either click your
bookmark to the login
page or click the back
button on your

browser to re-log in.



Thank you!

Questions or Problems?

Send a help request to the HMM Program
from the link on:

ehs.stanford.edu/chemcialinventory




