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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 SUnetID, PI’s name, 
department and any other 
information.

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



Change Password:
A link to the ChemTracker Login 
page can be found on the Chemical 
Inventory page:

ehs.stanford.edu/chemicalinventory

(1) Type in the username and 
password you were given to log in. 

(2) On the main page click “Change 
My Password” in the upper right. 
Enter your new password and click 
“Continue”.

(3) There will be a popup that says 
“Your password was successfully 
updated” and you will receive an 
email with your password. 
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Main Screen:
This is the main 
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 
queries 
(searches). 

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



Main Screen:
The “Main” Button will 
bring you back to this 
main page from 
wherever you are. 

The “Inventory” button 
allows you to select 
different inventory 
actions. You will use this 
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.



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

Lets look at 
the two most 
important: 
“ByValue”
and “Add Inv”



Add Screen:
Clicking on 
“AddInv” brings 
up the add 
screen. 

The window on 
the right is where 
you will be 
adding inventory 
details. 

The items you 
add will show up 
in the window 
titled “Inventory 
Details”.



Add Screen:
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. 



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.



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.



Add Screen:
When you are 
done adding the 
information, click 
on the “Save”
button. 

You will have the 
option to add 
multiple records. 
When you have 
the correct 
number 
selected, click 
the “Save”
button.



Add Screen:
After clicking save, 
you will see the 
inventory items 
you just added 
appear in the 
“Inventory Details”
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.



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

Then click on 
“ByValue” to 
search for 
inventory 
records.



Search Screen:
In the search 
screen you add 
information to 
search for in the 
left window under 
1, then click either 
“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 
detail.



Search Screen:
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 
queries for often used 
search criteria by 
clicking “Save” under 
“Criteria”. You will be 
asked to name your 
query allowing  you may 
save as many as you 
like.

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



Search Screen:
When you have 
the information 
you need, click 
on either 
“English” or 
“Metric” under 2. 

Both buttons 
return the same 
results and do 
not change your 
entries, it simply 
selects which 
units will be 
displayed in the 
summary 
window.



Search Screen:
The results will be displayed 
in summary form. Notice that 
there are two records for 
water, and the amount is the 
total of both containers.

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 
ChemID search for the 
highlighted chemical by 
clicking on any of those 
buttons.



Results Screen:
The Inventory Details 
window shows the 
individual records. 

You can sort by each 
column by clicking on the 
header. You can also 
adjust the width of the 
fields by mousing over 
the lines in the header.

By default all the fields 
are shown. You can 
modify which fields are 
shown by right-clicking in 
the results window. You 
can check the box to hide 
that field, and adjust the 
order by clicking the 
arrows on the left to 
move fields up or down.

Click “OK” to save your 
choices.



Results Screen:
The buttons at 
the top left allow 
you to work with 
your inventory. 
Click “Select” to 
select all the 
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 
window like the 
add screen 
where you may 
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.



Results Screen:
The “Delete” button 
deletes the 
highlighted records.

WARNING!

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:
If you would like 
to get your 
inventory into 
Excel or some 
other program 
and are using a 
PC, you may click 
“Select” or use 
Control-A to 
select all, 
Control-C to copy  
the selection and 
then Control-V to 
paste the 
information into 
the other 
program.



Logout:
When you are done, 
either click your 
bookmark to the login 
page or click the back 
button on your 
browser.

After a while of 
inactivity, you will be 
logged out by the 
system. There is no 
warning, but if you try 
to update any fields, 
there will be no 
results returned. 

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


