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To ask a chemical inventory question, have new locations created for your lab, or requests more barcode labels, email:
cheminv@ehrs.upenn.edu
=)=
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WHAT MUST BE TRACKED IN THE INVENTORY?

You must track inventory of any research chemicals that are physical, environmental, or health hazards.
This includes all solvents and other flammables, reactive substances, corrosives, irritants, toxics, etc.

= 2 = The minimum that must be tracked for each container in your inventory
f\/ . . .
- & 0 Chemical identity
-_!;_I%H - - 0 Container size
)

0 Building and Room number

{ &

Examples of the new GHS hazard pictograms and the older CHIP hazard pictograms are shown below.

If a manufacturer has labeled a chemical container with one or more of these symbols, the chemical
must be tracked in your inventory.

o4, ERE
‘@ =28

For information about what these pictograms mean, see the chemical’s SDS, or
https://www.osha.gov/Publications/HazComm QuickCard Pictogram.html

This also includes ALL HAZARDOUS GASES.

Hazardous Gases Include:

Oxygen (> 21%) Hydrogen (> 5%)
Any Concentration of:

Carbon Monoxide Methane Nitric Oxide

Chlorine Fluorine Boron Trichloride

Ammonia Propane Silane

Sulfur Dioxide Dichlorosilane Hydrogen Fluoride
Non-Hazardous Gases (that do NOT need to be tracked) Include:
Argon Nitrogen Carbon Dioxide Any inert gas

EHRS has created material records for the hazardous gases listed above. If you have other flammable,
oxidizing, corrosive, or toxic gases that are not listed above, or if you do not see the Package Record
information you need, please use the Problem Container Form on the EHRS website. DO NOT CREATE
YOUR OWN PACKAGE RECORDS OR MATERIALS FOR GASES.



https://www.osha.gov/Publications/HazComm_QuickCard_Pictogram.html
http://www.ehrs.upenn.edu/programs/labsafety/cheminv/problemcontainer.html

Below are some examples of containers that do not need to be tracked in the inventory system:

e Chemicals in small quantity that are sold as part of a kit
I * e Stock solutions and other mixtures of chemicals that were prepared in your lab and/or
transferred into a new container (such as wash bottles of solvents)
“ o Household products such as Clorox, Windex, baking soda, paints, etc.
e Products with no chemical hazards, such as:

= 0 Growth media
Agar/Agarose

Amino acids

Sodium Chloride
Glass beads, sand, etc

©O O O O O

Glucose, sucrose, starch, etc.

These are just a few examples. If you're not sure whether a material is hazardous, check if the container
has a hazard warning on the label. If you are still unsure, inquire at cheminv@ehrs.upenn.edu.

Remember: You are welcome to track non-hazardous materials in your inventory. Contact EHRS or
use the Problem Container Form on the EHRS website if you cannot find the product in CISPro!



mailto:cheminv@ehrs.upenn.edu
http://www.ehrs.upenn.edu/programs/labsafety/cheminv/problemcontainer.html

I. LOG-IN INSTRUCTIONS

Log into CISPro at https://accounts.accelrys.com/

Product: Accelrys CISPro Live Log in to your Accelrys application

\' Accalys CISPro Live v
Customer Name: upenn s
User Name: /
The P.I.’s Penn Key Name

or generic user name for your lab.
g Gaccelrys'

Password:

The first time you log in you will be asked to
replace your temporary password with a
permanent password. Temporary: passwordl

YOUR USERNAME:

YOUR NEW PASSWORD:

Password must be a minimum of 8 characters and include at least one number

EHRS can change this password for you if you lose it, forget it, or need to change it.

The Home Screen: The Home Screen is where your will search existing inventory and enter new

inventory.

ChemSW - c
Mstarisl Marsgamant Systarn Logged in as: testuser [Upenn Main Campus .]

View Inventory Help
Create New My Inventory User's Manual
Material Search Search By Locatin About
Name Begins: Avadabic MS05 Expired
MNACAS # Beging: iﬂ&nﬁﬂhﬂ? Mizsing
OO0 - LOCH Below Minimum
and Farmula Beging: | (famen)  Manage Inventary Above Maxmum
- . Search by Barcode Eepoms
Imansfer/Tispose Tools
Container Search Contaner Groups Keyboard/Scanner
Barcode: | T(Search ) Beceive Material Hangheid
Move Requests Chemiat
BReconciacions Exeferences
Seprch Structures m%m
clicking the S icon in the tap-left cormer of every page.
Expired Containers Mini dor Matarials Maximum L toriats
Fxpiration: | soday (Refresn )

Full-page worklis
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II. OVERVIEW OF ENTERING YOUR INVENTORY

Search Material by CAS (preferred) or name.
e Import material from CHEMCAT if not found.

Choose package that matches your container.
e Select “ANY” if vendor is not important to you.
e Configure package if none match your container.

Choose size that matches your container.
e Create new size if none match your container.

Assign barcode to your container.

Example of a container for which material and package information are already in the system

Material records are shared by all
Upenn CISPro users and
cannot be edited.

Material Identity

Package Record Package Record

Package records are shared by all UPenn CISPro users
and cannot be edited.

If a matching package record is not found, you can
configure a new package.

YOUR CONTAINER:

benzene 270709 SIGMA-ALDRICH %
f \ HPLC-grade from s
Your

Benzene[71-43-2]

barcoded Sigriai)Ald‘{iCh CHROMASOLV® Plus, for HPLC,
tainer: 1- tt 99

o | e | e e oy

L

128450730
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III. SEARCHING FOR A MATERIAL

A material will be part of Penn’s material list if it was previously entered into the system by another user.

To search the material list:
1. From the HOME SCREEN:
Searching by CAS# is generally recommended.
For non-hazardous materials such as those commonly used in biological work, there may not be a CAS#

associated with the product. See Appendix A: CAS Number Non-Applicable for a list of common materials
that can be found by searching the name.

S
B,

ChemSW Logged in as:

Material Management System

—————————————

Materials View Inventory Help
Material Search Create New My Inventory User's_ Manual
. ) Swarch By Location About
Name Beglns. Avalable MSDS Expired,
- . Missing MSDS, Missing
and CAS # Beglns. 1330-20-7 Scope - Local Below Minimum
- . Marage Inventory Above Maximum
and Formula Begins: Search Search by Barcode Reports

Transfer/Dispose  Tools
" Container Grouns Kevboard/Scanner
Container Seaich Receive Material Handheld
. Move Requests ChemCat
Barcode: Search Reconciliations Preferences
Waste Containers System
Translate this paae
Search Structures Confiqure Locations
Configure Vendors

Click “Search” and continue to the section: “IV. SELECTING A MATERIAL” on page 6

If the search returns “No Results Found” use the
Problem Container Form

Don't stress if you’re having trouble finding a material or package in the system. Simply submit
a “Problem-Container Form” from the chemical inventory section of the EHRS website, and
we’ll import or create the material and package for you.
http://www.ehrs.upenn.edu/programs/labsafety/cheminv/problemcontainer.html



http://www.ehrs.upenn.edu/programs/labsafety/cheminv/problemcontainer.html

IV. SELECTING A MATERIAL

Use the following instructions when your search returns material records that match your container.

Material-search results are listed down the left side of the screen. The number of results will vary
depending on how specific your search was. In this case, there are multiple Xylenes listed. You can
narrow your search criteria by searching by part number, CAS, Catalog number or product number by
clicking on the pull-down list that says “name” as a default. You may also search a combination of two
variables by clicking on “advanced” and adding a row.

1. Select the material record that matches the name and CAS# for the container you are adding.

HINT: You may see multiple materials that seem to match your chemical. It is most important that the CAS# and
name are correct (please notice that synonyms are given in the dropdown menu for name). Some material IDs
include better hazard information than others. Some material IDs have the wrong CAS listed! Some material IDs
may already include the package information for your container.

In general, selecting the most GENERIC material name is best unless the specifics are shown in the list of search
results and are important to you. In the example below the highlighted result is the best choice.

11You will specify the size and product information in the next step, so you do not need to select a material with
the product grade and size in the name!!

Viewing » 2-FLUOROPYRIDINE

Identity

Hazards Structure

2-FLUOROPYRIDINE 99% Material ID #: 6575
355G Stock No: M5578

372-48-5 Synonyms: 2-FLUOROPYRIDINE
2-fluoro-pyridin
Pyridine, 2-fluoro-
more

Last Updated: 05/03/2013

Primary CAS#: 377 48.5 Components (0)
Regulatory Lists:

Refresh
Expiration Interval: months v |(0/blank indicates no default expiration)

Open Expiration Interval: days ¥ [(0/blank indicates no open expiration)

Scope: |ocal

Lock Scope

Eesources:

You will see a box like this at the bottom of the list
if there are multiple pages of results.

NOTE: Although it appears that you can edit some fields on the material page, the changes will not save.
You cannot edit information for a material!

When you have highlighted the correct material on the list, proceed to the section called “V. CREATING
A NEW CONTAINER” on page 7.




V. CREATING A NEW CONTAINER

These are the instructions for creating a barcoded container.
1. Click on the word “Containers” on the green “Containers” tab

2. Click on the link “Create Container”

Containers
A = |+ B hops:)/csprolivel.chemswlive.com/CISPro/ main_conts.asp & | |- Cocgle
e [0 0 Cispro  Piranha Stan..g Procedure  SEAS classrm  Historical Arary System  Penn Libraries  Space  Voice Mail: N..ice Services  Fire code  Airgas Product Catalog  5PU 5B HSDE Search  TOXNLT =
0 T s . S st St et lem oo =

(Ftemarin 7| (Eed B [ «[Saanch [[ciaar
B Materials With Containers
Viewing » XYLENE (XYLOL) LG 500ML

Filter: | My Inve

No Containers.

Hint=
# Click the barcode link to see mere information and options about that container, ?

* Use the Create Containers link to add more centainer inventory ta the viewed material, The supglier links lets youd define additional venders and package
sizes,

Use of this website implies your agreement with the Terms of Use,
CISPro® and ChamSWE ars U.S. Registared Trademarks of ChamSW, Inc

3. You are now viewing the package information.

4. If you see a package that has the correct manufacturer, product grade, and size option, click
“Receive”. Continue to the next page of the instructions: VI. Assigning a Barcode
Select Receipt Package Size
- | |+ .@Mm('h’fl’-prnhw'l. .cam CISPraf _chaose_tRame.asy ABlamade=b

& | (@- Google
&3 (] B Cispro  Pisanha Stan g Procedure  STAS clasarm  Historical A rary System  Penn Uibearies  Space Vaiee Mail: N iee Serviers  Flen code  Airgas Product Catalog SPO CSE HSDE Scarch  TOXNET
| Select Receipt Package Size :

»
+
Package Size for XYLENE (XYLOL) LG 500ML .
Fier Supphier: [ (alll 58 (Refresh )
1 Show previously received packages only

Product No/Grade Hanufacturer Suppliar Slxe
WLCS5136- ALDON - (from VIWR) ALOON - (fram VWR) | 500 ML container DOOYOR0-500MLI 5]

If you do not see a package record with the correct supplier and/or product grade:

Click “Configure Packages” link under the chemical name.
Then See “VII. CREATING A NEW PACKAGE” section on Page 10.

If the manufacturer is correct, but the container size is not shown in the “Size” drop-down menu:

Click on “New Size”
See “VIII. CREATING A NEW SIZE” section on Page 12.
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VI. ASSIGNING A BARCODE

After you’ve selected or created the correct package for your container, use these instructions to assign a
barcode number to it.

If you created a new package and/or a new size, make sure to select the package and size you want!
After returning to this screen, the default is not the record you created!

1. Click “Receive” on the package page to continue to the barcode-assignment screen

2. Click inside the barcode text-box to put your cursor there before you scan!

User Assigned Container Barcodes

A | = ||+ @ hupsfeisprolivel c v com (C1SPro Sreceive_barcodes. aspfnest page wve_material asplstandardid e 181&use_grosseDdpackdetailide201&seqnor & G Google
&= [T] M Cispra  Plranha Stan. g Procedure  SEAS classem  Wistorical A rary System  Penn Libearies  Space  Voice Maik N ice Services  Fire code  Alrgas Product Caralog  SPO €S8 HSDE Search  TOXNET *
User Assigned Contairer Barcodes | - )

Back | Materiais | Home | Help | Logout

2 cIsPro

User Assigned Container Barcodes
Enter the (optional) container barcodes, one per line:

{ Proceed with Receiving |

Use of this website Implies your agreement with the Terms of Use.
CISProg and ChemSW® are U.S. Registered Trademarks of ChemSW, Inc.

3. Scan the barcode label (provided by EHRS) that you have applied to the chemical container. It
will appear in this box. Then click “Proceed with receiving”.

Note: You can enter multiple barcodes (one on each line) for chemical containers having all the same
product information (same material, same vendor, same product grade, same size). This will create
multiple containers at the same time—each with its own unique barcode number.

Receive Material

Tradename XYLENE (XYLOL) LG 500ML
Label Name | Kyl EwE iYL LG S00ML 1)
Supplier ALDGN
Manufacturer ALDON Expiration e —_— ey 7
Pl (o) mm ddivyyy
Menufacturer Lotk
CUNET [ Uier. Tt T8 (Buwrech Last barne ) Infintary Graug | URENNMERCK High Througreut iab 5]
Localiert | Chemistry 1873630 |
Notas
]
|
Certificangf Analysis - ~
e Nty |Choose File) na fle selected
—————
# of container(s Net Amount/container ]
1 sta ML |
e lines,..

Receiving: 500 ML container [X¥0020-500ML] - - .
User-defined barcodes: testlf ((Submin’) { Cancel

Use of this website implies your agreement with the Tarms of Usa.

CISPro® and ChamSW3 are U.5, Registered Trademarks of ChemSw, Inc.

4. Verify the correct location and inventory group is shown or select the correct location from the
drop down menu.
5. Click “submit.”
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6. The material is now part of your inventory.

Receipt Sratug

A | e | g feisprolive com [CISPraf _Labels. aspTrows =1 iptlat=M1E1X-001&packdetailids 20 1Agederitemids G | (Qr Google
&= [T] BN Cispra  Piranka Stan_g Procedure  SEAS elassrm  Historieal A rary System  Penn Librarles  Space  Volee Mail: N lee Services  Fire eode  Alrgas Preduct Cataleg SPO CSR HSDB Search  TOXNET

] Receipt Status

iner [XX0020-S00ML] )

XYLENE (XYLOL) LG S00ML (50 ML €5

completed with Rantainers created.

Receive another Material

Return to Containers

7. lgnore the print label option. We use pre-printed barcode labels. You cannot print a label.
III

8. Continue to add materials to your inventory by selecting “receive another Materia

link at the top to return to the HOME screen (recommended).

10

or use the

HINT:

The Material Search page will look like the screenshot below if you click “receive another material”. The first
time you see this screen, you will have to adjust your search criteria (name, CAS#, begins, exact, etc.) from the
pull down menus. The next time you see this page, it will default to whatever criteria you used in your last
search.

K CISPro

Material Search

Contains perox

Create New Material

Use of this website implies your agreement with the Terms of Use.
CISPro® and ChemSW® are U.S. Registered Trademarks of ChemSW, Inc.
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VII. CREATING A NEW PACKAGE

Use these instructions when the product number, manufacturer, or supplier shown for the material is not
the same as your container, or when there is no package option.

1. After clicking “Configure Packages” you'll see the package configuration screen. DO NOT EDIT
ANYTHING ON THE SCEEN BEFORE YOU CLICK “New Package” (see step 2)
2. Atthe top, click on “Package” and “New Package”

Note: You must go to “New Package” before you can make any changes! Do not try
to edit the fields on the screen until you’ve selected “New Package” from the menu!

&% CISPro lucwvs

Package ID G860 Obsolete
'
Manufactiirar ANV 4 PSS

3. Type the manufacturer’s name in the “Search Vendors” box, then click on the button “Search
Vendors”

4. The vendor, if found, will now be listed in the pull-down menu next to “Manufacturer”

HINT:
Select “ANY” from the pull-down menu if the vendor is not found, or if you do not wish to specify a vendor.

5. Select the manufacturer and enter whatever supplier, product info, and description you desire

for that package.

Note: Packing group and UN# are not required.

Packages for Xylenes:
package ID [new] (] Obsolete

Manufacturer |NONE v Search Vendors:

Supplier [NONE *
Product Number/Grade ‘lesl package - xylenes ‘

Description  test package - xylenes
Packing Group [p/a =
UN# [nig

Use of this website implies your agreement with the Terms of Use.
CISPro® and ChemSw®

are U.S. Registered Trademarks of ChemsWw, Inc.

6. Click “Save”. The screen will refresh and the “Add New Size” box will appear.
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If you receive the error message “Error: UNIT OF MEASURE ID is required”, contact EHRS at
cheminv@ehrs.upenn.edu to report the problem. Include the exact name of the material and/or the
material ID# which can be found at the top of the Identity tab for the material. EHRS can quickly resolve
this problem for you.

Packages for Xylenes: X5500
Package 10 13213 Obsolete
Manufacturer | Fisher Chemical - (rom FISHER) ¥ Search Vendors
Supobes | Fisher Chemical - (from FISHER) *
Product Number/Grade Jiinn
Deseription
Packing Group | nia =
UN# o

Minimgm fnventory Level Mo Level(s) Set

Unit Count

Initial Quantity
Units

ontainer Description
Catalog No

UPC

Proceed to “VII.CREATING A NEW SIZE” on page 12.

T:\General Laboratory Safety\CisPro Inventory\Print-outs for labs\CisProLive User Instructions rev 11_2016.docx
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VIII. CREATING A NEW SIZE

Use these instructions to create a new package size if the size of your container is not shown.

Use the “Add New Size” box to enter the information for your container.

1. Unit Count would be used for unopened packages that contain multiple bottles of the same
product (such as 4 x 4L bottles). Leave this blank or enter 1 for single containers.

2. Initial Quantity is the container size. Check your units! (See error warnings below if the correct
units aren’t shown in the drop down.)

3. Descriptions and Catalog No are optional, but may be helpful when searching this product in the
future. (The Catalog No usually includes size information, and thus should be entered

4. UPCis not required.

5. Click “Save New Size”

ethylbenzene ; P-XYLENE: ~
6860 »

Sewsh Vende:

This area of the screen cannot be
edited. Existing sizes will remain part
of the package record. You many
only add new sizes, not edit or
remove existing ones.

ontainer Description
Catalog Ne
URC

5

6. Click “Receive” to continue creating this container.

UNIT OF MEASURE PROBLEMS:

If you receive the error message “Error: UNIT OF MEASURE ID is required” when configuring a package
or if no units are listed in the drop down “Units”, contact EHRS at cheminv@ehrs.upenn.edu to report
the problem. Include the exact name of the material and/or the material ID# which can be found at the
top of the Identity tab for the material. EHRS can quickly resolve this problem for you.

If the wrong unit of measure types are listed in the pick-list (DISC, EACH, . . . KIT, UNIT, etc), this means
that the material was incorrectly added to CISPro as a “SUPPLY” instead of a “CHEMICAL”. The material
record may not be used for new containers. Make a note of the material in question and contact an
EHRS Chem Inventory administrator via cheminv@ehrs.upenn.edu to correct the issue.

Return to “VI. ASSIGNING A BARCODE” on page 8.


mailto:cheminv@ehrs.upenn.edu
mailto:cheminv@ehrs.upenn.edu
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IX. VIEWING YOUR INVENTORY

These instructions show you how to browse the chemical containers in your inventory
1. Onthe home screen you can navigate the containers for which you are the owner by clicking “My
Inventory”

2. Clicking “By Location” allows you to view all containers for which you have permission to view (Your
lab, shared facilities, EHRS Surplus Chemicals, etc.). You will not see containers for other labs unless
you have been given permission in CISPro to view them.

Materials Jiew Inventor Help
Create New My Inventory User's Manual
Search By Location About
Available MSDS Expired
Missing MSDS VIS
Scope - Local Below Minimum

Manaage Inventory Above Maximum
Search by Barcode Reports
Transfer/Dispose  Tools
Container Groups  Keyboard/Scanner

Receive Material Handheld

Move Reguests ChemCat

Reconciliations Preferences
System

Translate this page
Configure Locations
Configure Vendors

3. Clicking on barcode links takes you to the Container Information page

My Inventory Worklist

Barcode ID Label Name Quantity Description
Gold(I11) chloride hydrate 500.000 MG container

Propene 100.000 GM container

4. Clicking on material links takes you to the material record (all packages and containers of the
material)

Material Name Barcode ID Net Quantity
1,2-Ethanedithiol

3-hydroxy-tyramine hydrochloride

099034

108006

099041
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X. MOVING CONTAINERS (one-by-one)

Use these instructions for changing the location of a container within your lab group’s inventory
Method 1:

1. Onthe Home Screen, click in the Container Search “Barcode:” field.
2. Scan or type the barcode for the container you wish to move.

(or navigate to the Container Information page by any other method of searching or browsing)
3. Click on the button for “Current Location” on the Container Information Page

Back | Materials | Home | Help | Logout

& cISPro

Container Information

Material Dimethyl Ketone
Label Name Dimethyl Ketone v

Description
Barcode ID 098015
Received 10/01/2013
Expiration [ | iy
Status Lab Use Only
[ oumer|_Dmochowski, Ivan (ivandmo)
Reserved v

Current Location | Cret,363

Honie-Lacation [noneleemige...

=N antibr 20 I rantainar

4. Select the new location from the location tree.
5. Click “Move”

Method 2: (you will need to request location barcodes or location codes from EHRS in order to use this
method)

1. On the Home Screen, click on the “Keyboard/Scanner” menu

ChemSW

Material Management System

Logged in as: ki

rch Materials View Inventory Helo
i r Create New My Inventory User's Manual
legins: i Search Bv Location
Available MSDS Expired
3egins: | Missing MSDS Missing
Y | Scope - Local Below Minimum
T Manaae Inventory  Above Maximum
3egins: | Search Search by Barcodg  Reports
Transfer/Disoose  Tpels
Container Groups
i Receive Material Emhela
:arch . Move Reguests ChemCat
ircode: | Search Reconclliations Preferences

Swstem
Translate this page

Confi Locatior
Search Structures (‘:;?:;:’r: \c"e‘:dé?s‘h

WI

¥ +  Refresh

2. Scan or type the Operations Barcode “MOVE” from the Operations Barcodes Page

Scan or type the barcode of the container you wish to move.

4. Scan or type the location barcode for the new location. (You must request location barcodes or
code numbers from EHRS if you wish to use this function)

w
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XI. FINDING A CHEMICAL

These instructions show you how to search for a chemical in your lab, in another lab, and in EHRS Surplus
Chemicals

1. Follow the instructions in section Ill. SEARCHING FOR A MATERIAL to find the material options
2. Select one of the material choices on the left side of the screen
3. Click on the “container” tab to see containers

The containers shown by default are those that are in YOUR inventory, or in any inventory group you
have permission to view (such as “EHRS Surplus Inventory”)

Remember: you must click on each of the material choices on the left side of the screen to see the
containers entered for that material record.

Materials With Containers

Viewing » (Methyl sulfoxide) d6

Search Results:

(Methyl sulfoxide) dé

2206-27-1

Filter: | Site Inventory '
DESCRIPTION P ! : EXPIRES

To find out if a different lab has the chemical you are looking for, filter the list by “Owner” using the
drop down at the top of the container table.

If a PI’s name appears in the dropdown list, it means that lab has containers of the selected material
in their inventory. You will not be able to see the other lab’s container information in CISPro, but you
can contact the labs shown on the list to inquire about the chemical.

In other words: If you select the PlI’'s name, the container table will be blank, because you do not have
permission to view their inventory information! You can only see the lab name.

Viewing » (Methyl sulfoxide) d6

Search Results:

(Methyl sulfoxide) d&

2206-27-1

(Methyl sulfoxide}-d&

2206-27-1

Dimetl

2206-27-1

Dimetl

Dmochowski,Ilvan v |
Dmochowski,lvan
Gai,Feng
Murray,Christopher 50.000 ML container
Smith,Amos
| Tomson, Neil

50.000 ML container

| sulfoxide-d&

50.000 ML container

2206-27-1

Remember: you must click on each of the material choices on the left side of the screen to see the
containers entered for that material record.

T:\General Laboratory Safety\CisPro Inventory\Print-outs for labs\CisProLive User Instructions rev 11_2016.docx
rev. 11/2016 AMP
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XII. TRANSFERRING CONTAINERS TO ANOTHER OWNER

Follow these instructions to transfer ownership of a container to another lab group and to change the
location of the cotnainer to that lab’s default location.

The owner and location of a container can only be changed by the current owner of the container:
1. Onthe Home Screen, click in the Container Search “Barcode:” field.
2. Scan or type the barcode for the container you wish to move.
(or navigate to the Container Information page by any other method of searching or browsing)
3. Click on the “Owner” button.

Back | Materials | Home | Help | Logout

K cIsPro

Container Information
Material Dimethyl Ketone
Label Name |Dimethyl Ketone ~
Description
Barcode ID 098015
Received 10/01/2013
Expiration o | mmsddivvyy
Status-lah Use Only
| owner | Dmochhwski, Ivan (ivandmo)
aaaaaa A B

Current Location Cret, 363

Home Location [none] change...

4. Search the last name of the P.l. whose lab is receiving the chemical.
5. Select the correct P.I. from the “New Owner” drop down list.
6. Click to check the box for “Change to New Owner” and for “Change to New Owner’s Default

Location”

you may see the container’s original location name shown after “Change to New Owner’s Default
Location:”. This is okay. The container will still be transferred to the new owner’s actual default
location.

Change Owner for Container

Current Owner ivandmo
New Owner |Percec, Virgil (percec) v | | “Search Last Name: | [percec
— ¥ Change to New Owner
¢ Change to New Owner's Default Location: Vagelos,4060

Save || Capcel , === ==-

If the container will be stored somewhere other than the New Owner’s Default Location, the New

Owner is responsible for updating the container’s location in CISPro.
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XIII. DISPOSING OF CONTAINERS

Follow these instructions for permanently removing a container from the inventory system. The barcode
cannot be recalled after you mark it as “disposed”. If you wish to re-enter it, it must be given a new
barcode number.

There are two simple ways of disposing of a container.

Method 1:

1.

2.
3.
4.
5.
6.

2 crs ack

If you have the barcode number for the container. Scan it or type it into the Container Search
field on the home screen.

This brings you to the Container Information page.

Select the check-box for “disposed container”

Click “Save”

The container has been removed from your inventory.

If the container is empty, discard as usual. If it contains expired or unusable material, place it in
your satellite waste accumulation area to be removed from your lab as chemical waste.

Container Information

Material Pyroacetic Ether
Label Name Aceteos A
Description
Barcode ID 098480
Received 11/13/2013
Expiration ey
Status Lab Use Only
ouner | Dmochowski, Ivan (ivandma)
Reserved v
Current Location | Cret, 360
Home Location [none] e
*Quantity 20 L container
Spen Container? WO Egen Now
Nisposed Container

.............

Method 2:
On the Home Screen, click on the “Keyboard/Scanner” menu

Chemsw

Materisl Managemsant System

1.
2.
3.

rch
Jegins:

3egins:
degins: Search
arch
wrcode: Search
Search Structures
ntainers  Mininvue Reorder Materials Maximum Level Materials.

Y - Refresn

Scan or type the Operations Barcode “DISPOSE” from the Operations Barcodes Page
Scan or type the barcode of the container you wish to discard.
Click “Submit”

Based on feedback from labs using CISPro Live, EHRS suggests centrally managing container disposal. If your

lab is having difficulty keeping up with container scan-out, we highly recommend this method.

For Details See These Instructions

http://www.ehrs.upenn.edu/media_files/docs/pdf/4_2016central-disposalrecommendation.pdf



http://www.ehrs.upenn.edu/media_files/docs/pdf/4_2016central-disposalrecommendation.pdf

OPERATIONS BARCODES

DISPOSE

MOVE

(Request Location Barcodes or code numbers from EHRS to use the MOVE operation)

Access the Keyboard/Scanner function screen from the Home Screen:

ChemSW

Material Management System

Logged in as: ki

rch Materials View Inventory Helo

: - Create New My Inventory User's Manual
legins: | Search Bv Location Ahout
Available MSDS Expired
3egins: | Missing MSDS Missing
9 Scope - Local Below Minimum
E e Manaae Inventory  Above Maximum
3egins: [ Search Search by Barcodg  Reports
Transfer/Disoose  Tpels
Container Groups
! Recelve Material andfreld
arch . - Move Reguests ChemCat
ircode: | Search Eeconclliations Preferences

Swstem

Translate this page

Confioure Locations
Search Structures Canfigure Vendors

ontainers . m |

y +  Refresh
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Appendix A: CAS Number Non-Applicable

Some materials do not have an assigned CAS number in CISPro, but they can still be found by searching
the name.

The list below contains some of the common materials found in biological and biomedical labs. If you
are searching from the home screen using the “Name Begins” field, this table may be helpful. You can
type the beginning of the material names shown below to find the substance.

0.5 M EDTA, pH8.0

30% Acrylamide/Bisacrylamide
solution (variety of concentrations)

Acrylamide/Bisacrylamide (40%)
29:1

Agar
AGAROSE
Benedict's reagent

Bio-rad protein assay dye reagent
concentrate

Bluing Solution
DPBS (variety of concentrations)
GRAM CRYSTAL VIOLET

Hematoxylin (variety of
formulations)

HEPES Buffer

LB (Broth and Media)
Luciferase Assay Substrate
Luria Broth

phenol:chloroform:isoamyl alcohol
25:24:1

QlAzol Lysis Reagent

RNA Sample Loading Buffer
Scintillation Fluid

SDS Running Buffer

Silver Stain Plus -- Range of Products

TAE buffer (variety of
concentrations)

TBE buffer
TRIS 1 Molar Buffer

Tris-Buffered Saline (variety of
concentrations)

Tris-EDTA Buffer (variety of
concentrations)

Tris-glycine SDS (variety of
concentrations)

Tris-HCI, 1M solution
Yeast Extract

Yeast from Saccharomyces
cerevisiae

Yeast nitrogen base w/o amino acids
and ammonium sulfate
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Appendix B: High-Turnover Containers

THIS METHOD MAY NOT BE USED FOR FLAMMABLE LIQUIDS IN BIOMEDICAL LABORATORY
BUILDINGS. Those buildings are required to track individual containers of all flammable liquids!
Some labs have a high turnover of certain commodity chemicals, especially solvents. If you
keep a stock of these chemicals—and the quantity is consistent—you may wish to have a
representative inventory of those containers. Contact the Chemical Inventory Team

(cheminv@ehrs.upenn.edu) to create container records for these materials.

Example: At any time, you have a maximum of five 4-liter bottles of acetone in your flammable
liguids storage cabinet. You empty these at a rate of 1 bottle every week or two, and you don’t

want to keep entering them into CISPro and then marking them as disposed.

Rather than adding each container to your inventory as you receive it and removing it as you

use it.

e EHRS would create five representative containers in your CISPro inventory.

e The information and high-turnover barcodes would be on a sheet of paper instead of on
the bottles.

e The paper is attached to the flammable liquids storage cabinet where the bottles are

stored.


mailto:cheminv@exchange.upenn.edu
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Example:
Material Package information Size Barcode
Acetone [67-64-1] | Sigma-Adrich Chromsolv for HPLC ) 4 Liter - jiyyyiiyyi
>99.9% ——
Acetone [67-64-1] Sigma-Adrich Chromsolv for HPLC 4 Liter
299.9% MR
Acet 67-64-1 Si -Adrich Ch Iv for HPLC 4 Lit
cetone | ! ima-Adrich Hhromsolvior S I T
>99.9% N
Acet 67-64-1 Si -Adrich Ch Iv for HPLC 4 Lit
cetone | ] igMmanAdrich Shromsolvior Sl O T
>99.9% S
Acetone [67-64-1] Sigma-Adrich Chromsolv for HPLC 4 Liter

>99.9%

e Now you don’t need to add new containers or dispose of empty ones unless your

maximum quantity or package-information changes

Include the following information when contacting the Chemical Inventory Team about High-

Turnover containers:

1. The name of the material

2. The volume/amount of a single container

3. The number of containers of the above stated size
4. Any additional label information you would like included (for example: grade,
vendor, etc)

5. The location where these materials will be housed

Contact EHRS with any changes to your high-turnover inventory.

High-turnover inventories will be checked by Inventory Team members periodically to ensure

accuracy.

Five unique barcode labels
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Appendix C: Requesting FREE Chemicals from EHRS Surplus Chemicals

To dispose of commercial chemicals that are in their original container (labeled and in
good condition) AND are not expired:

o Mark the container as "disposed" in CISPro
o Place the upright container in the secondary containment bin in your lab's
satellite waste accumulation area.

EHRS will remove the container during your waste pick-up. If they determine it is
suitable for redistribution, they will add the container to their inventory location:
"EHRS SURPLUS CHEMICALS".

When you search for a material in CISPro, containers within the EHRS SURPLUS
CHEMICALS location are available for request, free of charge!

Request containers by emailing: cheminv@ehrs.upenn.edu

The following information must be provided in your message:

o Chemical Name

o Barcode Number

o Container size

o Name of person making request

e P.l’s name and email address

o *The name of the CISPro Location where you will be storing the chemical:
Building Name & Room Number

*EHRS will change the container's location and owner in CISPro and deliver the chemical to the specified room. If
the container is stored in a sub-location (such as cabinet>shelf>bin) the lab group is responsible for assigning the
container's sub-location when they receive the chemical.

Requests will generally be processed within 1 week.

Notice: EHRS will contact the Pl of the lab making the request. The Pl must
authorize the transfer of the chemical before we can process your order.


mailto:cheminv@ehrs.upenn.edu
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..
v .
Ml Search Materials New-Container Entry Process

) 4

CISPro

Use the Problem Container
Form on the EHRS website to
request the import or creation

of a new material.

|V Select Material The EHRS Chemical Inventory

Team will contact you when
the material has been added.

Configure Package

Create New Size

Vil Assign Barcode y

T:\General Laboratory Safety\CisPro Inventory\Print-outs for labs\CisProLive User Instructions rev 11_2016.docx
rev. 11/2016 AMP


http://www.ehrs.upenn.edu/programs/labsafety/cheminv/problemcontainer.html
http://www.ehrs.upenn.edu/programs/labsafety/cheminv/problemcontainer.html
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GLOSSARY OF TERMS

Barcode
(barcode label)

C.A.S. Number
(Chemical
Abstract Service
Number)

Container

Inventory Group

Material

Benzene [CAS 71-43-2]

Package

Ll
SIGMA-ALDRICH

For our purposes, a barcode [label] is a pre-printed sticker with a machine-readable code
for a 6-digit number. Each container in the inventory is assigned a unique barcode
number. Barcode numbers can be typed into the system manually if a barcode scanner is
not available. EHRS supplies labs with barcode labels to prevent duplication of numbers.

Each CAS Registry Number (often referred to as a CAS Number):

e Is aunique numeric identifier

e Designates only one substance

e Has no chemical significance

e Isalink to a wealth of information about a specific chemical substance

Refers to a real physical container of a material in the inventory. Each container is given a
unique barcode number.

An example of a container would be the specific 4-L amber-glass bottle of benzene that is
sitting on the shelf in the flammable cabinet with a barcode label on it. Each lab is the
“owner” of the containers in their inventory.

For our purposes, each lab group is a unique Inventory Group. The last name of the P.I. or
facility name is generally used as the name of the Inventory Group. EHRS manages
permissions for an Inventory Group to control who has access to view and modify the
containers in that group.

For our purposes, a material is a unique chemical substance. The material list in CISPro is
a global list shared by all users. The Material identity itself includes no information about
the vendor, size, or packaging of the product. (See: Package)

An example of a material is the chemical substance Benzene [CAS 71-43-2].

Vendor and packaging information (including product number and grade) for a material is
specified by the package record. A material may include one or more package records.
Each package record may have one or more different sizes, unit counts, and catalog
numbers associated with it.

Examples of package information for the material benzene would be:
e SIGMA-ALDRICH, 12 x 100 mL bottle, anhydrous, 99.8% in Sure/Seal bottles,
Catalog no: 401765-100ML

e SIGMA-ALDRICH, 6 x 1 L in glass bottle, CHROMASOLV® Plus, for HPLC, 299.9%
Catalog no: 270709-100ML

Note:
¢ If the package information corresponding to your container is not listed for the
material, you can configure a new package.
¢ If the package information is correct, but the size of your container is not listed,
you can add a new size.
» Package and size information in CISPro is shared by all users. Adding a new
package or size makes it available to all users.
If you are not concerned with tracking vendor/supplier information for your
containers, package records with “ANY” listed as vendor may be used.
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