Logging into Chemwatch

1. Open preferred web browser. (Chemwatch has been optimized for Chrome but will
work with others)

2. Navigate to Chemwatch Website:
http://jr.chemwatch.net/
3. Move the cursor to the account input area. Enter “anu” (in lower case) as the account
and move the cursor to the Account Name area.

4. The page should reload.
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5. Click “Click Here"

6. The page will load again to the ANU login screen. Log into Chemwatch using your
standard ANU login information (U-number and password)

7. If you want to bookmark a page for easy login next time thisis the best one
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Searching the Manifest

Two forms of searching will be shown here. Thefirst isasearch of the manifest for a particular
chemical. The second is to perform a search for a particular container.
Chemical Search

1. After logging into Chemwatch click on the Show Own button in the search panel

2. Move Chemwatch into SiISoT mode by clicking on the SISoT button located at the top
of the home screen.

SELECT W ¥ INGREDIE... »

o a o
m : TH
e T REQUESTS = L3

MANIFEST - @ NEW o PRINT SEND TO SAVE

3. Type the name or CAS number of the desired chemical into the search bar located at
the upper left of the home screen and click Search

4. When the result appears click on the Track Icon located at the left of the chemical
entry

5. The tree structure at the bottom left of the home screen will expand and locations
containing the chemical will be highlighted.

FOLDER SEARCH:

== o JEE

»- [ C5.32 Micro-CT Room - AM
4. H Building 058A Accelerator Building
» 9, External Roof - 58A - Gas Sheds - EME
[d L2 External - Pump Shed - ANFF

4 9. Level 1 - 58A Accelerator Bidg
» 8 101 Target - NP
4. [3J 107 MOCVD - Unit 3 - EME

&= DG 0: No DG Class
A DG 2.2: Non-Flammable Gas

= DG 4.2: Spontaneously Combustable
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Bar code Search
1. Move Chemwatch into SiISoT mode
2. Click on the Search Category located in the upper right of the search panel.

3. Select Barcode from thelist

4. Enter the barcode to be searched into the search panel and click Search

© Barcode © EN o

@ Full Own Surplus m
¢ = ®

| Clear  ShowOwn In-Tray

5. Results of the search should be presented in the main panel of the home screen.

L ocation should be highlighted in the expanded tree structure.
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Adding a Chemical to the Manifest
In order to add a container to the inventory first the SDS must be located and placed in the
appropriate folder. The procedure described here is not the only way to perform this action
but it isthe one least likely to alow errorsto occur

1. Go to the folder tree located at the bottom left of the Chemwatch home page, expand
the tree until the desired folder isvisible

2. Use the search function at the top left of the home page to search for the desired
chemical.
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3. Sort through thelist of available SDS for the chemical.

4. Left click and hold on the entry and drag the SDS into the correct folder in the tree
structure.
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How to add a container to Chemwatch

In order to add a container to the inventory first the SDS must be located in the manifest. If this
is not the case, then it needs to be added. See the instructions “Adding a Chemica to the
Manifest” if you need to do this.

1. Navigateto thefolder for the storage area using the tree structure in the bottom right of
the Chemwatch home page.
2. Move Chemwatch into SSSoT mode using the Icons at the top of the Chemwatch

homepage

SELECT v INGREDIE. ... RECONCILIATION HISTORY

T e s :
HAZARD % S4 =2 REQUESTS
OFF 5 MATERIALS DASHBOARD e =

3. If thereis aready a container of this chemical in this storage areathe it will appear in
the list of chemicals that loads. If there is no previous container for the chemical, then
it won't be visible.

4. Inthe case of achemical that does not have a container click on the Add button at the
bottom right of the page. If the chemical does have a container click the Green Plus
I con in the entry for the chemical. In either case awindow will open.

5. If you have used the Add button then select the material and vendor from the list. If
Y ou have used the Gr een Plus button chose the vendor from thelist. Then click on the
Add button

Select material and vendor X

WEIEHEIRE Henkel Loctite 406 -

Select vendor X

NEONGGIS Orica (Australia, English) -

NENGGIS Henkel (Australia, English) -

oo I ciose o e
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6. The following page will load. Fill in the information for the container being added to
the inventory and assign a barcode number. Click Save.
It is suggested that the following information is added to the container, Part number
where possible, Cat Name (should contain the chemical name written on the bottle
including purity information, molecular weight etc) the State and an Owner. The
Container size and Bar code are required.

7. If thefollowing window appears then click Yes

Maximum volume limit X

Volume of material was exceeded the maximum. Set
current value as the maximum?

8. Check that the container has in fact been added to the inventory.
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Initiate Transfer Between Folders

There are two methods that can be used to transfer chemical containers in the Chemwatch
system both will be described here.

Method 1
1. Moveto Requests mode, and select new.
2. Select folder containing item/s to be transferred from the folder tree

SELECT v INGREDIE... SIsoT ]
2 ¢ @
HAZARD % v
OFF

¥ MATERIALS DASHBOARD MANIFEST

] TRACK PARTNO. v MATERIAL NAME v

TRACK (PARTNO. v MATERIAL NAME v VOL/WT METRIC CURRENT REQUIRED

CURRENT QUANTITY QUANTITY
o 2 = ) o | (TR 1440L
Al ARGON COMPRESSED %o, |4 BOC (adivisionof Linde) ~ 48.0L © 1 AT
o | Argon, compressed %o A BOC (advisionofLinde) ~ 480L © 2 ot

5. Click and drag the container entry to the destination folder.
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Receive Transfer Between Folders

1. Moveto the destination folder using the folder tree
2. Move Chemwatch to Receipts Mode

SELECT v INGREDIE... sisor g RECONCILIATION HISTORY
b4 B = ney
HAZARD % v 4 ==: REQUESTS
OFF MATERIALS DASHBOARD RECEIPTS STOCKTAKE NEW

3. Click “Scan In” for the transfer.

4. Scan the barcodes of the containers being moved

5. Click *Accept”

REQURED COMPATIBUTY  EXPIRY

4 Requost No: T-0845 (Status: Allocater

6. Consider Incompatibilitiesif they occur
Warning!

Incompatibility has been found. Would you like to accept this incompatibility?

ves il no |

7. Check that items have been transferred
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Delete Containers from Chemwatch

1. Move Chemwatch into SiISoT mode using the icons at the top of the Chemwatch

homepage
2. Locate folder containing container to be deleted in the folder tree at the bottom left of

the home page.
3. Locate the chemical entry for the container to be removed. And expand to show the

current container vendors

4. Sedlect pontai ner information icon for the container to be deleted.
Lo 1 argon COIEH Muttiplo P \ FaB0L

H Argon, compressed v A4l BOC (a division of Linde) 480L & 1 \::_7? D

5. Right click on container to be deleted and select Remove from the menu.
Make sure you select the correct entry as Chemwatch will instantly remove the
container from the inventory when remove is selected. There will be no chance for
recovery of the record.
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Label Production and Printing

There are two methods that can be used to produce GHS compliant labelsin Chemwatch. Both
will be described here. Method 1 allows multiple labels to be produced for a single material.

Method allow both labels for a single material to be produced and for labels for mutliple
materials to be produce simultaneously

Method 1
1. Click on Labelsinthe SDS type section of the Chemwatch Home Page.

(M)SDS AND LABELS (-]

[x}
[ gogamsps  f Vendor (M)SDS |

2. Either sear ch for achemical using Chemwatch or find achemical intheinventory using
the Tree Structure.

3. Click on the SDS entry from the search or inventory as though you were opening the
SDS.
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4. Youwill be asked to choose alabel size. Select User defined tab and choose from the
avallable list. These Label designed are compliant and follow ANU guidelines for
|abels.

5. The Labelswill be created and can be saved using the Print or Save buttons at the top
right of the screen

= 4
PRINT SEND TO SAVE
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Label Production and Printing (D-Gen Lab)

Method 2
1. Click on D-Gen Lab Icon on the Left of the Chemwatch Home Page.

Own Surplus

=

Show Own  In-Tray

2. After the D-Gen Lab module loads Sear ch for the chemical you want to create a L abel
for. Alternatively select the material from the inventory using the Folder tree.

® Ful @Own

O =

Clear Show Own

FOLDER SEARCH:

L o

i COLLECTION
4 [ ENTERPRISE
i CATALOGUE
i FOLDERS
8 MANIFEST
8 DELETED
8 STORES

3. Locate the Entry for the chemical required from the list that loads in the section at the
bottom of the screen. Click on the ADD TO LIST button at the right of the entry. If
multiple chemicals are being label repeat the process for each one to create the list of
chemicals

4. Click onthe Gallery Icon at the top of the screen

5. Select the User Defined tab and choose one of the Available templates
6. Click onthePrint Icon at the top of the screen

\ > a =
SEARCH GALLERY EDIT PRI

3
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7. If you wish to print labels for multiple chemicals, select the Multiple Material Print
at the left of the screen

FILLING

e (I
oy

sds Format GHS -

[C] Muttiple material print

alenal “Ethanor

8. Either way select the materials to be labeled from the drop down list on the left of the
screen. Then click on the Fill button.

9. After the Label sheet has been created click either the Save PDF Button or the Print
button at the Bottom L eft of the Screen

Horizontal Space  [EX
Vertical Space (20 |

SAVE

[ save por Jf PRinT ]

10. To Add or change the Chemicals available in the list for labeling click on the Search
Button at the top of the screen

o, > aa
SEARCH GALLERY EDIT
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Labels Production and Printing (Credo)

This section describes the processto prepare labels for chemicals prepared in the laboratory or
mixtures.
1. Move Chemwatch into the Credo module by clicking on the icon ion the left of the
home page

2. Fill out all available information in the Product I nfor mation section

When naming the chemical, use the following convention; RSPE; then Department
abbreviation, then chemical name (e.g. RSPE EME 10% HF solution).
For catalog number use RSPE
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3. Move to the Manufacturers Details pane and type “Research School of Physics and
Engineering, ANU” into the company name slot. RSPE should auto fill in positions of
the table. Add whatever information is available

4. Moveto the Credite Posteri Pane Enter each component into the list and provided the
proportion of the chemical they make up. The proportion can be arange (e.g. 1-20%).

Fill in whatever other information you have available to you
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5. Move to the Review Ingredients pane and alow the information to load then review
the information

6. Move to the Review Classification Pane and allow information to load. Review the
information and add any hazard statements that are missing
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7. Select the Suggest button at the bottom of the section and fill in whatever information
you have in the Danger ous Goods section

DANGEROUS GOODS A

- Ly

Shipping Name

N.O.S. Ing lookup

SUGGEST

8. If options are available pick an appropriate UN/ID number from the suggested list.

9. Click the submit button and the new entry will appear in the list to the right

10. Hover the mouse over the icon on the right of the list entry for the new chemical. And

RSPE Chemical One 01 31/01/2017 RSPE-02 3 None [l
u RSPE - Admin - 10% Sodium Potasium Hydroxide 0.1 25/01/2017 RSPE-01 8 None [} &1

< BALR

() () (v} |
RSPE Chemical One 0.1 31/01/2017  RSPE-02 3 None | b B
(4] RSPE - Admin - 10% Sodium Potasium Hydroxide 0.1 250012017  RSPE-01 8 None — B

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

and Printing.
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Stock Take Process

This section describes the aspects of the Stocktake Module that the regular user would
encounter. The stock take itself will be initiated by the School Administrator of Chemwatch
who will then inform the area that a stock take can be completed.
1. Choose the folder to be audited from the Folder Tree
2. Move Chemwatch into stock take mode by clicking on the Stocktake button located
at the top of the home screen. If a stock take has not been scheduled a message will
appear preventing access to stock take mode. In this case contact your School

Administrator to organise a stock take.

3. A list of containers in the locations will 1oad on the screen. Using a barcode scanner
scan all items for the location.

The scanning of an item which is not anywhere in the inventory will present a message

at the top of the screen
I No items found & !

Items which present this message are not in the inventory and will need to be added
(see “How to add a container to Chemwatch”)

4. When All items have been scanned the Stocktake can be saved by pressing the Save
button at the bottom right of the window
This stock take process does not need to be completed in one session the process can
be done in phases. It can also be restart by clicking the Reset button at the bottom right
of the screen.

5. After stock take has been completed and has been closed (either by timing out or shut
down by the school admin), the inventory can be reconciled
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Stock Take Reconciliation

This section describes the stock take reconciliation process that is used to finalize the chemical
inventory after a stock take has been performed. This process involves moving any containers
within the folder structure that need to be moved and removing missing containers from the
inventory.
1. Choose the folder to be reconciled from the Folder Tree
2. Move Chemwatch into stock take mode by clicking on the Reconciliation button
located at the top of the home screen. If a stock take has not been scheduled a message
will appear preventing access to stock take mode. In this case contact your School
Administrator to organise a stock take.

SELECT w & INGREDL... =  RECONCILIATION HISTORY =
3 = > REQUESTS =] ¥ é
€ . RECEWPTS STOCKTAKE NEW PRINT SEND TO SAVE REPORT

3. Toselect the most recent stock take reconciliation, click on the Reconciliation History
button at the bottom right of the screen

. |
INVALID EARCODES RECONCILIATION HISTORY |]

4. Choose the most recent Stock Take from the list the appears. Old stock takes can aso
be viewed by selecting them from the list.

5. Item which need to be reconciled will be marked by a value other than O in the
Discrepancy column. To apply an action for these items, click of the value in the
Discrepancy column

STOCKTAKE NO.: § (-]
FROM: 01/12/2016 TO: 01/12/2016

LAST EDITED ON: 01/12/2016

STOCKTAXER: WALSH, RICK

CAT NUMBER CAT NAME VENDOR CONTAINER TAGS DISCREPANCY NOT
MATERIAL NAME SIZE RECONCILED

Ammonium Nitrate

» Unspecified o 5 Merck Serono 500.09 1 0
ammonium nitrate
WD-40

-4 4 1

» Unspecified WD-40 Lubricant WD-40 Company 340.0g 0

Citric Acid —_—
Unspecified Sigma-Aldrich (Merck] 100.0 -1 1
2 PO citric acid, monohydrate maNrich (Merck) g
) Unspecified Owno Ak Sigma-Aldrich (Merck) 50009 4 0

citric acid, monohydrate
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6. Choose the action to be applied from the drop-down list in the Action Column. The
action Pending will mark the item as missing in the inventory which will alow it to be
found in future stock takes. The action Mark Lost will mark the container a
permanently lost and remove it from the inventory completely (it cannot be found in
future stock takes)

—_— M. MCO_
BARCODE DATE EXPIRY STOCKTAKE ACTION COMMENTS
ACQUIRED DATE RESULT

| PEtest013 01/12/2016 Walsh,Rick Missing Pending ~ LE_]

Mark Lost

7. When al reconciliation actions are completed click Update Inventory at the bottom
right of the screen to complete the stock take process for that folder.

|

=
INVALID BARCODES J RECONCILIATION HISTORY ‘ UPDATE INVENTORY J]
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