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1 Introduction

Welcome to the SciQuest Enterprise Reagent Manager (ERM). This is a cradle to grave purchasing and
inventory system for materials including hazardous chemicals and risk biological materials. The SciQuest
ERM system tracks and manages the full life cycle of material from point of purchase, transport, storage,
use and disposal of hazardous and restricted materials.

SciQuest ERM also allows you to share materials that are surplus to requirements.

1.1 The purpose of this document

There are three types of system roles in SciQuest ERM
e Researcher
e Designated Laboratory Person (DLP)
e Hazard Approver

This manual is for the DLP. For further information we suggest you contact your Subject Matter Expert
(SME) to seek further clarification. You can find who your SME is by accessing SciQuest ERM website:
https://www.staff.auckland.ac.nz/en/human-resources/health-safety-and-wellbeing/health-and-safety-

risk-management/chemical-safety/sciquest.html

If you have been assigned a DLP role the permissions you have in SciQuest ERM allows you to:

» Search for materials

Create and save a requisition in the form of a shopping cart

Review Shopping Carts prior to submission to the Shared Transaction Centre (STC)
Receive orders purchased through SciQuest ERM

Create materials and containers

Transfer containers

Dispose of containers

YV V V V V V V

Handle chemicals that need to be sent to the dangerous goods store for disposal

Other roles in SciQuest ERM are the Researcher who sends to you (the DLP) their Shopping Cart for
approval and the Hazard Approver who approves any Shopping Cart with hazardous or restricted
materials.
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1.2 Training

Training is divided into topics and you should view the topics in the order they are numbered.

Overview of Tabs and their uses
Setting up your Preferences

Searching for Materials

Creating and reviewing a Shopping Cart
Receiving and receipting processes
Working with Materials

Working with Containers

Disposing processes

W ®©® N o v B~ W N R

Handling of chemicals that need to be sent to the dangerous goods stored for disposal
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1.3 Overview of Tabs and their uses

Clicking on the top-level tabs in the browser window gives you access to functions of the system. Tabs
are hidden or displayed depending on your user permissions.

The following Tabs focus on the permissions of a DLP.

File Reports Layout Help

| Structure Search | Favorites Search Shopping Cart Requisition Search Orders Receiving Matetials

| 5 / for 0 pr
v Search ] Clear Fitter —~) Print

Structure Search Tab | You can search for structures by various identifiers. The search provides
results in the form of individual structure renderings that can be
manipulated according to your needs.

Favourites Tab You can create and maintain a list of favourite materials from Hosted
Catalogues and Stockrooms.

Materials from this list of favourites can be added directly to the
Shopping Cart tab from the Favourites tab.

Search Tab You can search in a number of ways for chemical or non-chemical
materials or containers via Hosted Catalogues, Inventory, Storage Area,
Stock Rooms, e-Molecules sources.

Shopping Cart Tab Displays the requested materials from your Search.

You can save requisitions and container requests.

Requisition Search You can search for previously submitted or saved requisitions based on
search criteria. Also allows you to select a complete requisition for reuse.
This function is not available to the Researcher.

Orders Tab You can search for and view historical Shopping Carts and also select to
be ordered again using the same information.

Receiving Tab Allows you to receive containers, assign and/or print Barcodes.

Materials Tab You can search for and view ERM materials by various criteria.

All researchers and DLPs have the ability to create containers and create
materials
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1.4 Setting up your Preferences

Click File and Choose Preferences. Then you must Set Up or check the following:

1.4.1 User Tab

o) Preferences &

=

User [Cnntdner ] Structure Search l

Mame |T-:|mHn. Gary | Phone # | |

UserID  |etom00 | Detaut Cost center |9132-R0-3700735 [~]

Receive Standard Email?

Preferred Delivery Locations @

Location bsfaulﬂ
B16=B=502=L04 - Grafton Campus Q|-
Standard_D01_poz06=B16=B=502=LI04 - Grafton Campus @)
201 =2=502=L104 )
RayzStockRoom=2=502=0U04, (]
344-BioStockRoom=3=503=U04 [
Chemical Stockroome1 =Building A=U0OA O
Coldroom 502=1»Building A=L0A (&)

1. Check that the “Receive Standard Email” has been checked.

2. Check that your Preferred Delivery Location is correct. If your location is not on the list, Click the
Edit button and find your location in the left hand panel, Click >> and then Click the OK button. You
can now select the location from the Preferred Delivery Location list.

3. Check your Default Cost centre is correct, if applicable. If you are the owner of grants you may also
check that you have access to all the cost centres you require by looking through the drop-down list
of Cost Centres. If any are missing, please email sciquest@auckland.ac.nz .

1.4.2 Container Tab

|

=er |CDI'I’EaiI'IEF |[ Structure Search ]

Wigigh Scale

[¥] *Uze pre-printed bar codes

1. |If pre-printed Barcode labels are being used then Select the “Use pre-printed bar codes” box.

2. Uncheck the box if Barcode labels are to be generated by SciQuest ERM.
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1.4.3 Structure Search Tab

Select the drawing tool to be used.

|l=er l Container ] Structure Search

~Structure Drawving Tool Preferences

@ Embedded Structure Dravwing Tu:n:ul|

() External Structure Drawying Tool
@ by Dravver

fly Dravwver Location

| -]
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2

Searching

A key benefit of SciQuest ERM is that it allows you to search for materials in sources Internal and

Externa

| to the University.

Internal sources are laboratories, Storage Areas and Stock Room on your site or that you are
assigned to.

External sources are Hosted Catalogues of our major suppliers and e-Molecules which is a
gateway to smaller chemical companies catalogues.

1. Searches are carried out under the “Search” tab.

File Reports Layvout Help
Structure Search 1 Favuritesl Search lShopp\ng Cart | Requistion Search | Orders 1 Receiving | Materials ‘
; f cear W ]
ﬁ Search & Clear Fitter E’J Print
2 |fSources &l Mone Pref. hlame | BarCude‘ | Ho Criteria Structure
T
i [ fivsertary @ O O fyces# W[ 5o cone it I[ |
© (fstorage area ® O O [[fcstaloge | | Locaton. || |
N | E—, @ O O Custorer con.. (] |
£ Mol Wit Range
8 [JHosted Catalogs = @ O O g =
Keywards
E ehfolecules @ O 7 3
= | prefered saurces 2 IE]Invenmrylﬂunsmncatamgs
H
= 1 Structure ID
=
3
£
2
=
2
(L2 [ e J =B [ = Jlu|&aje]|. ]
Invertory | Storage Area | Stock Rooms | Hosted Catalogs | eMalecules |
\ \ Bar Code | Label | Suppliet \ Brani | Catalog # \ Comman Mathe | Owvner
File Reports Layout Help
Structure Search | Favortes | Search | ShoppingCent | Reouistion Search | Orders | Recelving | Materials

i

|D Advanced Inventory |D Container Flex Fields

Sources &1 None Pref. || Name ] | fpustinciude Ho Criteria Structure
Invertary ®@ O O | case Exact Phrase 5
Storege drea @ O O || cotalon# Include Any Terms
stock Rooms @ O O [Customer Com... [=]] Excluds Terms
Hostsd Catalogs @ Q|| Mo VWat Renge I Y [ Search for Similar tems

Q

eholecules @

TRl )
Search A Clear Fitter. f] Print

Keywords 4
| Preferred Sources = |nven|nry| 571 Hosted cmamgsl

6]

oy | Do Structure ID
L2 J B8 J &8 J =
Invertory | Storage frea | Stock Rooms | Hosted Catalogs | eMolecules |
| Barcoge | Label [ Supplier | Brand | catalbgx | Common Kame [ owner |

YV V V V

The Sources pane is where the source(s) can be selected (1)
The main search criteria pane is where you can input main criteria (2)
The Inventory icon is where you can carry out an advanced search with barcode and location (3)

The Hosted Catalogue tab is where you can carry out an advanced search in Hosted catalogues
by including and/or excluding certain phrases/terms/keywords (4)
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> The structure quick search pane is where you can search by structure (5)

> The result pane is where the results of your search will appear. It is divided into 5 sub-tabs (6)
Sub-tabs: Inventory, Storage Area, Stock Rooms, Hosted Catalogues, e-Molecules corresponding
to the internal and external sources.

2. Select a Source for the search i.e. Internal Sources - Inventory, Storage Areas, Stock Rooms, and
External Sources - Hosted Catalogues and e-Molecules.

Sources Al Mane Pref.
Inventory @ @ @
Storage Area @ O O
Stock Rooms ® O O
Hosted Catalogs @ (O (O
eMolecules @ O

¢ Inventory searches
Searches all materials stored in the laboratories on your site or those that you are assigned to.

e Storage Area searches

Specific areas used for storage of chemicals, where no wet lab activity is carried out are
searched.

e Stock Rooms searches
On-site stores that sell commonly used consumables and/or chemicals are searched.
Note: Use the All or Preferred radio buttons for searching Inventory, Storage Areas and Stock
Roomes.

o Hosted Catalogue searches
Products from our major suppliers are searched. You have the ability to compare prices between
suppliers.
Note: Use the All radio button for searching Hosted Catalogues. Refer to Ordering processes in
this manual to help you place orders from Non-Hosted catalogues for materials not found.

e e-Molecule searches
A gateway company for smaller chemical suppliers is searched.
Note: Use the All radio buttons for e-Molecule searches.

3. Enter the CAS number if available. Alternatively you may search by name using wildcards (*), or by

other criteria such as molecular weight range or MDL number. Press the search button. S S
A

Matne |*S-:udium*hi-:arhu:unate*

CAS # |

|

| ! ¥ . n
Catalog # | | ﬁ Seﬁh g Clear Fitter ~ Print

|

|

|

|Customer Com.... [=]]| = i
Mol Wigt Range | | == |

Heywords |
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2.1 Basic Searches

When performing a search by name, consider the criteria you are using. Entering specific criteria or
combining criteria from different fields will return fewer results than using broader terms.

Mame |
CAS & |
Catalog # |
|
|
|

[custamer Com... [=]|
hlol Wit Range

Keywords

Search field Description
name

Name Chemical name, description or alias. Text can be entered or pasted from another
application.

Searching Hosted Catalogues:

No wildcards are used for searching Hosted Catalogues. Search by product name,
such as potassium chloride or gloves. This searches for the words in the order
listed, so latex gloves gives different results to gloves latex.

Searching Inventory and Storage Areas (your inventories):

Wildcards (*) can be used. Searching by name must exactly match the name in
SciQuest ERM, therefore may not always give you a result without wildcards;
consider the text you are using as naming conventions may differ. Try different
aliases or use wildcards (*) to search for partial text strings:

E.g. to search for Potassium chloride:
Potas* will return all materials that begin with “Potas”.
*chloride will return all materials that end with “chloride”.

*Potas*chlor* will return all materials that contain the text “Potas” followed by
“chlor” with anything in-between, and anything at the start or end.

CAS # A CAS number search is best for finding chemicals. Searching by the CAS #
generates a search of all materials in Inventory, Storage Areas, Hosted Catalogues
and e-Molecules. Numbers can be entered or pasted from another application. If
pasting from another application be careful there is no space at the end.

Catalogue # Search using the Vendor’s catalogue or manufacturer part number. The number
can be entered or pasted from another application.

Customer Search using either a customer compound number, MDL number or a SciQuest

identifier chemical number. Select the type prior to entering number.

Customer Com, (<] |

Customer Compoun |
MOL Mumber |
=iz Chem Mumber
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Mol Wgt Range

Search using a Molecular weight range. If a low value is entered, the search is a
greater-than-or-equal-to search. If a high value is entered, the search is a less-
than-or-equal-to search

Keywords

Searching by grade, size or the type of chemical you are looking for is helpful in
limiting the result set

2.2 Advanced searches
When performing advanced searches, additional criteria can be entered to specify and narrow down

your search.

2.2.1 Inventory Tab
You can search by Barcode or Barcode List using the Inventory function button. Click the Inventory
function button to bring up these fields.

File Reports Layout Help

Structure Search ‘ Favorites | Search l

Shopping Cart | Requisition Search 1 Oroers ] Receiving ‘ Materials |

Sources Al Mone Pref

|D Acvanced Inventory |D Container Flex Fields |

s?! Search \,'ﬁ Clear Fitter E_‘, Print

Mame Bar Code | ‘ Ho Criteria Structure

Irreertory ® O O CAS ¢ ‘ | Bar Code List... H ‘
Storage ares @ O (O | Catalog # ‘ | Location. || |
s ® O O | Cameen 3 |
losted Catelons. @ (D (g || Molvt Rengs -
I Keywords L 1
‘ Preferred Sources... | I lﬂ}lnvemury IIE} Hosted Catalogs
| o, | Done| Structure D

| I L= J = jlajl® @] /]
Invertory | Storage drea | StockRooms | Hosted Catalogs | eMolecules |
[0 Bar Code | Label [ Supplier | Brand | Catalom® | Common Name | Owner |

Search Field name

Description

Bar Code

By searching for a container using the Barcode your search is limited to the
internal Inventory source. Text can be entered or pasted from another
application.

Bar Code List

You can search for a container using Barcodes from an imported or pasted list
e.g. from Excel

Location

Searching by using a location room narrows your search. You use the
Inventory function button. Click the Inventory function button to bring up the
dialogue window.

Bar Code | |

| Bar Cocle List... H |

| Location.. | Location Selection

Default Room

Clear Location

’—l:ﬂ. Inventory El} Hosted Catalogs

SciQuest ERM 8.1.1 DLP Manual Sept 2016 12




Click Location and select one of the options e.g. Location Selection, Default
Room or Clear Location

To select Location to search expand the location buttons until you get to
appropriate the storage area you wish to search. In the example we are
searching -80 freezer 80-05. Select/highlight the freezer name and click OK.
You can drill down to the shelf, box or grid #. Your selected sublocation will
then appear to the right of the Location button.

4| Select a Location - | = |

&-1_J Sector 500 Grafton =

o~ B30

o () a0-04 (Farm A)

5 ) 8005 (Farm &)

5 () Shelf 1_Rack AD
o~ ) Shelf 1_Rack AE
9~ ) Shelf 1_Rack AF
o () Shelf 2_Rack M
9~ () Shelf 2_Rack O
o~ () Shelf 2_Rack P
o () Shelf 2_Rack @
o () Shelf 3_Rack R
o () Shelf 3_Rack 5
o () Shelf 3_Rack T
o ) Shelf 4 -

Sectar 500 Grafton=501=B=630=60-05 (Farm &)

| Ok || Cancel |

Select Inventory and/or Storage area for your source.
Click the search button and your results should appear in the result pane.

Click on the sublocation title to rearrange the items in descending order.
Il I

| Sublocation : | E:xpiration D
=E=B30 80-05 (Farm Ar=Shelf 1_Rack AD=Box-17=Grid A01

=B=630 80-05 (Farm A)=Shelf 1_Rack AD=Box-17=Crid A02
=B=B30 80-05 (Farm &)=Shelf 1_Rack Al=Box-17=Grid 404
=B=B30 80-05 (Farm A=Shelf 1_Rack AD=Box-17=Grid A05
=B=B30 80-05 (Farm &)=Shelf 1_Rack Al=Boxz-17=Grid A06
=B=B30 80-05 (Farm Ax=Shelf 1_Rack AD=Box-17=Grid AD7
=B=630 80-05 (Farm A)=Shelf 1_Rack AD=Box-17=Crid A08
=B=B30 80-05 (Farm &)=Shelf 1_Rack AD=Box-17=Grid BO1
=E=B30 80-05 (Farm Ar=Shelf 1_Rack AD=Box-17=CGrid BO2
=B=B30 80-05 (Farm A)=Shelf 1_Rack Al=Box-17=Grid BO4

2.2.2 Advanced Inventory Tab - Searching by Owner

You can find all items owned by a Pl by using the Advanced Inventory tab. Click the Advanced Inventory
tab which will bring up the owner search option as well as other fields to search by.
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File Reports Layout Help

Structure Search | Favarites | Search | Shopping Cert | Recuisttion Search | Orders | Reeeiving | Materials |

ﬁ Search -:/'7 Clear Fiter E_', Print

= Status 2 AILABLE B o | EarCDdE‘ ‘ Ho Criteria Structure
% vner JED | cose [ [ orcodelist.. || J
2 | Organizstion | 1 [ | catsiog# | ‘ = H ‘
E | Date Type [7] | [customer Gom ] |
g Dete [T () | it Range .
by o =] L —
= [ Inventory = 77 Hosted Catalogs
E
B [, [oone] Structure ID
<
0
\ | L = J = Jl@8 | = | @] 7~ ]
‘oms | Hosted Catalogs | etolecules |

Label | Supplier | Brand \ Catalog # \ Common Mame \ Qwvner |
Search Field name | Description
Status Status is not a standalone search and must be combined with at least one

other search option. Status examples include: all, available, in transit, not
disposed, disposed, and disposed empty.

Owner Choose the container owner from the list of users by selecting the Owner
menu button.

Organization [...]| Choose the Organisation that owns a container from the list by selecting the
Organization menu button.

Date type Search for containers based on a particular event; Created, disposed,
expiration, room acquired (location) or site acquired (Faculty).

Date range Based on the date type, you can search within a date range e.g. containers
which have expired between 01.08.2015 and 31.08.2015

Allocation [..| | Search for containers based on projects from the list by selecting the

Allocation menu button and opening Find an Allocation dialogue box

2.2.3 Biological searches
When searching for biologicals you can narrow your search using the Container Flex Field function.

File Reports Layout Help

Structure Search | Favortes | Search | Shopping Cant | Requistion Search | Orcers | Receiving | Materials |

ﬁ% Search \{'7 Clear Fiter E_', Print

Cortainer Flex Fields teri
Ho Criteria Structure
) S
2 [ w1 Festrictea )] \ Bar Cade | |
= Mleacce CAS R \ | Barcoselist. | |
= Certral Regist
= CE e mEE' © SRl ‘ | Locstion.. || |
I |f[Comme [customer com... = ]
g Document Repo.... Mol Wit R
& | |Ponor Species ... BEIGERES =
[ Feorsmen e —
Host Crganism
g | |0 Approval & 57 inventory 51 Hosted Catalogs
£ | ||mpart Permite
5
£ | |[nsert DNA [ [oore] Structure ID
T | |[Transfer Permt #
S | ||userrcrestor
£ | ||vector
<
(E 1 8 [ & [ = Jldj=e @]~ ~]
‘ooms | Hosted Catalogs | sholsculss |
Lakel \ Supplier \ Brand | Cataloy # | Comman Matme \ OwnEr |

Click the Container Flex Fields function and search using any of the following fields:

SciQuest ERM 8.1.1 DLP Manual Sept 2016 14



Search Field name

Description

MPI_Restricted

MPI restriction status marked either true or false

BACCH#

Biosecurity Authority/Clearance Certificate (BACC) number

Document Repository ID#

Document repository identification number

Donor Species DNA

Genetically modified organism (GMO), the insert donor species

Host Organism- Species

Species of the host organism

Host Organism- Subspecies

Subspecies of the host organism

HSNO Approval #

HSNO approval number

Import Permit #

MPI Import permit number

Insert DNA

GMO, description of insert

Transfer Permit #

MPI transfer permit

Vector

GMO, description of vector

2.2.4 Hosted Catalogue searches

When using the Hosted Catalogue icon you can narrow your search within the Hosted Catalogues.
Clicking the Hosted Catalogue icon brings up the following fields.

Structure Search | Faveriies | Ssarch | Shogping Cart | Reuistion Search | Orders | Receiving | Materials |
ﬁ Search \:‘) Clear ' Fiter S Print
2 | |sources Al None Pret. || Name Must include [ ‘ Ho Criteria Structure
© Invertory @ O O CAsS# Exact Phrase ‘
% [
= || szepmma @ O O | catalon# Inclue Any Terms |
T
£ | |Stock Rooms ® 0O O | [kustomer com.. | | | Exclue Terms | ‘
E Hosted Catalogs. @ Q) (|| MoVt Renee [ = 1) O serch for Simiar tems
o ———

L] [emoiecuies @ O Sttt
= ‘ Preferred Sources... =] \nven(uryl [8°1 Hosted Catalogs. I
£
: &, | pone) Structurs ID
=
8

. . e
Search Field name Description

Must include

Only materials which include all words entered in this field are
returned in search results.

Exact Phrase

Only materials which include all words entered in this field, in the
exact order and including spaces and punctuation are returned in
search results.

Include Any Terms

Only materials that include any or all of the words, in any order, are
returned in search results.

Search by any text or value. If entering multiple values, separate each
with a space.

Exclude Terms

Combine this search with one of the others e.g. Must include and all
words entered in this field are excluded.

2.2.5

Drawing structure searches in the Search Tab

Searching by drawing a structure narrows your search. Use the SciQuest ERM Structure Drawing
Programme or structures imported from external programmes such as Chemdraw.
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Drawing Structures using the SciQuest ERM Drawing Programme

To draw a structure, Click on the | " icon. This will open the structure drawing program
specified in your Preferences > Structure Search

Once the drawing programme is open, draw the structure to be searched.

[ JChemPaint Drawer —— ==
I.flﬂ lq‘ \!!HW Arom llﬂl“i Tools INTDMGI I“
[ ][ waen |
L) (2 [ o il IR _ o iy _E“ = 7N [

=~ o
- =
T | [o)
Ve [ TS Q
nn _a g]

i rea

Once your structure is complete, click the Close button S 10 return to the search tab

[TRpr e p———
LS S | fovysten | boren | oy ot | Mompsntor Svwcs | vt | Mooy ], Sobvwryiewere | e | ufoin | Contoren fejmigiontn |

of e 7 v e

RIS
The DM Wew Weom Beed  Teshs  Tevpleios hed
| o=
| [ SRR AR EEAG
rr——— = 4
L- a
= Q
] ®
o e
S R Q
[ e
| l [ o——
S T T

The structure search will be activated automatically and the results for your selected sources
will show in the Structure ID panel

Must include Criteria tem 4 of 4

Exact Phrase

Include Any Terms

Exclude Terms

[ Search for Similar tems

[T nventory 877 Hosted Catalogs

ok 1Done| Structure 0
[0 MFcDzzessnss
[J mMFcDO7E9s7S?
[ MFcDO000S523

[ setose12
E E E5

!

ENE

Click on each Structure ID returned and find the one that matches your structure
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Criteria tem 4 of 4

Must include |
Exact Phrase |

Include &ny Terms

Exclude Terms

[[] Search for Similar ftems

= Inventory 51 Hosted Catalogs

:\, |Done| Structure ID
o || [0 MFcD22685033
© | O mrcporssers?
@ || O wrFcoooongszs
© W O perosiz
— = =
= L= J = |

ﬁ Search

Press the Search icon when the structure is found to start your search in the

selected Source.

Structure Search | Favorites | Search | Shopping Cart | Resuisiion Search | Orders | Receiving | Msterials |

Drawing Structures using other Drawing Programmes
Structures can also be drawn using external programmes such as Chemdraw and imported to
SciQuest ERM using two methods.

éa% searen el clear Fiter {55
g | sowoes Al Mone prei | Natte I || et | iR ]
el
N I T e— |
&
£ |ewermaes ® O O Catalog # Include Any Terms |
T
£ | stock Roams @ 0O O | [Ffustomecon [ | | Exclude Terms ‘
5 lessiemmme © @ @ |GGG [ J=-[ 1| Oissarshtorsmiartems
g eMalecules @ O 4
= | Preferred Sources [ Inventory 571 Hosted Catalogs.
5
= 2, [oone] Structure ID
3 B | [ wrcpzzessoss
g © W O wrcooresars?
g
= © B O wrcoooonsszs
1 © B O swossz
B Le | &8 | B | &
‘ Invenitary (2) | Storage Area (0) | Stock Rooms (01 | Hosted Catalogs () [ eMolecules (4) |
[ MDL # [ cas# | Product | Supplier [ EBrand | Catalon#  |Manufacture | Pri
‘-Jﬂi 37-85-4 Hezamethylenzens £K Scientific, Inc. 1420
X % 87-85-4 Hexamethylbenzene 95+% 25g Thermo Fisher (Mew Zealand) ACR120570250 48045
£ % MFCDO0D0S523 B7-65-4 Hexamethylhenzene, 99% Sigm- Aldrich (hew Zealancd) SIGMA-ALDRICH 322377415 322377 37.00
A % MFCOO000B525 B87-85-4 Hexamethylbenzene, 99% Sigma-A/drich (New Zealand) SIGMA-ALDRICH F22377-5G 322377 4050
Qi MFCDO0003523 37-55-4 Hezamethylbenzene, purified by sublimation, =29% Sigma-aldrich (Mew Zealandd) SIGMA-ALDRICH  429082-1G 429082 76.90
X % MFCOO000B525 B87-85-4 Hexamethylbenzene, purified by sublimation, =99% Sigma-Aldrich (New Fealand) SAGMA-ALDRICH 420082-5G 429082 32250

You can either copy from Chemdraw and paste into the structure area or Import from a saved

file.

To import a file, Click Import |—J Navigate to the location of the .mol file you want to import

Select the file and Click Open or copy a structure from an external application and Click Paste

| ®

Note: If using this method files must be saved as either an MDL SD File (.sdf) or an MDL Molfile

(.mol).
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2.2.6 Refining your searches using the result pane
Search results will be displayed on a set of 5 sub-tabs corresponding to the internal and external
sources. The number of materials available in each source appears in the sub-tabs e.g. Inventory (1).

o Refining your results
You can further refine results by sorting or filtering columns.

File Reports Layout Help

Structure Search | Faverites | Ssarch | Shopping Cart | Renuistion Search | Orders | Receiving | Meterials

éwi Search \f Clear Fiter {5

Sources Al Mome Pret. || Mame lacetone Must incluce Ho Criteria Structure

cas# Excact Phrase

Invertary

Catalog # Inclucle Any Terms

[customer com... =] Exclude Terms

Hosted Catalogs wawgtRange [ ]« [ || [Jscorch for Simiartems
Keywords

eMolecules @ 2

‘ Preferred Sources... = Inventory (577 Hosted Catalogs

\_,‘v ‘Dunel Structure I

Storage Area

Stock Rooms

@
@
@
@

00O

COO0O0O0

|D Advanced Invertory ‘I'_"l Container Flex Fields

(2 [ B8 | =2 J = J[8]& @ |~ |
——————
Invertory (72) | Storage Ares (1) | Stack Rooms (0) H"Hu'é{eu'éai'aiags'f:@s{}Wml

— L0 T o) T Trochi [ Supplier [ Brand [ catalog#  |Manutacture 1 1
< | 12004131 Ca-hiethylphenythio)acetone A Sciertific, Inc. 0E274D
% P 42508-80-5 1-(4-Methylpyridin-2-ylJacetone AK Sciertific, Inc 3536E
L 92656.77-0 {1 -(5-Methylisoxazol-3-pl)-1H-1 2,4-triazok 3-yljacetons K Sciertific, Inc. 34354F
il o

A7564-73-3 1-(Methylamino Jacetone tydrochlorice AK Sciertific, Ine 45655F

e  Sorting columns
Click on any column heading. The upward arrow will sort ascending. By clicking on the column
heading again, the arrow will change to a downward arrow indicating the sort is descending.
Clicking the column heading once again will remove the sort.

Unit Price a1
20.00 Fishe
2050 SIGM

e Sort using multiple criteria
To sort by multiple criteria, press and hold the Control key while you click the criteria in the
order they are to be sorted. The number next to each of the selected columns indicates the sort

order.

Unit Price o 10 L
20.00 Fishe 10 mL
2050 SIGM £nn n -

o Filtering
Filters can be applied before or after your search and can filter against one, several or all of your
source tabs.

Click the Filter button to open the Filter search results dialogue
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Yalue

Caa—

[Jrabs [IchemStore []Repostory []Hosted Catalogs

| adauine || setrwer || Romove i || concer |

Click the Filter Name drop-down and select a column heading to be filtered.

Click the Operator drop-down and select appropriate operator (e.g. =, <, >) for your filtering
criteria and Enter an alphanumeric value under Value

Click the Add Line button to create additional filter(s) if required

Select the check box(s) next to the source(s) to be filtered.

Click the Set Filter button. You will automatically be returned to the main Search window. The
Filter button and the source tabs selected for filtering will have a filter indicator indicating that a
filter is applied

< ||

Fitter

To remove the filter, click the filter button and press the remove filter button.

Clists [JcremStore [l Repostory [ Hosted Cataiogs

[mm]lsasulwrwlw]
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2.2.7 Drawing structure search of your inventory using Structure Search Tab

The Structure Search tab can be used to search your own inventory.

1) Start by choosing your Preferred Sources on the Search Tab. Choose the areas you wish to
search in the Available Sources window and click the arrows to put them into the Preferred

Sources window:

| Structure Search ] Favarites | Search [ Shopping Cart ] Requisition Search Orders Receiving ] tlaterials |

Earc ear iiter .=y Print
: Search {9 cl Fiter =7

Sources Al Mone Pref. || Mame | |J Must include |
[ 1 [

Irrvertar @ O O CAS# - =

Y |£| Editing Preferred Sources lﬁ
Storage Area @ O O Catalo 5 .

Custod | LA Available Sources L Preferred Sources
Stock R
nek e Lo il Wi L:] Inveritary
Hosted Catalogs @ O O b o Sector 500 Grafton Storage Area
eMalecules 0 @® Keywdl || o- ) Starage Area o~ (J Stock Rooms
é‘ U,j Sector 500 Grafton | - |
Freferred Sources... U Stock Rooms

|D Advanced Inventary |D Container Flex Fields

Inventary [ Storage Srea ] Stock Rooms

| Bar Code |

| OK | Cancel

2) Go to the Structure Search tab. To draw a structure, Click on the l " icon. This will open the
structure drawing program specified in your Preferences > Structure Search

Once the drawing programme is open, draw the structure to be searched.

SciQuest ERM 8.1.1 DLP Manual Sept 2016 20



| Structure Sesrch | Favortes | Search | Shopping Cant | RecuistionSearch | Orders | Recelving | Materials |

H earc inventory ear S Column Settings (i
i 2 search nvent \]y ch Column Setii

Criteria | List Logic [ [ Database [ Search [ Session History 871 Saved List
2 shiolecules ]
@ Entire Datsbase () Current Resuts - Fsted canioge @ [ Name | Session Saved Databases Resutts
|4 JCherPaint Drawer o)
File Edit Wiew Atom Bond Tools Templates Help
El [ nsert
ra f [ Y [ [ 3
-4 Q & “g)s<7 a2 lu Jﬂq [t | G-‘ Export ldertifier || Export Structure
EI ho Session currently in use.
ERIEREA B || I ]
T — )
@normal - Osuper  Osub ™ O
Crterion | 1D | walug
mal formula 4 v \
cas 42
SOURCE:
o =
m
mol weight 4 / '&
C| H| Oy |Ng [Py Sy | EJ|CL Br | Ly | |5} |+ | -1

ALk Aom Or Change Element (C)

CoHM, (7 Hs implict)

Zoomfactar: 100% SOURCE:
mol.name:

=

| singe |cos Ruws

Once your structure is complete, click the Close button B8 6 return to the search tab. Tick the box
marked Inventory and all available Databases. (This searches databases for all available structures; not
for catalogue items). You may choose to search by exact structure, similarity, or substructure. Then click

the Search icon ﬁ
Search

| Structure Sesrch [ Favorites ] Search I Shopping Cart ] Requisition Search ] Criders

Receiving ] Materials |

ﬁ SearcVI Invantnryl_ \f’ Clear @ Column Settings g,

Databasze

Search [ session History 27 saved List

hlame

| Session Saved

Criteria List Logic | D |
2 ehiolecules
() Entire Database () Current Results 4 Hosted Catalogs
‘ | Return Selected || Select A
/ Mo Structures Available

o06 00

(De el ]
ErerErorm |

[E O Super ) Sub
Criterion | ID_| Walue
mol fortula 4
caz 4.2
SOURCE:
mal name 4.2 mol.name
mel 2

SOURCE:
mol name

SOURCE:
mol_name

The structures returned are those of containers in the inventory that you are able to view. You can

change the number of results per page in the bottom right corner. Select any structures you want to see

containers of, then click Return Selected.
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Siructure Search | Favorites | Search | Shopping Cant | Requishtion Search | Orders

Receiving | Mat

eristz |

: )
{0 search [ vertory < ciear 3 cotumm Settings S5 Prin

Criteria | List Logic

(@ Entire Detabase (O Current Resutts

‘ =

Uj=fel ]
fesrmneecas -

© normal O Super QO sub
Crterion | 1| walue

mol formula 4

cas az

mol name az

mal 2

mol weight 4

={ k>

13

SOURCE: 4 14

mol.name:

4
8 mal.name: 1 3-dichlorsisoquin ol name: F1826-0036

SOURCE: 4
molname: CPT 11

mol name: Harman hydrochio

# I~
o OH o 0
; SOURCE:4 , SOURCE:4 1o SOURCE 4 1y SOURCE:4 12 SOURGE:4
mol.name: 3-bromo-4 methylp mol.name: mol.name: ethyl 3-oxo-3-py mol.name: mol.name: 4
r CH
ot o
cl o H oH
SOURCE 4 SDUREE: SOURCE: 4 3O0URCE: 4 SOURCE: 4

8 mel.name: Pyridoxamine O

10 ol rame: 1-Hydrosyisaquin,

SOURCE: 4
mol.name: 2-Bromopyriding-d.

mal.name.

mol.name:

SOURCE:
mol.name:

hd

D Database [ Search (=] Session History [ Saved List
Zsholsculss ] Name [ Session Saved | Databases [ Resulls
4)Hosted Catalogs ] — = 2 T
Search 2 O 2,4 1
Search 3 O 2,4 2
Search 4 O 2,4 83
Return Selected Unselect Al o6 10600 { Export Idertifier ” Export Structure: ]
Fctnes 1-28 o 83 (10 selected) Results Filtered by Inventory based on your Preferred Sources Currert Session: Search 4
o Al
Y
A
O~ Tl
& SOURCE: 4 SOURCE: 4
¥ mol.name: Chelerythrine chioride |*  mol.name: 2-Chioro-4-methyl-
0 H 0 H

oy

SOURCE: 4

1-Hydroxyisoquin

SOURCE: 4

isoquinsline-1-carb

4
5B 203580

The Search Tab will open. Select the radio buttons under Pref. for Inventory and Storage Areas to search

for items in your preferred sources. Click the Search icon ﬁ Search

Structure Search | Favertes | Search | Shopping Cart | Resuistion Search | Orders | Receiving | Materials |

ﬁ Search ._.{ Clear Filter 5} Print

2 | |sources &1 Manefret. || Name Must incluce Criterialtem 1 of 10
T
& | Inventory Qo Of@ CAS # Exact Phrase
5
o Storage Area Q ofl® Catalog # Incluce Any Terms
&
£ | |stock Rooms O @ O || lusomercom.] Exclucie Terms
E Hosted Catalogs © @ (@ || Me!MgtRange |- [ [ Search for Sinilar kems:
Lt o [
[ |smocuies o @ s / \
> e e [57] nventory 5] Hosted Catalogs
£ -
: 2, [oare| Structure D [ \ /
= B [ saras
B
2 O B O sosss
Z © B | O sasene
E Q780
= L e | 8 J & J &g Jld e je | ~|]
Invertory (22) | Storage Area (0) | StockReoms | Hosted Catalogs | eMolecuies
| BerCode | Lakel Comman Mame | CASR | Current Amourt | Units | Lacation | Expiration Date | Brand |
= LOAMODDDO0... Isoriazid Isoniazid 54853 56 Seclor SO0 GrattonsS... 02-Sen-2020 Sigma
% UOAMODD023. . Isoniazid Isoniazid 54.85-3 5G Sector 500 Grafton=5 .. 02-Sep-2020 Fluka V
% UOAMOD0025. . Isonicotinamicde |sonicotinamicds 1453-82-3 256 Sector 500 Grafton=5.. 02-Sep-2020 Sigma
5-Hitraizoguinolne 607-329 100G Sector 500 Gratton=5... 02-5ep-2020 Combi-Blocks

'% UOAMO0000S.... S-Mitroksoouinaline

2.2.8 List Controlled rooms
A List controlled room is confined to a list of specific users who are able to view the room and operations.
Only users assigned to a list-controlled room are able to view and manage the containers in those rooms.

If a List controlled room is required contact the SciQuest Advisor.

Searching

items.

are not assigned to the room.

assigned to those rooms.
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3 Shopping Cart processes

There are different Shopping processes when requesting items. A process exists for

o Hosted Catalogues and e-Molecules
e Non-Hosted Catalogues

e Stock Rooms

3.1 Hosted Catalogue and e-Molecule processes

DLPs who shop through the Hosted Catalogues or e-Molecules use the following steps to create a
request.

> Search for required item in the Search tab

> Add item to the Shopping Cart

> Complete and Save the Shopping Cart

> Review shopping cart and process through the SSC portal or email

purchasing@uniservices.co.nz for Uniservices orders

» Order Arrives

3.1.1 Searching for Items

Once you have found the items(s) in the Search Tab you then create a requisition in the form of a
Shopping Cart.
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3.1.2 Adding Materials to the Shopping Cart

Add the material to the Shopping Cart Click on the ¥ icon next to the material. A consolidated
message appears showing the following information:

r ™\
| &) FORMALDEHYDE s - et
HMIII') &_ Safety Warning - This item has additional information for Health & Safety risks.
Restrictions ! [Please review this information. more
||Code of Practice / g1 [There are 3 COPs assocliated with this iterm. more.
Handing Information 1) Flammable - Keep away from sources of ignifion EHS300-89

2) Heat Sensitive - Heat sensitive about 200 degrees,
3) Radioactive - Radioactive substance

Invertory [ Store "3- ¢ |10 item(s) are in inventory. more..
Rooms information  —1=

30 item(s) are in storeroom. more,

S = = = = .

Order Informadion s

L

43 item(s) are on order. more...

[ ok || cencet || prot |

Clicking the more link opens a .pdf report with detailed information regarding that specific section.

Clicking the Print button opens a .pdf page containing the complete report of all sections.

Click the OK button to complete the addition of the material to the shopping cart and repeat to add all
the required materials into a single Shopping Cart.

Note: All materials in the Shopping Cart need to be from a single supplier. You need to create separate
Shopping Carts for materials from each different supplier.

I

EY
Quick Tip: If the material is a frequent order, click the yellow star :]n to add this to the Favourites Tab
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3.1.3 Completing the Shopping Cart
To complete the Shopping Cart, Click the Shopping Cart Tab.

File Reporte | oyoul  Help
Structure Search | Favortes | Search || Shopoing Cart [Jorders | Receiving | Materials |

mp < ’ Clear @ Reset F Save As x Delete , ‘ / L Addto Favorites + 5_“1 Print

Wvertory | Storage Ares | StockRooms | Hosted Cafalogs -1 | eMolecules | Non-Catalog bems | 1 I

Supplemental Information

"Mame \anen, Ray L A MPI_Restricted

q P it Scituest, Three RH_ACCOUNT_CODE
“Location 2012225022002, ] = RH_PRODUCT CODE
Phone # ‘330:2», | Phane # RH_UniServices_Account_Num..

= n#  hot Submted

*Select Cost Cenfer [3128.R0-3703235 Bl
Allocation ‘ [7] pate Requred [19-Aug-2015 (]
Feservation @ No O Project

Catalog #
17647-14-5  793566-25KG S00IUM CHLORIDE, ANHYDRO... O Hosted Catalozs Mot Submitled

The Shopping Cart tab has three components:

(1) The source sub-tabs
(2) Requisition header
(3) Requisition line items

Information will need to be filled out in the requisition header and requisition line items to complete
the shopping cart order.

3.1.3.1 Requisition Header

The requisition header contains information about the requester, recipient,
payment/allocation/reservation options and configurable “supplemental information”. Required fields
are indicated with an asterisk (*).

Information from the requisition header will apply to all the items in the same shopping cart unless it
is changed at line item level.

You can only select one Cost Centre per cart.

Structure Search | Favores | Search | Shopping Cart | Orders | Receiving | Materials |

7 )
Siibm S e < - PeA e ey
. ,,j’ T @Resm ﬂswe,ﬁ;x Delete . cance ‘ EEE /__ | Add to Favorites + dd tem 2y Print

Irventory ] Storage Area I Stock Rooms I Hosted Catalogs - 1 [eMu\ecules ] Man-Catalog ftems ]

Recipient Supplemental Information
e [Gikert, Ry [em] 2 1 MP|_Restricted =]
2 : Reguestor ‘Sci@ues{, Three | RH_ACCOUNT_CODE
L acation [201=25502:008 EICE g | ! RH_PRODUCT CODE
one:

Phane # |BEI322 RH_UniServices _Account_Mum

Requisition # Mot Submitted
*Salect Cost Center [9125-RO-3703235 B
Allocation [ [=] | pete Required  f19-sug-2m5 i |
Reservation @ o O Project [
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Panel

Field Name

Description

Recipient

*Name _...|

Displays the name of the recipient of the requested items. Defaults
to the name of the current user.

Clicking the _..| button opens the Select a Recipient dialogue box;
enter the recipient’s last name, click the search button; make the
selection and press OK.

DLPs may be the recipient of orders placed in SciQuest ERM, but the
ownership of all barcoded items must be transferred to the
Principal Investigator once the items are received. The Principal
Investigator owns the ordered materials and has health and safety
accountability.

Location :J

The delivery location for the request.

The default location of the recipient will be displayed once the
recipient is selected. If required, the location can be changed by
selecting from the dropdown menu. If your desired delivery address
does not show please email SciQuest@auckland.ac.nz.

Phone #

Displays the recipient’s telephone number.

This field is not editable.

Select Cost
Center

The cost centre the order will be billed to. The drop-down list is
populated with the recipient’s cost centres.

University of Auckland: The Cost Centre code is required for
PeopleSoft Financials accounting purposes.

UniServices: Three cost centre codes specific to UniServices are
available.

Inventory | Store Rooms | Stock Rooms | Hosted Catalogs - 1 [er
Reciplent

"Name Tomin, Gary P |

*Location lZOI >2=502-LI0A |j (9

Phone &
*Select Cost Center [8132-R0-3700735
[s132.R0. 3708254

Progect I

19133.R0.3703181
Resarvation 191 33-RO-3705469
— ngm:eﬁ-ﬂo-a?mma
et 9832 RO.3705750
[ A gr .

UriServices GL Account
UniServices Holr Account
UniServices Project

When a UniServices cost centre code is selected, it is also necessary
to supply the UniServices account number.
(see Supplemental Information section)

You can only select one Cost Centre per cart.
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Panel Field Name Description
Requestor/Dates | Requestor Displays the name of the user creating the request.
This field is not editable.
Phone # Displays the phone number of the user creating the request.
This field is not editable.
Requisition # Displays the ERM requisition number, once the request has been
submitted.
This field is not editable.
Date Submitted Displays the date when the request was submitted.

This field is not editable.

Date Required

This field should not be changed as it has no effect on order
processing times.

Supplemental
Information

MPI Restricted

Indicate whether the requested item is MPI restricted.
This field defaults to true. If the material is not MPI restricted Click
the _--! button and select false.

If items in the same shopping cart have different MPI Restricted
status, they need to be modified individually at the requisition line
items level.

If all items have the same MPI Restricted status, they do not need
to be modified individually at the requisition line items level.

RH_ACCOUNT_C
ODE*

Displays the PeopleSoft Financials account code this University of
Auckland order will be charged to:

775020 | Consumables — Non Hazardous
Chemicals/Pharmaceuticals/Gases
775040 Consumables - Lab/Workshop
775070 | Consumables - Health and Safety
775095 Consumables — haz chems/restricted
biols/radionuclides/vet meds

If the required code is not in the dropdown list, please leave this
field blank and let the STC know what the code should be when you
submit your order through the STC portal.
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Panel

Field Name

Description

Supplemental
Information

(cont)

RH_PRODUCT
CODE*

Displays the PeopleSoft Financials product code (optional) this
University of Auckland order will be charged to.

RH_UniServices_Acc
ount_Number*

Displays the Technology One account number this UniServices

order will be charged to.

This field must be populated when a UniServices cost centre

code has been selected and must be in the appropriate format:

Cost Centre

Format of RH_UniServices_Account_Number

UniServices GL
Account

(Only used by
UniServices
Operating Centres)

99.9.999.9999 e.g. 10.7.125.9760 Light
Metals Research Centre.

(Entity/Sector/Centre/Department).
The system will then supply the
remainder of the code.

UniServices HOD
Account

99999 (a five digit code)

UniServices Project

99999.999 (a five digit code with a 3
digit suffix)
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3.1.3.2 Requisition Line Items

The requisition line items displayed the individual items being requested

| | : Ordered CAS# \ Catalog # | Product | Supplier \ Package Gi | Package Unit | Price | CUrrenc:
K Q A 14647-14-5  TO3566-25KG SODIUM CHLORIDE, ANHYDRC... Sigma-Aldrich (Ne... 250HG S7E.00MZD
. E} K 100816-12-0  TSE32-10ML Cigmium tetroxide solution, for el... Sigma-Aldrich (Ne... 100ML 412 50MED
. . 4o
Button / Field Description

Mark Item as Favorite -

Marks the selected item as a ‘Favorite’.

Edit Item E}

Opens the Line Item dialog for the selected item

Delete Item A

Removes the selected item from the order set

Ordered

Editable field that contains the quantity of the item to be requested.
The default Ordered Quantity is “1°.

Open the Line item dialog by cl

icking on the Lt icon to check and edit requested item(s). Most of the

line item information will be automatically populated from the Hosted Catalogue, but sometimes the
Package Amount and Package Unit are missing and you will need to input this manually.

Required fields are indicated with an asterisk (*).

Line Item

*Order oty | h] status Rt Submitted
*Supplier SpendDirector Recipient |Eioyd, Ermily |
| e Supplier ” Edit Supplisr | Recipient Phone # | |
*Catalog # 100-305 Requisitioner |Eioyd, Ermily |
*Phg At Requisitioner Phone # | |
gt | | () flcost center [a448-Una-EBOYDIB -]
* ot Size [ 1| Date Submitted Mot Submittedt |
| storage Cade | |[L.] Date Required [15-5ep-2018 | )
| cas# | | Resipient Location  [13121>421E=Sector 4005 ity [~ [
MDL # [ | Renuisition # Mot Submittedt |
|| *Description |Eiasti0n Latex Gloves Medium Povwder Free High | Croler # | |
|| Grade [ | Po.# [ |
|| Price 16000  Ordered Date [ |
|| Gurreney  HZD Ex. Del. Date [ | )
B 18000 jyspsc [42132201 -]
Allocation | -]
Reservation @no O Project
Motes O | Wies Edlit A1 Account_Code
) ) 2.2 Product_Code
Supplier Notes [ | Wieww/Edit 4.3 PC_Business_Unit
Rediosctive [ | | viewEdit | .4 Aditional_Note
E.1 MPI_Restricted
[ Substance | | Regulated [ | E.2.Controlled_Drugs
E.3 Radioactive_flag
MSDS Contralled =
[ | 0} Gete=s) [0 B4 Toxic_Gas(2.3)
| Ciofd, [ Restrict [] E .5 Reactives(4)
o 0O E 6 Highly_Toxic(6.1 PG 1)
|
| Save ] | Cancel ] |
|

Please note that the cost centre selected in the Requisition header will apply to all line items,

regardless of any cost centres selected at the line item level.

SciQuest ERM 8.1.1 DLP Manual Sept 2016

29



3.1.3.3 Special Requirements for Restricted or Hazardous materials
It is compulsory to declare the item’s hazardous and restricted status if the requested item is one of the

below.

. MPI Restricted

. Controlled drugs

. Radioactive

. Toxic gas (UN 2.3)

= Highly reactive (UN 4.1 PG1, UN 4.2 PG1, UN 4.3 PG1)
. Highly toxic (UN6.1 PG1)

Click the pencil to open the line for editing. g

Click the - next to the appropriate list and change the status to true.

Erem——

*Order Gty | 1] sStatus Mot Submitted
*Supplier Spendbirectar Recipient |Gi|ber‘t, Ray |
| Mewsupplier || Ecit Suppier | Recipient Phone [eB022 |
*Catalog # |;.r5532_1 oML | Requistioner |SciQuest, Three |
*Pky Amt | 1D.DDD| Requisitioner Phone # | |
g Unite WL Cost Certer (=1 28-R0-3703235 =1
fetsize | 1] E&  Date Submitted [et Submitted |
Storage Code | | D Date Reguired |1 O-Aug-2015 | D
CAS# [20816-12.0 | Recipiert Locstion  [201>2-502:U04, -] =
MOL # uFcoono11150 | Requistion # [Mat Submitted |

*Degcription |Osmium tetroxide solution, for electran microsco;| Croer # | |

Grade | | po.u | |

Price M250  Grdered Date | |

Currency MNZID Ex. Del. Date | | D
Ext. Price #1250

UNSPSC 12171500 -]

Allocation | ]

Reservation @ No (O Project

Motes O Yiew/Edit 41 Accourt_Code
A 2 Product_Code
Supplier Notes [ Wie Edit 4.3 PC_Business_Uni

: G A4 A dditional_Mote
L [ viewsEdt B.1 MPI_Restricted
Substance [ | Regulsted [ E.2.Controlled_Drugs
E.3 Radioactive_flag
msps  [] Controlled [] B4 Toxic_Gas(2.3)
Cofd [ Restrict B.5 Reactives(4)

o 0 E.6 Highly _Toxic(6.1 PG 1)

Radioactive

151813

l Save l l Cancel

Press Save to return to the Shopping Cart tab.
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3.1.4 Saving the Shopping Cart
Once all the information is checked and correct, the Shopping Cart can be saved.

Saving the Shopping Cart

Click the Save As button.

| Inertory: | Storage Area | Stock Rooms ozted Catalogs - 2 [eMDIecuIes ] Mon-Catalog ftems |

Recipient

The dialogue window Enter a Save Name or Select Existing Saved Requisitions to Overwrite
appears and prompt you to save and name your requisition.

r T
[= | Enter a Save Name or Select Existing Saved Requisition to Overwrite ﬂ

|Doe_Jane_20160720_1 |

Requestar |Saved Az

| QK | Cancel

b

Note: Name the Shopping Cart in the following format: Requestor name_date_a number (this
distinguishes the Shopping Carts placed by the same Researcher on the same date)

Click OK and a dialogue window confirming your Shopping Cart has been successfully saved appears.

0)' Reguisition SciQuest Three_20150814_1 was successfully saved

(o]

Click OK to continue.

The next step is to Review the cart, which is detailed in Section 3.3
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3.2 Non-Hosted Catalogue processes

You can still purchase a material when it is not found in Hosted catalogues through Non-Hosted Catalogue
suppliers. You may also use this process to order from Hosted catalogue suppliers if the item you require
is not shown in the catalogue. In cases where the Supplier is not found in the Non-Hosted catalogue then
a formal process to establish the Supplier must be undertaken with the STC.

DLPs who shop through the Non-Hosted catalogue use the following steps to create a Shopping Cart.

» Add item to the Shopping Cart
» Complete and Save the Shopping Cart
» Review shopping cart and process through the SSC portal or email

purchasing@uniservices.co.nz for Uniservices orders

Note: Non-Hosted Catalogue items cannot be added to the Favourites tab. However if you place the
same order often, you can find your previous requisition in the Requisition Search tab and click the plus
sign to “Copy As New” which will duplicate the order.

3.2.1 Non-Hosted Catalog Items Tab
Go to the Shopping Cart tab and Select the Non-Catalog items sub-tab (2). Complete the required fields
in the Requisition Header.

|| Structure Search ] Favotites ] Searcﬁ-ll_ Shopping Cart _l Orders ] Receiving ] Materisls | 4 |
g ~= - - > =
B {? Clear @ Reset ﬁ Save As x Delete d L il V4 ™ I i Add nemI:"' Print
I eritior Storage Area Stock Rooms Hosted Catalogs ebolecules LNDn-Catang Items] 2
Recipient Supplemental Information
T Scicuest, Three = 4.1 MPI_Restricted ][]
— | Requestor !Sci@ues{,Three | RH_ACCOUNT_CODE L]
*Location [Bos1=5-301-U04 - city ¢...[7 ]| [ ' | lRr_PRODUCT CoDE
Phone # || [RH_Uniservices_accourt...
Phone # ‘
Requisition # Mot Submitted
*Select Cost Center ‘UniServices GL Accourt E“ Date Submitted Mot Submitted
Allacation \ [~] Date Required  [19-8ug-2015 i =]
Reservation @ [ =3 ) Project i:
| | Ordered | Catalog # | Catalog Mame | Description | Comments | Supplier | Status | Package Gty | Packagew

The requisition header contains information about the requester, recipient,
payment/allocation/reservation options and configurable “supplemental information”. Required fields
are indicated with an asterisk (*).

Information from the requisition header will apply to all the items in the same shopping cart unless it
is changed at line item level.

You can only select one Cost Centre per cart.
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mailto:purchasing@uniservices.co.nz

Panel

Field Name

Description

Recipient

*Name _...|

Displays the name of the recipient of the requested items. Defaults
to the name of the current user.

Clicking the _..| button opens the Select a Recipient dialogue box;
enter the recipient’s last name, click the search button; make the
selection and press OK.

DLPs may be the recipient of orders placed in SciQuest ERM, but the
ownership of all barcoded items must be transferred to the
Principal Investigator once the items are received. The Principal
Investigator owns the ordered materials and has health and safety
accountability.

Location :J

The delivery location for the request.

The default location of the recipient will be displayed once the
recipient is selected. If required, the location can be changed by
selecting from the dropdown menu. If your desired delivery address
does not show please email SciQuest@auckland.ac.nz.

Phone #

Displays the recipient’s telephone number.

This field is not editable.

Select Cost
Center

The cost centre the order will be billed to. The drop-down list is
populated with the recipient’s cost centres.

University of Auckland: The Cost Centre code is required for
PeopleSoft Financials accounting purposes.

UniServices: Three cost centre codes specific to UniServices are
available.

Inventory | Store Rooms | Stock Rooms | Hosted Catalogs - 1 [er
Reciplent

*Name Tomin, Gary L)

*Location [201:-2.\502:1.'0.!\ =) L)
Phor
Phone &
—, |Requ
*Select Cost Center [9132-RO-3700735 Lol | Date
Pt [m32.RO-3708254 Date
19133.R0-3703181
Resarvation |9133-RO-3705463

I_.___'_;m 36-RO-3701808
i_[ At —H8g532 Ro.3705750
[ L | 4 Uniservices GL AcCount

UniServices Holr Account
UniServices Project

When a UniServices cost centre code is selected, it is also necessary
to supply the UniServices account number.
(see Supplemental Information section)
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Panel Field Name Description
Requestor/Dates | Requestor Displays the name of the user creating the request.
This field is not editable.
Phone # Displays the phone number of the user creating the request.
This field is not editable.
Requisition # Displays the ERM requisition number, once the request has been
submitted.
This field is not editable.
Date Submitted Displays the date when the request was submitted.

This field is not editable.

Date Required

This field should not be changed as it has no effect on order
processing times.

Supplemental
Information

MPI Restricted

Indicate whether the requested item is MPI restricted.
This field defaults to true. If the material is not MPI restricted Click
the _--! button and select false.

If items in the same shopping cart have different MPI Restricted
status, they need to be modified individually at the requisition line
items level.

If all items have the same MPI Restricted status, they do not need
to be modified individually at the requisition line items level.

RH_ACCOUNT_C
ODE*

Displays the PeopleSoft Financials account code this University of
Auckland order will be charged to:

775020 | Consumables — Non Hazardous
Chemicals/Pharmaceuticals/Gases
775040 Consumables - Lab/Workshop
775070 | Consumables - Health and Safety
775095 Consumables — haz chems/restricted
biols/radionuclides/vet meds

If the required code is not in the dropdown list, please leave this
field blank and let the STC know what the code should be when you
submit your order through the STC portal.
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Panel

Field Name

Description

Supplemental
Information

(cont)

RH_PRODUCT_CODE

*

Displays the PeopleSoft Financials product code (optional) this
University of Auckland order will be charged to.

RH_UniServices_Acc
ount_Number*

Displays the Technology One account number this UniServices

order will be charged to.

This field must be populated when a UniServices cost centre
code has been selected and must be in the appropriate format:

Cost Centre

Format of RH_UniServices_Account_Number

UniServices GL
Account

(Only used by
UniServices
Operating Centres)

99.9.999.9999 e.g. 10.7.125.9760 Light
Metals Research Centre.

(Entity/Sector/Centre/Department).
The system will then supply the
remainder of the code.

UniServices HOD
Account

99999 (a five digit code)

UniServices Project

99999.999 (a five digit code with a 3
digit suffix)

3.2.2 Adding Items to the Shopping Cart

To add materials to the Shopping Cart Press the +* Add Item and a line item dialogue window appears.
Complete the required fields. Press Save to return to the Shopping Cart tab.

Please note that the cost centre selected in the Requisition header will apply to all line items,

regardless of any cost centres selected at the line item level.
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*Qrder Gty | 1 | Status Mot Submitted
*Supplier | |[] Recipient [zitoert, Ray |
| Mew Supplier ]l Eclit Supplier | Recipisnt Phone # |8'3'322 |
*Catalog # | | Requisitioner |SciG‘euest,Three |
*Phegy | 1.DDD| Recuisitionsr Phone # | |
Frglnts | |(L) Cost Certer |1 26-R0-3703235 =]
dgsize | 1] Ea Dt Submitted [Mot Submitter |
Storage Code | |[.] Date Required [13-2ug-2015 |CJ
g [ | Recipient Location ~ [201-2-502-1104 -]
MDL # | | Recuisttion # | |
*Description | | Order # | |
Gracls | | PO.# | |
Price |D.DU | Ordered Date | |
Currency |USD | [..] Ex. DelDate | | L.J
Ext. Price D00 UNSPSC | =]
Allacation | =]
Reservation @m0 O Project
Motes: 8] gy Edlit A1 Account_Code [:]:
A 2 Product_Code
Supplier Mates [ | View/Edit 2.3PC_Business_Unit
Radioactve [ g /it £ oidin e
E.1 MPI_Restricted LIS
Substance [ | Regulsted [ | B .2 Contralled_Drugs LS
B.3 Radiactive_flay L.J
MEDE L] Contralied [ ] E .4 Toxic_Gas(2.3) |
Cota [] Restit [ E 5 Reactives(4) L=
. - B.6 Highly_Toxio(6.1 PG 1) .=
| Save l [ Cancel
]
Button / Field Description
Order Qty (*) The desired quantity of the item
Supplier (*) _--/ The field displays the supplier from whom the item will be
purchased. Clicking the Supplier menu button opens the Select a
Vendor dialogue to enable you to select a supplier for the item.
Non-catalogue items can only be purchased from suppliers
loaded in SciQuest ERM and PeopleSoft Financials. When the
supplier is not found in SciQuest ERM please contact
SciQuest@auckland.ac.nz.
Catalog # (*) The supplier’s catalogue number for the item
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Button / Field Description

Pkg Amt (*) The quantity amount for a container of the item.

Pkg Units (*) [.] The unit of measure for a container of the item. Clicking the Pkg
Units menu button opens the Select a Unit dialogue to allow you
to select the correct package amount unit for the item.

Lot Size (*) The Lot size of the item; if not otherwise specified, the value
defaults to ‘1’.

(The number of containers/items within one package/box of the
item)

If ot size = 1 then = EA (Each); If lot size > 1 then = CS (case)

Storage Code L. The text description of the storage code for containers of this
item. Clicking the Storage Code menu button opens the Storage
Code dialogue to the select the value.

CAS # The CAS number of the item. This must be included for all
chemicals.

MDL # Unique identification number for each chemical reaction and
variation

Description (*) The Common Name of the item. This value is typically also used

for the container label when the item is received.

Price (*) The price of the item; accepts 2 decimal places
Currency (*) Currency used
Cost Center Please note that the cost centre selected in the Requisition

header will apply to all line items, regardless of any cost centres
selected at the line item level.

Date Required (. This field should not be changed as it has no effect on order
processing times.

Recipient Location [.] The location the ordered item should be delivered to. Clicking
the Recipient Location menu button opens the Select a Location
dialogue to allow you to select a recipient location not already
displayed in the drop-down list.

The drop-down list is populated with the recipient’s Preferred
Delivery Location entries (from the Preferences > User
Preferences dialogue). Use the Select a Location dialogue’s
navigation tree to select a location or sublocation not included in
the drop-down list.
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Button / Field

Description

Item flex fields

(panel)

A1 Account_Code

A2 Product_Code

A3 PC_Business_Unit

A4 Additional _Mote

E.1 MPI_Restricted
E.2.Controlled_Drugs
E.3.Radioactive_flag
E.4.Toxic_Gas(2.3)

E .52 Reactives(d)

E.G Highly_Taoxic(g.1 PG 1)

It is compulsory to declare the item’s hazardous and restricted
status if the requested item is:

* MPI Restricted

¢ Controlled drugs

* Radioactive

e Toxic gas (UN 2.3)

e Highly reactive (UN 4.1 PG1, UN 4.2 PG1, UN 4.3 PG1)

e Highly toxic (UN6.1 PG1)

If the requested item is one of the above, click the .. next to the
appropriate list and change the status to true.

Please note that the Account code and Product code selected in
the Requisition header will apply to all line items, regardless of
any codes selected at the line item level.
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3.2.3 Saving the Shopping Cart
Once all the information is checked and correct, the Shopping Cart can be saved.

Saving the Shopping Cart

Click the Save As button.

| Inertory: | Storage Area | Stock Rooms ozted Catalogs - 2 [eMDIecuIes ] Mon-Catalog ftems |

Recipient

The dialogue window Enter a Save Name or Select Existing Saved Requisitions to Overwrite
appears and prompt you to save and name your requisition.

r T
|= | Enter a Save Name or Select Existing Saved Requisition to Overwrite ﬁ

[pos_Jane_20160720_1 |

Requestar |Saved As

| O | Cancel

b

Note: Name the Shopping Cart in the following format: Requestor name_date_a number (this
distinguishes the Shopping Carts placed by the same Researcher on the same date)

Click OK and a dialogue window confirming your Shopping Cart has been successfully saved appears.

e. Reguisition SciQuest Three_20150814_1 was successfully saved

(o]

Click OK to continue.

The next step is to Review the cart, which is detailed in Section 3.3
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3.3 Reviewing and Submitting Shopping Carts

3.3.1 Reviewing the Shopping Cart
After the Shopping Cart has been saved, it needs to be reviewed. You will do this for your own Shopping
Carts, as well as for those sent to you by Researchers.

File Reports Layout Help

Siructure Search | Favorites | Search | Shopping Cart || Reuisition Sesrch | Orders | Receiving | dlerisls |
ﬁ Sear \f Clear Reset 1 = 3 1
2
Requisition # | L Saved Requistion Name | |G
Recuestor | | ) Requisition Date | L T e ) o~
Recipiert | | ) RewuirsdDate | |- | | () [Fri-AccounT_cope L]
RH_PRODUCT _CODE
Status ‘A" lz“ Typs ‘A" E” RH_UniServices_Account...
[+]
\ | Requisition # | Recipient '| Recipient Phone # | Requestor \quusslur Phuns#\ Reguisition Type | Status | Requisition Date | Saved Name FH ACCOUNT, CO..lRH PRCDU

===

|| Enter a Save Name or Select Existing Saved Requisition to Overwrite

SciGuest Three_20150902_1

|Saved As ‘
SciGuest Three 20150814 1 Iz‘

Reguestor
SciGuest, Three

[] SciGuest, Three

Scifuest Three 20150902 1

e Go to the Requisition Search tab
o Pressthe Clear button

o Click the ellipsis button L) next to the “Saved Requisition Name” field
e Find the saved requisition and click OK.

The saved requisition will return in the result pane, with a requisition number.

[R—

To review shopping carts sent to you by Researchers, click the ¥ button.

To review your own shopping cart, click the g button. If you need to make changes to your cart,

p—

click the ' button.

File Reports Layout Help

Siructure Search | Favortes | Search | Shopping Cart | Requistion Search || Orders | Receiving | Mterisks

ﬁ Search ‘]y Clear (@, Reset

Reguistion # ‘529 ‘ Saved Reguistion Mame SciCuest_Three_20160902_1

RH_UniServices_Account.

Fequestor Requisition Date &1 MPI_Restricted -
Recipient Required Date RH_ACCOUNT_CODE

= — || |RFH_PRODUCT _CODE
Status |2 [=] Type o Ry =

[R—

¥ ,' Requisition # | Recipient \ Recipient Phone # Requestor Reguestor Phone #\ Requistion Type | Status \ Requisition Date
(‘g 49_'529 SciGuest, Four Scituest, Three Hosted Catalogs Saved Red 14-Aug-2016 S

When clicking the ¥ button, any warnings that the Researcher saw when creating the cart will pop up

again.

The shopping cart will then show up under the Shopping cart tab and you will have to check the

following to ensure that accurate information is provided:
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Under requisition header:

File Reports Layoul Help

Structure Search | Fawortes | Search | Shopping Cart | Requistion Search | Orders | Recsiing | Materials |

{ mp subm ,,uf(l\ear tO,RasatH- x et @ nce '- 5 f Py AdcltnFavnrita-;+. sﬂpnm
nygnigry ) Storage Ares | Stock Rooms | Hosted Catalogs 1| eMolscules } Mon-Catalog ftems ]
Recipient

S Tul
Tmm [Seiauest, Three 1= ! 4.1 MPI_Restricted e 3| [<]
— JRequestor |Sc|Quest,Three —— T =
Location |Eus1-5-301-004 - city Campus ﬂ B o | S oo
. RH_UniServices_Accourt_Mum 4 I
2 L Requisition # 1024
*Select Cost Center |3448-LI04-PMATT4T [~ Joate submited. 02-Sep-2015
Allocaton Date Required  07-Sep-2015
Reservation it} B
[ T Ordered |  Calalog# | CotalogMeme | MDL # I Product | CAS# | comments | Vendor I Status | Package oty |
> Q x 1251755-10ML Sigma-Aldrich (Ne... MFCDO0011150 Osmium tetroxide ... 20816-12-0 O Sigma-Aldrich (e Saved Req. em 10.0mY

e Recipient (will be the Pl who is the owner of the requested item)

e (Cost centre

o MPI restricted status (This field cannot be left blank! Either true or false has to be selected)
e UniServices account number (if applicable)

Under requisition line items:

—
| Fite Reports  Layout Heip
Structurs Search | Favortes | Search | Shopping Cart | Requistion Search | Orders | Receiving | Materials |
e of o G Bl K s @ e Bl /¢ e
H * submt & Clear (@, Reset ave As elete 3 l"! use [ Addto Favoriies = = Print
Inventory | Storage Area | StockRooms | Hosted Catalogs -1 | eMolecules | Non-Catalog tems |
Recipient Supplemertal Information
i [ecicuest, Three 4.1 MPI_Restricted false ~
: Requestor  SciGuest, Three ||| B reeening cone
*Logstion [BO8125=301>L104 - City Campus: Prect ‘ | [rr_provuct_coce
‘ ‘ RH_UniServices _Account_Num...
Phone # Reguistion # 1024
*Select Cost Center \944s-u0A-PMAT747 E\ Date Submitted 02-Sep-2015
Allacation Date Required  07-Sep-2015
Reservation Ho =
} ] 1 Orcered | Catalog # | Catalog Mame | MDL # | Product | CAS# | Commerts | Wendar | Status | Package Gt | P
21X 1/251755-10ML Sigma-Aldrich (e, MFCDO0O11150__ Osmium tetroxide . 20815-12-0 O Sigma-Aldrich (M. Saved Req. ftem 10.0ML
- 2
Line ltem =2
“Order Gty | 1] Stetus Saved Req. ltem =
“Supplier Sigma-Aldrich (New Zealand) Recipient [scieuest, Three |
il | Mewsuwpplier || Ecit Suppiier Recipient Phons # | |
“Catalog# [25175510ML Redquistioner [scicuest, Three |
*Plyy At ‘ 10.000) Requistioner Phone & | ‘
*Prglnts L Costcerter 2 [sa4a-U0APMATTAT E]
totsize | 1] Eaf Date Suomiten [02-5ep-2m15 |
Storage Codle | | C} ate Required 07-Sep-2015
cas# 20816120 Recipient Logation  |BO81=5=301 =00 - City Cam...[ 7| [
MOL # \Mrcouum 1150 Requisition # |1 24 \
*Descrigtion \OSmium tetrozide solution, 4 wt, % in H20 Order & | \
Grade [ PO # [ |
Price 422500 Orgered Date | ‘
Currency  NID B RErD e
SR 250 psc [123s2300 ] |
Allacation %
Rezervation °
4.1 Account_Code m W
N View/Edit =
B o i 4.2 Product_Cods
Supplier Notes [ ‘ igw/Edlit ‘ |4.3.PC_Business_Unit "
— |44 Additional_ote
Rediomctive || | viewEdi | IE:.1 MPI_Restricted 3 LJ
.2 Cortrolled_Drugs L. I
Substance [ | Regusted [ ] 6.3 Radiosctive_flag C
MSDS [ Controlied [ ] B .4 Toxic_Gas(2.3) 8
: B.5 Highy Reactive(4) -
Coth 0 Restrict IE.& Highly_Toxic(B.1 PG 1) L] !
COP (| UniServices_Accourt_Num... @
‘ Save ] I Cancel
4 13
= ||
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e |tem information

e Cost centre is determined by the Requisition Header field value, so should not be different.
e Item’s hazardous and restricted status (It is compulsory to declared the item’s hazardous
and restricted status if the requested item is:

=  MPI restricted
=  Controlled drugs

= Radioactive

= Toxic gas (UN 2.3)

= Highly reactive (UN 4.1 PG1, UN 4.2 PG1, UN 4.3 PG1)

= Highly toxic (UN 6.1 PG1)

Q
If you clicked the —*/ button to review your own cart, the requisition number remains the same. If you

[R—

clicked the % button to review a Researcher’s cart (or to edit your own), you need to click Save As to
save the shopping cart again and it will receive a new cart number. Find this new requisition number in

the Requisition Search tab:

e Go to the Requisition Search tab
e Press the Clear button

o Click the ellipsis button L) next to the “Saved Requisition Name” field
e Find the saved requisition and click OK.

The saved requisition will return in the result pane, with a requisition number.

Structure Search | Favorites | Search | Shopping Cart | Resuistion Search | Orders | Receiving | Materiats |

| Saved Requisition Mame SciGuest_Three_20160902_1

ﬂf‘ Search L.'Q Clear ‘é} Reset
Esqulsnmn # ‘529 I
euestor

Recipient
Status All

Requisition Date
Required Date

.1 MPI_Restricted
- RH_ACCOUNT _CODE
a RH_PRODUCT_CODE
RH_UniServices _Account.,

Type

=

| Requistion # | Recipient

Recipiert Phone # | Reguestor Reguestor Phone # | Requisition Type | Status

| Reguisition Dete | |

[
| A 4‘5 528 SciGuest, Four
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3.3.2 Submitting the Shopping Cart

3.3.2.1 Submitting University order to the STC

Service *
Shared Transaction Centre (STC) E
Topic *
Request to Purchase E|
SciQuest request IEI

SciQuest Requisition Number

Request Details

Attach documents

Attach any supporting documentation to this request if
required

No file selected.

e You can use the Request Details field to record the name of the original requestor. You could also
record the original requisition number here if you wish as this information doesn’t come through
in the email notification.

e Attach supporting documentation such as MPI import permit (where required)

e The supporting documentation should be saved to your records and placed on the shared file
folder using the complete PO number as the folder name when available

e The shared file folder can be found at \\uoa.auckland.ac.nz\Shared\MED\MSCI\HazTrack

3.3.2.2 Submitting TechnologyOne order to Uniservices

The actual processes for searching for items, saving shopping carts and receipting is the same as for
Uniservices orders.

If ordering from Uniservices there are 3 options listed under Cost Centres. Choose the appropriate option
depending on the type of account.

Inventory l Store Rooms ] Stock Rooms | Hosted Catalogs -1 l_al

Recipient
“Name Tomilin, Gary |__T_|
— |
"Location [z01222502200 =D i
Fhor
Phone #
= Reny
*Select Cost Center [9132-RO-3700735 [~] | nate
Ak Canactit ik il
Project [p132:R0-3708254
[133.R0-3703181
D REAEARER [p133-RO-3705469
TR 2 RO-a701808
— L1 Héga; ro.a70s750
A LiniServices GL Account
UriServices HoD Account
UniServices Project
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If one of the 3 UniServices cost centre options is selected, the researcher must also supply the actual
UniServices account code to charge to in the “Supplemental Information” section using the

RH_UniServices_Account_Number field (4).

File Reports Help
Structure Search | Favortes | Search || Shopping Cart || Requistion Search | Orders | Receiving | Meterials |
i m) L;-[; Clear @ Reset ‘*""ﬁ 4 ,2) ' /, { Addto Favorites mim =) print
pysntore | Storade Ares SlockRooms Hosted Caia\uas—ﬂ eMolecules ‘ Mon-Catalog ftems |
Recipiert 4
| i 4.1 MP_Restricted false 3
5 A MPLS
L) eiuos e Reguestor [Scicuest, Three L|:7 =T —J
*Location E0E1 =5=301 =LA - City Campus e DLCT CODE
RH_UniServices_Accourt_Mum 4 I
2 Requisition # 1024
*Select Cost Center |9448-LI0A-PMAT7AT IDeﬂe Submitted 02-Sep-2015
Allocaion Date Required  07-Sep-2015
Reservation Mo I
I Oradered Catalng# | Catelog Name | MDL # Procuct CAS# Camments ‘endor Status | Packagecty |
This must be in the appropriate format.
Cost Centre Format of RH_UniServices_Account_Number

UniServices GL Account 99.9.999.9999 e.g. 10.7.125.9760 Light Metals Research Centre.
(Only used by UniServices (Entity/Sector/Centre/Department). The system will then supply the

Operating Centres) remainder of the code.
UniServices HOD Account | 99999 (a five digit code)
UniServices Project 99999.999 (a five digit code with a 3 digit suffix)

As with the University’s RH_Account Code and RH_Product Code, this can be overwritten at the line level
if the user doesn’t want to charge all the lines to the same UniServices account number.

Email shopping cart # to purchasing@uniservices.co.nz

e Attach supporting documentation such as MPI import permit (where required)

e The supporting documentation should be saved to your records and placed on the shared file
folder using the complete PO number as the folder name when available

e The shared file folder can be found at \\uoa.auckland.ac.nz\Shared\MED\MSCI\HazTrack

Rule: Do not mix University and Uniservices as this will make the Shopping Cart fail.

3.3.3 Keeping Track of Orders
When the order is placed through the STC portal there is a free text field where you are able to add

information about the order. You could also record the original Requisition number here if you wish as
this number does not come automatically through in the email notification from the STC.

Note: The Requisition number you submit to the STC for your order changes after the STC processes

your order.
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After you submit your Requisition to the STC you will receive a notification that you have raised a new
request. This notification has a service request number and includes anything recorded in the free text
field.

You have raised a new request: Shared Transaction Centre (STC) Request to Purchase SciQuest
requnﬂI[Snruicn Request: 160729-002416]

Staff Service Centre <staffservice@auckland.acnz=
D If there are problems with how this message is displayed, click here to view it in a web browser
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.
Fri 29/07/2016 3:58 p.m.
Mary Speliman

Dear Mary

Order to Global Science for Rotavap (specal price offered as per attached letter,

Your request will be assessed and referred to one of our support staff to clarify, update, resoclve or escalate within 4

hours.
When the STC have processed your request you will receive a further notification. The notification
includes the new Requisition number (this is the number generated when the STC have punched out to
pull the order into PeopleSoft Financials and is not the same cart number you originally sent down) the
vendor and the service request number.

(STC) Request to Purchase SciQuest request#675_ Global Science ISewice Request: 160729-002416] |
Shared Transaction Centre (STC) <staffservice@auckland.acnz>
0 o there are prnblems wiith hoar this mMessage i dlipll]'!ﬂ, click here 1o view it in a web browser.

Mon 1/08/2016 2:35 p.m.

Mary Speliman

Dear Mary

Thank vou for vour purchase request whach has been processed. A requsition has been raised m the system is aproved (as per screen shot
below),

Confirmation

Your reguisiion has been submitbed

Requesied For Murabula, Phoate Number of Lines 1
I Requisition Hame MSpelman_ScO#675_9136_ Global I Total Amount 495000 NZD
Reguisition 1D 0000092272 K

Business Unit MD
Satus. Peacing New SciQuest ERM

Priority Madium Requisition number is #675

A purchase order (PO) will be generated and automatically dispatched to the supphier. You will also receive an automated email
confirmation and copy of the PO.
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You will also receive a copy of the PO by email once it is dispatched to the vendor.

University of Auckland Purchase Order MD0000091187 Dispatched

STC@auckland.ac.nz

@ You forwarded this message on 3/08/2016 10:00 a.m..

Mon 1/08,/2016 3:36 p.m.
Mary Spellman

- Message TEUOA_PO_MDO0000S1187 . pdf (53 KE)

Purchase Order MD0000091187 has been dispatched to (GLOBALSCIE-001) Global Science & Technology Ltd.

When you receive the goods/services please goods receipt in People Soft Financials (with the exception of APX orders),
as invoices cannot be paid until the goods/services have been receipted.

When your order is received you will be sent a notification that has the new Requisition number only.
Therefore it may be helpful to link these numbers for your own records in a spreadsheet like this:

Req# |Date Ordered Ordered for: Description of order |Service Request| Mew Req # PO # Received
Number

3.3.4 Order Arrives
Once the Shopping Cart has been processed by STC or Uniservices it becomes an Order. Most orders are

received in the stockroom by the stockroom personnel. Some specialist items may be received in the
laboratory by a DLP.

Further steps can be found under Section 4.0 Receiving and Section 5.0 Receipting. An item may be
Received in the stockroom, but Receipting must be performed by the DLP who submitted the order.

3.4 Stock Room processes

All users are able to purchase through the stockroom they are allocated to and should use the following
steps to create a request.

> Search for required item in the Search Tab
> Add item to the Shopping Cart

» Complete the Shopping Cart

» Order is Ready

3.4.1 Searching for an Item

In the Search Tab, select the Stock Room All radio button then Search for the item(s). The results will

appear on the Stock Rooms tab. To see all items sold through your Stock Room, perform a Stock Rooms
search with two wildcards (**) in the Name field.
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File Reports Layout Help

Structure Search ] Favorites | Search [ Shopping Cart | Requisition Search Orders Receiving ] Materials |

Search 4 Clear Fitter "-"3
i 4 =)

Sources Al Mone Pref. || Mame | | MUzt include
Irvertary O @ O CAS # | | Exact Phraze
Storage Area O @ O Catalog # | | Incuce Ay Ter
Stock Rooms @ O O [custamer com... [=]]| | | Exclude Terms
Hosted Catalogs (0 @ O Mol Wit Renge | | - | | [ search for £
ehfolecules o @ Keywards | |

| Preferred Sources.. I

@ Invento

|D Advanced Inventary D Container Flex Fields

|

Invertory | Storage Area | Stock Rooms || Hosted Catalogs | eMolecules

Descrigtion Available Available Amount Backorder | Package Gty | Package Lnit

3.4.2 Adding Items to the Shopping Cart

Add items to the Shopping Cart by Clicking on the ¥ icon next to the item. If there are warnings
associated with the material, a message appears showing the following information:

\;I e |

Health & Safety Restrictions @ Warning - This item has additional infarmation for Health & Safety risks.
L. |Please review this information.more..

Invertory / Storerooms Information '1‘_7': ‘1 itern(s) are in storeroom.rnore...
—=

| ok ]| Cancel ]| Print ]

Clicking the more links opens a .pdf report with detailed information regarding that specific section.
Clicking the Print button opens a .pdf page containing the complete report of all sections.

Clicking the OK button completes the addition of the material to the Shopping Cart. Repeat to add all

the required materials into a single Shopping Cart.
[T 1

> |
Quick Tip: If the material is a frequent order, click the yellow star [Je to add this to the Favourites Tab

3.4.3 Completing the Shopping Cart
Complete the Shopping Cart by clicking the Shopping Cart tab and going to the Stock Rooms tab.
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Structure Search ] Favarites ] Searchl Shopping Cart Iorders ] Receiving ] Materials |

e of o G, R @ cocs o / oo S
i my submit _sf" Clear (@, Resst Save As Delete ; V 4 |\ Addto Favoriies /=) print
Invertary Storage Ares Stock Rooms - 1 Hosted Catalogs ] eholecules ] Mon-Catalog kems |

"Name |Gilbert, Ray =

Recipient
Reguestar |Sc:iQuest, Three
Phone # |

*Location |2D1 =22502=U04 B| |j

Requisition # Mot Submitted
Phane # [pe0z2 || Dete Submited Mot Submited

*Select Cost Certer  |9120-RO-3703235 ﬂ Date Required  [19-Aug-2015 | =]

| Ordlered Avilable Amourt | Avaiakle | Package Gty |  PackageUnit | Mame [customer Catalog . [ CAS # [ MDL # [
% [ R 1 2 v 1BOTTLE Acetans 100014 2500 67-64-1

Fill out the information in the requisition header. The quantity can be changed under the “Ordered”
column.

Extra codes: If you need to specify a UniServices project code, an Account Code, or a Product Code; right
click on the item in your shopping cart and click ‘View/Add notes’. Put the extra code(s) in here.

Press the Submit button i ™ anda dialogue window confirming that your Shopping Cart has been
successfully submitted appears.

| o

a,. Requisition Mumber 935 was successfully created for StockRooms.

o]

Press OK. A Print Confirmation dialogue window appears asking if you want to print the requisition.

Clicking Yes generates a “Stockroom Requisition Form” in pdf format which is a record of your request.

3.4.4 Orderis Ready
Once the Shopping Cart has been processed it is handled by a Stock Room person. Any items with barcodes
need to be receipted into their lab location with a scanner in the Stock Room.

4 Receiving
Items that you have ordered through SciQuest ERM will need to be Received into SciQuest ERM.

e When you Receive an item it is automatically receipted in PeopleSoft.
e Barcodes are applied to chemicals and restricted biologicals as they are received. Consumables
generally do not require a barcode.
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e Most items will be Received into SciQuest ERM by the stores technician, unless they are on dry
ice or restricted goods. If items have not been received in the Stock Room, the DLP is responsible
for Receiving.

To Receive items go to Receiving tab.

File Reports Layout Help
Structure Search l Favorites l Search l Shaopping Cart l Requisition Search l Orders Il Receiving ’IM&isrials
H V4 - =i i)
:ﬁ Search A Clear w w %
lerts
PO Requisition # | S ldertifier 4 Walue
— escription Catalog #
RecipientRequestar | i Hotes —
| | = Gty Ordered v endor | -
Receiving Room
8 | ] ity Received Erand
WVendorBrand 5
| | *Pg Amourt it Part # 4
Catalog # — i
2 mlins [ [[Essistion ot [
cas# [ Lot #
*Lat Amant =
Line tem Status (@ Open tems ) All tems Storage Code |l
*Dutstanding Gty
1 Purity
Statuz P
. MPI_Restricted Ll l
3 EaccH
Document Repository I0#
Donor Species DNA
Host Oruanism - Species
Host Organism - Subsp...
HSNO Spproval #
import Permitd
Insert DA
Transfer Permit #
Wector
FO# [ Line # | Requistion# | LineStstus [  COrder# | RequistionDete |  Ordered [ CostCenter | CAZ# [ cotslog# | Desoription |
5

The criteria pane allows the user to enter or select search criteria.
The alerts/notes pane displays any health, safety or information alerts or note text associated to
the selected request item.

3. The requested item summary pane displays the general information for the selected request
item, including quantity requested and package size.

4. The container attributes pane displays the attributes that will be associated to all containers
created for the request item, including catalogue number and supplier. Container flex fields will
also be included.

5. The request items pane displays the request items that match the search criteria.

4.1 Receiving an item
Most orders are received in the stockroom by the stockroom personnel. Some specialist items may be
received in the laboratory by a DLP.

Only a single item can be received at a time. Materials requested in a single Shopping Cart will have to
be received one at a time.
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File Reports Layout Help

Receiving

Structure Search 1 Favorites 1 Search ] Shopping Cart 1 Reguisition Search Orders Materials
1 V] - < .
3 ﬁ Search | Clear w@ Receive tem kx) Cancel E Close 3a
Alerts Idertifier Value
P.O.Requisiion #  |[EX0000014156 1 - 5 . |C e = dl
G =S e € Health & Safety/COP mare... LaaE yanogen bromids, reagent grad| | |Catalog # C91492.25G B
i W Gty Ordered 1 | | [vendor Sigma-Aldrich (e |
R (e } @l “Gty Received |1 Erand SiGhA-ALDRICH
“endor Brand i
Catalog # | — = 7
] Pl Units B =] Expiration Date |1
CAZ# ‘ | R L Lot #
Line tem Status @ Open tems O &l tems T Storage Coce | |
AL Purity 97.0000%
Slat Qrdered
_ResTrCTe  —
BACCH
Document Repository... 3b
Donor Species DNA
Host Organism - Spe.
Host Organism - Sub...
PO# | Line # | Requisition # | Line Status \ Crder # \ Reguisition Date | Ordered | Cost Certer | CAS ¥ | Catalog # | Description
¥000001 4158 2 1 815 0rdered 943 A3-dul-2015 12429 S06-68-3 Co1492-25G Cyanagen bromids
KO00001 4156 2 8150rdered 943 13-Jul-2015 12429 F7E6-30-3 £B475-100ML-F  Magnesium chiorid

e Search for the item by entering the PO number in the P.0O./Requisition field. Note that for T1 orders
(UniServices purchasing system), PO numbers have different versions depending on the status.
When receiving a Uniservices order you should add a wild card to ensure the order version is found,
for example, AULSQ00016*.

e Items that match the search criteria will be displayed in the result pane. Highlighted row indicates
that the item has one or more alerts or is associated with a note. Select the item to be received.

e |tem summary and container attributes will be displayed in the requested item summary pane and
the container attribute pane.

0 Verify that quantity received matches with the ordered quantity
0 Fill in known container flex fields (mainly for biologicals)

After receiving, an email will be sent to the DLP of the Recipient with details of the order. Note that the
Requisition Number provided in this email is not the same as the cart number submitted to STC. To find
the PO number of the order, search this new Requisition Number in the Orders Tab after selecting Status
All.

Structure Search } Favorites l Search ] Shopping Cart Requisition Search Crders [ Feeceiving Materialz
g =5
ﬁ Search ‘;//’ Clear (?l Reset
jsilion Criteri T Order Criteria
Requistion # |13 || | EE [ ] IP.O. * [ |
& heguestel Haqulsﬂlon Type ERM Orcler # | |
Reguestar Recipient Status |AII \T\l
Order Date
Line ttem Criteria Line tem Flex Fields
Recuired Dat . ‘ 4.1 Account_Code
ecuired Date alog 4.2 Product_Code
Status Description | ||| |23 Pe_Business_Unt
Supplier {Brand | ||| Cost Certer 4 4 Addtional_Mote
[B.1 MPI_Restricted
ML & | |@ss ‘ | B.2 Controlled_Drugs
Alerts [ Crder # [ PO # [ Ordered Crder Date Crder Status Received Requisition # | Requisition Stetus | Dste Submited | Requisit
[ h7 SCO0001 29801 130-0ct-2015 Open 113 Open 27-0ct-2015 Hosted Ca|
ik SC00001 29801 130-0ct-2015 Open 113 Open 27-0ct-2015 Hosted Ca|
T PaL SCO000 2960 130-0ct-2015 Open 013 Open 2702015 Hosted Ca
LR ) ‘ Crhr SCOD001 29501 130-0ct-2015 Open 113 Open 27-Oct-2015 Hosted Caf
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4.1.1 Receiving exactly as ordered
After selecting the item to be received, the Quantity Received field will default to the quantity ordered

File Reports Layout Help
Structure Search ] Favorites } Search ] Shopping Cart l Requisition Search Orders Receiving Materials
ﬁ Search xf Clear % Receive ltem “ﬂ Cancel ﬁ Close
Alerts Idfertifi wall
P.0.Requistion #  [EX0000014158 | o s 5 — e I EtE I
— escription YENOGEN bromicde, reagent ora Catalog # C91492-25G
Reciient Requestor | [ ‘d Health & SafetyCOP more... : - __
- oty Crdered |1 endor Sigma-drich (Mew| .|
Recehving Foom | ] Lty Received i Erand SIGMA-ALDRICH
WendorBrand |...
: | jl s e — Mty Part # Ca14a2 7|
Catalog # - e
o g 5 [ | ExprationCate | [
cas# [ | Lot# |
*Lat Amourt 1 —
Line ftem Status @ Open tems () All kems Storage Cods |CJ
*Outstancing Gy |1
Purtty 57.0000% |
Status Orolered —
& MPI_Restricted L]
EACCH
Documert Repository.
Donor Species DMa
Host Organism - Spe...
Haost Organism - Sub. [~]
PO & \ Linz # 7 | Requisition # \ Line Status | Orier # \ Reguisition Date Oroered | Cost Center | CAS# | Catalon # \ Description
40000014158 1 §150rdered 943 13-Jul-2015 12428 S0B-68-3 C81482-25G Cyanogen bromide
EX000001 4155 2 §150rdered 943 13-Jul-2015 12428 TTEE-30-3 65475-100ML-F Magnesium chiorid...
Receive tem

If it is correct, click the Receive Item icon

A Container Bar Codes dialogue box may appear. Enter/Scan the container barcode(s) and click OK.

i _— S— |
| £ Container Bar Codes M

. ——

Bar Code | Dezcription | Package Gty | Gross Wieight Select Units for Gross Weight
|C3-'anogen bromide, reagent grad... (25 G
|anp -]

Print Bar Codes
O ves

(@ Mo

]
| Wigigh Container I i
i
| Cancel ]

The updated status of Received Full will be displayed in the result pane.
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File Reports Layout Help
Structure Search ] Favorites ] Search ] Shopping Cart I Requistion Search ] Orders Receiving Materials
8 ' 4 -~ -~ =
3 % Search o Clear © Receive ltem w Cancel % Close
Alerts Idertifier Value
PO Requistion #  [EX0000014158 | = o B e v || }
— escription yanogen bromicde, reagernt ora Catalog # 91492-25G
Reciniert Requestar | [ 10 Health & SafetyCOP more... : __
: Gty Ordered [t endor | Sigma-aurich (Mew| .|
Receiving Room I I l% sty Feceived o Brand [siMa-alDRICH \
“Yendor/Brand
| | | e Py Amaurt |25 | |[morene lco1492 | _\
Catalog # — ) — irati |
Phg L [ =) Expiration Date || —
CAS # [ | e - Lot # |
*Lat Amaurt 1 —
Line tem Status @ Open kems O Al tems Storage Cods LD
*outstanding Gty (0
Purty a7 oo00% |
Status Received Ful
A MPI_Restricted L]~
EACCH
Document Repository...
Donor Species DNA
Host Organism - Spe.
Host Organism - Sub... [~]
PO# \ Line & 0 | Requisition # \ Ling Status Order # | Requisition Date \ Ordered | Cost Center \ CAS ¥ | Catalog ¥ | Description
EX0000014158 1 &1 Received Full 435 13-Jul-2015 12428 S06-65-3 Co1492-25G Cyanogen brotids
EX00000141 56 2 ] T — 13-Juk-2015 12429 TTEG-30-3 GE475100MLF  Magnesium chiorid

After receiving, items with barcodes must be receipted into SciQuest ERM by the DLP into their final

location. Please refer to Section 5.0 Receipting.

4.1.2 Receiving a partial order

After selecting the item to be received, the Quantity Received field will default to the quantity ordered

File Reports Layout Help
Structure Search l Favorites } Search l Shopping Cart } Requisition Search | Orders | Receiving [ Materials
ﬁ Search \'{? Clear %’ Receive tem -‘W Cancel 8 Close
Alerts Identif al
P.O.Requistion #  [EX0000014130 | ELLL | 220 ‘
T — Description BORIC ACID FOR ANALY SIS EMS Catalog # ‘1 001650100 ‘
Recipisnt/Requestor | (] — —
| E‘ Qty Ordered 2 endor |Merck Piy Limited | -
Receiving Room
| = *Qty Received  [2 Brand ‘Merck ‘
Wendor/Brand
| J ‘ e Er Mg Part # 1001650100 |
Catalog #
*Phg Units Expiration Date | R
cas# [ | Lot # |
*Lat Amourt " _—
Line fem Status @ open ttems O Al kems Storage Code 1L
*Outstanding Gty (2 e
Purity ‘
Status Drodered —
& MPI_Restricted L]
BACCE
Document Repostory...
Donor Species DMA
Host Organism - Spe...
Hast Organizm - Sub [~]
PO \ Line # \ Requisition # 5| Line Status J | Orler # \ Requistion Date Crdered J | Cost Certer \ AT | Catalog ¥ | Description
EX0000014130 4 B9E0rdered Tt 10-Jun-2015 81004-RO-3330005  65-85-0 1001360100 BEMZOIC ACIDFO
EX0000014130 G35 Ordered m 10-0un-2015 21004-RO-3TI0005 10043353 1001650100 BORIC ACID FOR ..
EX000001 4130 1 B95Ordered Ed 10-Jun-2015 11004-R0O-3330005  7647-01-0 1003132500 HYDROCHLORIC ...

Put the cursor in the Quantity Received field, input the received quantity and press the Tab key. The

outstanding quantity will be automatically calculated.
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File Reports Layout Help

Structure Search } Favorites } Search } Shopping Cart } Requisition Search | Orders | Receiving [ Materials

i rd - . - =
5 ﬁ Search & Clear -ﬁ Receive ftem < ] Cancel % Close

Alerts
PO Requistion #  [EX0000014130 | Ioerdie: | Male |
Description BORIC ACID FOR ANMALYSIS EMS Catalog # ‘1 001650100 |
RecipientRequestar | [ = —
‘ ol Gty Ordered |2 endor |merck Pty Limited | [
Receiving Room
d | &) Oty Received |1 Erand merck
WendorBrand
‘ | roee Er— ifa Part 2 1001650100 J
Catalon # —
*Phg Uitz B | ~ Expiration Date | |j
CAS # [ J Lot # |
*Lot Amount 1 —
Line ttem Status (@ open tems O Al tems = Starage Code ]
I *Outstanding Sty [1 I
Purity |
Status Ordered —
4, MPI_Restricted -]
BACCH
Document Repository
Donor Species DNA
Host Organism - Spe
Host Organism - Sub. [~]
PO# | Line # ‘ Requisition # 5| Ling Status 1 ‘ Oriler # | Requistion Date Ordered 2 ‘ Cost Centet | CAS ‘ Catalog # | Description
EX000001 4130 4 B985 Orclered T 10-Jun-2015 81004-R0O-3330005  65-65-0 1001 360100 BEMIOIC ACID FO
EX0000014130 698 0rdered 0 10-Jun-205 21004-RO-3330005 10043-35-3 1001650100 BORIC ACID FOR
EX0000014130 1 B35 Crdered 70 10-Jun-2015 11004-RO-3330005  7847-01-0 1003132500 HYDROCHLORIC ...
Receive tem

Click the Receive Item icon

A Container Bar Codes dialogue box may appear. Enter/Scan the container barcode(s) and click OK.

-

. | —— P
| £| Container Bar Codes @
_—  lm—
Bar Code | Description | Package Gty | Grozs Wisight Select Units for Grozs Weight
|[BORIC ACID FOR AMALYSIS EMS... 100 g
[ ]
Print Bar Codes
() ves
&
(@ Mo
| |
| | |

| Wieigh Cortainer ]
| oK I
| Cancel ]
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The updated status if Received Partial will be displayed in the result pane.

File Reports Layout Help
Structure Search ] Favorites ] Search l Shopping Cart } Reguisition Search } Crders ‘ Receiving l Materials ‘
T i = =
i mifm
H E‘ n Search o Clear ) Receive tem w Cancel E Close
Alerts Idertifier Value
PO Renuisiion #  [EXD00001 4130 | | |
L — Description [BoRIC 22D FOR anaLYSIS EMY | [catalog # [tomes0100 |
Recipient/Requestar izl — —
| ~ E“ Qty Ordered |2 | Vendor |Merck Pty Limited | ™
Receiving Room
e e 5 “Gty Received [ [Erand Merck |
“endor/Brand | -
Catalog # = —_— P |
i Pl Ut ;g =) Expiration Date || -—
CAS# [ | C = Lot # |
*Lat Amount " =
Line ftem Status @ Open tems (O All kems [Storage Code Kl
*Outstanding Gy 1 m
Purity ‘
Status Received Pattial —
[ WPI_Restricted =]
BACCE
Document Repository
Donor Species DA
Host Organism - Spe
Hast Organism - Sub [~]
| PO# \ Line # | Requisiion # o | Ling Status d \ Crder # \ Requisition Date Ordered A | Cost Center \ CAS# | Catalog # | Description
000001 4130 4 698 Ordered 7ol A0-Jun-2015 81004-R0-3330005 65-85-0 1001360100 BENZOIC ACID FOr
WO00001 4130 1 BIE0) il A0-Jun-2015 11004-R0-3330005  7E47-01-0 1003132500 HYDROCHLORIC
000001 4130 2 69 il A0-Jun-2015 21004-R0-3330005  10043-35-3 1001650100 BORIC ACID FOR

After receiving, an email will be sent to the DLP of the Recipient with details of the order. Note that the
Requisition Number provided in this email is not the same as the cart number submitted to STC. To find
the PO number of an order, search the new Requisition Number in the Requisition Search Tab

After receiving, items with barcodes must be receipted into SciQuest ERM by the DLP into their final
location. Please refer to Section 5.0 Receipting.

4.1.3
In the following example, we will be receiving 4 x 50 ml of the request chemical instead of the 2 x 100

Receiving an order that comes in different packaging

ml that was originally ordered.

After selecting the item to be received, the Quantity Received will default to the quantity ordered.

File Reports Layout Help

Structure Search | Fawortes | Search | Shopping Cart | Requistion Search | Orders | Receiving | materials |

3 X § -~ - j =
g ﬁ Search o Clear :@ Receive ftem L] Cancel Close

Alerts
P.O.Requistion #  [FS0000000532 | ___ e | ol |
— Description BOD 500 mgl Calibration Slandal Catalog # ‘BODSDD-1 DOML |
Recipiert/Requestor | [ =
| El Qty Ordered 2 | § [vendor |Slgma-Aldnch | lizal
Receiving Room
8 L ™ *Gly Received |2 Brand Rre |
“endor/Brand |
i. | Motes *Pkgy Amourt 100 Mfo Part # BOD500-100 7|
Catalog # _—
] Pl Unts T =] Expiration Date L
CAS# [ | 2 Lot # |
*Lat Amaunt 1 Ty
Line tem Status @ Open tems ) All tems Storage Code | L
Purity |
St -
A MPI_Restricted L]+
BACCH
Document Repository
Donor Species DA
Host Organism - Spe
Host Organism - Sub [~]
PO # ‘ Line # ‘ Requisition # o | Line Status g | Order # | Requistion Date Ordered ?| Cost Center | CAS# ‘ Catalog # ‘ Description
S0000000632 2 438 Ordered 453 20-2pr-2015 21003-R0-3330005 BOD500-100RL BOD 500 mgL Cali...
F=0000000632 1 438 Crdered 453 20-Apr-2015 11004-RC-3330005  109-89-9 &7368-5L Tetrahydrotfuran, ...
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Put the cursor in the Quantity Received field, input the received quantity and press the Tab key. A

Confirm Quantity Received dialogue box will appear. Click No.

|| strusture Search | Favortes | ssarch | Shoping Cant_| Requistion Search | Orders | Reosiving |_Materials | I
3 )
g ﬁ Search jz? Clear % Receive tem -‘w Cancel 8 Close

Alerts
P.ORequistion #  [FS0000000532 | . ___ et | AL |
Description BOD 500 moul Calibration Stands) Catalog # |EODSDD-1 O0miL
Recipient Requestor | ) Ay |S . | |
| E!I Gty Crdered 2 ‘encor igma-Alciricl
Receiving Room
| 0 | “Gty Received |4 §| Erand Fre |
wendoriBrand
| | Notes *Phg Amount 100 hitey Part # BCODS00-100 ‘
Catalog #
*Phg Uiits L = Expiration Date [
cas# [ | L ‘
Lot Amourt 1
Line em Status @ Open tems O Al tems Storage Code | Ij
*Outstanding Gy (2
Purity ‘
— —

-
Confirm Quantity Received

==

Sile | Mo

@;‘ Guantity Received is greater than the Guartity Outstanding for this tem. Do you wart to receive more items than are currently outstanding?

PO# e e e —r s atalog # Description
20000000632 438 0rdered 20-Apr-2015 21004-R0O-3330005 BODS00-100ML BEOD 500 mglL Cali
FS0000000632 1 438 0rdered 453 20-Apr-2015 11004-R(O-3330005  109-93-9 &7365-5L Tetrahydroturan, ...

Change the Package amount, change the outstanding quantity to 0 and click the Receive Item icon

% Receive ttem
. A Confirm Quantity Received dialogue box will appear. Click Yes

File Reports Layout Help

Structure Search ] Favorites l Search l Shopping Cart ] Reguisition Search ] Qrders | Receiving l Materials |

g r4 . . - >

H ﬁ Search | o Clea v Receive ltem Cancel Tb Close

P.OUReguistion #  [FS0000000832 | e Codier | fushr |
| | |:j Description [BOD 500 mol Calibration Stands Catalog # |EODSDD-1 0oL |

Recipient/Requestar :

& 4 Gty Ordered 2 wendor |S|gma-AIdr|ch | il
oo I ] I%‘ “Gty Received |4 Brand Fre |
“endor/Brand .

| Notes I Py Amourt 50 Mfo Part # [BOD500-100 |
Catalog # irati
T - T | [Exivaton Do il
cAs R [ | Lot #
Lot Amaunt I
Line tem Status @) Open tems O Al kems [ outetoreing oty & Storage Code
CUEIRREN Purity

Confirm Quantity Received

S

@/- Quantity Received is grester than the Guantity Outstanding for this tem. Do you swwart to receive more items than are currently outstanding?

PO # e — — — — atalog ¥ | Description
S0000000632 435 Orclered 20-Apr-2015 21004-R0-3330005 BOD500-100mL B0 500 mepl Cali...
FS0000000632 1 435 Orclered 453 20-Apr-2015 11004-R0O-3330005  109-99-3 B7368-5L Tetrahydrofuran, ...

A Container Bar Codes dialogue box will appear. Enter/Scan the container barcode(s) and click OK.
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r

| £:| Container Bar Codes

— L)

o i

Ear Code

Description

| Package Gty | Grozs Wisight Select Unitz for Gross Weight

|EIOD 500 molL Calibration Standard 50 kL

EOD 500 moil Calibration Standard S0 WL
EOD 500 moil Calibration Standard S0 ML
EOD 500 moil Calibration Standard S0 ML

ANF ]

Print Bar Codes

(D) Yes
(@ Mo 1

|
| Wigigh Container |
>« ]
| Cancel I
The updated status of Received Full will be displayed in the result pane.
Structure Search ] Favorites l Search l Shopping Cart ] Requisition Search l Orders ‘ Receiving [ Materials ‘ I
ﬁ Search uf Clear -‘w Receive tem % Cancel s Close
Alerts
P.O.Requistion #  [F50000000532 | O | M |
— Description BOD 500 moul Calibration Standsl Cataloy # |EODSDD-1 OOkAL
Recipiert/Requestor ‘ | il —
- Oty Ordered 2 vendor | siema-airich [
Receiving Room ‘ @l saty Received i Erand |HTC
MRS } | |—J| e “PhgAmout |50 Moy Part # BODS00-100 7|
Catalog # — et
alog - B [ | Exeiration Date |
CAS # [ | Lot |
*Lat Amaount 1 —
Line tem Status (@ Open tems (O Allkems Storage Code L
*Cutstanding Gty |0
Purity |
Status Received Full
4, WPI_Restricted =]
BACCE
Document Repository...
Donor Species DA
Host Crganism - Spe...
Host Organism - Sub [~]
PO# \ Line # | Requistion # "'| Line Status g | Order # | Requistion Date Ordered 2| Cost Center | CAS R | Catalog ¥ | Description
F50000000632 1 438 0rdered 453 20-Apr-2015 11004-R0-3330005  103-93-3 B7368-5L Tetrabrydrofuran,
F50000000632 2 4353 20-Apr-2015 21004-R0-3330005 BODS00-100mL BOD 500 mgl Cali

SciQuest ERM 8.1.1 DLP Manual Sept 2016

56



5 Receipting

Receipting is when the DLP transfers received barcoded items into their actual storage location.

Containers to be receipted in SciQuest will be picked up, by the DLP, from the stockroom or certain holding
areas. DLPs will have to physically transfer the containers to the storage location and record this transfer
in SciQuest.

The following instructions show how to Receipt manually. This can also be done using a scanner — see
Section 8.1.

File Reports Layout Help

Structure Search ‘ Favornesl Search IShopp\ngCart Requisttion Search Orders l Receiving | Materials |

| Preferred Saurces...

gwa Search ‘;ﬁ Clear Fitter Ej Print
Sources &1 Mone Pref. || Name ] IBar Code [LOAMODDM 2209 |'I Ho Criteria Structure
Inventory ® 2@ 9@ CAS# 7 ‘ T
Storage Area @ O O Catalog # ‘ |
Stock Rooms ® O 0O [customer com..[=
Mol Vet R
Hosted Catalogs @ O O H e
Heywiords
eMolecules @ O t

I ',lj Inventory I lﬁ Hosted Catalogs

‘_,',, ‘Donel Structure I

‘D Advanced Inventory |D Container Flex Fields ‘

(L2 [ 8 [ & J = i & e | -~ )

Irevertory (1) | Storage Ares (0) | Stock Rooms (no criteria) | Hosted Callogs (no eriteria) | eboleculss o oriteris) |

[ Barcode | Label [ Supplier [ Brand | Catslg# Common Name: [ Crwner
%‘i 0 AROD0I Sigma-Aldrich (MNe: 4806837001 Donaldzon, Paul
View Container
Container History
Container Operations » Edit
Print Bar Code Transfer
Safety Label Update Quantity
Reorder Dispose
View Material Set In Transit
View COP Replicate
View MSDS Asgsign to Project
Copy Cell (Ctri-C) Reserve for Owner
Copy Rows » Remove Reservation
Export Text 3
Export 5D File
Select All

e Go to the Search tab. Search for the item by barcode in the inventory tab.

e Right Click the selected container in the result pane.

e Select Container Operations, then Transfer. The default location of the current user will
automatically be populated.
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7

[£ | Transfer Containers

Investigatar, Principal

1030821 0=302=5Sector 300 City

Eiay-01=5C-01

1030821 0=302=5Sector 300 City

Ear Code | Lakel Name | Current Amourt turrerrt Amo...| Status

L0ACO0001 59, .. Methanol 4L A% AILABLE || Transfer I

| Clear Destination
4 ] [+]

e Change the owner of the container to the Principal Investigator who will be the responsible
owner of the container. Press the Owner button, find the new owner by his/her last name,
select the new owner. The new owner’s default location will be automatically populated.

e Change the location. Press the Use button and change the location (Sublocations can be found

be pressing the ellipsis icon ILJunderneath, after the room location has been selected). The
Storage location will auto update to the Use location and sublocation automatically once you
click Transfer.

e Press the Transfer button to confirm the transfer.
e For MPI restricted items, it is compulsory to enter the following information into SciQuest:

=  MPI restricted status (true)

=  BACCH

= Document repository ID#

= Donor species DNA (insert donor species) (only for GMO)
= Host organism — species (only for GMO)

= Host organism — subspecies (only for GMO)

= HSNO approval # (for GMO and competent cells)

= Import permit number

= Insert (only for GMO)

= Transfer permit # (this can be obtained from the lab manager/technical team leader)
= Vector (only for GMO)

To input the above information:

e Right click the selected container in the result pane
e Select Container Operations, then Edit
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e Enter the information under the Additional Fields table

o
ﬁ Save E _
Bar Code 00001364 Status  AWAILAELE Container 1 of 1 4 5

]
Replicate @ MSDS :‘;.J'J Print Label

4. MPI_Restricted L.
BaccH E

Documert Repostory D
Donor Species DA
Host Crganism - Species

@ Product Infarmation
Supplier  |Sigma-aldrich (New Zealand) | [.] Brand [SIGMA-ALDRICH |

Catalog #  [a5473-100G | Menutacturer Part # (95479 |

Lot # | |

@ Reservations
Allocation
Reservation Mo

6 Working with Materials

As a DLP you may need to search for, view and create a new material (e.g. newly created chemicals, newly
created genetically modified organisms).

6.1 Searching for Materials
DLPs can search for materials using the Materials Tab

The Materials Tab has 3 information panes:

e The Text Criteria pane which allows you to enter and select common search criteria (1)
e The Search Results pane which displays materials matching search criteria (2)
e The List Associations pane which displays any regulatory lists that have been associated to the

selected material (3)

SciQuest ERM 8.1.1 DLP Manual Sept 2016 59



File Reports Layout Help

Structurs Search | Favortes | Search | Shopping Cart | orders | Receiving || Materials I|I

oo f oo G rem
:ﬁSearcn o Clear (@, Reset New

1 R&S/HAP | Lists | GHS Hazards |
RiskHazard Satety/Precaution

Review Status |AII E“

Phraze Nu..] Type \ Phrase Text | | Phrase Mum ] Type \ Phrase Text | |
Mameddertifier | | 1 Risk Phra... Explosive when dry ] E 1 Safety Phr... Keep locked up 7] E

10 Rizk Phra... Flammahle [ 1/2 Safety Phr... Keep locked up and out of the r. O
Create Date | [P s | [ (W Risk Phra... Highly Flammaksle [ 12 Safety Phr... Do not keep the container sealed | []

12 Risk Phra... Extremely Flammable O 13 Safety Phr .. Keep away from food, drink an O
Creator Site |AII E“ 14 FRisk Phra... Reacts violently with water [ 14 Safety Phr... Keep away from ... (incompatib.... O

15 Risk Phirs... Cortact with water iberstes e...| [ 15 Safety Phr... Keep away from hest 7]
Organization | | |:J 16 Risk Phra... Explosive when mixed with ox O 16 Safety Phr... Keep avway from sources of ign O

17 Risk Phra... Spontaneously flammakle in air O 17 Zafety Phr... Keep awsay from combustible m... O

15 Risk Phra... In use may form O+ he Safety Phr... Handlz and open cortaines with... 1 [+

List Associations Common Mame | substance Type | Physicsl State | Suppress Contain..|  Reviewed By | Review Date

Begin your search by Clicking the Clear button

xf Clear |

ALL materials are searched for regardless of their review status and creator site.

to re-set the search to the default criteria where

Enter your text (preferably a CAS number) in the Name/Identifier field. You can narrow your search by
using a common name, a MDL number, a CAS number or Custom Compound ID. A Wildcard (*) can also
be used in this field, and should generally be used if searching by names.

Click the Search icon iR searen to get your results which are displayed in the Search Results pane.
Selecting any individual material populates the List Associations pane (if any lists are associated with the

material).
| SciQuest Enterprise ent =k
File Reports Layout Help
Structure Search ] Favorites I Search ] Shopping Cart Orders I Receiving ‘ Materials |
=
ﬁ Search ﬁ'ﬁ Clear @, Reset s E}) New
- .- S
RES/HEP | Lists | GHS Hazards |
RiskMazard SafetyPrecaution

Review Status ol =]
Fhrase Mu l Type | Phrase Text | | Phrase Mum.. Type Phrase Text | |

Mameddentifier  |osmium tetroxide 3 1 Risk Phra... Explosive when dry L E 1 Safety Phr... Keep locked up O E
10 Fisk Phra... Flammable D 1102 Safety Phr... Weep locked up and out of ther.. |:|

Creste Date | |- | 1] || [ Risk Phira... Highly Flammable O 12 Satety Phr... Do not keep the container sealed | [
12 Risk Phta... Extremely Flammable ] 13 Safety Phr... Keep away from food, drinkan... | [

Creator Site |AII Iz“ 14 Risk Phra... Reacts violently with water ] 14 Safety Phr_.. Keep away from . (incompsatib. O

- 15 Risk Phra.. |Contact with water liberstes e | [] 15 Safety Phr... |Weep away from heat O

Croganization | | |_J 16 Rizk Phra... Explosive when mixed with ox.. ] 16 Safety Phr... Weep away from sources of ign... O
17 Rizk Phra... Sportaneously flammakle in s ] 17 Safety Phr... Weep away from combustible m... [
158 Risk Phra... Inuse may form fl O [+] e Safety Phr... Handle and open container with.. [ [+

List Associations Common Mame Substance Type | Physical State | Suppress Contain. | Reviewed B | Reviewy Date
est_LUNE.T PG1 mium tetroxice
4
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6.2 Viewing materials

More information on your materials can be obtained by Right Clicking on a material and selecting the
View Material option.

JL 1]
Saibtancs Type | Prmicw Siks Inm_;lcm-\. | Peprewdby | Pavewiete ||
]

1

pest_LIWE § PO e RO
| &

This option opens the Material Maintenance dialogue window where information on the materials
properties is displayed. Information is organised into several tabs:

|| Material Maintenanc

Osmium tetroxide

] ldertifiers [ Physical Properties & Product Infarmation 3HS Properties ] MFPAMMIS Properties & Lists

Identifiers tab

Here general information about the material including ingredients, structures, structure identifiers and
synonyms can be found.

wemiiott [ 3 | [ 8

Common Hame  Cramium fstraride case 206120

Meterss Source. Mstesiad Type Physical State

I wmew T case |  wwe | Prscwsime | Porcomage |

Structre entiters | sverms |

’; ;ma—m-o | /J Ans . mer:v“n-.mu-
j §wwmn|sﬂ O # K aina ‘Dsmic acidh 2019
505039
/.
o— 0a——0
O
[+ ¥
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Physical Properties & Product information tab

You can find common physical properties for the material and catalogue information (supplier,
cataloguett, brand, manufacturer part number) for containers that have been received or created.

[ | 1 HEPALMS usts |
Comemon Friysical Properties

Purty Spectic Gray
Storege Code Spacte: Vome
ok Condy -

Flash Port. Sobnaty in veser
Mty Pt iAW) Denay (A = 1)
Boding Port 130 €t Prozsure
Molecib Vieignt 254 23 Form

Sebverd
Product ndce mation

[T Swger | cCotwoge | Brand  [Msrrsctuerpaa]

'\_‘[ 251755-5M. H 251755

(¥, Patiest

!!.svumm(m 20103010 SGMA-ALORYH 201030

8 (Mo TSE32-00M Dfacr  TSENT

GHS Properties

Here you can find information on the Standard GHS properties. Signal Word, hazard statements and
risk/safety phrases and pictograms are displayed.

T =

O b

Masciwitont | @ || 8

Wierlifirs_|_Privaisal Prisesties & Proact nformaticn J|_ G+ Prepertiss | NEPARIIS Properties & Lists

Hazard & Precsution Alerts |

[ Statement Type Stotemert £

Satement Tedt 1]
 reT— ED) Fetal i zwallowed

HeF Hszards 310 Fatsi n contsct wih sin.

P Hazards T4 Couses sever skinbums ard eye damage, |
HiF Hazards 3 Felsi lfinhsled

hap Hozarets o Moy course alergy o asiems symploms or brecifing diécubies i mholed =

OB P-

Heath 8 Envirorumental Hozerss
Acule Toschy Catagory |
SN DAmAgeATRARON  Category 16
Eye Damageariation

Carciagenic
Reproucts Taw:

Specific Tarye Cran Toxkay

Serslizer Fesprolory Cotegory 1 Specifc Teret Orgen Taxicty Repest Exposure
Matageric Hozardous fo Aquaic Envecrment

Phigsical HAZ0ds

Explasies Flammabie Sclds Water Reactive
Fiammanie Gazes Letatis Reactive Chadzing Li s
Flammanie Asrosols Pyraphoric Liguids. Chadzing Saikds
Coodizing Sases Byraphor Solids Crganic Peroxide
Cangressed Gas Selt Heating SUbstances Corrasts
Flammatie Ligads
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NFPA/HMIS Properties & Lists
You can find information here on NFPA ratings, HMIS ratings, alerts and associated lists

B
Cemhm letroride waers ot [ |[ 8 |
citars | Prysica roperies  Prooetiniornabion | G Fropartas [ NFPARWS Properies 3 Lits
1P Fropesties WA Properies
Fie Hazards HMS Fre
Hoot HAZans Fating HMS Hoot)
Reactivty M Reactiny
NEPA Speci Notis M e
Lists & et | 7 :lf Hasilh and SetetyiCOP mare
Fisk Associations
List hams, Severty Lt Type
1 PO matrected | Basic
1 [
Sae Associations
List Nome Severty I Lish Type,
[ [+]

6.3 Creating a new Material

As a DLP you may want to create a new material. To create new materials go to the Material tab. Make
sure the material has not already been created by searching for CAS number and/or various common
names with wildcards (*) in the Name/Identifier field.

Structure Search ] Favorites ] Seglabemhaaing Cart I Orders ] Receivingl‘ Materials 1 1
ﬁ Search »f Clear @ Resfg l']i New Zj
R&SHEP | Lists | GHS Hazards |
RiskMHazard SafetyPrecaution
Review Status |AII E“
Phrase Nu...\ Type | Phrase Text \ \ Phrase Mum | Type | Phrase Text \ |
Mameddertitier | | L Risk Phrase |Explosive when dry L 1 Safety Phra... Keep locked up [l
Mo Risk Phrase Flammakilz ] 12 Safety Phra... Heep locked up and out of the re... O
Creste Date [ il = | (sl 11 Rick Phrase Highly Flammakle ] 12 Satety Phra... Do not keep the container sealed | [
2 Rizsk Phrase Extremely Flammable O 13 Safety Phra... Heep away from food, drink and O
Crestor Site |A|| El 1} Risk Phrase Reacts violently with water O 14 Safety Phra... Heep away from ... (incompstibl.... O
Jhs |Risk Dhrase (Contact with wester ineratese | L] | 1 Safety Phra... Heep away from heat ]
= Y
Crganization | | \:] | S cmaw_ . [Safety Phra... Keep away from sources of igni... O
. . [Safety Phra... Keep away from combustible ma.. 1
. [Safety Phra... Handle and open container with ... O [+
3
List Associations | ress Contain..| ReviewedBy | Review Date |
Common MName |
4
‘ Create Material ] | Cancel I
[+
s = Hew
. . . . .
Click the New substance icon to open the Create a New Material dialogue window

Enter a material common name.
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The common name is checked against existing materials, if a duplicate material exists, an error message
is displayed.

Q-‘ A substance exists with the common name sodium chioride.

5 E]i MNew
The New substance icon needs to be clicked again and a new name entered in the Create a

New Material dialogue window.

Click the Create material button which opens the Material Maintenance dialogue window. This is
where you can enter information of the new material. Include the CAS number if it exists for the
material. Click the Save button to save the material.

o Material Maintenance

- _ _ __
T

1ot material 20

idertifiers | Physical Properties & Product nformason | GHS Properbes | NFPAMM Properties & Lista_|
|| Materisi information

|
| commonName  ioct materni 20 cas#

Formua Craslor Sciuest, Three

- R = |
Matarisl Source [=] Material Type [=]] Prysical State

,,,,,,,,, ] Suppress Cortainer Crestion

[ watem | cass | woLe | Physcasae Percentage |

Stuctre ertners | o |
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".‘.“" i M -— — -— — - “
ﬁs-u ._"_'" Create Contaner
ARSENSC (W) CHLORDE M Meiaz | |_4_|
—  nrPARMAS Properes S L MESDS Document Properties
L Pysicsl Properties & Froduct Informals
Msgerin Ivicrmiion
Common beme  [ARSENC (W) CHLORTE | coassumber  TTEe34
i Forsuia !Asc:a ﬁruur Gt iy, Mariarng ki
Miterisl Source | | Mo e | =] myscamun | =l
Stabus ot Feviewed | = | ] Supgeress Contsner Crestion. |
gredierts | 4 | |
[ maerw | case | wees | Prsceistee | Percentage | |
]
f !
| sronreisnines [ 4 |[ & Symomms | e
o o e T e
K TR CAS S A Cecietn Scues. 10557
AR DEMOOMA . Custod Cl
A | s Cuanti
AR DEMOOODIN I3 Custon |
A IR MFCOO001 4185 LS
] S0 CH ﬂS\x
o’ o
I [
|

6.3.1 Creating a new genetically-modified organism (GMO) or restricted biological (RB)

When creating a new genetically-modified organism (GMO) or restricted biological (RB), create the new
material as outlined in the above section (Section 6.3 Creating a new Material) AND add the following

steps before saving:

Select the IE' icon next to “Structure Identifiers. Select “Customer Compound ID” in the Type field and
enter “GMO” (for genetically-modified organism) or “RB” (for restricted biological) in the Name field. Press
Save. If the item is both a GMO and a RB, repeat the step so the item can have both “GMO” and “RB” as
“Customer Compound ID”. Once the material is created, a container of this material should be created

(please refer to Section 7.1 Creating a new container).
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-

— ———— e
|£:| Material Maintenance

: |
2 ﬁ Save e Create Container
B =L

Fetal Bovine Serum, LSS origin, cell culture tested

ldertifiers | Physical Properties & Product Informstion | GHS Properties | WFPAMMIS Properties & List

Material Information

Cammon Mame |Feta| Bovine Serum, US&, origin, cell culture tested

Formula |
Materisl Source | El Material Type
Status |ND‘t Reviewned El
Ingredients
| hiaterial | CAS # MDL # | Physical State Percentage

Structure Identifiers
r r—-l h
Material Structure Identifie £

Mame |REE

Type |Custumer Comgpound (D

[ save | [ comcel |
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7 Working with Containers

Note: All container owners must be current Principal Investigators.

7.1 Creating a new Container
As a DLP you may want to create a Container. To do this, go to the Materials tab.

Enter the text search criteria in Name/Identifier field. It can be a common name, MDL number, CAS
number or Custom Compound ID. Wildcard (*) can also be used in this field.

ﬁ Search

Select the “Create Container” option

Click the search icon and Right Click the selected material in the result pane

File Reports Layout Help

Sructure Search | Favortes | Search | Snhoppng et | Orders | Recem{qi| Matericis \1'
e

] ) Wt
ﬁ Su:n 4 ceer @, Reset S New

RES[HEP | Lists | GHS Hezerds |
Reviewswtws [0 [=) RiskiHazard SafetyFrecaution
g 2 ] Phease .| Type | Phrase Text | Priasstu.] Type [ Phrase Text j|
I e e T e 0clum chlorka Risk Phir... Explosive when ory L[] n Safety Ph.. Keep locked up U [=
— — 10 Risk Phr .. Flammable O 12 Safety Ph... Keep locked up and out of the... | []
Creale Date L) - L 11 Risk Phr__ Highty Flamimabls O 2 Safety Ph._ Do net kesp the containar saal_| [
12 Risk Phr... Extremely Flammable (=] 13 Safety Ph.. Keep away from tood, dink ... [
Creator Ste ] = 5 = = = -
4 Fiisk Phr .. Reacts violertly with water [ 4 Safety Ph... Keep away from .... (incompat... [}
e o 15 Risk Phr.. Coract with water berates... [] 15 Safety Ph... Keep away from heat [
16 Risk Phr... Exploshve when mixed with .. [] 6 Safety Ph... Keep sway from sources of .. [
17 Risk Phr... Spontaneousty flammable in .. (][] 17 Safely Ph._ Keep sway from combustie | [] [<]
List Associations I Common MName | Substance Type | Prysical Stete | Suppress Contain..|  Reviewed By Revi
|

IEwmcﬂlmm 4'| ST
I Create Container | 5|
W

View MSDS

Copy Cell (Ctrl-C)
Copy Rows 4
Export Text 3
Select All

A Container dialogue window appears
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Bar Code OO0 S50 Talus  AVALABLE

B Genarsd
T .
- = O v Sekent, Treoe (]
“Cursonl Amd [ 1 =]
el Phone
“rbgiral Al [ | Fmni REAATEINAR ACIIA A2 AT
Tore ae LKA - Sty Compars
Grass C ] Gz ] Busbcing 201
Purty [ Fionn o1
Ttorage Code (] OroenTsbon  The Unsversty of AuchandsFaculy of Medcsl snd Monkh Sce
Procuct Descrigtion P Structure kendifiers
oy
—— o iy
o
2 Locations
Lies BT m im0 w0, - Ry Caampurs =1
Troge  (DOG1 25301 LI « Sty Campus o]
D Dater
Opanad [ Gspration [ Dispasad
e Acguaed  [15.a00.2015 () Fooirm Actuires 5 aug.2015 (] cresed  15mumg-z0ts
Last inventored () Lost Test (] Mest Test =B

| Ackional Fiokds

[ —— [
[Bacce
Dociamert Repostcry CF
[Doncr Spacias GNA
st Drganisen - Speces = =
@ Product Information
*Supilier [ | ) erand [ |
Catalog # ‘ |Manu!amurer Part # | |
]
Lat# [ |
@ Reservations
Reservation @ o O project

Complete the container information. It is compulsory to change the owner to the Principal Investigator
who will be the responsible owner of the container. Locations of containers are also required.

For MPI restricted items, it is compulsory to enter the following information into SciQuest:

=  MPI restricted status (true)

=  BACCH

= Document repository ID#

= Donor species DNA (insert donor species) (only for GMO)
= Host organism — species (only for GMO)

= Host organism — subspecies (only for GMO)

= HSNO approval # (for GMO and competent cells)

= Import permit number

= Insert (only for GMO)

= Transfer permit # (this can be obtained from the lab manager/technical team leader)
= Vector (only for GMO)

Note: For Supplier, Select “UOA created” if the material is a newly generated material or GMO created
in the University of Auckland.
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Depending on your preference settings, either SciQuest ERM automatically generates a Barcode for the
new container (circled in red in the following screenshots) or you can scan/enter a pre-printed barcode
(circled in blue in the following screenshots).

File | Reports Layout Help

Preferences

Scan Operations
Sublocations Administration
Bar Code Worksheet
Handheld Configuration

1 —_—
Bar Code Label Preferences '

Employee Scan Sheet and Labels
Weigh Scale E

Inventory Reconciliation 4
[ *uze pre-printed bar codes

Exit

File | Reports Layout Help

Preferences

Scan Operations
Sublocations Administration
Bar Code Worksheet
Handheld Configuration

Bar Code Label Preferences

| User l Cortainer B Structure Search

Employee Scan Sheet and Labels
Weigh Scale [][=]

I_El *ze pre-printed bar cndeﬂ ! -Eiar Code _

Inventory Reconciliation 3

Exit

Click the Save button to save the container.

7.1.1 Printing labels for a container
Go to the Search tab. Search for the container.

Right Click the selected container in the result pane.

Select Print Bar Codes
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7.2 Replicating an existing container

As a DLP you may want to replicate an existing container.

Go to the Search tab and Search for the container.
Right Click the selected container in the result pane.

Select Container Operations and Select Replicate.

File Reports Layout Help
Structure Search l Favomesl SaarchJ ’wppingcaﬂ l Requisition Search | Orders ] Receiving l Materials |
i iU Search s Clear
2| |sources tone Pref Jl| Hame | || Bar code [uo.aman001 2208 Ho Criteria Structure
o
i | limvertory @ O OJf cac# [ [ | Borcoselist. |
&
i | Storage Area O @® O Catalog # [ | | Location H
T -
£ | |Stock Rooms 0O @ O [custamer Com... = ]
= Mol Vit R i
3 | [Hosted Catabgs O @ O oW Range | - |
Keywords
D eholecules o @ ¥ | ‘
= | Preferred Sources
=
2 [T inventory =[5 Hosted Catalogs
T
8 [, [oone] Structure D
5 2
2
£
E
= = = =
LE J. 8 J = || o jLa @& | @]
Invertory (1) | Storage Area (0) | Stock Roams | Hosted Catalogs | emalecules |
Lahel \ Supplier \ Brand \ Catalog # \ Comman harme | OwyTEr
0AMOOD01 2209 Sigma-Aldrich (he... 4908337001 PhogSTOPT™ Donaldson, Paul
View Container
felContainec Niston
4| container operations » J Edit
e Coae Transfer

Safety Label Update Quantity

Reorder Dispose

View Material Set In Transit

View COP [_ Replicate 5]

View M5SD5

Copy Cell (Ctrl-C} Reserve for Owner

Copy Rows » Remove Reservation

Export Text s

Export 5D File

Select All

L [— ] b

A Replicate dialogue window appears.

Enter the number of containers to create. Check the Copy Dates from Original Container box if
preferred.

*Murmber of containers to creste

=) Copy Dates from Original Container

3
Replicate

| (94 | Cancel

Depending on your preference setting, SciQuest ERM either automatically generates a BarCode(s) for
the new container(s) or allows you to scan/enter pre-printed Barcode(s).
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7.3 Viewing a container
Go to the Search tab. Search for the container.

Right Click the selected container in the result pane.

Select View Container

| £/ Container u
T =)
_/ Edit @ MSDS EJ Print Label

Bar Code  LOACO00026320 Status  AVAILABLE Container 10 of 149 it E
-

@ General
Lakel Mame |zopropyl alcohol
o Owvnier Srhith, Heather
Current Amt 500 ML
Phane S4681
Criginal Amt 500 ML
Email h.amithi@auckland.ac.nz
Tare "
Site Sector 700E Tamaki E|
Purity Building kil
Dizposal Room 121
Product Description Organization  The University of Auckland
o Structure ldentifiers
67-63-0 OH |
FCOOO011ET4
Q45686
4 3

o Adddtionsl Mames
Common Mame
|zoprapy| slcahol
Synonyms
na

7.4 Checking container history
Go to the Search tab. Search for the container.

Right Click the selected container in the result pane.
Select Container History.

The information on owner, location, quantity, status and dispense are displayed under different tabs.

Label Name |N1DCKII-EICRP

Biar Code TESTOOOO02 Source Bar Code | Status  |AVAILABLE |
Cwvner [ Location ] QuaEntity ] Status ] Dispense ]

AChon Dete ! REATS ! ane# | |

3-Apr-2015 09:00:15 A Mckeage, Mark J.
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7.5 Editing a container
Go to the Search tab. Search for the container.

Right Click the selected container in the result pane.
Select Container Operations, then Edit

Depending on your permissions, the selected container may be edited. If not, the following error
message appears.

Not Authorized =i

il

0 User is not authorized for this
operation on the container .

]

7.6 Transferring a container
Go to the Search tab. Search for the container.

Right Click the selected container in the result pane.
Select Container Operations, then Transfer.

Note: The default identity and location of the current user is automatically be populated. Please ensure
the original owner is NOT changed if the container is only intended to be temporarily relocated.
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o ~ B
| £| Transfer Containers u

|SciG‘euest, Four

|Dangerous Goods Store=Level 1=110M=U04 - City Campus

|Dangerous Goodz Store=Level 1=1100=104 - City Campus

Bar Code | Label Marme | Current Amourt |Currerrt Arnournit U| Status
TESTOOO00Z MDCHI-BCRP 141480 Ay AILABLE

Transfer

Clear Destination

o Transferring Ownership of the Container
Reminder: Only Principal Investigator can be a container owner.

You can change the Owner of the Container by Pressing the Owner button.
Find the new Owner using their last name, select the new owner. The new owner’s default location
is automatically populated.

Press the Transfer button to confirm the transfer.

e Changing the storage location

You can change the storage location by Pressing the Use button and changing the location, then
Pressing the Storage button and changing the location.

Press the Transfer button to confirm the transfer.

The transfer of ownership and location is recorded and can be checked under Container History
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| £, Container History

Lahel Mame |MDCKII—EICRP

BarCode  [TESTOOD0D2 | Source Bar Code | Stetus |4V AILABLE

Craemier I Location I Guantity l Status I Dispense ]
Action Date | MAME [
T-A0g-20135 09: 3816 AM Gilbert, Ray gE0Z2
[Z3-Apr-2015 09:00:18 AM Mckeage, Mark J.

:

;| Container History

Label Name | MDCKIFBCRP |

Bar Code  [TESTODODOZ | Source Barcode | | Stetus |avalLaBLE |

Civyrer Location I Guantiy ] Status I Dispense ]

Action Date [ TYPE [ Locatian | Sublocstion |
A7 -A0g-2015 09:38:16 AM Storage 201 =2=502=0U048 |E|
M7-Aug-2015 09: 3516 Al Uze 201 =2=502=1040
2a3-Apr-2015 09:00:1 5 AM Storage B16=-B=502=CGrafton =
@3-Apr-2015 090018 A Use B G=B=502=Crafton

7.7 Updating the quantity of material in a Container
Go to the Search tab. Search for the container of interest (as outlined in section 3).

Right Click the selected container in the result pane and Select View Container, then Update Quantity.

Enter the end amount in the End Amount field and press OK.
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Update Container Quantty | e

Bar Code onoo1 254

Current Amourt 9 g [:] (Change Current Amourt Unit)
Crriginal Amourt 10 g

Tare Weight

Grosz/Tare Weight (Section not available for cortainers with amounts in volume)

GrossWeightl || @ ||G Bl
O Tare Wieight | x |

| Emcd &maourt

Change/End Amourt

€] .Change Amort |
© wamam [ [ W |

| O Cancel

8 Scan Operations

8.1 Receipting items or changing location/owner with a Scanner

DLPs can carry out a Scan Transaction to “transfer/check-in” the item in SciQuest ERM instead of
performing a manual Container Transfer. The same process can be used to change the location or owner
of containers. The scan transaction should be performed in the pre-defined delivery points (if applicable)
where the following are available:

a. Computer with SciQuest ERM running

b. Scanner
C. Barcode worksheet
d. Directory of barcodes for users, locations and/or sublocations

8.1.1 Generate a Barcode Worksheet

A Barcode Worksheet can be generated which will provide up to four user barcodes and the ERM
function barcodes:

1) Select File > Bar Code Worksheet
2) Select up to four users
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3) Select a location (optional)
4) Select the Scan Functions required. For receipting, select “Check In”.

ERM Bar Code Worksheet

Function User ID
Check In Boyd, Emily

Kennedy, Steve

Location ID

609>6>502>Sector 500 Grafton

Clear Done

Clear Daone

Contact SciQuest@auckland.ac.nz for assistance in generating a directory of barcodes for users,
locations and/or sublocations.

8.1.2 Performing Scan Transactions to change item owner/location

1) Select File > Scan Operations

The name and location of the person logged into SciQuest ERM is shown

— W — B
|£:| Scan Operations =X

-

Current Function  Mone | Keyboard Entry
User |Eioyd, Ermily |
Locstion [403=4>502-Sector 500 Gratton |
Sublocation | |

Bar Code | Label Marme | Current Amount |Currerrt Amourt U| Status | Room | Floor | Biuilding | Site:
T ] [+
(1)

SciQuest ERM 8.1.1 DLP Manual Sept 2016 76


mailto:SciQuest@auckland.ac.nz

2) Scan the Check In barcode
The Current Function will change to “Transfer”

3) Scan the barcode of the item’s Principal Investigator owner
4) Scan the barcode of the item’s new location or sublocation
5) Scan the HazTRAC barcode of the item(s) that are to be transferred

These barcodes can be entered manually by selecting “Keyboard Entry”

-
|£ Scan Operations % . —— , - ) -— E‘@&J
Currert Function  Transfer | Keyhoard Ertry |
User |Kennedy, Steve |
Location [387>3=520-5ector 500 |
Sublocation [sheit-01 |

Bar Code | Lakel Mame | Current Amount |Current Amount U| Status | Room | Floor | Biuilding | Site
UOACO00041643  4-Nitrophenal 100G Ay AILAELE 367 3 620 Sectar 600
UOACO00041647  Maphthalens 100G Ay AILAELE 725 7 301 Sector 300 City

4] ] ]
e

6) Scan the Done barcode

The item will update in SciQuest ERM with a status of Available.

Check In Done

Further steps for receipting MPI restricted items

For MPI restricted items, it is compulsory to enter the following information into SciQuest:

=  MPI restricted status (true)

=  BACCH

=  Document repository ID#

= Donor species DNA (insert donor species) (only for GMO)
= Host organism — species (only for GMO)

= Host organism — subspecies (only for GMO)

=  HSNO approval # (for GMO and competent cells)

= Import permit number
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= |nsert (only for GMO)
= Transfer permit # (this can be obtained from the lab manager/technical team leader)
= Vector (only for GMO)

To input the above information:

e Go to the Search tab. Search for the item by barcode in the inventory tab.
e Right click the selected container in the result pane

e Select Container Operations, then Edit

e Enter the information under the Additional Fields table

ﬂ Save E;Ij Replicate @ NSDS EJ Print Label
Container 1 of 1 || ﬁ‘ | | &

Status  AVAILABLE

Bar Code 00001364

& Additional Fields

5, MPI_Restricted talee IE

EACCH

Documert Repostory D6
Donor Species DA

Host Crganism - Species

@ Product Information

Supplier |Sigma—AIdrich (Mew Zeakand)

| (-] Brand [SIGMA-ALDRICH

Catalog #  [95479-100G

| Manufacturer Part # ‘954?9

Lot # | |

§ Reservations
Allocation

Reservation Mo

8.2 Disposal with a Scanner
Chemicals may be quickly disposed of in bulk using Scan Operations. Biological items require a more
rigorous record of disposal — please refer to section 10.1 for more details.

1) Use the provided Barcode Disposal Sheet, or generate a barcode worksheet with the functions
“Dispose” and “Dispose Empty”

2) Select File > Scan Operations

3) Scan the “Dispose” or “Dispose Empty” barcode as required (Dispose Empty means that the
material was used up before disposal and “Dispose” means that some material was disposed).

4) Scan the barcodes to be disposed

5) Scan the “Done” barcode
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9 Naming Locations and Sublocations

Locations and Sublocations are structured within SciQuest ERM to assist in finding chemicals and
biologicals across the University.

Terms used are in line with those used in the university insite website
(http://floorplans.auckland.ac.nz/NetFM/space viewer start.aspx?db=aumxprd)

Campus

CITY - CITY CAMPUS A
Sector

300 - SECTOR 300 CITY A
Building

301 - SCIENCE CENTRE - CHEMISTRY ¥
Floor
B A

Room

1. Site: Sector number has to be included (e.g. Sector 500 Grafton for most of FMHS, Sector 300 City
for most of SCS, Sector 100 City for most of SBS).

2. Building: Please refer to the building number used in the insite website

3. Floor: Please be aware that sometimes “G” is used to refer to the ground level while “0” is used in
some buildings, please refer to the insite website

4. Room: the website does not put the floor number in front of the room name (e.g. 034 instead of
B034 which is the usual label on the door) but floor name is included in SciQuest.
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9.1 Locations
Location names are fixed. Example of Location:

1. Site (Sector 300 city) - Sector 300 City [Expand All]

2. Building (301) - 3 301 [Expand Al

3. Floor (6) - [5] 6 [Expand All

4. Room (609, 614, 624) + f 609 =
+ ik 614 =

+ jp 624 =

9.2 Sublocations

Possible storage locations within Rooms (4) are called sublocations and can be added by the DLP.

Sublocation types and their levels, currently loaded in SciQuest, are:

Sublocation type Abbreviation Level
Bay Bay 1
Fridge FG 2
Freezer e FZ (any freezer that is not -80) 2

¢ 80 (-80 freezer)
Dewar DW 2
Cupboard * CB (any other cabinet/cupboard that does not 2

have an abbreviation)

e UF (under fume hood cupboard/cabinet)

¢ DC (drug cabinet/drug safe)
Fumehood FC 2
Solvent cabinet SC 2
Corrosive cabinet cC 2
Dangerous goods cabinet DG 2
Dessicator DS 2
Toxic cabinet TC 2
Shelf Shelf 3
Drawer Drawer 3
Rack Rack 4
Stack Stack 4
Bin Bin 5
Box Box 6
Cane Cane 6
Grid Grid 10
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Sublocations examples as follows:

F G H 1 ] K L M
Sublocation 1 sublocation 1 Type |Sublocation2 |Sublocation2 Type |Sublocation3 |Sublocation3 Type |Sublocationd |Sublocationd Type
Bay-1 Bay (Level 1) FZ-1 Freezer (Level 2] |Shelf-3 Shelf (Level 3] Box-1 Box [Level 6)

FZ-2 Freezer (Level 2)  |Shelf-1 Shelf (Level 3) Box-1 Box (Level 6) Grid A01 Grid (Level 10)
Bay-1 Bay (Level 1) Shelf-12 Shelf (Level 3)
Shelf-13 Shelf [Level 3) Box-39 Box (Level 6)

Each sublocation layer has to be assigned a type. (e.g. Freezer, Shelf, Box etc) and then
Each sublocation type has to be assigned a level (i.e. levels 1, 2, 3, 4, 5, 6, 10).

Preceding the sublocation type a smaller level has to be entered e.g.

Level 1 - Level 2 - Level 5 Level 10
Level 1 - Level 5> Level 10

Level 2 - Level 5> Level 10

Level 2 - Level 10

Examples

T I = - = . o . : . 5 . s - i - = - =
Building Floor Roam Room Type Type Type IType Type Label
301 7 M8 Lab FC15
WM 7 meuab D503
301 T Ti6 Lab FG-01
]
3

Sector 300 City-301-7-709-FC-15
Sector 300 City- 301-7- 709-05-03
Sector 300 City-301-7-716-FG-01

Shelt-o1 Shelt Sector 300 City-201-6-624-Bay-01-5helf-01

Shalf 1 Rack A Rack Boxdl Box Grid A01 Grid Sector 500 Grafton-500-3-317-50-1-5helf 1_Rack A-Box 01-Grid A01

30 624 Lab Bay-01
502 317 Lab 80-1

The above examples show:

e Fumehood#15 in room 709 on the 7*" floor of Building 301 in Sector 300 of the City Campus

e Dessicator#3 in room 709 on the 7% floor of Building 301 in Sector 300 of the City Campus

e Fridge #1 in room 709 on the 7t floor of Building 301 in Sector 300 of the City Campus

e Shelf#1 in Bay#1 in room 624 on the 6" floor of Building 301 in Sector 300 of the City Campus

e Grid A01in Box 01 in Shelf 1_Rack A inside Freezer 80-1 located at room 317 on the 3 floor of
building 502 of the Grafton Campus

9.3 Standardised nomenclature for shelves, racks, boxes and grids
Please refer to the University of Auckland Containment Procedure 8 for standardised nomenclature for
shelves, racks, boxes and grids.
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10 Disposal processes

10.1 Disposing of Hazardous and Restricted Materials

Some hazardous chemicals need to be transferred to a holding area (e.g. hazardous goods bunker) for
disposal. These disposals require further action from either you DLP and Hazard Approver.

10.1.1 Disposing of Chemicals
Note - this operation can be performed with a Scanner. Refer to section 8.2 for instructions.

Go to the Search tab. Search for the Container.
Right Click the selected container in the result pane.

Select Container Operations, then Dispose

-
[ &) Dis_ [

Eiar Code | Label Mathe | current Amount |Current Amourt U| Status
000 254 Czmium tetroxide 9g AN AILAELE
i
Dizpose
| Disposze Empty
4] i | 1

Select Dispose if the container is not empty, or Dispose Empty if it is.

10.1.2 Disposing of Biologicals
(Note that cell lines that are thawed for use or culture should be “disposed empty” in the same method
as chemicals above).

Go to the Search tab. Search for the container.

Right Click the selected container in the result pane.

Select View Container, click the Edit button ==
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Click on the ellipsis button L) next to the Disposal field

|£: | Container l&

ﬁ Save Err:] Replicate @ MSDS E-_:j Print Label

Bar Code  UC&k100012209 Status  AVAILAELE Cortainer 1 of 2211 | 4 | s
rFY
3 General
L abel Mame |E. cali |
o Crovnier Hennedy, Steve
Current St 1 WAl
Phone =
Email reid watson@@auckland ac.nz
Tare .
Site Sector 500 Gratton
Purity Buildling 502 .
Disposal |pestroyed - Chemical Disintection | [ | Room 409
Product Description Organization  The University of Auckland
o Structure Identifiers
i
]I [+]

o Additional Mames
Commoan Mame
E. coli
Synonyms E

[=] Select A Disposal Code ﬁ
| |

Destroyved - Chemical Disinfection
Destroved - Autoclaved

Export of Biologicals

Transfer of Biologicals

| O | Cancel i

Depending on the disposal method, choose either Destroyed — Chemical Disinfection or Destroyed —
autoclaved. If the biological has been exported or transferred out of the University of Auckland rather
than disposed, select the correct code here. Click OK.

ﬁ Save

The next step is to set the status of the item to “Disposed”. This can be done in bulk using a scanner

Save the change by clicking the Save button

(see section 8.2) or manually as follows:
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Right click the selected container in the result pane.
Select Container Operations, then Dispose
Select Dispose

10.2 Handling of chemicals that need to be transferred to the dangerous
goods store for disposal

10.2.1 Waste solvents
Mixing of chemicals prior to disposal is generally discouraged.

2

However, some solvents can be combined for waste disposal. They are “Waste non-chlorinated solvent
and “Waste chlorinated solvent”.

These solvents can remain in the laboratory before transferring to the dangerous goods store for
disposal. Follow these procedures to ensure tracking of such chemicals.

Create a new container of “Waste non-chlorinated solvent” or “Waste chlorinated solvent”

File Reports Layout Help

Structure Search } Favorites I Search 1 Shopping Cart | Orders ] Receivingl Materials I

=
\.’P Clear §@, Reset [ Hew
FY | & 1 o]
R&5/HaP | Lists | GHS Hazards |

RiskMHazard
Review Status |AII E” Phtase Mumber | Type \ Phrase Text
ul Rizk Phrase Explosive when dry
hkameAdentifier |Was‘te nonchioringted solvert 2 ‘ na Rigk Phraze Flammakle
A e i Risk Phrase Highly Flammahle
Create Date | |- ] 12 Risk Phrase  Extremely Flammahle
4 Risk Phrase Reacts violertly with water
Crestorste  [a ] hs Risk Phrase  (Contact with water liberates extre
— 16 Risk Phrase Explosive wwhen mixed with oxidisin
Organization | =] h7 Risk Phrase  Sportanecusly flammable in sir
e Risk Phrase In use may form flammaklefexplosiv
] Rizk Phrase May form explosive peroxides
2 Risk Priase: Risk nt sviinsinn by shock triction
= . %
List Associations Common hame Substiince Type Physical State
aste nonchlorinated solvert N N
Edit Material
View Material
i, Create Container || 4
IO FEaeoT |
View MSDS
Copy Cell (Ctrl-C)
Copy Rows 4
Export Text »
Select All

Go to the Materials tab

4 Clear |
Press the Clear button to remove any previous/residue search criteria

Enter either “Waste non-chlorinated solvent” or “Waste chlorinated solvent” in the Name/ldentifier
field.

Click the Search button
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Right Click either “Waste non-chlorinated solvent” or “Waste chlorinated solvent” in the result pane.
Select the Create Container option

Provide the locations, barcode and amount (maximum capacity of the container) of the container. Select
“UOA created” as the supplier. Press Save.

ﬂ Save @ MSDS
Bar Code | |Rstatus  awvalLaBLE
Y
& General
*Lakel Name wvaste nonchlorinsted solvent J o |j
Crvnier SciGuest, Three
*Current At =] 2=
one

*original At .

Emil soiquesti@test auckland ac.nz
Tare :

Site 10, - City Campus
(oSS | | | E' | Eﬁ Builcling =01
Purity | | Rooth BOE1
Dizpozal [ [[..] ©resnization  The University of Auckland=Faculty of Medical ar
Product Description 0 Structure Idertifiers

|
I} i | 3
ﬂ Additionsl Mames
Commoan Mame
wwaste nonchlorinated solvent

Synanyms
@ Locations
Use  |BDB1=5301=LI04 - City Campus [C) -
Storsge  |BOG1=5-301=U04 - City Campus ™

=

Collect used solvent in the waste solvent container. When it is full, contact the lab manager/technical
team leader/ dangerous waste person, to organise transfer to the dangerous goods store.

Record the transfer to the dangerous good store by going to the Search tab.
Search for the waste solvent container.
Right Click the container in the result pane.

Select Container Operations and then Transfer.
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Change the locations to the on-site dangerous goods store.

Structure Search | Favortes | Search | Shopping Gart | Resuistion Search | Orders | Receiving | Delivery Request | Materials | admin | Contsiner Adninistration |

ﬁ% Search t-ﬂ Clear Fiter &) Print

2 | |saurces Al None Pref. || Neme waste nonchlorinated solvert Must includs [ | Ho Criteria Structure
B
5 Inventory ® O O CAS# Exact Phrase |
i | [storage Area O ® O | Ccatalog2 [ || nclde Any Terms |
5
%E: Stock Rooms 0O @ O [custamer com... [=]] | | Exclude Terms |
Mol Wt R -
S | Hosted Catalogs © @ O Sl L [ Search for Simlar tems
1] |eMolecues 0O @ ¥
= | Preferren sources.
5 (77 inventory (7] Hosted Catalogs
E
B |_', ‘Dnr\el Structure D
g
g
1
=
£
= =] =] 5
| | I | /1 L& | & |

Inventory (1) | Storage Area | Stock Rooms | Hosted Catalogs | ehlolscules

Bar Code [ Label [ Wame [ Cwner | currert Amourt | Current Amount U1, Location

4 TEST9999999954 ‘waste nonchiorinated solvert ‘waste nonchlorinated solvent Sci 250 UOA=502=3=301
View Container
Container History

Container Operations #|  Edit
Print Bar Codes Transfer
Safety Label Update Quantity
Reorder Dispose
View Material Set In Transit
View COP Replicate
View M5DS Assign to Project
Copy Gl (GUrl-G) Reserve for Owner
Copy Rows v
Export Text »
Export 5D File

T Il 1 Select All -

10.2.2 Unwanted dangerous chemicals
Contact the lab manager/technical team leader/ dangerous waste person to organise transfer to the
dangerous goods store.

Record the transfer to the dangerous goods store by going to the Search tab.
Search for the container of unwanted dangerous chemical.

Right Click the container in the result pane.

Select Container Operations and then Transfer.

Change the locations to the on-site dangerous goods store.
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SciQuest ERM — High Level Process for Ordering, receiving, bar coding and scanning into a lab
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Glossary

Term Description

Biological A material created from a living organism

CAS number A unique number used to identify chemicals

Container Any vessel that holds a material. All containers must be owned by a

current PI.

Container Flex Field

A field to record important details regarding your biological items

DLP The Designated Laboratory Person is responsible for validation and
control of Shopping Carts and communications with STC regarding
these. Ensures quality, health and safety standards are adhered to
and also receives and identifies the final location of goods

eMolecules A gateway to search for smaller chemical companies

SciQuest ERM

SciQuest Enterprise Reagent Manager

Hazard Approver

Able to approve Shopping Carts of Hazardous chemicals and
biologicals which require extra precautions, permits and
documentation

Hosted Catalogs

A number of suppliers form the Hosted Catalogs. These are the
University’s key suppliers of laboratory products and most of them
are managed by way of formal contracts. Price comparisons are
able to be made.

Material Any chemical or biological in the inventory system

MDL Chemical table file format. They are text files that adhere to a strict
format for representing multiple chemical structure records and
associated data fields.

MPI Ministry for Primary Industries, a regulatory body for hazardous

and restricted materials

MPI Restricted

An item that requires MPI authorisation to import or transfer.

MSDS

Material Safety Data Sheets

Non-Hosted Catalogue

Requests for Non-Hosted Catalogue items can only be made
through SciQuest ERM if the vendor is set up in PeopleSoft
Financials.
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PeopleSoft Financials Financial and purchasing system used by the University of Auckland

Pl A PI (Principal Investigator) in SciQuest ERM is the responsible
owner of chemicals and risk biologicals purchased by them or for
them

Receiving Locations Primary delivery locations for receiving SciQuest ERM Orders into

the University

Recipient This is the Principal Investigator or the project leader. In all cases
the Principal Investigator is responsible for Health & Safety and
Containment

Researcher A researcher in SciQuest ERM is a PI, technician, or student
Shopping Cart Requisitions are saved in the form of a Shopping Cart
STC Shared Transaction Centre.

A team within University of Auckland Finance Service Division who
are responsible for processing Shopping Carts (purchase orders)
placed through SciQuest.

Stock Room On-site stores that sell commonly used consumables and/or
chemicals. Internal requests can be made to purchase items in the
stockrooms. Stockrooms are also where most orders are delivered.

Storage Area Location where chemicals may be stored but, no wet lab activity is
carried out
Super User A frequent user of SciQuest ERM and first point of contact for

minor issues

TechnologyOne The Finance system used by Uniservices
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