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1 Introduction

Welcome to 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 the Hazard Approver

This manual is for a Researcher and the permissions you have in SciQuest ERM allow you to:

> Search for materials
Create and save a requisition in the form of a Shopping Cart
Create materials and containers

Transfer materials

YV V VY V

Dispose of materials

Other roles in SciQuest ERM are the Designated Laboratory Person (DLP) who approves your Shopping
Cart and the Hazard Approver who approves any Shopping Carts with hazardous or restricted materials.

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 a requisition as a Shopping Cart
Receiving processes

Working with Materials

Working with Containers

© N o U A~ W NP

Disposing processes
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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 Researcher / Student.

File Reports Layout Help

| Structure Search | Favarites Search [ Shopping Cart Crders Feceiving Materialz

| R £ coor V7 Fiter 2 i
w0 Search x.; Clear Filter :J 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.

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 have the ability to create containers and create
materials.

SciQuest ERM 8.1.1 Researcher Manual Sept 2016 5



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

|#:| Preferences ﬂ

User [Cuntadner ] Structure Search l

Mame |T-:|mHn. Gary | Phone ¥ | |

UserID  |etom001 | Detaut Cost center |9132-R0-3700735 [~]

Receive Standard Email?

Preferred Delivery Locations IE

Location bsfaulﬂ
B16=B>502=U04 - Grafton Campus O |-
Standard_D01_pos06=B16=B=502=LI04, - Grafton Campus @
201250204 &)
RayzStockRooms2=502=U04, (@]
344-BioStockRoom=3=503=U04, &
Chemical Stockroom=1=>Building A=U0A QO
Coldroom 502=1>Building A=LOA, Q

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. [If youare a Principal Investigator, check that 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
sciguest@auckland.ac.nz .

1.4.2 Container Tab

|

I=er || Container |[ Structure Search |

Wieigh Scale

[ *Jze pre-printed har 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 going 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
External to the University.

= |nternal 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 Layout Help

Structure Search | Favorites | Search | Shopping Cart | Requistion Search | Grders | Receiving | Materials |

7 £ con -
ﬁ Search \] Clear Fitter E’J Print

Souroes a1 none Pref. ||l Name (|l Ber coce | | Ho Criteria Structure
Invertory @ CAS# W[ ser coeuint I[ |
Storege Ares @ Catalog # | | Location.. || |
Stock Rooms @ [customer com... [=]] ]
L |
O]

[oNeNoNo]

Qo0

Keywords 3
2 I [2°1 inventory I [27 Hosted Catalogs.

ehfolzcules @

Hosted Catalogs A 4 i
| Preferred Sources...

‘D Advanced Inventory ‘D Container Flex Fields

(e [ 8 =& | = J[L&8 =] @] ~-~]

Invertory | Storage Ares | Stock Rooms | Hosted Catslogs | _eMolecules |

\ \ Bar Codle | Label | Supplier \ Branii | Catalog # \ Comman Mathe | CWVTIEr \

File Reports Layout Help

Structure Search | Favortes | Search | Shopping Cant | Reuistion Search | Orders | Receiving | Materials

3 rs L ]
ﬁ Search ' Clear Fiter ) Print

Sources Al None Pref Name Must incluide Ho Criteria Structure
Invvertary @ O O CAS# Exact Phrase

Starage Area @ O O Catalog # Include Any Terms:

et oo @ 0O O || l[customer com. [ Exclude Terms

HosiedCatacos @ @ @[] ikt Renae S | (e —

eMolecules @ O R =

‘ Preferred Sources... =] Invenlnryl (57 Hosted Cala\ngsl

|D Advanced Inventory ‘D Container Flex Fields

2, | Donef Structure I
LE J B8 J & J = | al=]e] -
Invertory | Storage Area | Stock Rooms | Hosted! Catalogs | eMalecules |
6 Barcode | Label [ Supplier | Brand | cCotalon# | Common Name [ Owner |

> 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)

» The structure quick search pane is where you can search by structure (5)
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» 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 Mone Pref.
Inventary

Storage Area
Stock Rooms

Hosted Catalogs

(ONONONCONO]
CO00O0
000

eholecules

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

e Storage Area searches
Searches specific areas used for storage of chemicals where no wet lab activity is carried out.

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 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
nn

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

CAS # | g

i 1 # . -,.‘ =
" L
Catalog # | : ] SEﬁh & Clear Filler e ) Print

|
|
|
|Customer Com.... [=])| | == !
|
|

bl VWit 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.

Marme: | |
CAS # | |
Catalog # | |
|Customer Com... [=]|| |
Mol Wit Riange | | -- | |
Weywvords | |

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 # Using a CAS number is one of the easiest ways to search. 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.

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

Identifier _ Search using either a customer compound identifier number, MDL number, or a

Customer Com.[+]| | SciQuest chemical number. Select the type prior to entering number.

Customer Compoun |

MDL Mumber |

=i Chem Mumber

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

SciQuest ERM 8.1.1 Researcher Manual Sept 2016 10



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

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

ﬁ Search \f Clear : Fitter E:."_'j Print
4 | |Sources &l hone Pref. || Meme Bar cCode | | HojGriten sl Ticeune
é Irreertory ® O O CAS # | ‘ | Biar Code List... H ‘
i | [storage area @ O Q || Cetalog# [ ‘ | Location H |
£ | |stock Rooms ® O O | [customer com. [ ]
£ 2
8 | lHostodcataogs: @ © @ || MelWotRance
| [oeeis. ® O Keywords L 1
g‘ ‘ Preferred Sources... | Iﬂlnvemuryllrj Hosted Catalogs
5
z o | Dore| Structure D
H
8
8
5
ks
1
= = 5
| I | = = | = | @ | J
Invertory | Storage drea | Stock Rooms | Hosted Catelogs | eMolecules |
[0 Bar Code | Label [ Supplier Brand | Catalog# | Common Name | Owner |
. . e
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 narrows your search. You use the Inventory
function button. Click the Inventory function button to bring up the dialogue

window.

Bar Code |

| BarcodeList... ||

Location Selection
Default Room

| Location.. |

Clear Location

&5 inventory (5] Hosted Catalogs

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.

SciQuest ERM 8.1.1 Researcher M

anual Sept 2016

11




4| Select a Location L )

G- J Sector 500 Grafton ~

o~ B30

o () 80-04 (Farm A)

o~ () 80-05 (Farm &)

b~ () Shelf 1_Rack AD
9~ () Shelf 1_Rack AE
9~ () Shelf 1_Rack AF
o () Shelf 2_Rack M
5= () 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 ~

Sector 500 Grafton=501=B=630=80-05 (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 Il

| Sublocation | Expiration D
=B=B30 80-05 (Farm Ay=Shelf 1_Rack AD=Box-17=Grid 401

=B=B30 80-05 (Farm A=Shelf 1_Rack AD=Box-17=Grid A02
=B=B30 80-05 (Farm A)=Shelf 1_Rack A0=Box-17=Grid 404
=B=B30 80-05 (Farm Ax=Shelf 1_Rack AD=Box-17=Grid A05
=B=630 80-05 (Farm A)=Shelf 1_Rack AD=Box-17=Crid A06
=E=B30 80-05 (Farm Ay=Shelf 1_Rack AD=Box-17=Grid A07
=B=B30 80-05 (Farm Ar=Shelf 1_Rack AD=Box-17=Crid ADS
=B=B30 80-05 (Farm &)=Shelf 1_Rack AD=Box-17=Grid BO1
=B=B30 80-05 (Farm A=Shelf 1_Rack AD=Box-17=Grid BO2
=B=830 80-03 (Farm Ay=Shelf 1_Rack AD=Box-17=Crid B04

2.2.2 Advanced Inventory Tab - Searching by Owner

You can find all items owned by a PI 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.

File Reports Layout Help
Siruclure Search | Faverites | Sesrch | Shopping Cert | Reguisition Search | Orders | Reeeiving | Materials |
EﬁSearcn n:J Clear *Fiter E’_', Print
Stat fie
- us EEVECENEA] || ar o | ‘ Ho Criteria Structure
E|owner | 100 | cas# || [ ger cosetist.. | |
= i 1
£ | orgenizeion | | cataiog # | | Location.. || |
B | Date Type -] | [ustomer com ] ]
s
E Dete [ ) | elwigRange [ [~
L e ] L E—
= [ inventory = [277 Hosted Catalogs
H
z [, [oone] Structure ID
o
g
&
5
<<
L2 [ 8 J =& [ = Jle &9 ]| /7]
‘ooms | Hosted Catalogs | eMolecuiss |
Label | Supplier | Brand \ Cetalog # \ Common MName \ Owvner |
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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, not disposed, disposed, in transit,
available 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.

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

|| e Reports  Layout Hein

|| structurs Search | Favories | Search

Shopping Cant_ | Requistion Search | Orders | Receiving | Materials |

i fiVR Search & Clear

Fiter = Print

Cortainer Flex Fields
[Pl Restrictes] ||
BACCK

Certral Registe...
Comment

Document Repo....
Donor Species

Host Crganism

Host Crganism ...
HENO Spproval #
Impirt Permitd

Insert DA

Transfer Permit #
User/Creator

ectar

‘D Advanced Inventory || = Cortainer Flex Fields

| Ho Criteria Structure

Name Ear Cade |

\ |
cas# [ |
\ \
[ |

| Barcosevist. | |

Catalog #
[customer com... ]|
Mol Wit Range

| Location Il |

=
L 1

Keywords

=] Inventory 571 Hosted Catalogs

‘ ‘,"‘, |Done‘ Structure D

FE =2 Jlujle]@|~]

looms

Hosted Catalogs | eMalecules |

\ Brand | Cataloy # | Comman Marme CVTIEr

Supplier

Lakel

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

Search field name

Description

A. MPI_Restricted

MPI restriction status. Either true or false.

BACCH#

Biosecurity Authority/Clearance Certificate (BACC) number

Document Repository ID#

Document repository identification number

Donor Species DNA

For 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 For GMO, description of insert

Transfer Permit #

MPI transfer permit

Vector

For GMO, description of vector
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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 | Shopping Cart | Reuistion Search | Orders | Receiving | Materials |

5?% Search ‘:ﬁ clear ' Fiter E_‘, Frint

z Sources Al MNone Fref Mame hust incluce ‘ Ho Criteria Structure

% vy @ O O cas# Exact Phrase ‘

= | szemmma @ O O | cstalg# Incluce Any Terms ]

Elkmone © O O | Eomercm O oo | \

E Hosted Catalogs. @ Q) (@ || MoVt Rence L 1= 1\ CIssarch for Simiar tams

s 0 E T e | ——

5 | Preferred Sources.._| 7 inventory | =] Hostes catsogs |

b=

E o, | Done Structure ID

Search field name Description

Must include Only materials which include all words entered in this field in any order
will be 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, will be returned in search
results.

Include Any Terms Only materials that include any or all of the words, in any order, will be
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 will be excluded.

2.2.5 Drawing structure searches

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

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.

(5] IChemPaint Drawer ————— ]
“I Ilc.ul..éll \flu;‘"‘ﬂlml Bond Tools Templates - Help |
x [ wset ||
£ ¥ R [ S o B (= 4 [Ga
=t |
- O |
e (@)
v G Q
n L] Sl
= Q
1 *&I

Once your structure is complete, click the Close button BRES 1o return to the search tab

SciQuest ERM 8.1.1 Researcher Manual Sept 2016 14




( EEEEEE— (==) —

ey e LB Vew Wam Beea Tests Tevpises =3
e -
s e AR ERAS ARl
i
Fevtered Sonrcen =] Fa¥
- (u]
[ a
- Q
o -]
Q
&
S | E | @
atary | inem ten | "'"'i
L P ] b wne | meovews [ Comes | memeces | rwese |
Ch(H QN By |5 |F CL B L i 3 L0
[a—— R 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

D Search for Similar tems

=] Inventory (5] Hosted Catalogs

2*, [Done| Structure D
[] MFCD22685033

[ MFcDO7egs7s?

[0 mrFcoooooss23

O

EQ1 08612

Click on each Structure ID returned and find the one that matches your structure

hust include Criteria tem 4 of 4

Exact Phraze

Include Any Terms

Exclude Terms

[ search for Similar tems

== Inventory =7 Hosted Catalogs

2 Done| Structure ID
[ wFcozzessoes -
[ MFcoO7easTs?

(] |
@ | O wrcooooeszs
(] |

=

O Eatossi2 F

8 I 5 J = jJlao)Je[@a] /]

ﬁ Search

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

selected Source.
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Structure Search | Favorites | Search | Shopping Cart | Reguisiion Search | Orders | Reseiving | Msterials |

ﬁ Search of Clear Fiter 5

Rl T —] )
Catalog # Incluce &ny Terms | ‘

Criteria ltem 4 of 4

@
Storage Area @ O O
Stock Rooms ® O O | customer com.. [ | | ExchueTerms |
Hosted Cotelogs. @ Q|| MovstRenoe L 1-[ [ Search for Similar tems
eMolecules @ O i

| Preferred Sources... =] Inventory [=°7 Hosted Catalogs

A

nel Structure ID |

‘E Advanced Inventory |D Container Flex Fields ‘

- | Do
B[] mrcozzeasnss (=]
B | [0 mrepo7essrs?
B | O wrcooooogszs
[] satosei2 -
= = = =]
\ | I I /| L= | @ | |
| inventory (2) | Storage Ares (0) | Stock Rooms (@) | Hosted Catalogs (6) | emolecules (4) |
| | MOL # | CAS ¥ \ Product | Supplisr \ Brand | Catalog & |Manufacture. \ Prit
&7-85-4 Hexamethwlbenzens AW Soientific, Inc. 1420
{ G7-85-4 Hexamethylbenzene 95+% 250 Therma Fisher (Mevw Zealand) ACR120570250 456045
% MFCDO000S523 87-85-4 Hexamethylbenzene, 99% Sigma-Aldrich (Mew Zealand) SIGMA-ALDRICH 32237716 322377 37.00
% MFCDO0008523 67-85-4 Hexamethylbenzene, 99% Sigrma-Aldrich (Meve Zealand) SIGMA-ALDRICH 32237756 322377 8050
r % MFCDOO003523 B7-85-4 Hexamethylbenzene, purified by sublimation, =89% Sigma-Aldrich (Mew Zealand) SIGMA-ALDRICH  429082-1G 429082 7640
X Fﬂ'i MFCDO0003323 §7-85-4 Hexamethylbenzene, purified by sublimation, =29% Sigma-Aldrich (Mewve Zealand) SIGMA-ALDRICH  429082-5G 423052 3zz2.50

e 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.

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).

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).

e Refining your results
You can further refine results by sorting or filtering columns.
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File Reports Layout Help

Structure Search ] Favories | Search | Shopping Cart | Reguisttion Search | Orders | Reeeiving | Materials

ﬁ Search n} clear . Fiter .GJ

Ho Criteria Structure

Sources Al None Pref Narme acetong Must include

Inventary ® O O CAS R Exact Phrase

Storace Area ® QO O | coaoge Inclucie Any Terts

S TR ®@ O O [customer com... (=] Exciude Terms
ey 01 (0 (o) || ENERER - [] Search for Similar fems
icectes @ O Keywords 7

| preterred Sources [0 inventory (2] Hosted Catalogs

[ &£ [oone] Structure D

|D Advanced Inventory ‘l'_"l Container Flex Fields

E 7 J = Jl 3] =)@/ /]
Inventory (72) | Storage Area (1) | Stock Rooms (0) | Hosted Catslogs (393) | eMolecules (o)
oo [ Supplier [ Brand [ Catalog # | Manufaciure 1T '
| 1200-13-1 (4-Methylaherrytthio)acetone 2K Sciertific, Inc. 082740
e 42508-60-5 1-(4-Methylpyridin-2-yl)acetone 2K Sciertific, Inc FSILE E
P FG\B 92658-77-0 1-[1-(5-Methylizoxazol-3-y)-1H-1 2 4-triazol-3-vllacetone A Scientific, Inc. 34354F
w9 97564-73-3 1-{Methylamina)acetone hydrochloride 2K Sciertific, Inc 45658F

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.

ot || Price
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 al L
20.00 Fishe mL
2050 SIGM -

e 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

Structure Search | Favorites

Zearch Shao

‘ ﬁsgarch 5 Clea Filter “'_'} Print
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e —

Filter Name Operator Walue

] Ll J

[Jrabs []chemStore [ ]Repostory [ ]Hosted Catalogs

| addiine || setfiter || Removerier || concel

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

< I

Filter

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

Cisbs [JcremStors [l Repostory [ Hosted Catalogs

[mm“sarummmrulwl

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:
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| Structure Search ] Favarites | Search [ Shopping Cart ] Requisition Search

Oroers

Receiving ] Materials |

Earc ear iiter .=y Print
: Search _j‘g cl Fiter =7

& | |Sources Al Mone Pref. || Mame | | Mzt inclide |

= ] [

L | Inventar @ O O CAS# - =
= Y |£| Editing Preferred Sources &J
i | |Storage Area @ O O Catalog = 5

z Available Sources Preferred Sources
Z | | Stock R Cuztol

5 ock Rooms @ O O ot u 2 invertary

8 Hosted Catalogs @ O O 1 é‘ Sector 500 Grafton Storage Area
D eMolecules (] @ Hered 'JjStnrage Area Stock Rooms
— é—ﬂ,j Sector 500 Grafton | i |

= | Preferred Sources... 1 stock Rooms

iE

o

=

£

=

o

o

=4

Ll

=

=

ey

— L=
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.

‘ Structure Search | Favortes | Search | Shopping Cart | Resuistion Search | Orders | Receiving | Msterisls |

ﬁ searcn [l mventory \f Clear @ Column Settings 5:,

Criteria | List Logic D I Database [ Se%:h 57 session History (27 Saved List
2 ehiolecules
@ Entire Detsbase O Current Results +Hoctnd Caiziogs @ [ Name [ SessionSaved | Datahases Results
2] JChemPaint Drawer ==
File Edit Wiew Atem Bond Tools Templates Help
[ msen
ra [ . . [ 3
0@ \-f)Q S PAEE =) |l G-‘ Export dertifier || Export Structure
E| Mo Session currently in use.
e e |- O
o L o
@ normal O Super O s ™ O
Criterion__|_ID_| Value
ol formula 4 NG \
s
SOURCE:
m;: name 4,2 O ol name.
i
mal weight 4 / g
C | H| O |NJ [Py S| EJ|CL Br | L | S |+ |1
Add Atom Or Change Elemert (7) CoHM, (7 He implict) Zoomtactar: 100% source:
fmol name:

=C

| singe | cos Ruws

Once your structure is complete, click the Close button BRES 1o 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
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[ Structure Sesrch i Favorites ] Search I Shopping Cart ] Requisition Search ] Oriders I Receiving ] Matetizls ]

ﬁ SearcVI E Invantnryl { Clear @ Column Settings ‘

Criteria | List Logic [} Database [ Search [m] Session History (7] Saved List
" 2 EMUIECU‘ES ] Mame | Session Saved \
(®) Entlire Database () Current Results 4 Hosted Catalogs [
‘ | Retunselected || select an

=

Mo Structures Available

(D= )e] ]
SUBSTRUCTURE(4,2) 7]

() Marmal Super Sub

Criterion | o | Yalue
mal farmula 4
cas 4.2

' 42 SOURCE: SOURCE: SOURCE:
molnams : mol.name: mol.name: mol.name:
mall 2

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.

Siructure Search | Favortes | Search | Shopping Cant | Renuistion Search | Orders | Receiving | Materials |

E 'w)
ﬁ search [0 mventory ,-! Clear @ Column Settings = Print

Crieria | List Logic D Database [ Search =] Session History [ Saved List
® o Zsholsculss ] Name [ Session Saved | Databases [ Resulls
Enlire Datebase Current Results
4)Hosted Catalogs ] — = % 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 ]

ructires 1-

G 0 selected)

Results Filtered by Inventory based on your Preferred Sources

sesruenreca2) [ Je

Current Session: Search 4

&
U,N e
LN

SOURCE: 4

2ol
Al
# Tl

SOURCE: 4

SOURCE: 4

SOURCE: 4
molname: CPT 11

mol.name: 2-Bromopyriding-d.

hd

T OEny | (Oan e pund\l’w 4-carbony oo ® el name. Ehe\ery\hnne chiaride |*  mol name: 2-Chloro-<-methy-
Ox OH -
Crterion | 10| Value m " —
mol far s 4 )
cas a2 " OH o N
i . ; SOURCE 4 y SOURCE 4 0 SOURCE 4 1 SDURCE'4 12 SOURCE 4 13 SOURCE:4 14 SOURCE:4
mol namme e miol name: -broma-< methylp mol name: mol name: ethyl &-oxo-3-pyri mol name: 4 mol name: 4 mol name: mol name: 1-Hydroxyisoquin
mell 2
- " CH
mol weight 4 o
Ho.
cl 0% ~oH H oH
15 SDURCE 4 19 SDURCE4 1» SOURCE 4 1o SDURCE 4 19 SOURCE 4 SOURGE: ¢
mal name: 1 3-dichlorsizoquin. mal name: F1026-0035 melname: Harman hydrochlo mel name: Pyridoamine Dih melname.: 1-Hydrexyisoquin mol name: isoquinoline-1-carb

g)q»o«

shuRCE 4
mol.name: $B 203550

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
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Structure Search | Favortes | Search | Shopping Cart | Reguistion Search | Orders | Receiving | Materials

4 X <
% search < Clear Fiter ) Print

8 | |sources A1 MonefFret Name | Must includs ‘ Criteria ltem 1 of 10
T
& | Inventory QO Q@ CAS # | Exact Phrase ‘
i | |storage Area o ofl@ | cesesr | | meue ang Terms |
T
£ | |stook Rooms: O @ O | lcustomercom. ] Exclude Terms ‘
E Hosted Catalogs O @ (|| Moot Range - [ [] Search for Similar kems
Keywords —
E eholecules Qo @ 4 / \
= | Preterred sources [ lnventory 571 Hosted Catalogs
E 2, [pone] Structurs [0 | \ /
z
T [0 sa73s (=] N
g [ see7a0s =
5
2 [ =sa47en4
r ]
= L2 J 8 J = J = JL 3 J & | o |~ |
Inventory (22) | Storage Area (1) | StockRooms | Hosted Catalogs | eMolecuies
| Barcose | Label [ Comman Mame | cAS® | current Amourt | unts | Lacation | Expiration Date | Brand |
=4 LOAMODDDO0... Isoniazid Isoniazid 54853 5G Sector 500 Gratton=5... 02-5ep-2020 Sigma
4 UOAMODD0Z3... Isoriazid Isoniazid 54-85-3 56 Seclor S00 GrattonsS... 02-Sen-2020 Fluka v
= LOAMODD025... Isoricotinamide Isonicotinamide 1453-82-3 256 Sector 500 Gratton=5... 02-Sep-2020 Sigma
= LOAMODDODS... 5-Hitroisoguinoline 5-Hlitroisoguinoline 607-32-9 1006 Sector 500 Gratton=5... 02-Sep-2020 Combi-Blocks

3 Shopping Cart processes

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

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

e Stock Rooms

3.1 Hosted Catalogue and e-Molecule processes
Researchers 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 the Shopping Cart

Save and Email the Shopping Cart, with correct documentation where required, to your DLP

YV V V V

Order Arrives

3.1.1 Searching for Items
Once you have found the item(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
message appears

to the Shopping Cart Click on the ¥
showing the following information:

icon next to the material. A consolidated

| £/ FORMALDEHYDE

- -

]|

Heallh & Safety
Restrictions ]

Code of Practice /| oS0
Handing Information

Inventory [ Store
Rooms information

S = = = = .

Order Information

Warning - This item has additional information for Health & Safety risks.
Please review this information. more

There are 3 COPs assoclated with this iterm. mare,

1) Flammable - Keep away from sources of ignition EHS300-89
2) Heat Sensitive - Heat sensitive about 200 degrees,

3) Radioaciive - Radioactive substance

10 item(s) are in imventory. more. .

30 item(s) are in storeroom. more,

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

[ ok || cencet || prot |

L =

4

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 fo

Quick Tip: If the material is a frequent order, click the yellow star

r materials from each different supplier.
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3.1.3 Completing the Shopping Cart

To complete the Shopping Cart, Click the Shopping Cart Tab.

File Reports Layoul Help

Structure Search | Favortes | s.aarchl\ Shopping Cart |IOrders | Receiving | Mterials |

* 4 :ff Clear M Save As X Delete Q @ Euse f

Invertory | Storage Area | Stock Rooms | Hosted Catalogs -1 | eolecules | Mon-Catalog tems | L I

X Add to Favorites +

E’J Print

Supplemental Information
8.1 MPI_Restricted

| | [RH_sccounT_cope =

RH_PRODUCT_CODE

| RH_UniServices_Account_Mum...

Recipient
*Name |zilert, Ray Wl
Requestor ‘SciQuesl, Three
*Location [201722502- 00 -] =
Phane # ‘
Phane # [pen2z
Requistion # Mot Submittec

*Select Cost Center |91 28-R0O-3703235 Date Submitted Mot Submitted

Allocation | |E|| Dete Reuired  19-403-2015

=

Reservation @ no O Project [~

Product
S00IUM CHLORIDE, ANHYDRO

Status
Mot Submitted

“endor
Hosted Catalogs

COrdered Catalog # Comments

TA3566-25KG

Package Ot Package Unit
250KG

17647-14-5

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

: S ] T
g ¢ 5 -jf Clear @ Reset ﬁ Save As x Delete 0 @ f X Add to Favorites * E_} Print
Iventory ] Storage Area I Stock Rooms | Hosted Catalogs - 1 [ eMolecules ] Man-Catalog ftems ]
Recipient Supplemental Information
*Name [Giert, Ray ] 4.1 MPI_Restricted [Jl=]
Reguestor ‘SciQuest, Three | RH_ACCOUNT_CODE L]
Gt [201-2-502-00m, [E2 | ) | RH_PRODUCT CODE
Phone #
Phane # |EBI322 | RH_UniServices_Account_Mum
Requisition # Mot Submitted
*Select Cost Center [9128-R0-3703235 P
llacatian [ [=] | Dote Required  f19-sug-2015 Jied
Reservation @ Mo 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
Recipient

"Name Tomin, Gary L)

“Location [201-2-502-004 =1

Phone &

*Select Cost Center [8132-R0-3700735

|o132-RO.3708254

19133.RO-3703181

i) 9133-RO-3705489

- }9136.R0O-3701808

L_ 1 M8.s5 po.aroszso
UniServices GL Account
UniServices Hol Accound
UniServices Project

Project

(|
[

.4

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 _.-J

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_CO
DE*

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

This value can be overridden at the item line level to adjust the
account code an item will be charged to.
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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.

This value can be overridden at the item line level to adjust the
product code an item will be charged to.

RH_UniServices_Ac
count_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 99.9.999.9999 e.g. 10.7.125.9760 Light

Account Metals Research Centre.

(Only used by (Entity/Sector/Centre/Department).

UniServices The system will then supply the

Operating Centres) remainder of the code.

UniServices HOD 99999 (a five digit code)

Account

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

This value can be overridden at the item line level to adjust the
account number an item will be charged to.
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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
Button / Field Description

Mark Item as Favorite

Marks the selected item as a ‘Favorite’.

Edit Item g

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 L 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 Amt 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 [~ [
ML # [ | Requistion # [Pt Submitted |
|| *Description |Eiasti0n Latex Gloves Medium Povwder Free High | Croler # | |
|| Grade [ | Po.# [ |
|| Price 16000  Ordered Date [ |
|| Gurreney  HZD Ex. Del. Date [ | )
B 18000 jyspsc [421322m =]
Allocation | -]
Reservation @no O Project
Motes O | Wiesw Edlit A1 Account_Code
) ) 2.2 Product_Code
Supplier Motes O | i Echit 4.3 PC_Business_Unit
Radicactive [ | Wiew Edit ] .4 Acitional_hlte
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)
| Cofd, [ Restrict [ ] B .5 Reactives(4)
o 0O E 6 Highly_Toxic(6.1 PG 1)
|
| Save I | 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.
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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.

CYEE—— e

“Order oty | 1] Status Mot Submitted
*Supplier SpendDirector Recipient |Gi|her1, Ray |
| Mewy Supplier || Eclit Supplier | Recipient Phone # |35022 |
*Catalog # |?5532_1 oML | Reduisitioner |Sci@uest, Three |
*Phy Amt | 1D.DEID| Requisitioner Phone # | |
kg Units ML Cost Certer 1 28-Ro-3703235 =]
“LotSize | 1| EA  Date Submitted ot Submitted |
Storage Code | | D Date Recuired |1 S-Aug-2015 | D
CAS# [20818-12.0 | Recipiert Location  [201-2-502-U0a, -] =2
MDL # MFcDa0a11150 | Recuistion # [Mat Sumittea |

*Description |Osmium tetroxicle solution, for electron microsco;| Crler # | |

Grade | | PO.# | |

Price #1250 Orgered Date | |

Currency MZD Ex. Del. Date | | D
Ext. Price 41250

LNSPSC [12171500 -]

Allocation | -]

Reservation @ nNo O Project

Mates [ Wi Eclit A1 . Account_Code
A 2 Product_Code
Supplier Notes [ Vi Edit 5.3 PC_Business_Uni
A 4 Additional_Mate
E.1 MPI_Restricted
Substance [ | Regulated [ B.2 Cortrolled_Drugs
E.3 Radioactive_flag
Msps [ Controlled [ ] E.4 Toxic_Gas(2.3)
Cat, [ Restrict E.5 Reactives(4)

o 0O E.5 Highly _Toxic(6.1 PG 1)

l Save l l Cancel

Radioactive [ Wiew/Edit

113313

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

Saving the Shopping Cart

Click the Save As button.

5 Delete @ i;J“_I:l _/;‘ L A

osted Catalogs - 2 [eMDIecuIes ] Mon-Catalog kems |

| Inventory | Storage Area | Stock Rooms

| Recipient

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

F '
[= | Enter a Save Name or Select Existing Saved Requisition to Overwrite tﬂ

|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.

ﬁ.— Requisition SciGuest Three_20130814_1 was successfully saved

(]

Click OK to continue.

Emailing your DLP

The DLP will review your Shopping Cart and pass on to STC or Uniservices for processing.

If there is an issue with the Shopping Cart the DLP advises you to remedy and resend. The DLP
works with you to ensure that appropriate materials are being requested.

Note: The email must have the following

= Saved Shopping Cart name
= Supporting documentation such as MPI Import permit (when importing restricted materials)
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Quick Tip: Once you have closed the Shopping Cart you are not able to add anything to it so Click Reset
button to make another Shopping Cart.

3.1.5 Order Arrives

Once the Shopping Cart has been processed by STC or UniServices it becomes an Order. When the Order
arrives it will be received and checked into the SciQuest ERM. The DLP determines where the items are
to be located.

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.

Researchers who shop through the Non-Hosted catalogue use the following steps to create a Shopping
Cart.
> Add item to the Shopping Cart
» Complete the Shopping Cart
> Save and Email the Shopping Cart name, with correct documentation where required, to
your DLP

> Order arrives

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 | Favorites ‘ Searcl’rll_ Shopping Cart _l Orders | Receiving | Materials | 4
g 5 -~ P =
=4 x."’? Clear @l Reset ﬁ Save As )\\/ Delete 0 y ; I i Add tem I;-.‘.'J Print
I eritior Storage Area Stock Rooms Hosted Catalogs eholecules LNDn-Catang nems] 2
Recipient Supplementsl Information
T [Sciuest, Thres Il 2.1 MPI_Restricted [ 2
- — | Requestor |SciGuest, Three | RH_ACCOUNT_CODE |;J
*Location [Bost=5=301=U04 - ciy c..[~] (=] : : ' kK _PRODUCT_CODE
I - | Phane # RH_UniServices_accourt...
Phone # |
Requisition # Mot Submitted
*Select Cost Center |UniServices GL Account E“ Date Submitted Mot Submitted
Allocation | [+] |pete Required  [19-8ug-2015 | =]
Reszervation @ no O Project
| | | Orcleredd | Catalog # | Catalog Mame | Description | Comments Supplisr | Status | Package Gty | Packags
|

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

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

2

Reciplent
*Name Tomin, Gary L)
- ; = — Reqe
*Location [201>2-502-004 =10
Phor
Phone &
| Reqw
*Select Cost Center [8132-R0-3700735 (=] | pats
e ——— =t |
Project |o132.RO.3708254 Dets
19133.RO-3703181
i) 9133-RO-3705489
T Ro-a701e08
|—-[ At —H8g532 Ro.3705750
¢l & UniServices GL Account
UniServices Hol Accound
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 items 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 [zilbert, Ry |
| Mew Supplier “ Edlit Supplier | Recipient Phaone # (B6022 |
*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 [19-8ug-2015 |CJ
g [ | Recipient Location ~ [201-2-502-1104 -]
MDL # | | Recuisttion # | |
*Description | | Order # | |
Gracls | | PO.# | |
Price |D.DU | Ordered Date | |
Currency |USD |[..] Ex. Del Date | |
Ext. Price D00 UNSPSC | =]
Allocation | =]
Reservation @m0 O Project
Motes = |@ 2.1 Account_Cade Lo~
A 2 Product_Code
Supplier Motes [ |@ 2.3PC_Business_Unit
Redocctive [ [ vewsa_| STy o
Substance [ | Regulsted [ | B .2 Contralled_Drugs LS
E .3 Radioactive_flag L.
MEDE L] Contralied [ ] E .4 Toxic_Gas(2.3) |
Cota [] Restit [ E 5 Reactives(4) s
e O B .5 Highly_Toxic(B.1 P& 1) lesll
| 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 and PeopleSoft Financials. When the
supplier is not found in SciQuest, contact the STC to undergo a
formal process to set up the supplier.
Catalog # (*) The supplier’s catalogue number for the item
Pkg Amt (*) The quantity amount for a container of the item.
Pkg Units (*) L] 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.

SciQuest ERM 8.1.1 Researcher Manual Sept 2016

34




Button / Field

Description

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 or 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 L.]

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

Recipient Location [.]

The location the order 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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Item flex fields It is compulsory to declare the item’s hazardous and restricted
(panel) status if the requested item is:

¢ MPI Restricted

A Account_Code
& 2 Product_Code e Controlled drugs
A 3 PC_Business_Unit
A 4 Additional_Mote

¢ Radioactive

E 1 MPI_Restricted e Toxic gas (UN 2.3)

B.2 Cantrolled_Drugs « Highly reactive (UN 4.1 PG1, UN 4.2 PG1, UN 4.3 PG1)
E.3 Radioactive_flag ! ’ ’ ’

B.4 Toxic_zas(2.3) ¢ Highly toxic (UN6.1 PG1)

B .5 Reactives(4)

B.6 Highly_Toxic(B1 PG 1) 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.

3.2.3 Saving the Shopping Cart and Emailing your DLP
Once all the information in the Shopping Cart is checked and correct, the Shopping Cart can be saved.

e Saving the Shopping Cart

Click the Save As button.

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

F 5 - o r)

i »;";} Clear (@, Ras% ﬁ Save As [, Delete ) ] V4 W A
| Imveritory | Storace Srea | Stock Rootis osted Catalogs - 2 [ ehdolecules ] Mon-Catalog bems |

Recipient

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

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

[Doe_ane_20160720_1 |

Reguestor |Saved As

| O | Cancel

e

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.
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i .

0_ Requisition Zcifuest Three_20130514_1 was successfully zaved

(o]

Click OK to continue.

e Emailing your DLP
The DLP will review your Shopping Cart and pass on to STC or Uniservices for processing. If there is
an issue with the Shopping Cart the DLP advises you to remedy and resend. The DLP works with you
to ensure that appropriate materials are being ordered.
Note: The email must have the following

= Saved Shopping Cart name
= Supporting documentation such as MPI Import permit (when importing restricted materials)

Quick Tip: Once you have closed the Shopping Cart you are not able to add anything to it so Click
Reset button to make another Shopping Cart

3.2.4 Order Arrives

Once the Shopping Cart has been processed by STC or Uniservices it becomes an Order. When the Order
arrives it will be received and checked into the SciQuest ERM. The DLP determines where the materials
are to be located.

3.3 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

3.3.1 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 ] Favoarites | Search [ Shapping Cart | Requisition Search Orders Receiving ] aterials |

: <7 B
ﬁ Search \159 Clear Fitter 5}

Sources &l Mone Pref. (B Mame | | Must incluce
Invertory O @ O CAS ¥ | | Exact Phrase
Storage Ares O @ O Cataloy # | | Include Ary Tert
Stock Rooms ® O O [customer com... [<]| | | Exclude Terms
Hosted Catslogs ) @& (O Mol Vgt Renge | | - | | [[] search for ¢
eholecules o @ SRS | |

| Preferred Sources... J

E] Inwento
&%, [pone

|D Aclvanced Invertary D Container Flex Fields

|

Inventary | Storage Ares || Stock Rooms | Hosted Catalogs | eMalecules

Dezcription Available Available Amount Backorder | Package Gty | Package Unit

3.3.2 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 s

Heatth & Satety Restrictions @ \Warning - This item has additional infarmation for Health & Safety risks
L |Please review this information mare

Invertary / Storerooms Information ':'a ‘1 itern(s) are in storeroom.more... ‘
=

| o H Cancel H 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

o |
Quick Tip: If the material is a frequent order, click the yellow star 3(\ to add this to the Favourites Tab

3.3.3 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 |

: — 5 —
2 Submit 4 Clear (@, Reset Save As Delete : € E | Add to Favorites d =) Print
4 v L =
- 1

Invertary Storage Ares Stock Rooms - 1 Hosted Catalogs ] eholecules ] Mon-Catalog kems ]

Recipient

— | Requestar Scituest, Three
"Name |Gilbert, Ray = q | |
Phone # |
*Location [201=2-502-U108 -] l
Requisition # Mot Submitted
Fhore # [psozz || Dot Submitied Not Suamitied
*Select Cost Center  |9128-RO-3703235 ﬂ Date Reguired |1 9-Lug-2015 | |j

L 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.

[ ]

Q-‘ Requisition Mumber 935 was successfully created for StockRooms.

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

"Print Confirmation _A‘ ﬁ'

@:f.‘ D you weant to print the reguisition’?

[aes ] [ 10 |

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

3.3.4 Order is 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.
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4 Working with Materials

As a Researcher you may need to search for, view and create a new material (e.g. newly created

chemicals, newly created genetically modified organisms).

4.1 Searching for Materials

Researchers 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)

File Reports Layout Help

Structure Search | Favorites ‘ Search | Shopping Cart ] Orders ‘ Receiving I| Mater\als |I

- § =+ [ L]
g E R Search & Clear (‘31 Reset oo New

1

RES/HEP | Lists |

GHS Hazards |

RiskHazard

Satety/Precaution

Reviewy Status |AII E“
Phraze Nu..] Type ‘ Phrase Text | Phrase Num ] Type ‘ Phraze Text | |
Mameddertifier | | 1 Risk Phra... Explozsive when dry ] 1 Safety Phr ... Keep locked up [m]
10 Risk Phra... Flammable O 172 Safety Phr .. Keep locked up and out of the r O
Crests Date | el ™ [N W Risk Phra... Highly Flammahle [ 12 Safely Phr... Do not keep the container sealed | []
12 Rizk Phra... Extremely Flammable 1 13 Safety Phr... Weep avway from food, drink an... 7]
Creator Site [ =N T Risk Phra... Reacts vilartly with water O 14 Safety Phe_. Keep away from __ (incompatio.| [
o 15 Fisk Phra... Contact with water liberstes e...| [ 15 Safety Phr... Keep away from hest O
Crganization |_.| 16 Risk Phra... Explosive when mixed with ox... ] 16 Safety Phr... Meep avway from sources of ign... 7]
17 Rizk Phra... Sportaneously flammable in air [ 17 Safety Phr... Keep avway from combustible m... |
15 Risk Phra... In use may form Hin] 15 Safety Phr... Handle and open cortainer with... [E]

List Az=ociations

[mo

[

Common Mame

| Substance Type | Physical State Suppress Currlain...‘ Reviewed B

Review Date

Begin your search by Clicking the Clear button
where ALL materials are searched for regardless of their review status and creator site.

n’y Clear |

to re-set the search to the default criteria

Enter your text (preferably a CAS number) in the Name/Identifier field. You can alternatively 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 g sewr 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).
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%, SciQuest En

File Reports Layout Help
Structure Search ] Favorites I Search ] Shopping Cart Orders I Feceiving ‘ Materials |
ﬁ Search uf Clear @, Reset g E}i MNew
2 1 S—
R&S THAP Lists | GHS Hazards
RiskMazard SafetyPrecaution

Review Status |2l =]

Fhrase ] Type | Phrase Text [T ] Poraserwm.]  Type | Phrase Text [T
MNatreddertitier  |osmium tetroxide 3 1 Fisk Phra... Explosive when dry D E 1 Safety Phr... Keep locked up |:| E

10 Risk Phra... Flammable [d 112 Satety Phr... Keep locked up and out of ther... | []
CrestsDate | [l = | [T || Figk Phta... Highly Flammalle ] 12 Safety Phr... Do not keep the container sealed | [

12 Rizk Phra... Extremely Flammable ] 13 Safety Phr... |Weep away from food, drink an O
Crestor Site |AII Iz“ 14 Rizk Phra... Reacts wiolently with water ] 14 Safety Phr... Weep away from ... (incompatib... O

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

COroganization | | |;J 16 Rizk Phra... Explosive when mixed with .. ] 16 Safety Phr... Weep away from sources of ign... |

17 Risk Phra... Sportansously flammakls in s O 17 Safety Phr... Meep away from combustible m... Ld

15 Risk Phra... Inuse may form fl O] he Safety Phr... Handle and open cortainer with.. O [+

List Associations Common Mame Substance Type | Physical State Suppress Cortain. | Reviewed By | Review Date
est_LING.1 PG smium tetroxide 2
4

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

i  Lim Assocation.
fest_Ube 1 P

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

£, Material Maintena

'I':E

Osmium tetroxide

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

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

weenaiiott | ¢ | 8

israters | N Intormation. Slists |
Msterss Informescn
Common Hame  Crsmium tetraride cas# 2001612.0
Formula 0408 Crestor ERMSUPERUSER, ERMSUPERLISER:
Meterss Source Matrisd Type Bhvpsical Stats
Stabus ok Revewed
nprederts | 4

T wmew T case T  wor Physic St Peicentnge |

Structee kentifers |

7; ;ma—m-o 7/J A : men:‘:::wu-
5 K MFCo0001 1150 O # K aina ‘Dsmic acidh 2019
S9503%
|
o— 0a——0
O
[+ 0

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.

waeeita [ & |[ 8 |

) Gt Propertes | ipAtms |
Common Fhysical Propesties
Purty Specc Gravy
Storoge Code ‘Specic Vokme
e Coum -
Fiaan Pt Solaodty in eter
Moty Point 541 C) Densty (A = 1)
Boding Pt 130Ce) Pressuee
Mokecubar Wigrt 25423 Form
Sobvert

Frocast Racematin

[T g | cotmoge | Biand  [Mstactuerpats
T S Adich (e, 1TSS SOMAALORXH 251755

& naest

i W16 H 20100

W gmassmch (Ne. TSRO SGMAALDRH TSR
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GHS Properties

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

x

masmronn | @ || B

Wantifiers | Physicsl Fropesties & Froduct ivformaticn [| S Prepertes | NEPAKMIS Propecies & Lists

Hass rscason aits |

Statement Typs Statemert # I Staement Text I
Hep Hazards 0 Fota 1 sviowed

HaP Hazards 310 Falsl i conlct with sk E
Hep Hazards 0 Couses severs skinbums srd aye damage.

HaP Hazards 330 Fali finhaled

Hep Hazards 130 May cause slergy or asthms symptoms of brestning dificues if inhsied.

OB P-

Heath & Envircrmenta Hozares

Avute Toscly Category 1

carcigens:

Skin Demagefkriston  Cabegory 16 Feprocuciie Taxk:

Eye Damegesristion Specific Terget Orgen Taxkity

Seraftzer Resprolory Category 1 Specific Tarpet Organ Taxichy Repest Exposure
Mtagenic Mazartous to Aquatiz Envronmert

Phyrsicol Hazards

Explasive Flammaiie Sohos Waer Reactive:
Harmmatie Giases Linstoble Feacive Crkzng Ly ios
Flarmmate Aereacls Pyraphoric Lig ids Crekring Solkds
Coodizng Gases Pyraphoric Scikis rganic Perazde
Conpressed Gas ‘Ssit Hesting Substances Corrashve
Flarsmsthe Licuids

NFPA/HMIS Properties & Lists
You can find information here on NFPA ratings, HMIS ratings, alerts and associated lists

it i >
e

=)

Iy

emm letroside Matersl 101 | i '

uscntiers | Priysics Propenss GriS Properies || NFPANMS Froperties & Lists |

1P Properies 1 Prasere:.

Fue Hazwas s Fre

Hesth Hazoed Fating M Hoots!

Feactivty M Reactivdy

NFPA Speci Nt s prE

e s, s oo Saevcoe mare..

sk Asacciations

List Nome I Soverty I List Ty

Jest_uP PO Festrcted Easic

£l ]

Sate Associations

List Hame 1 _Severty T izt Type I
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[
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4.3 Creating a new Material

As a Researcher 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 Seatch ] Favorites ] Seghak =T Cart I Orelers ] Receivingl‘ Materials 1 1
ﬁ Search j"? Clear @ Resf; i New Zj
RaS/HEP | Lists | GHS Hazards |
RiskMHazard SafetyPrecaution
Review Status |AII E“
Phrase Nu...‘ Type | Phrase Text ‘ ‘ Phrase Num | Type | Phrase Text ‘ |
Mameddertifier | | L Rizk Phrage Explosive when dry [d 1 Safety Phra... Keep locked up [m]
1o Rizsk Phrase Flammable O 1 Safety Phra... Heep locked up and out of the re. O
Create Date | ‘ |j - ‘ | \:J 11 Rigk Phrase Highly Flammahle O 12 Safety Phra... Do not keep the contsiner sesled | []
2 Risk Phrase Extremely Flammakle ] 13 Safety Phra... Meep away from food, drink and... 1
Creator Site |AII El 4 Risk Phrase Reacts violently with water ] 14 Safety Phra... Heep avway from ... (incompatilil... O
o j1s  Risk Phrase Contact with wweater liberates e "_1 — ul . Safety Phra... Keep away from hest 1
Organization | || ) | £:| Create a New Material ' g Safety Phra...Keep away from sources of igni . [
— Safety Phra... Weep away from combustible ma.. O
Safety Phra... Handle and open cortainer with O [+
e : =t
List Associations | l ress Cortain..| Reviewed By |  Review Date |
|Common Name |
S
4
‘ Create Material ] | Cancel
= MNew
Click the New substance icon to open the Create a New Material dialogue window

Enter a material common name.

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

= TP P
o R

0}- A substance exists with the common name sodium chiorice.

{'-: MNew

The New substance icon needs to be clicked again and a new name entered in the Create a
New Material dialogue window.
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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.

S— sreme (]

Js]] [T T T  vew |

| et Chir thy_ Mariarer
e | =
] Suggpress Contaner Crestion
|
)
K
wocw | PhsicalSiate | Percentage | )

T

Censiete Seitues. 10537
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4.3.1 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 4.3 Creating a new Material) AND add the following
steps before saving:

Select the L+ '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 5.1 Creating a new container).

-~ — — =

|£| Material Maintenance

: ]
2 ﬁ Save 1=,- Create Container

Fetal Bovine Serum, USA origing, cell culture tested

Identifiers [ Physical Properties & Product Information | GHS Properties | MFPAMMIS Propetties & List:

Material Information

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

Formula |

Materisl Source | El Material Type
Status |ND‘t Reviewned El

Inaredients | -%-

| hiaterial | CAS # MOL # | Physical State Percentage

N
||| Structure Identifiers Gﬂ=
N 14
[ ] | £| Material Structure Identifier
i[l

Mame |REE

Type |Custumer Comgpound (D

| Save H Cancel
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5 Working with Containers

Note: All container owners must be current Principal Investigators.

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

Enter the text search criteria in Name/lIdentifier 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
Click the search icon and Right Click the selected material in the result pane

Select the “Create Container” option

File Reports Layout Help

Structue Search | Favorles | Search | Shopping Cart Iio-u?sﬂ'{ns:eﬁ%il Materisis 1|
.

ﬁ search | cieer (& Reset S tew
3
RES/HAP [ Lists | GS Hazerds |
Review Status |41 B Risk/Hazard Satety/Frecaution

g 2] Phease .| Type | Phrase Text L Priasstu.| Type [ Phrase Text gl
I as/oens st e odum chlorids Risk Phr... Explosive when dry L[] 1 Safety Ph... Keep locked up LI [=
— — 10 Risk Phr... Flammable 0 12 Safety Ph... Keep locked up and out of the... | []
Creste Date Lo - L] 11 Rizk Phr... Highty Flamimable =] 12 Safety Ph... Do not keep the container seal... [ |
Gy o 5] 12 Risk Phr ... Extremely Flammable (] 13 Safety Ph... Keep sway from food, drink a...| []
rester 4 Risk Phr. . Reacts violently with water [ | [14 Safety Ph... Keep away from ... (incompat... ]
T o 15 Risk Phr .. Cortact with water erates.,. [ 15 Safety Ph.. Keep away from heat B
16 Risk Phr... Explosive when mixed with .. [] 16 Safety Ph.. Keep away from sources of |... | []
7 Risk Phr . Spontaneousty flammablein . [ ][<] 17 Safety Ph.. Keep away from combustie .| [] [+]
List ne ] Comman Mame | Substance Type | Prsical State | Suporess Contain..|  Reviewed By Revi{
IE«:M- chioride 4™ C b neeriar O
| Create Container | 5 I
iew Nequemon
View MSDS
Copy Cell (Ctr1-C)
Copy Rows »
Export Text >
Select All
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A Container dialogue window appears

e

Bar Code OO0 S50 Walus  AVALABLE

= 1 e -
] — £ Phone
Emat kAL Ackana AE AT
e ste LS54 - Ciy Cormpnrs
. fukcing st

Pty [ - Foom s

Storage Code (] Croenizaien  The Uriversty of AuckandsFaculy of Medicsl and Hookh Scie

Froduct Description P Structure kdonifiers

P Locaians
Uss B8 m5m 301 =LA - SRy Sampas =

Troge  (DOG1 25301 LI « Sty Campus Lt

P Dssr
Opanad [ Weparation [ Ditpased

e Acqaod (15002015 [ Froom Acured  fi5.aug.2015 (] Crested  1smumgons
Last inventoried () Lost Test (] Mest Test [ e

B Ackitonol Fiskds

[T —— i a
oonar s,
@ 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

Bar Code Label Preferences
Employee Scan Sheet and Labels
Inventory Reconciliation

Exit

3

—
| Container ' Structure Search

Weigh Scale

[ *uze pre-printed bar codes

File | Reports Layout Help

Preferences

Scan Operations

Sublocations Administration

Bar Code Worksheet

Handheld Configuration

Bar Code Label Preferences
Employee Scan Sheet and Labels
Inventory Reconciliation

Exit

3

| user | Cortainer

Structure Search

‘Weigh Scale

IEI *Us=e pre-printed bar cndeﬂ

Click the Save button to save the container.

5.1.1 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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5.2 Replicating an existing container
As a Researcher 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 |
PN S-S |
i iU Search s Clear
2| |sources a1 Hone Pret | Name | || 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 gt R
S| HostedCateboge. O @ O oiwgRange | - |
Keywords
D eholecules o @ ¥ | ‘
= | Preferred Sources
=
2 [T inventory =[5 Hosted Catalogs
T
8 [, [oone] Structure D
g =
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 15 l
View MSDS L LA —
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.

Replicate A B
*Murmber of containers to creste

=) Copy Dates from Original Container

| (94 | Cancel

Depending on your preference setting, either SciQuest ERM automatically generates a Barcode(s) for
the new container(s) or allows you to scan/enter pre-printed Barcode(s).
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5.3 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 M
T =)
_/ Edit @ MSDS EJ Print Label

Bar Code  LOACO00026320 Status  AVAILABLE Container 10 of 149 | it | &
-

@ General
Label Name Izopropryl alcohol
o Owner Smith, Heather
Current Amt 500 ML
) Phone 84651
Criginal Amt 500 ML
Email h.amithi@auckland.ac.nz
Tare .
Site Sector TO0E Tamaki =
Purity Building kil
Dizposal Rootm 121
Product Description Organizstion  The University of Auckland
o Structure ldentifiers
67-63-0 OH F
FCOOO011ET4
Q45686
7 |1 3

o Adddtionsl Mames
Common Mame
|zoprapy| slcahol
Synonyms
na

5.4 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 Mame  [MDCKI-ECRP ||l

Bar Code TESTOOOOD2 Source Bar Code | Status  |AVAILABLE |
Ciavner [ Lacation ] Cluantity ] Status ] Dizpense |
Schon Dete ! REATS ! one# |
P3-Apr-2015 090015 A hcKeage, Wark J. =

5.5 Editing a container
Go to the Search tab. Search for the container.

Right Click the selected container in the result pane.
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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

ol User is not authorized for this
=" operation on the cortainer.

5.6 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 populated. Please ensure the
original owner is NOT changed if the container is only intended to be temporarily relocated.

Fr —

| £| Transfer Containers

|Sci@uest, Faur

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

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

Biar Code Lakel Marme Current Amourt | Current Amounit L. Status

TESTOO000Z MDCHI-BCRP 1440 AW AILABLE

e Changing the storage location

Transfer

Clear Destination

You can change the storage location by Pressing the Use button and changing the location or

pressing the Storage button and changing the location.
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Press the Transfer button to confirm the transfer.

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.

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

I 4, Container Histol g

Label Name  |MDCKI-BCRP | [f

BerCode  [TESTOOOOOZ | Source Bar code | Status  [2VAILABLE |

Oraner [ Location ] Cuantity l Status ] Dispenze l

Action Date | HAME [ Phone # [
T-a0g-2015 09:38:16 A Gilbert, Ray gE0Z2 |E|
E3-Apr-2015 09:00:15 AM Mckeage, Mark J.

OK
- B - H
£, Container Histo |t S
Label Mame | MDCKIFBCRP N
Bar Code  [TESTOO0O0Z | SourceBarcode | | Status  [awvalLsBLE |
Location [ Cuantity ] Status ] Dizpense ]
Action Date [ TYPE [ Locatian | Sublocstion |
H7-bug-2015 095816 &M Storage 201 = 2= 5022 L0 [~]
17-40g-2015 023816 &M Use 201 =2=502=L108
@3-Apr-2015 09:00:1 8 A Storage B1G=B=502=Crafton =
X3-Apr-2015 09:00:18 A Use B16=B=302=Grafton

[oc )
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5.7 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

pdrconsoer s 5

Bar Code 00001254
Current Amourt 9 E] (Change Current Amourt Unit)
Original Amourt 10 g
Tare 'Weight
GrossTare Weight (Section not available for cortainers with amounts in volume)
Gross Weight | | | Eﬁ | |G E“
@] T
Tare Wzight | x |
Encl &mount

Change/End Amourt

OK Cancel
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6 Scan Operations

6.1 Changing location/owner with a Scanner
A Scan Transaction 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

6.1.1 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

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

B809>6>502>5ector 500 Grafton

Clear Done
Clear Done

Contact SciQuest@auckland.ac.nz for assistance in generating a directory of barcodes for users,

locations and/or sublocations.
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6.1.2 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

f |£ | Scan Operations — l ==y X )
Current Function  Mone | Keyboard Entry
User |Eioyd, Enily |
Locstion [403=4>502=ector 500 Gratton |
Sublocation | |

Bar Code | Lakel Mame | Current Amount |Current Amourt U| Status | Room | Floor | Biuilding | Site:
=T} ] lI‘

(1)

\

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 & I e, & - E‘Eﬂ_ﬁj
Current Function  Transfer | Keyhoard Ertry
User |Kennedy, Steve |
Locstion [367=3=620=5ector 500 |
Sublocstion [shelf-m |
Bar Code | Lakel Name | Current Amount |Current Amaount U| Status | Room | Floor | Eilclirng | Site:
UOACO00041643  4-Nitrophenal 100G LNAILABLE 367 3 620 Sectar 600
UOACO00041647  Maphthalens 100G LN AILABLE 728 T 301 Sector 300 City
IR ) bl
\,

6) Scan the Done barcode

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

Check In Done



6.2 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

7 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 v

Sector

300 - SECTOR 300 CITY v

Building
301 - SCIENCE GENTRE - CHEMISTRY v

Floor

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

7.1 Locations

Location names are fixed. Example of Location:

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

2. Building (301) - o3 301 [Expand All

3. Floor (6) - [5] © [Expand All

4. Room (609, 614, 624) + 4 609 =
+ g 614 =

+ b 624 =
7.2 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 * FZ (any freezer that is not -80) 2

= 80 (-80 freezer)
Dewar DW 2
Cupboard * CB (any other cabinet/cupboard that does 2

not 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 DG 2
cabinet

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
A I ] I c I D I “l:. = F I a T M T 1 I J | ( T L T k‘ T L3
sita Ruilding Floar Roam Room Type Typa Type 1 Type Type labal
Sector 300 City 301 7 05 Lab FC-15 Fumeho ool Sector 300 City-301-7-209-FC-15
Sector 300 Oty 301 T 09 Lab D5-03 Desiccat o Sector 300 City- 301- 7. 709-05-0%
Sector 300 City 301 7 Ti6 Lab FG-01 Fridge Sector 300 City-301-7-T16-FG-01
Sector 300 City oY 6 624 Lab Bay-01 Bay Sheit-01 Shelt Sector 300 City- ¥1-6-624-Bay-01-5helf-01
Sector 500 Grafton 500 El 317 Lab f0-1 Freezer Shatf1_Rack A Rack Box 0l Rox Grid AQY Grid Sector 500 Grafton-502-3-317-80-1-Shelf 1|_Rack A-Box 01-Grid A1

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 7™ 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

7.3 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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8 Disposal processes

8.1 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. Notify your
DLP for disposal of such items.

8.1.1 Disposing chemicals
Note - this operation can be performed with a Scanner. Refer to section 6.2 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 Containers

,

Biar Code | Label Mame | Current Amount |Current Amourit U| Status
naond 254 Crzmium tetroxide Ag Ak AILAELE
I
Dizpoze
| Disposze Empty
4] i | -

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

8.1.2 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.

H 4
P

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

|£: | Container &

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

Bar Code  UQ&AMI 00012209 Status  AVAILABLE Container 1 of 2211 | ﬁ | &
Y
3 General
L abel Mame |E. cali |
o COwvner Hennedy, Steve
Current St 1 WiaL
Phaone =
Ermil reid watsoni@auckland.ac.nz
Tare .
Site Sector 500 Grafton
Purity Eilidirg 502 -
Disposal |pestroyved - Chemical Disintection | [ | Room 408

Procuct Description Organization  The University of Auckland

o Structure Identifiers

Gh0

I ]

o Additional Mames
Comman Mame
E. cali
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
(see section 6.2) or manually as follows:

Save the change by clicking the Save button
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Right click the selected container in the result pane.
Select Container Operations, then Dispose

Select Dispose

Outline of the Procurement Process

SciQuest ERM — High Level Process for Ordering, receiving, bar coding and scanning into a lab
: -
o
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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

Purchasing system used by Finance

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
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THE UNIVERSITY OF

AUCKLAND

Te Whare Wananga o Tamaki Makaurau
NEW ZEALAND

SciQuest ERM

https:/7/www.auckland.ac.nz/en/for/current-
students/cs-current-pg/sciquest-erm.html

SciQuest@auckland.ac.nz
The University of Auckland

Private Bag 92019, Auckland 1142
New Zealand
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