U c Environmental Chemical Inventory Reconciliation
Health & Safety Instructions for Labs after RFID Scan

Annual reconciliation of chemical inventories is required for all labs to ensure it is up to date. Reconciliation involves
using a RFID scanner to capture barcode information on all chemical containers in the lab, creating a report and
uploading it into UC Chemicals. The reconciliation report will capture the actual inventory in the lab and compare it to
the online inventory in UC Chemicals.

EHS students have recently scanned your chemical containers to start the reconciliation of your chemical inventory. To
complete the reconciliation process and ensure your chemical inventory is up to date, please follow the instructions
below on how to make the necessary updates (i.e. add/delete chemicals) and certify it is complete. Reconciliation of
your inventory is an annual requirement, so it is important to complete this process.

To view your labs reconciliation report, login to UC Chemicals (https://ehs.ucop.edu/chemicals/)

1. Select Inventory Summary
2. Find the Import & Reconciliation section

3. Select Reconcile your inventory
Add/Remove Tags

Import & Reconcile

Reconcile your inventory

O Reconcite you
(barcode only)

¥ Import

Y by sublocation

o}y EXPORT INVENTORY

v}y EXPORT INVENTORY IN CIS FORMAT

Note: You will need to resave the CIS download as a
.xls to import into CIS. Export may take several
minutes.

4. Select Reconciliation Report @om.um(m@

The reconciliation report shows the RFID barcode, chemical containers information, locations, along with the following
the status of each container:

Status Reason Action

Location Match RFIDs found in expected location. n/a

Location Mismatch RFID tags scanned in different location than expected | Determine if containers need to be in the correct

location

Unscanned RFID tags not scanned. These could be containers Delete container(s) from inventory if no longer in
that were disposed of and not deleted from the the lab, find container if in another location or
inventory or the scanner did not pick up add/fix RFID tag so it a “flag” and not laying flat.

New New RFID tags not associated with a current inventory | Assign barcode to chemical or return borrowed

item. These could be “extra” barcodes that have not chemical if no longer needed.
been assigned yet or a borrowed chemical from
another inventory
Accounted For RFID tags not relevant to the reconciliation of this n/a
inventory. These could be sublocations — they are a
part of the inventory but not a container.

PLEASE MAKE THE NECESSARY UPDATES TO YOUR INVENTORY IN UC CHEMICALS AS INDICATED IN THE ACTION
COLUMN TO ENSURE YOUR INVENTORY IS UP TO DATE.
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Use the menu below on UC Chemicals homepage to search for your chemical and make the necessary edits (delete,
change location, etc.). You can also use the menu to add chemicals, however, you will need a mobile device to scan a

barcode to assign it to a chemical.

Search Chemicals

Add to Inventory

-+ Share Chemicals

— Pending Transfers

¢ Inventory Summary

For more detailed information on how to add/delete, please refer to: https://www.ehs.uci.edu/research-
safety/chemical-safety/ pdf/UC-Chemicals-User-Quick-Reference.pdf

5. Once you have updated your inventory, select Finish Reconciliation on the Reconciliation page.

FINISH RECONCILIATION

6. Once the reconciliation is complete, please recertify your chemical inventory is up to date on the Inventory

Summary page.

Total Chemicals Total Containers Container Issues Barcoded Missing Barcode

1 1 0 1 0

Certification

Inventory Access & Permissions

@

Last certified as accurate on Apr 18th 2022 by
Angela Geissbuhler

You can use inventory access to view and modify users' permissions to access different functionalities within your

chemical inventory

e Inventory Access & Permissions

RECERTIFY INVENTORY

Please contact your EHS Coordinator or email safety@uci.edu for any questions.
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