Moving Containers to New Locations in EMS Chemical
Inventory

1. Moving single container to new location

e Click on “Inventory” found on the left side of the page followed by
“Container”
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e Enter the container barcode in the corresponding data field and click

“Search”

L Searh |

* Barcode: |Equals v |[123454] |

Material Name: |[Equals ][ [2]

Supplier: [Equals | [2]

CAS: |Equals ][ [2]

[Equals ~|| [~]

Room: |Equals o |

Location: |Equals e || |p |

‘Container Quantity: |Greaher than |« || 0|| |

Last Hame: |Equals ][ [2]

First Name: |Equals ][ [~]

Container Added: |Greater than [« || I[ |
Location ID: |Equals w || |
PT: |Equals o |




e Click on the “Menu” icon on the right side of the search results and
select “Dispose/Consume Quantity”
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e The following box will pop up. The only field that needs any data is
the “Location” field. You will enter in the location name for where
the container will be moved to. In the example below, the user
wanted to move the container to 348 RAL so they typed ‘0116-348’ in
the field to get a list of all available locations and chose the ‘Room’

location.
|- Container Transfer ® .
* Location: | [£] Location Ip:
Employee Last: | IP | Employee First: Employes #:
MNotes:
[ Ok ==
- Container Transfer % .

Location: |0116-348 Location ID:

Employee Last: Eir=a Location ID Building Building Number T WIS
0116-348-Cabinst 101525 Roger Adams Labor 0116
O116-34-Freezer 101926 Roger Adams Labor 0116
’ 0116-348-Room 101924 Roger Adams Labor 0116

| ok || Cancel |

-




Container Transfer

Location: [0116-348-Room [P] LocationiD: 101324
Employee Last: | IP | Employee First: Employee #:
Notes:
| Ok || Cancel |

Once the location information has been populated, click “Ok”.

2. Moving multiple containers to a new location

Click on “Inventory” found on the left side of the page followed by
“Container”
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Enter any necessary search criteria to bring up the list of containers
that need to be moved. Likely the easiest way to do this is to enter

the barcodes for all of the containers. Each barcode ID will need to

be separated by a semicolon (;) in the search field. Once the search
criteria have been entered, click “Search”.



L osearch |
- Barcode: [Equals | |[123456; 110000; 120000] |
Material Name: |Equals | |P|

Supplier: |Equals [l [2]

CAS: |Equals | |p|

Building: |Equals | |p|

Room: |Equals | |

Location: |Equals | |}3|
Container Quantity: |Greater than | 0|| |
Last Name: |Equals | |p|

First Name: |Equals | |P|
Container Added: |Greater than [« || i |
Location ID: |Equals | |

PIL: |Equals | |

>
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If every container that shows up in your search results needs to be
moved to a new location, click on “Actions” at the top of the page, go
to “Container Transactions”, then to “Transfer”, and finally click on
“Current Lookup”.
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The following box will pop up. The only field that needs any data is
the “Location” field. You will enter in the location name for where
the containers will be moved to. In the example below, the user
wanted to move the containers to 348 RAL so they typed ‘0116-348’




in the field to get a list of all available locations and chose the ‘Room’
location. Once the location information has been populated, verify
that all of the containers in the current lookup indeed should be
moved to this new location and click “Ok”.

Container Transfer x
Location: [£2]  Location :
Employee Last: | | sl | Employee First: Employee #:
Motes:

You have selected to Transfer the Current Lookup, which may affect multiple records.

| Ok | | Cancel |

> <

Container Transfer x

Location: 0116—348| Location ID:

Employee Last: [UESIEES Location ID Building Building Number (WP ES
0116-348-Cabinet 101925 Roger Adams Labor 0116
0116-348-Freszer 101926 Roger Adames Laborn 0116
* 0116-348-Room 101524 Roger Adams Labor 0116

You have selected to Transfer the Current Lookup, which may affect multiple records.

[ Ok ==
Container Transfer ®
Location: [0116-348-Room [P] LocationiD: 101924
Employee Last: | | o] | Employee First: Employee #:

Motes:

You have selected to Transfer the Current Lookup, which may affect multiple records.

[ Ok | ez

If you only want to remove a subset of the containers that have
appeared in the search results, click on “Actions” at the top of the
page, go to “Container Transactions”, then to “Transfer”, and finally
click on “Multiple Records”.
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The following box will pop up. Each container in your search results
will have a checkbox next to it. You will click the checkbox next to
each container you want to move to a new location. In this example,
the user only wanted to move the containers with barcode IDs
110000 and 120000. The container with barcode ID 123456 will
remain in its current location. Once you have selected all of the
containers to be moved to a new location, click “Ok”.

Please select Container

Material Hame

. 110000 N,N-DIISOPROPYLETHYLAMINE | 0116-260-Room Paul Hergenrother ~ 70E7-88-5 2,00 LITERS

% i) 05RO o1t 7 ek - s whar oo | smanlu
D 133458 2-Amincguincline 97% 0115-346-Room Steven Zimmerman  580-22-3 E.DD GRAM

[Barcode +|[Begins with [ | [ seek ][ SelectAl ][ Deselectal |

| Ok ==

The following box will pop up. The only field that needs any data is
the “Location” field. You will enter in the location name for where
the containers will be moved to. In the example below, the user
wanted to move the containers to 348 RAL so they typed ‘0116-348’
in the field to get a list of all available locations and chose the ‘Room’
location. Once the location information has been populated, verify
that all of the containers in the current lookup indeed should be
moved to this new location and click “Ok”.



[ Container Transfer
* Location: | ID | Location ID:
Employee Last: | IP | Employee First: Employes #:
MNotes:
[ ok [ canel |
Container Transfer
Location: Location ID:
Employee Last: QLIS Location ID Building Building Number (WS
0116-348-Cabinet 101525 Roger Adams Labor 0116
O116-348-Freszar 101926 Roger Adams Labor 0116
* 0116-348-Room 101524 Roger Adams Lebor 0116
[ ok [ canel |
Container Transfer
Location: [0116-348-Room [RP] LocationiD: 101324
Employee Last: | IP | Employee First: Employee #:
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