
 

 
 

 
 
 

 
 
 
 

 
 

To generate an Inventory Report 
for all items in the Chemical 
Surplus inventory: 

 
 
 
 

1) Click on the INVENTORY 
REPORTS Icon under the listing 
of Inventory Records on the left 

 
 
 
 
 
 

2) Click on Chemical Name 
Update Report 

 
Alternatively, you can 
download    an Excel 
spreadsheet containing all 
fields by clicking on 
Download Excel File 

• 

 
 
 
 

3) Click on View Report 
 
 
 
 
 
 
 

4) Report is displayed and may be 
viewed or printed 

 
 


