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• Searching  

• Search by Owner + 

Building/Room 

• Summary View 

• Details View 

• Show and Hide Columns 

• Reorder Columns 

• Sort Columns 
 

 

• Search by Chemical Identifier 

• Search by Chemical Name 

Search by CAS Number 

• Search by Storage Group 

• Search by Hazard(s) 

• Saved Searches Templates 

• Download to Excel 
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• Press Search at the top of 

the screen. 

• Enter value(s) in the entry 

box(es). Searching is not 

case-sensitive. 

• Search fields are 

organized into categories 

such as the two shown 

here.   

 



Searching 
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Expand and collapse these 

categories so that you see only 

fields you use by pressing “<“ or 

“>”. 



Searching 
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You can also use the Show/hide 

all categories button. 

 

ChemTracker will remember your 

configuration if you use the same 

browser and computer. 



Searching  
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• You need permission to see BOTH the 

Owner and the Location (Building + Room) 

for the chemicals you want to view.  If the 

drop-down boxes do not display Owners, 

Buildings and/or Rooms for which you think 

you should have access, contact your 

ChemTracker Administrator. 

• Using Contains as your operator may take 

longer if there are a large number of items 

in inventory that meet the search criteria.  

• As you put in more characters for a field 

value, you reduce the number of potential 

values you will see in a Presearch picklist 

and in your search results. 

• If you obtain more results than you want, narrow search results by increasing 

the length of your search string and/or entering values for additional fields. 
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Search by Owner + Building/Room 

1. Use the Location 

and 

Owner/Container 

Information 

Categories 

2. Enter the first 

letters of the 

values for the 

fields and select 

the value from the 

drop-down list, 

entering Building 

before Room.  

3. Press the Search 

button at the 

bottom. You will 

see the results on 

the Summary 

View. 
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Top of Summary View 
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Breadcrumbs show 

where you are and 

have been 

Total number of 

summarized records 

and total number of 

separate containers 
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Search 

string 

Scroll to 

see more 

than 500 

rows 



Top of Summary View 
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Each row shows the number of 

containers for a separate chemical 

The Summary View 

displays ChemTracker’s 

Main Name for items 

linked to the CT 

database 

In the Actions column 

are shortcuts to 

ChemInfo and MSDSs 



Summary View Column Headings 
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Aggregated 

number of 

containers of 

each inventory 

item, grouped 

by GDN 

GDN: Global Database Number is 

the number of the ChemTracker 

classified chemical 

The default Unit on the 

Summary View is Metric; 

you can convert between 

metric and English using 

the Change units link at 

the bottom and it will stay 

until you change it 

You will see the 

ChemTracker Main 

Name 
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Summary View Bottom  
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Display the 

Columns you 

want 

Select  a single row and press 

Download, or press Download 

all data to select all rows and 

download to  Excel 
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Summary View to Details View  
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To see the Details View of all the 

results, 

1. Click the down arrow to the 

right of Details 

2. Click Details for all data 

10/11/2013 

To see the Details View of a single 

chemical,  

1. Select a single row 

2. Click Details 
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Details View Top  

 
 

 
 

Unit will display as entered so units may be a 

mix of English and Metric; you can convert to all 

metric or all English by pressing Change units at 

the bottom 

‘ID’ equals unique identifying number 

"key" assigned to a record 
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Scroll to 

see more 

than 500 

rows 

In the Details View, each row displays a 

separate chemical container 

Chemical Name in 

Details View is as it was 

entered 
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Details View Horizontal Scrolling Left to Right  
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There are several 

choices of fields for 

detailing where a 

chemical is located 
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Details View Scrolling Across  
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Received Date is handy 

for Central Receiving 

units; Expiration Date 

can be used for 

peroxide-formers, etc. 

Multiple User-Defined 

Fields 



Details View Bottom  
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Similar to 

Summary View The Details View is 

where you find the 

Modify, Duplicate and 

Delete functions 
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• In either the Summary or Details view, click Show/hide Columns at 

the bottom. 

 

 

Show and Hide Columns in Both Views 
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• In the Show/Hide Columns box that 

appears, uncheck any columns you do not 

want to appear. 

• Close the box.  

• To display columns, check them. 

• CT will keep the settings until they are 

changed. Inventory downloaded to Excel 

will also reflect your settings. 
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Reorder Columns in Both Views 
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Drag and drop columns to change their left-to-right sequence. 
 

 

Pre-release DRAFT 
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Sort Columns in Both Views 
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To sort the values in columns vertically, click the triangle in the title cell. All the values in 

the search result will toggle in the display between ascending to descending when you 

click, whether they are all displayed or not.  

 

The columns below are sorted by Chemical Name. 
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• You can search for a specific chemical using one of these 

identifiers with its appropriate operator: 
• Chemical Name (Equals, Begins With, Contains)  

• CAS Number (Equals) 

• Formula (molecular, structural, empirical) (Equals, Begins With, Contains)  

• GDN (Equals) 

• Searching by the GDN (Global Database Number) will help ensure 

that you find a classified chemical of interest when it is listed in the 

inventory by its Main Name, as well as by its synonyms.   
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Search by Chemical Identifier 

Pre-release DRAFT 

10/11/2013 
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Search by a Chemical Identifier 

1. Search by 

Chemical Name, or  

Synonym, or  

CAS, or 

Formula,  or  

Manufacturer+Product Number 

2. Reference Database 

Searches reference database 

entries – determines GDN of 

matches 

ChemTracker is designed 

to help you find your 

inventory items.  

4. Results 

CT displays list of 

matches so 

you find your 

records 

Searches for 

records 

matching 

search criteria 

 

Searches for 

matching 

GDNs in 

inventory 

 

3. Inventory 
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• Press Search on the top navigation bar 

• Select the Chemical Identifier: Chemical Name 

• Enter at least 3 characters. Remember, spelling and spaces count! 

• Select the chemical name from the drop-down list.  If your item is not on the list, type the 

complete name and it will appear at the top of the list as you type it for selection. 

• Enter values for additional fields if you wish and press Search. 

• CT displays returns in the Summary View in a consolidated list.  
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Search by Chemical Name 
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• Searching by CAS 
requires an exact CAS 
Number. 

• Results include classified  
mixtures that contain a 
constituent with that CAS 
number. 
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Search by CAS Number  
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Search by Storage Group 

10/11/2013 

Use the drop-down list to select a Storage Group. 
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Search by Storage Group 

*Storage Group information is intended to be used as a guide in research laboratory situations and persons or organizations 

choosing to use it in any way whatsoever do so entirely at their own risk. Stanford University and the ChemTracker Consortium 

make no warrantees, either expressed or implied, that this information is accurate and applicable for all uses 



Search by Hazard(s) 
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• You can search for inventory that meets more than one Hazard 

simultaneously.  The results will meet ALL the hazards you have 

selected.  

• Only chemical inventory that is linked to the reference database will be 

found in a Search by Hazard(s). 

• CT has 28 Hazard Groups to choose from, including Lab Standard. 
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• Click your cursor in the entry box, or after the last entered hazard, to 

select from the drop-down list. 

• You can also start typing the hazard. 



Create Saved Search Templates 
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• If you routinely use the same search criteria, such as Owner and Building 

/Room, you can save yourself time by creating a Saved Search Template. 

• A Saved Search keeps the values in the fields, but does not save the result. 

1. After you enter the values 

for the fields you want, 

press Save search at the 

bottom of the screen.  

2. In the box that opens, give 

it a name and add a 

description or comment.  

Press Save. 

3. You can also press the 

Save as search template 

in the Summary View to 

create a Saved Search 

Template. 
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Run, Load, or Delete Saved Search 

Templates 
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• Select the Access Search Templates link 

at the top left of the Search screen.  

• In the box that opens, select Run Search, 

Load on Search Screen, or Delete under 

the Search Template you wish to use. 

• You can also run a Saved Search from 

the Home Screen. 

 

• Tip: To change a Saved Search, load it 

then add, change or subtract field values. 

You can then run the new search or 

create a new Saved Search.  Delete the 

old  Saved Search if you wish. 
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• You can Download to Excel on either a Mac or pc. 

• If you do not have a version of Excel that accepts .xlsx files, go to 

Desktop Setup, CT 4.0 Downloading into Excel, on the Help page 

(click on the Help button in the upper right of ChemTracker). 

• Show/hide columns, move columns, and vertical sort configurations 

are copied to Excel 

 

• Tip: You can make further changes in Excel. 

– For example, to find inventory in both rooms 21 and 22 of a 

Building, search on the 2nd floor of the Building, export to Excel, 

sort by room, then delete the rows of all rooms except 21 and 22 

– Or search separately on each room and put the downloaded 

results in the same Excel spreadsheet 

 

 

 
 

 

 

 

 

Download to Excel 
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To download all records to Excel: with a search result in 

Summary View, press Download at the bottom and select 

Download all data. 

 

 

Download from Summary View 
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Download a single row to Excel: with a search result in 

Summary View, select a row and press Download. 

Depending on your computer setup, you may need to open the file from your browser’s 

Downloads folder. 
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Download from Details View 
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• Click on a row to select a single record, or multiple (contiguous or non-contiguous) rows, and 
press Download at the bottom of the screen.   

• To download all rows, press Download and Download all data as shown for Summary View. 
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Thank you. We appreciate your continued support 

and use of ChemTracker. 
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Remember, for help…. 
Each ChemTracker institution 
has at least one ChemTracker 

Administrator to assist you, 
and  

there is a Help link on every 
ChemTracker page in the 

upper right. 
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