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Chemical Container Inventory Reconciliation 
 
One way of making sure that the chemical inventory stored in a chemical inventory system is up 
to date and accurate is to perform an inventory reconciliation.  This is a process where all the 
chemicals that are on the shelf are scanned and entered into CHEMATIXTM and compared with 
what is supposed to be in the inventory.  The discrepancies are listed in a number of groups to 
allow the differences to be dealt with accordingly.  When all the discrepancies are dealt with the 
reconciliation is marked complete and the date of completion will appear in a report for EHS 
Users. 
 
There are many different ways inventory reconciliation can be completed in CHEMATIXTM.  They 
are: 

• The entire lab at once 
• By individual storage units in the lab until the whole lab is complete 
• Adjoining labs for the same PI at the same time 
• Safety User can do reconciliation for any lab. 

 
There are also configurable options for a system administrator (super user) where reminder e-
mails can be sent out to PIs, Lab Supervisors and EHS and the text of the e-mails can be 
maintained. 
 
 
 

Inventory Reconciliation of the Entire Lab: 
 
 
This process involves the scanning of CHEMATIXTM barcodes for all of the containers in the 
selected lab.  These barcodes are then uploaded into CHEMATIXTM where they are compared 
with the barcodes of the chemical containers that are listed in the system.  A list of discrepancies 
is created so they can be dealt with.  Once all the discrepancies have been accounted for then 
the reconciliation can be marked complete and the reconciliation date for the lab is saved. 
 
The first step is to scan all of the CHEMATIXTM barcodes for the chemicals in the lab.  This is 
typically done by using a batch scanner.  Any user from the lab can scan and upload the 
barcodes, however a PI or Lab Supervisor is needed to manage the discrepancies. 
 
PLEASE NOTE: It is possible for any user to scan the barcodes and upload them into 
CHEMATIX.  However, the actual reconciliation of the lab inventory must be done by either a Lab 
Supervisor or PI. 
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To upload the barcodes into CHEMATIXTM, go to Resource Management and  
 Click the View My Locations link 
 

 
 
 
 Select the lab where the reconciliation is taking place.  This is done by clicking on the lab 
name link. 
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Click on the “Upload Scanned Chemical Barcodes” button 
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Place the cursor inside the box and have the scanner download the scanned barcodes into the 
box (the way to do this varies by scanner). 
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Click the “Send to CHEMATIX” button.  All of the barcodes uploaded to that field will be 
uploaded into CHEMATIXTM.  You will be taken to a screen giving more information on the 
uploaded barcodes and the missing barcodes (those associated with the lab but not scanned in 
yet).  It gives a barcode summary indicating how many valid barcodes have been uploaded, how 
many scanned were not associated to a container, how many invalid (non-CHEMATIX) were 
scanned and how many duplicates were scanned.  The Storage Unit where the missing (not 
scanned in yet) chemicals is displayed.  If one is missed just scan those container barcodes and 
then upload them into CHEMATIXTM (as above). 
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After uploading the barcodes the “Return” button takes you back to the Laboratory Summary 
Page.  You can also access this page later using the links mentioned in the first part of this 
section. 
 
If all of the barcodes have been uploaded then it is time to compare the scanned and uploaded 
barcodes with the ones that are associated to the lab in CHEMATIXTM.  This is done by clicking 
the “Manage Discrepancy” button (REMINDER: this button and ability is only available for the PI 
or Lab Supervisor of the lab). 
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You are taken to a new screen where the results of the comparison are displayed: 
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The discrepancies are broken down into different categories.  These categories each need to be 
dealt with before the reconciliation can be marked as complete.  We will go over each area 
separately below. 
 
Missing Containers: 
The containers in this category are associated to the lab being reconciled, however the barcodes 
listed here were not scanned and uploaded to CHEMATIXTM. 
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There is a column displaying the storage unit where the chemicals in this list are associated to.  It 
can help to track down the missing containers (i.e. if all the missing containers are from the same 
storage unit, then perhaps that storage unit was not scanned in).  If the containers are found then 
scan their barcode and upload it into CHEMATIXTM as was done for the previous upload.  The list 
of missing containers will be updated. 
 
The buttons function as follows: 
Toggle Selection: This button changes the selection of all the check boxes in its section.  This 
means that if none are selected, all the checkboxes will be selected.  If all of the checkboxes are 
selected, none will be selected.  If only the top check box is selected and you click “toggle”, the 
top checkbox will become unselected and all the others will become selected. 
 
Mark as Consumed: This button will mark the selected containers as being consumed.  
Consumed containers are considered to be used up and will not count in any inventory 
summaries.  This will remove the container(s) from the “Active” inventory of the laboratory and 
place them in the “Used/Waste” inventory.  This will also remove the container(s) from the 
Missing Containers list. 
 
Mark as Missing: This button will mark the selected container(s) as missing.  This will change 
the status of the container to “Missing” in the inventory for that laboratory.  This means that the 
container has not been found in the reconciliation of that laboratory but you are certain that it has 
not been consumed or used up.  It may be found in later reconciliations of your laboratories or 
other laboratories. 
 
Mark as Discarded: This button will mark the selected container(s) as discarded and remove 
them from the active inventory in that laboratory.  This will move the containers over to the 
“Used/Waste” inventory and the containers are considered to be used up and will not count in any 
inventory summaries.  PLEASE NOTE: This option may not be available at your institution. 
 
 
Misplaced Containers: 
These are containers that are associated to a different laboratory that is assigned to the same 
Principal Investigator (PI).   
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These containers are easily transferred between labs that have the same PI. 
 
The buttons function as follows: 
Toggle Selection: This button changes the selection of all the check boxes in its section.  This 
means that if none are selected, all the checkboxes will be selected.  If all of the checkboxes are 
selected, none will be selected.  If only the top check box is selected and you click “toggle”, the 
top checkbox will become unselected and all the others will become selected. 
 
Transfer to My Lab: This button will transfer the selected container(s) to the lab being 
reconciled.  As this is an internal transfer the results will be immediate (do not have to wait for 
approval from another PI).  A record will of the transfer will show up in the Transfer History of the 
container (visible from the Container Details screen).  The container(s) will be removed from the 
list of Misplaced Containers. 
 
Return to Original Lab: This button will mark the container as having been returned to the last 
laboratory location it was associated with in CHEMATIXTM.  The container(s) will be removed 
from the list of Misplaced Containers.  
 
 
Containers Not Registered to You: 
These are containers that were scanned in as part of the reconciliation process but are 
associated with the inventory of another lab that does not have the same PI as the lab being 
reconciled. 
 

 
 
These are containers typically have not had the transfer completed. 
 
Please note that the PI of the lab the chemical container(s) are associated to will receive an e-
mail notifying them that the container was found in a laboratory associated to a different PI. 
 
The buttons function as follows: 
Toggle Selection: This button changes the selection of all the check boxes in its section.  This 
means that if none are selected, all the checkboxes will be selected.  If all of the checkboxes are 
selected, none will be selected.  If only the top check box is selected and you click “toggle”, the 
top checkbox will become unselected and all the others will become selected. 
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Request Transfer to My Lab: This button will request the container(s) be transferred from the 
laboratory (and PI) where they are currently associated with to the laboratory and PI that is 
currently being reconciled.  This follows the regular transfer process in CHEMATIXTM where both 
parties involved need to agree to the transfer taking place.  For questions on this please refer to 
the Transfer Process as outlined in the Inventory Management Module manual.  The container(s) 
will be removed from the list of Containers Not Registered to You. 
 
Return to Owner’s Lab: This button will mark the container as having been returned to the last 
laboratory location it was associated with in CHEMATIXTM.   The container(s) will be removed 
from the list of Containers Not Registered to You. 
 
 
Inactive Containers: 
These are containers associated to barcodes in CHEMATIXTM that have been marked as 
consumed or wasted out.  This can happen when containers are reused for different solutions 
and the previous container barcode was not removed or made non-scannable. 
 

 
 
The buttons function as follows: 
Toggle Selection: This button changes the selection of all the check boxes in its section.  This 
means that if none are selected, all the checkboxes will be selected.  If all of the checkboxes are 
selected, none will be selected.  If only the top check box is selected and you click “toggle”, the 
top checkbox will become unselected and all the others will become selected. 
 
Mark as Reconciled: This button will remove the Inactive container(s) from the list.  Many times 
there is a matching “Missing Container” for these containers as the wrong barcode was scanned 
in.  Please check to see if any of the Missing Containers would match with these containers (scan 
and upload the proper barcode(s) as described above). 
 
 
Unassigned Container Barcodes: 
These are valid CHEMATIXTM barcodes that have been scanned in with the reconciliation, 
however they are not associated to any chemical containers in CHEMATIXTM.  This happens 
most often when using pre-printed barcodes and the user is interrupted and does not finish the 
process of assigning the barcode to a container.  Containers with these barcodes on them need 
to be added to the inventory.  The barcode on the container that was scanned in can be used as 
it is a valid CHEMATIXTM barcode and it has not been assigned to any container yet. 
 
 
 
Reconciliation Complete: 
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Once all of the above areas have been dealt with as applicable for the lab being reconciled, the 
“Reconciliation Complete” button will become active.  Clicking this will mark the reconciliation 
complete.   
 

 
 
The date it is marked as complete is stored and will be visible in the Laboratory Summary page 
(Resource Management  View My Locations select location) as the “Last Inventory Date”.  It 
also appears in specific reconciliation reports for assigned safety personnel.  Depending on 
configuration settings (per institution) it may also be used in notifying users to perform another 
reconciliation. 
 
 
Back to Lab List: 
This button will return the user to the list of their lab locations. 
 
 
 

Inventory Reconciliation of a Lab by Storage Units: 
 
This reconciliation is done by reconciling each storage unit in the laboratory separately.  This 
allows users to break the reconciliation down into smaller chunks and have the whole laboratory 
marked as reconciled when completed. 
 
All of the storage units in a laboratory must have a reconciliation completed within a time period 
specified by their institution.  This is because laboratories may have large changes in inventory 
over a time period. 
 
If the reconciliation for the entire laboratory is not completed in this time frame the storage unit(s) 
that were scanned first will not be counted toward the reconciliation and need to be reconciled 
again.  The storage units that exceed this time period before the whole laboratory is completed 
will need to be redone.  Please ask the System Administrator for your institution what this time 
frame is if you are unsure. 
 
Example:  

Test Lab has four storage units – Storage 1, Storage 2, Storage 3 and Storage 4.  The 
institution has set the time period for the reconciliation to be complete as 14 days. 
 
The Lab Supervisor for the lab reconciles Storage 1 on the 2nd of the month.  Storage 2 is 
reconciled on the 5th of the month.  Storage 3 is reconciled on the 8th of the month.  
Storage 4 is reconciled on the 17th of the month. 
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Because Storage 4 was not reconciled within 14 days of the reconciliation being started 
with Storage 1, the reconciliation for Storage 1 was dropped after 14 days and does not 
count toward the full lab reconciliation.  If Storage 1 is reconciled again before the 19th, the 
whole lab will be marked as reconciled.  If Storage 1 is not reconciled by the 19th, the 
reconciliation for Storage 2 will also be dropped as it has been 14 days since it was 
performed.  This will also continue for Storage 3 on the 22nd. 
 
All the storage units need to be reconciled within the 14 days (for this example) in order 
for the entire laboratory to be reconciled. 

 
The first step is to scan all of the CHEMATIXTM barcodes for the chemicals in a specific storage 
unit.  This is typically done by using a batch scanner.  Any user from the lab can scan and 
upload the barcodes, however a PI or Lab Supervisor is needed to manage the 
discrepancies.  PLEASE NOTE: the first barcode that needs to be scanned in is the Storage 
Unit barcode.  Each Storage Unit has its own unique barcode for an identifier.  This barcode can 
be printed out on several different label types, depending on how CHEMATIXTM is configured for 
your institution.  If your institution does not have a barcode printer, then simply print the storage 
unit barcode on a regular piece of paper for scanning purposes. 
 
To print out the storage unit barcode go to Resource Management and 
Click the Find and Reprint Existing Barcodes link. 
 

 
 
Click on the Lab Name Link for the lab where for the lab where the storage unit(s) are located. 
 

 
 
Select the checkbox(es) for the storage units that you would like to print the Storage Unit 
Barcode for. 
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At the bottom of the page there are several buttons to print out the barcodes.  The printing 
options vary by institution. 
 

 
 
The buttons function as follows: 
Toggle Selection: This button changes the selection of all the check boxes in its section.  This 
means that if none are selected, all the checkboxes will be selected.  If all of the checkboxes are 
selected, none will be selected.  If only the top check box is selected and you click “toggle”, the 
top checkbox will become unselected and all the others will become selected. 
 
Back to Your Laboratory Location: This button will return you to the previous page where the 
laboratory was selected by clicking on the “Lab Name” link. 
 
Reprint Barcode: This button works with the drop-down list beside it.  It is for printing out the 
Storage Unit Barcode on a dedicated barcode printer that has been set up in CHEMATIXTM.  Any 
barcode printers available to you in CHEMATIXTM will appear in the drop-down list.  Select the 
appropriate barcode printer and click the button.  The Storage Unit Barcodes will be printed out 
on the selected barcode printer.  If your institution does not have a barcode printer, then simply 
print the storage unit barcode on a regular piece of paper for scanning purposes. 
 
Reprint Selected Storage Unit Barcode: This button works with the Select Label drop-down list 
directly above it.  This is for printing Storage Unit Barcodes on blank office labels on a printer 
attached to the computer where user has logged in.  These labels (such as the Avery label 
above) are described by the number of columns, then rows.  In the Avery example above there 
are three columns and 10 rows of labels on a full sheet.  The Start Row and Start Column allow 
you to select where the labels start to be printed.  This allows for the use partial sheets of blank 
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labels.  After making sure that the sheet of blank labels is in your printer, click the button.  A new 
browser window will open up with a link in it. 
 

 
 
Clicking the Barcodes PDF link will open a PDF of the Storage Unit Barcodes, with the labels 
placed as set in the Start Row and Start Column.   
 

 
 
These labels can now be printed on your printer. 
 
 
To upload the barcodes for a specific storage unit, go to the Inventory Management Module and 
Click the Upload Barcodes for Storage Unit Reconciliation link 
 

 
 
Place the cursor inside the box and have the scanner download the scanned barcodes into the 
box (the way to do this varies by scanner). 
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 Click the “Send to CHEMATIX” button.  All of the barcodes uploaded to that field will be 
uploaded into CHEMATIXTM.  You will be taken to a screen displaying a summary of the barcodes 
uploaded.  The total number of valid and invalid barcodes are displayed.  The uploaded barcodes 
are broken down by storage unit so you can see which barcodes were uploaded for each storage 
unit. 
 

 
 
Clicking the “Return” button will take you back to the main screen for the Inventory module. 
 
 
PLEASE NOTE that it is possible to upload the barcodes for several storage units at one.  Just 
make sure that the Storage Unit Barcode is scanned in first for each storage unit, then the 
chemical container barcodes for that storage unit. 
 
 



 
www.sivco.com 

Toll free call: 877-700-2600 
Toll free fax: 877-547-4741 
 Atlanta, GA • Calgary, AB  

 

Page 19 of 25 
CHEMATIXTM Inventory Reconciliation 

August 2016 
 

The next step is to reconcile the storage unit inventory.  This is done from another link in the 
Inventory Management module: 
 

 
 
Click the Reconcile Storage Unit Inventory link.  You will be taken to a page that displays all of 
the storage units in all of the labs where you are either a PI or Lab Supervisor.  Any lab user can 
scan and upload the container barcodes but you need to be a PI or Lab Supervisor in order to 
reconcile them. 
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Select the storage unit you would like to reconcile.  Click the “Reconcile Storage Unit” button.  
You will be taken to the Storage Unit Reconciliation page. 
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The reconciliation process now proceeds as described in the area above for reconciling an entire 
lab inventory.  After all of the areas in this are reconciled the “Reconciliation Complete” button 
becomes active and the reconciliation can be submitted.  The date of the storage unit 
reconciliation is kept for comparison to other storage unit reconciliations and marking the entire 
lab as reconciled (as mentioned at the start of this section). 
 
The process for dealing with each of these areas is the same as gone through above in the 
section regarding reconciling an entire lab inventory at once.  Please refer to that section if you 
have questions. 
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Reconciling Multiple Lab Inventories at Once: 
 
This can be used when a PI has multiple laboratories in the same building that they want to 
reconcile at the same time.  The labs selected must be in the same building in order to be 
reconciled at the same time. 
 
The process for this follows the same initial process as described above for reconciling an entire 
laboratory.  The inventory for each laboratory must be uploaded separately for that specific lab.  
Then the multiple can be selected and reconciled at the same time.  This process may be easier 
for reconciling transfers as it allows the container to be transferred to the labs they are found in 
for multiple labs at once. 
 
To upload the scanned barcodes for the laboratories please follow the instructions in the 
“Inventory Reconciliation of the Entire Lab” section above.  PLEASE NOTE: In order to reconcile 
multiple labs at once, the entire inventory for a lab must be scanned in.  It is not possible to do 
multiple lab reconciliations one storage unit at a time. 
 
Once all the barcodes have been scanned and uploaded into CHEMATIXTM the labs can be 
reconciled.  The next step is to 
Click the Reconcile Multiple Laboratory Inventories link 
 

 
 
Select the checkboxes for the laboratories that you would like to reconcile together.  The list of 
labs where the user is a Principal Investigator (PI) or Lab Supervisor. 
 

 
 
Click the “Reconcile selected laboratories” button 
 



 
www.sivco.com 

Toll free call: 877-700-2600 
Toll free fax: 877-547-4741 
 Atlanta, GA • Calgary, AB  

 

Page 23 of 25 
CHEMATIXTM Inventory Reconciliation 

August 2016 
 

PLEASE NOTE: The laboratories to be reconciled together must be from the same building.  If 
they are from different buildings you will receive a message indicating this. 
 

 
 
The discrepancies for all the labs selected will be displayed.  The process for dealing with each 
of these areas is the same as gone through above in the section regarding reconciling an entire 
lab inventory at once.  Please refer to that section if you have questions. 
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Once all the discrepancies have been dealt with (as described above previously) the 
“Reconciliation Complete” button becomes active.  Clicking this button will update the 
reconciliation date for all the selected labs.   
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EHS Reconciliation of any Laboratories: 
 
Additionally, it is possible for institutions to allow Environment Health and Safety users to 
reconcile any laboratory inventory.  This is typically done at institutions where a team of EHS 
users goes around the institution and performs the reconciliations. 
 
If this is of interest to the EHS users at your institution, please contact us for more information. 
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