
Chemical Tracking System



Feature
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• Real-time Chemical Inventory List, with 
storage Location

• Ownership (down to the RPG/staff)

• Chemical Clearing when Leaving

• Chemical Sharing within Research 
Group, Departments & Faculty

• Surplus Chemical Circular 



Login from Chemistry Dept Portal
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https://portal.chemistry.hku.hk/

• Login Chemistry Dept Portal with HKU Portal Login ID & Password



Access Chemical Tracking
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CLICK “MY INVENTORY” UNDER “CHEMICAL TRACKING” 
ON LEFT-SIDE MENU



Chemical Inventory Creation
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Chemical Inventory created in the 
Chemical Tracking System

Buyer input 
1. Storage location
2. Ownership
3. Chemical details like name, CAS, 

quantity, etc.
4. Other important information
 

CLICK “ADD INVENTORY”



Chemical Inventory Creation
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4. ADD THE NEW INVENTORY WITH OWNER, 

DETAILS DOWN TO THE RPG/STAFF

2. ADD THE LOCATION, DETAILS DOWN TO 
THE BENCH AND SHELF NUMBER

6. NEW CHEMICAL INVENTORY (WITH OWNER AND LOCATION) IS CREATED 

THEN  CHEMICAL TRACKING

1. INPUT CAS NO., UN NO. AND NAME 

IF THE CHEMICAL WAS INPUT IN THE 
SYSTEM BEFORE, UN AND NAME WILL 

GENERATE AUTOMATICALLY

3. SELECT VENDOR INFO

5. INPUT PRICE INFO



Chemical Inventory Creation
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WHAT IF 

THIS IS THE FIRST TIME 

NEED TO CHECK SAFETY DATA SHEET (SDS) TO DETEMINE THE UN NO. 

1. INPUT CAS NO., UN NO. AND NAME 

IF THE CHEMICAL WAS INPUT IN THE 
SYSTEM BEFORE, UN AND NAME WILL 

GENERATE AUTOMATICALLY



Checking UN-Number by CAS
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Workflow of Chemical Tracking
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Chemical Consumption

Chemical Inventory 
updated – Real time

Owner needs to update Chemical Status 
in the system for every consumption 

(ideal case)



Workflow of Chemical Tracking
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Chemical Consumed

Chemical inventory will move to 
“Archive” for record purpose

Owner update Chemical Status 
when chemical is 100% consumed

Head/Supervisor/Owner can 
trace back the purchasing and 

consumption history



Workflow of Chemical Tracking
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Periodic stock take 
(by research group)

Keep Stock Take 
Record for Audit 

Purpose

Check Accuracy of 
Inventory

Update Inventory Record

Check 
with Shelf 

and 
Inventory 

Record

Correct

Discrepancy



Chemical Clearing when Leaving
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Inventory transfer to 
new owner

Staff/Student needs to clear 
ALL chemicals before leave

Quench/Kill all chemicals  remove as chemical waste 
Update the inventory system (Zero Quantity)  Archive

Transfer 
the 

chemicals 
to other 
owners

Option 1 Accepted

Rejected

Endorsed by PI and physical checked by Department before leave



Chemical Searching

Toppro - WE BUILD DIGITAL EXPERIENCE

By Head/PI/Users Full list of Chemicals under their 
corresponding ownership

Search by
1. CAS#
2. Chemical Name
3. DG category
4. Controlled Chemical



Danger Good Searching/Summary Report
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1. SMT

2. DEAN OF SCIENCE

3. DEPARTMENT 
HEAD

4. DIRECTOR OF 
SAFETY OFFICE

5. FSD



Inventory Report
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SPECIAL 

PERMISSION 

IS NEEDED



Chemical Sharing
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Prevent duplicate purchase

Research Confidential/Safety 
Consideration

Searching results will “NOT” show 
the owner/storage location 

Owner will be disclosed, only 
when the owner accepted the 

request

If interested, Sending request to 
the owner

Inventory transfer to 
the new owner



Chemical Sharing Workflow
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After searching

No inventory change, 
then start purchasing 

procedures

rejected

Inventory transfer to 
the new owner

(no need to purchase)

New owner update 
the storage location 
and quantity in the 

system

accepted

Sending 
request to 

owner



Chemical Sharing
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Within group – Approved by PI

Within Department – Approved by 
the original owner’s PI

Within Faculty (Inter-department)

When the system develop to other 
department(s) under Faculty based, 

Chemical Sharing is feasible for 
inter-department/inter-Faculty



Surplus Chemical Circular
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When PI with Surplus 
Chemicals

Following Chemical 
Sharing Procedures to 

get the chemicals

Send the 
inventory to 

“Surplus 
Chemical 

List” 

Anyone can 
search the 
“Surplus 
Chemical List” 
if interested

Following Leaving 
Procedures to kill and 
dispose the chemicals

No one is 
interested



Toppro

Find us to empower your business!

www.toppromktg.com
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