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1 Registering a new User 

1.1 Getting Started 

To begin, you must get to the main page of LabSafe. You can do this by typing in the address – 
http://secure.olexsys.org/oslims/index.xhtml - this will take you to the main page which looks like 
this:  
 

 
 
From here you can begin using LabSafe and this will be the original home screen.  
To register a new user, you start by clicking the ‘Register’ icon (1) in the top right hand corner of the 
screen. This will take you to a new page which should look like this:  
 

 

1.2 Filling in important information 

All of the fields denoted with a ‘*’ must be completed in order to proceed. 

To begin with, the system asks you about the institution you are working at. This appears as a drop 
down box, but will automatically fill in ‘Durham University’ as it will assume that this is your location. 
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The ‘Title’ field (1) is the beginning of entering some personal information. The automatic entry will 
be ‘Dr’, but this is a drop-down field therefore by clicking anywhere in the field, a list will drop down 
and give you options: 

 

Simply click your option and proceed to the next field. 

You can fill in your first, middle and second (surname) name. As above, please note that ‘*’ fields are 
mandatory. 

Your username will also be asked although this is not essential. This can be whatever you want i.e. 
first name, or just initials. 

You must also fill in you contact details, most important of which is your email. There are optional 
fields for your phone number and fax number. 

The system will also ask you for your User groups, which can be selected from the drop-down list 
accessed by clicking anywhere in the field: 

 

Again, you can click on an option, and proceed to the next field. 

Finally, the system will ask you to create a password, and then repeat it to confirm. The system will 
then ask you to verify that you are not a robot, by asking you to identify some images by clicking in 
the white box. 

To register, simply click the ‘Register’ icon at the bottom of the page, once you have completed all of 
the compulsory information. 
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2 Placing an Internal Order from Stores 

2.1 Browsing 

To begin ordering, you must first log on to the system with your email address or user name and 
corresponding password. 

Note: hovering over icons will give you more information about their function. 

In the system, click on the ‘Basket’ icon (1) in the top left hand corner of the screen (note: do not 
confuse with the ‘Shopping Cart’ icon in the far left of the screen – this is your shopping cart, not the 
basket): 

 

This should lead you to the main Stores shopping page, which lists all of the items stocked by the 
Departmental Chemistry Store, including dry solvents and certain chemicals, and of course 
stationary, glassware and other equipment: 

 

These will appear in alphabetical order. As you can see you will be able to see the name, image and 
location of items in Stores, as well as their current price and suppliers. You are free to scroll through 
the products, however you can refine your search as will be stated below. 

2.2 Searching for Items 

The field ‘Name’ will allow you to search for particular items by typing in the name or partial name 
of the item you want. Please bear in mind that when typing in the item, be sure that the spelling of 
that item is correct – the system cannot automatically guess or predict what you mean. For example 

1 



Chemistry Department LabSafe Users Manual October 17  

 

5 

typing in ‘pipettes’ will show the types of pipettes currently in stock and, as seen below, there are a 
range of different sizes. When choosing your item please be sure that the size/volume is correct:  

 

You can then browse through the items you want, and search more specific items. If there is more 
than one page of items you can scroll though by using the buttons at the bottom of the screen to 
find your item.  

2.3 Placing an Order 

To shop for an item, you should click on the ‘Shopping Cart’ icon to add it to your order. Each time 
you click, it will add the item to your order – for example, if you click and item twice, it will add two 
of that item to your order. Please note that the price shown is the price per item. 

Once you have selected all of your items, press the ‘Shopping Cart’ icon (1) in the top right hand 
corner of the screen next to your name: 

 

This will take you to a page which will show you all of the orders you have placed, and give you the 
opportunity to review your orders before sending them off. The page should look like this: 

 

You will need to make sure that you have the correct grant code in the ‘Funding account’ field (1); 
along with the correct location of your lab (some people are located in multiple labs). 

To change the number of items that you ordered, you can click on the ‘Count’ field (2) and you can 
add or take away items. 
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You can also cancel an order line by clicking on the green ‘X’ icon (3), and this only affects that single 
item. 

When you are satisfied with your order, you can click the ‘Place the order’ icon (4) at the bottom of 
your screen. At the bottom of your home screen, under ‘Purchase Orders’, your order should 
appear: 

 

There are many different statuses your order can have, all of which are listed below: 

Awaiting authorisation – the order has been submitted by a member of your group and is awaiting 
the PI to review and authorise the order. 

Submitted to Stores – the order has been authorised by the PI and submitted to stores for checking 
and to be transferred to the University purchasing system “Acquire”. 

Ordered by Stores – Stores have placed the order (a Requisition number will be added to the order 
for internal tracking). The order is sent to central Purchasing for authorisation. When this has been 
done, a Purchase Order number (PO) will be generated and added to the system. This indicated the 
order has been sent to the external company. 

Received at Stores – the item has arrived at Stores and can be collected. A notification will 
automatically be sent to the buyer by email (PI’s will not be notified). 

Collected – The item has been collected and transferred to your group’s core database. The 
purchase process is complete. 

Bounced – There was a problem encountered while processing the order as identified by Stores. A 
note for the reason of rejection of the order will be added (this is visible in the order window). The 
order will need modifying to correct the problem and only then can be resubmitted by the 
purchaser. 

Your order will be dispatched to Stores, who will collect the items you have ordered and when the 
order is complete, they will generate an email from the system notifying you to come and collect 
your items by allocating you a specific basket number in Stores. You should then proceed to Stores 
and collect your items by saying your basket number (please do this when Stores is open – check 
opening hours). 

2.4 Ordering Solvents and Mixed Orders 

When ordering solvents it is the same process as ordering items, however solvents will be 
highlighted in green when browsing. Start searching for your solvent by clicking on the ‘Basket’ icon. 
For example, when ordering petroleum ether, you would begin by typing it in to the ‘Name’ field: 
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You then select your solvent and click on the ‘Shopping cart’ icon (1) on the solvent to add it to your 
cart. 

For simplicity, here is an example where you are shown how to order both solvents and equipment 
simultaneously, as the order is slightly different for this. 

So, you can order both solvents and equipment, and you can do this by going back to ‘Home’ and 
then click the ‘Basket’ icon, and add to your cart. You can add as many as you would like. For 
example: 

 

Then click ‘Place the order’ and you will be taken to your home screen. Your order should appear like 
this: 

 

Your order should appear as two orders; as one of the orders is a solvent and it has to be approved 
separately (the solvent is highlighted in green – if you just order the solvent individually, it will also 
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be highlighted in green). The orders will then be sent to Stores and your order will be placed. When 
your order arrives, you will be notified to come and collect your items and solvents. Please note that 
solvents can only be collected when the solvents stores are open, and remember to check opening 
times. 

2.5 Investigating your Order 

You can also examine your order by clicking on the ‘Magnifying Glass’ icon (1):  

 

This will show you some information about your order, and a summary of the order: 

 

This is very important as it shows you the barcode for your order. The ‘Page’ icon (1) will print your 
order off for you on your printer of choice. The ‘List’ icon (2) will print the order barcode for you. The 
‘Pencil and Paper’ icon (3) allows you to edit your order details. 

The ‘Magnifying Glass’ icon (4) adjacent to your order will give you the Chemical Details – these will 
be described later. 

3 Placing an External Order 

Placing an external order is very similar to placing an internal one. 

You must also begin by logging on to LabSafe. Once logged on, you must click on the ‘Shopping Cart’ 
icon in the top right hand corner of the screen next to your name, which should take you to the 
screen with your orders as before: 
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You must begin by typing in the name of your supplier. You should notice that the ‘Funding account’ 
and ‘Destination’ fields can also be edited. By typing in the ‘Supplier’ field, a new section should 
appear below ‘Current order content’ named ‘Create new order line’. You can fill in the details of 
your order. For example, purchasing wine for experimental purposes would look like this:  

 

Fill in all of the fields. Please note that in the ‘Notes’ field it is a good idea to write down the website 
where you wish to purchase the item from so that it can be found easily by Stores, who will be 
placing the order. 

Also note that if there is not catalogue number, you should make one up which is as relevant as 
possible to your item. 

As stated before, all fields with ‘*’ must be filled in. 

Once you are happy with your order, click ‘Add the item’. Before the order can be completely sent 
off, you will receive a pop-up like this: 
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This just ensures that if what you are ordering is a chemical, it will go through Solvent Stores and not 
through the Departmental Hatch. Just click whichever is applicable, and then the order will be added 
to your cart and you can proceed to place the order. If your order is a chemical, you must also 
provide safety information about the chemical by providing a SDS (Safety Data Sheet) and CAS 
number. These should be written in the notes section of the order. 

4 Authorising an Order 

After placing an order, it is important to get it authorised. The system will email you to let you know 
that there are orders that are waiting for your approval. When looking at your ‘Purchase orders’ 
section on your home page, your orders may have the status of awaiting authorisation: 

 

Please note that only the PI is able to perform this role, or a suitably trained representative who the 
PI has passed this responsibility to. Currently orders at the Chemistry Department Hatch and the 
Solvent Stores (including dry solvents) do not require authorisation.  

To authorised the purchase, you must click on the ‘Magnifying glass’ icon as if you would like to 
review the order. This will take you to a page that looks like this: 

 

Before authorising the PI can fully edit and change the order. To change/edit the order, you can click 
on the ‘Pencil’ icon (1) in the top left hand corner of the screen. This will cause a pop-up to appear 
on your screen: 

1 
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As you can see, you can edit all of the fields already filled in, but also comments on the order can be 
added. 

Once you are happy with the order you can click ‘OK’ and you will return to the review page. 

By clicking on the ‘Pencil’ icon adjacent to your item, you can also edit the item: 

 

Finally, to authorise the order, you click the ‘Authorise order’ icon. The status of your item on the 
‘Purchase orders’ page should change to order submitted. 

5 Navigating ‘Chemical Details’ 

As stated before, Chemical Details can be accessed through the order of the chemical, but also if you 
have any chemicals in your inventory on the Homepage you can access Chemical Details by clicking 
on the ‘Magnifying Glass’ icon next to the chemical. Once clicked, you will be taken to a screen that 
looks like this: 
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This will show you some features of the Chemical, but most importantly will show you the safety 
information relating to each chemical. This is very often already in the system, however will have to 
be uploaded if you have ordered a chemical as an External Order.  

There are many safety labels and warnings that are helpfully colour coordinated as seen above. 

There is also an array of buttons at the top left hand corner of the screen: 

 

The ‘Printer’ icon (1) in the top left hand corner of the screen will allow you to print the barcode of 
the item to a printer of your choosing. Above this icon in the familiar ‘Shopping cart’ icon (2) which 
will allow you to add this particular item to the shopping cart. The ‘Page’ icon (3) next to it will allow 
you to print the entire page, should you need to. The ‘Trash Can’ icon (4) will allow you to dispose of 
the compound from the system. The ‘Pencil’ icon (5) will allow you to edit the item. Next to it is the 
‘Transfer’ icon (6) which will let you record if the location of the item has been changed, which will 
be discussed in the next section. The open ‘Lock’ icon (7) will allow you to change who will see the 
compound – you can set the visibility to be limited to just yourself, your group, or everyone. Finally, 
the image on the far right hand side is a skeletal drawing of the chemical itself (8), in case a 
reference is needed. 
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6 Transferring a Chemical 

If you are moving a chemical to another room, you can change the location on LabSafe. You do this 
by clicking on the ‘Transfer’ icon (1) which looks like two arrows pointing in opposite directions. It is 
located in the top left hand corner of your home screen: 

 

7 Disposing of a Chemical 

In order to dispose of a chemical in your stock, you must first find this chemical in your inventory, in 
your homepage: 

 

When you find the chemical, click on the ‘magnifying glass’ icon. This will take you to a page which 
looks like this: 

 

In order to delete the chemical, click on the ‘bin’ icon. This will delete the item. 

8 Using the Barcode Scanner 

The barcode scanner is use to find chemicals on the LabSafe system. With each chemical you are 
given, there is a sticker with a barcode on it: 

1 
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Using the scanner, you can search for chemicals on the system without typing anything in. 

You begin by going on your homepage and clicking in the top right-hand corner field: 

 

After clicking on this field, you should scan the barcode on the bottle or box using the scanner. 
Remember to connect the scanner to the computer with the cable. 

After you scan, a code should appear in the field: 

 

Now you can search for this chemical by clicking on the search icon, and it should direct you to the 
item: 
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From here you can buy the item, change the location of the item, edit the item and look at the safety 
information, among many other things.  

9 Running an Emergency Report 

Running an emergency report will only be required in the case of flooding or fire. 

You can run an emergency report by clicking on the red ‘exclamation mark’ icon in the top left-hand 
corner of the home screen: 

 

By clicking it, you will be immediately taken to a new page and a pop-up box will appear: 
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Here, you will have to enter the location of and type of incident (fire, flood etc.). 

When you have filled these details in, this page should appear: 

 

This is a description of the different hazards in the location, in this example is CG021. By scrolling 
further down the page, you will be able to see the different chemicals and the hazards they pose. 

 

Furthermore, by clicking on the ‘speech bubble’ icon, you can see the different methods of 
extinguishing the chemical, and most importantly, what not to use: 
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10 APPENDIX A: Administrator Functions (NOT FOR GENERAL 
ISSUE!) 

10.1 Add new cost centre 

To add a new cost centre, you must go to your homepage on LabSafe. From here, you click 
‘Administrate’ and choose ‘Funding Accounts’: 

 

This will take you to a page which looks like this: 

 

Click on the ‘+’ icon (1) and the following box will pop up: 

 

You must now fill out all of the details of the cost centre. Please remember that fields marked with a 
‘*’ are mandatory, and must be filled. Once you have finished, click ‘Add’ and the new cost centre 
will be added to the system. 

1 
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10.2 Expire a cost centre 

To expire a cost centre, you must go to your homepage on LabSafe. From here, you click 
‘Administrate’ and choose ‘Funding Accounts’: 

 

Now you must find the cost centre you wish to expire. You can do this by typing the cost centre into 
the ‘Name’ field: 

 

Select the ‘pencil’ icon in the middle and the following box will pop up: 

 

Click in the End-Date field and chose yesterday’s date. Then click ‘Update’. This will expire a cost 
centre immediately. 
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10.3 Checking Stock Value 

To check stock value, you must go to the homepage of your LabSafe account. Here you must click 
the ‘Shopping’ icon: 

 

This will take you to the Stores page. Here you must click on the ‘question mark’ icon: 

 

This will cause a pop-up box to appear on the screen: 

 

This will show you a summary of the current stock value, how it is split between different items and 
a total balance. To exit the pop-up, simply click the ‘OK’ button or the ‘X’ in the top right-hand 
corner. 
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10.4 Adding users to a cost centre 

To add users to a cost centre, you must go to your homepage on LabSafe. From here, you click 
‘Administrate’ and choose ‘Funding Accounts’: 

 

Now you must find the cost centre you wish to expire. You can do this by typing the cost centre into 
the ‘Name’ field: 

 

Select the ‘pencil’ icon in the middle and the following box will pop up: 

 

Under the field ‘Account users’, start typing the surname of the person you wish to add. This will 
starts a drop down box which will suggest names of people. Simply choose the person you wish to 
add, and click on their name. They should now appear in the ‘Account users’ field. Then click 
‘Update’. 
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10.5 Updating or changing order information 

To update or change order information, you must first go to your homepage on the LabSafe system. 
Then, click on the ‘magnifying glass’ icon next to the order you want to edit: 

 

To edit the order, click on the ‘pencil’ icon in the top left-hand corner of the screen: 

 

The following pop-up box will appear: 

 

From here you can edit the grant code and write any additional comment such as PO number once 
the order has been placed. Simply fill in or update the desired fields and click ‘OK’. Please note that 
fields marked with ‘*’ must be filled in.  

10.6 Updating stock levels 

To update the stock levels in Stores, go to your homepage in LabSafe. Click on the ‘Shopping’ icon in 
the top right-hand corner of the screen: 
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Choose the stock item you want to update, and click on the ‘pencil’ icon next to it: 

 

A pop-up box will appear which will look like this: 

 

Update the fields that you wish, but please note that fields marked with ‘*’ must be filled in. 

Once you have finished, click ‘Update’. 
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10.7 Adding stock items 

To add a stock item to Stores, go to your homepage in LabSafe. Click on the ‘Shopping’ icon in the 
top right-hand corner of the screen: 

 

In the top left-hand corner of the screen, click on the ‘+’ icon: 

 

A pop-up box will appear which will look like this: 
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Fill in the desired fields, but please remember that fields marked with ‘*’ must be filled in. When you 
have finished, click ‘Add’. 

10.8 Removing Stock items 

To remove stock items from Stores, go to your homepage in LabSafe. Click on the ‘Shopping’ icon in 
the top right-hand corner of the screen: 

 

Choose the stock item you want to remove, and click on the ‘pencil’ icon next to it:  

 

A pop-up will appear which looks like this: 

 

Un-tick the ‘Active’ box, then click on ‘Update’. This will take the item off the system.  
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10.9 Running expenditure reports 

To run an expenditure report, go to your homepage in LabSafe. From here, you click ‘Administrate’ 
and choose ‘Funding Accounts’: 

 

Click on the ‘£’ icon located in the top left-hand corner of the screen: 

 

A pop-up box will appear which will look like this: 

 

Enter the dates for the report and then click ‘OK’. A report should appear. At the bottom of the 
screen, click on the drop down arrow next to the save button and chose ‘open’. The report will then 
appear in Excel. If you want to save the report in Excel then when saving, ensure you change the file 
format from a text file (TXT) to an excel file (XLSX) or any workings and formatting will be lost: 
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10.10 Searching for an order/chemical you can’t locate by PO or requisition 
no 

On the home screen search by unallocated compounds or expected compounds, or can search by 
barcode or part of a chemical name. 
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11 APPENDIX B: Receiving Stock 

This is done in conjunction with the Acquire system in Stores, so make sure you are logged in to it. 

11.1 Items with a delivery note 

Upon receiving an item, you must first locate the delivery note on the parcel or packaging (please 
note that it may be inside the packaging). On that note will be a requisition number, which should be 
typed into Acquire, in order to locate the item on the ordering system and receipt it: 

 

When you find the correct item, you should click on ‘view’. This will lead you onto a page that looks 
like this: 

 

You should also be logged on to LabSafe, where you should also locate the item. This is done by 
copying the requisition number from Acquire to LabSafe: 

 

Then simply press enter, and the system will find the item: 
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Now it is important to attach the delivery note on the packaging to the Acquire system and the item. 
Before you do this, you must check that the product name on LabSafe, Acquire and the packaging 
are all the same. Also, to make absolutely certain, you must open the package and make sure the 
correct number of items has been sent. Then you can attach the delivery note by scanning it into the 
system and then clicking ‘Please View Attachments’: 

 

This will take you to a page which will allow you to upload your scanned delivery note: 

 

Click on ‘Process Order Level Attachments’, and this will let you upload your document: 

 

You can find your document by clicking ‘Browse’. Once you are happy with your selection, click ‘Add’ 
and then ‘Upload’, and this will attach the document to the item. 

After you have uploaded your document to the system, you need to print a barcode for your item. 
This will be done automatically for a chemical, but must be printed for a non-chemical object. For a 
chemical, you must first turn to your LabSafe page and click on the ‘magnifying glass’ icon of the 
order: 

 

This will take you to a page which looks like this: 
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This has all of the information about the order – who ordered the item, what it cost etc. For a 
chemical, you can now click on the green ‘tick’ icon (1). This will automatically print off the barcode 
for the items, which you can stick on each item individually, or stick one on the box.  

If you have a non-chemical item, then you must click the ‘magnifying glass’ icon (2) which will take 
you to a page that looks like this: 

 

Then, you must print off the barcode by clicking on the ‘printer’ icon (1). This will print off a barcode 
sticker, which you can then stick on the item(s) or box. Then click the ‘OK’ icon (2). 

Finally, to receipt the order, go back to your Acquire page, and click on ‘Select’ on the order: 

 

This will take you to a page which will have the order summary, and at the bottom of the page will 
be several icons: 

1 
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You must simply click ‘Receipt All’ and then you are done. 

The item(s) can now be placed on the shelves in Stores to await collection. 

11.2 Items without a delivery note 

If an item comes in without a delivery note, the item can be found by searching for it. You simply go 
to your homepage on LabSafe and at the bottom of the screen; there will be a few options for 
compounds: 

 

There are two ways to find the item. You can click on ‘Unallocated Compounds’ (1), or ‘Expected 
Compounds’ (2). 

By clicking on ‘Unallocated compounds’, this will take you to a screen which looks like this: 
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You can locate your item by typing the name of the compound in the ‘Name’ field. From here you 
can click on the ‘magnifying glass’ icon and print off the barcode, and continue with receipting 
process as usual. 

You can also click on the ‘Expected compounds’ icon. This will take you to a page which looks like 
this: 

 

Here, you can also begin to type the name of the compound in the ‘Name’ field, and by clicking on 
the ‘magnifying glass’ icon, you can print off the barcode and proceed as normal. 

 


