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1. Registration 
 

1.1.  Registration of the working group 

The initial registration is done by the working group leader.  

First you register your working group under the following link: 

https://chemms.uni-regensburg.de/oslims/index.xhtml 

 

At the top right is the "Register" button, which takes you to the registration form .  

 

Note that you must select the "University of Regensburg" as the institution. In addition, you 

need to tick "I am a work group leader" = “Ich bin ein Arbeitsgruppenleiter”.  

 

Please urgently send a list of all rooms/laboratories that belong to your working group, 

especially those that contain your chemicals. Send this listing to ChemMSSupport@uni-

regensburg.de. 

 

As soon as your group has been created by an administrator of LabSafe, you will receive a 

response. You can now log in with your NDS abbreviation. 

 

 

 

 

https://chemms.uni-regensburg.de/oslims/index.xhtml
mailto:ChemMSSupport@uni-regensburg.de
mailto:ChemMSSupport@uni-regensburg.de
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1.2.  Registration of employees 

After registering your working group, all employees can also register via the registration 

form and apply to be part of your group. 

 

Please note that you do not click on the check mark next to "Working Group Leader" = 

“Arbeitsgruppenleiter”. 

As soon as an employee wants to register, a yellow triangle symbol appears next to the name 

of the group leader on the home page. The group leader must confirm the registration, only 

then can the employees register with their NDS abbreviations. 
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By clicking on the name of the person who wants to register, a new window opens: 

 

 

Here, the role has to be changed to "User".  

It is also important that a picture of the employee is uploaded in this step. This is necessary 

for identification for chemical collection. 

The group leader can also assign the different roles of the employees. You can read more 

about admins and roles below. 

 

1.3.  Funding accounts 

Important!: Cost centers are automatically stored in LabSafe, provided that there is a 

responsible cost center holder for a cost center at the University of Regensburg. We 

automatically pull this data from the database for the household. 

 

In order to give employees authorization for the respective cost center, the group leaders 

must click on "My group(s)", "Users", "Groups/Locations/Funding". Enter the cost center 

here. You can also specify whether the person can only place orders or authorize them as 

well. →→ Only with an assigned cost center, you can place orders in LabSafe. 
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1.4. Role assignments 
 

1.4.1. Group leader 
 
Group leaders supervise the group in LabSafe, they can view all orders and chemicals, 

as well as all cost centers assigned to them. You also set up the roles/admins/room 

affiliations as well as the cost centers. 
There is always one group leader per working group, but subgroups are also possible. 

More on this below. 
 

1.4.2. Group admin 
 
A group admin has similar rights as the group leader. Multiple admins are possible. 

Group admins can confirm a person's registration, authorize room affiliations, cost 

centers (which have also been assigned to them) and orders. 
The Group Admin role is enabled in the "My group(s)" "Users" menu. Go to the 

underlined name, then to "Group/Locations/Funding", then to the user group and check 

"Admin" with a checkmark.→ 
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1.4.3. Roomadmin 
 
Room administrators are responsible for the room to which they have been assigned. 

You can create and edit the storage in this room. Multiple room administrators are 

possible per room/lab. 
 
The role is activated from the "My Group(s)" "Users" menu. Click on the underlined 

name, then on the tab "Groups/Locations/Funding" on the underlined name of the room 

and activate the check mark next to "Administrator". In the case of multiple rooms, this 

must be done for each individual room. 
This allows the room admins to create storages that are required to register chemicals 

for that room. → 
 

 

 



   

Version: 05.09.2023 

 
 

1.4.4. Authorization manager 
 
The authorization option is available for each individual cost center. By default, only 

group leaders/group administrators can authorize jobs, but this option can be enabled 

for each group member individually. 
 
Assign the role by the "My Group(s)" → “Users” menu. Click on the person's name and 

go to the "Groups/Locations/Funding" tab. By clicking on the required cost center, you 

assign it to the person.  

 
1.4.5. Expense limit 

 
It is also possible to set a limit on spending up to which no approval is required for 

purchases. 
This can only be determined by a group leader himself under the settings → “Require 

authorisation of Stores orders when value is greater than” 
This limit refers to a single order. 
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Furthermore, a cumulative spending limit can be set under a person's individual settings, 

as well as a minimum and maximum limit. Min. means that the person does not need 

approval below it, max. means that the person needs an approval for the order above the 

value. This can also be assigned by a group admin if he has the appropriate approvals 

for this cost center.  
 

 
 
External orders, i.e. not from the chemical dispensary, require approval at any time! 
 

 

 

 

 



   

Version: 05.09.2023 

Chemicals subject to approval always require a permit from a person who has 

authorizations of a permit to the cost center. 
 

1.4.6. First Aider 
 
First aider are designated by the group leader and appear in the first aid section on each 

instruction manual for chemicals stored at any of the group's sites.  First aiders can be 

people who have undergone appropriate training for this. 
 
The role is again set as follows: "My Group(s)" → "Users" → 

"Groups/Locations/Funding". Go to the person's name, the 

"Groups/Locations/Funding" tab, the required user group and check the box for First 

aider. 
 

 
 

1.4.7. Collector 
 
The person(s) responsible for the collection will see(s) all completed orders for the 

respective room/laboratory. 
However, the registration/change of location of a chemical is always required by the 

person who originally submitted the order. 
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Go back to "My Group(s)" → "Users" click on the name, then the tab 

"Groups/Locations/Funding", and then on the required room and activate the check 

mark next to Delivery manager. For multiple rooms, this must be enabled for each room. 
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2. Create storage rooms 
 
Before you register a chemical, you need to create a storage space. To do this, you must be 

an admin of the locations of your working group. To create a storage space, you have to 

click on "Manage storage space" under the tab "My Group(s)".→ 

 
 
Now select a location, i.e. a room that belongs to your working group. The location should 

be the room where the storage space of the chemicals you want to create is located. 

 
 
Use the "+" sign to add the storage space. A new window will open in which you enter the 

name of the storage space (e.g. fume hood). An additional specification of the room number 

is not necessary, as this is added automatically.  
The "Emergency Contact" remains on "Default".  
Click on the "Add" button to create the storage space. After refreshing the page, it will now 

be displayed. 
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3. Chemicals Registration 
 
If you would like to register a chemical, go to "Register chemical" on the home page.  

 
 
Enter the supplier here (e.g. Sigma Aldrich, Carl Roth, etc.). If you can't give any 

information, then enter "[handel]". In case that the chemical itself has been synthesized, you 

must select "[synthetisiert]".  
Also specify the correct location/storage space.  

 

 
 
Enter the name of the chemical and upload a corresponding safety data sheet using the 

"+Choose" button.  
Either you must have previously downloaded the data sheet from a large supplier such as 

Sigma Aldrich or the chemical has already been registered by another working group and 

thus the safety data sheet is automatically already available when you type the chemical by 

name and select it . 
Urgently pay attention to the correct indications of the quantity with the correct unit. 

 
 
With all the required information, you can now register the chemical by clicking "Register" 

at the bottom of the page. 
Note that you need to label all your chemicals as well. To do this, either print out the barcode 

before registration by selecting your associated label printer and then Register or afterwards, 

when you click on the chemical, you can click on the print symbol next to the barcode.  
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Now, if you go to the homepage, you will be able to see your registered chemical(s). 

 

 
 
Attention: If the "SDS Information" window appears, simply re-enter the data already 

specified.  
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If the chemical is not yet available and there is no safety data sheet / operating instructions 

for downloading, then you can insert the data via the various masks by clicking on the edit 

button next to the information. 
 
e.g. for the hazard information, you can insert and update the numbers of the H/P phrases, 

then they will appear in your information. 
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4. Orders and pick-up 
 
Two types of purchase orders:  1 supplier (Sigma/VWR etc.) →  “Warenannahme” 
     2 “Chemikalienausgabe” → Stores Button 
You can find them on the home page. 
 

 
 
You must have a cost center stored with you by your group leader or group admin.  
 

4.1.  “Warenannahme” 

In general, you can find webshop providers as follows: 

"Purchasing/Inventory" → "Punchout catalogues” 
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How to order from external stores: 

Go to "Order" in the home menu. You will then be asked to enter your supplier (e.g. Sigma). 

When you start entering a supplier, you will immediately see suggestions for them from 

whom the university has already made purchases.  

 

Here you can also use the webshops of providers that support an OCI (Open Catalog 

Interface). The really big providers (Merck, VWR, ..) usually have these. If there are many 

suppliers for the same company, it means that some time ago they changed either the address 

or the name or something else, so that orders to the new address/name can be internally 

distinguished from the old ones.  

However, you can always choose the supplier that has the (OCI) tag in their name. From 

there you can use the webshop: 
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You should now see this order form. The "Find online" button takes you to the supplier's 

website. If you've already ordered this chemical from that supplier, you can also just start 

typing into the "Item Name" section and you'll get suggestions on what you might want to 

reorder. 

 

If your webshop does not open, you must set your browser to allow pop-ups from this 

website. You can also try Control key pressed (CTRL/Ctrl) to open the “Find online” button. 

This will open a pop-up window in a new tab. Usually, Firefox works best, but with the 

right setting, any browser will work. 

Once you have selected the desired items, simply transfer the shopping cart back to LabSafe. 

In this step, don't forget to download the safety data sheet (SDS) of the chemical so that you 

can provide it to LabSafe. This step must be performed once for each chemical at the 

university, as mentioned above. 

If there is no safety data sheet in LabSafe yet, you should recognize this by the empty fields 

under the chemical 

After you transfer the items, you will be asked to enter the safety information for each 

chemical. If there are several chemicals, you will be queried one after the other.  
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Once you have uploaded the security data sheet , most of the information should be filled 

in and the pictograms should appear. They will need to confirm the amount of chemical 

they ordered. 

When you are done with this chemical, you can add it to the order by clicking on "Add the 

Item". After that, make sure you've entered the correct destination and cost type (in this 

case, 60100 - Chemicals, but you can also just start typing "Chem..." and select the correct 

cost type. If you have entered your Procurement entity no., you can also enter them. 

Otherwise, the person who initiated the order will have to fill it out. The "Procurement 

entity" or "Main Account" must be the correct 8-digit number for your group, otherwise 

LabSafe will not be able to process the order correctly afterwards. 

After you submit the order for authorization, you will be able to see the current status on 

your home screen. After receipt of the order, you can pick up the chemical at the 

“Warenannahme” (deep road) upon arrival. 
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4.2.  “Chemikalienausgabe” 

 

Go to "Stores" in the home menu. 

 

 
 
 

Now you will see the following page: 

 

The green background does not say anything about availability, but shows you whether an 

SDS has already been uploaded. 

Search for the chemicals by name and add them to the shopping cart by clicking on the 

shopping cart icon. You will be notified that the chemical has been added to the shopping 

cart. Click on the shopping cart once you have found everything you want to order. 

After that, you can proceed as described above. 
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4.3.  Pick-up of chemicals 
 
All "collectors" must upload a picture of themselves to LabSafe. This can be done by the 

group leader or a group admin via "My Group(s)" → "Users", click on the name and upload 

an image. The group leader / admin can also do this on his mobile phone with the mobile 

phone camera.  
If you are set as a "Delivery manager " for the chemical's destination, you can go to the 

chemical dispenser or receiving area and provide your barcode from your library 

card/student card, which will then be scanned by the staff at the chemical 

dispensary/receiving area. Using the image provided in LS, they will be able to verify you 

and hand over your chemicals to you. 
If you do not have a library card, please send an e-mail to ChemMSSupport@uni-

regensburg.de or organize one from the university. 
 

• Warenannahme 

When your chemical has been delivered, you can pick it up at the “Warenannahme” → Low 

Road. After you have picked them up, the “Warenannahme” indicates that you have picked 

them up in LabSafe. You will then need to specify the location of the chemical in LabSafe. 

You will receive the label for the chemical from the “Warenannahme”. If not, you can also 

do this yourself after registering the chemical. Don't forget to put the label on the chemical 

as well. 

 

• Chemikalienausgabe 

Don't forget to bring a transport bucket or similar for the chemical, as well as your library 

card/student card for verification! 

Again, the chemical dispenser registers in LabSafe as soon as you pick up the chemical. 

You should also receive the label here and then put it on the chemical, as well as store it in 

LabSafe, where you store the chemical. 

 

If you pick up a chemical, you still have to register it in the corresponding storage space. You 

will be informed about chemicals to be registered on the homepage via the following button: 

 

 

 

 

 

 

 

 

mailto:ChemMSSupport@uni-regensburg.de
mailto:ChemMSSupport@uni-regensburg.de
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5. Chemicals rental process 

 

Chemicals can be lent and transferred under the different chairs/working groups. 

In the global search box, you can search for a chemical you need. You can search for the name 

or via a subtree search. If you are directly on site with the other group, you can also search for 

them by scanning the barcode.  

 

Once you've found the chemical you want to borrow, you'll be able to see the room number 

next to Location where it's located. If you move the mouse over this room number, the name of 

the group will also appear. 

 

By clicking on the transfer button, you can request the chemical from the other group. 

You can add a note to the request. 

 

Only a room admin, from the chemical they want to borrow, can confirm or deny their request. 

The admins are informed via the mailbox icon. 
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The request looks like this: 

 

The room admin can now click on the underlined chemical and then accept or reject the request. 

 

 

Via "Purchasing/Inventory" → "Chemicals" → "Lendings" you can view your history of 

transferred chemicals. 
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6. Deposit safety data 
 
If you want to change safety data for all chemicals or specify them for a specific chemical, 

proceed as follows: 
When registering a chemical, you can use the respective edit button, add safety data, to 

change each one. This is always in it for this chemical! 

 
 
If you want to add safety data to one of your specific chemicals, go to the corresponding 

chemical in the home menu and then to the edit button in the top row: 

 
 

After that, the following window opens by going to "Local Security Information". 
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By clicking "+Add" you can then enter information on the hazards, what to do in case of 

fire or first aid.  
By confirming on "OK" you have added this and it is included with the chemical. You can 

also check this by looking at the safety data sheet again afterwards. 
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7. General information about chemicals 

 

You can use the following buttons for your registered chemicals: 

➔ Shopping cart: by doing so, you are buying this chemical again. 
➔ Trash can: this is how you dispose your chemical 
➔ Edit button: You can add local security information. 
➔ Yellow person: this allows you to create an operating instruction, which you can print 

out. 
➔ Transfer-Button: Lending System 

 

 

If someone has registered a chemical with incorrect information,  such as an incorrect CAS 

number, you can report it if you go to the chemical and a yellow exclamation mark appears next 

to the incorrect information and select that symbol. 
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8. List of hazardous substances 

Under "My Group(s)" → "Dangerous chemicals register” you can download the Hazardous 

Substances List of your chemicals. 

 

 

9. Chemical inspection 

 

You can check your chemicals by going to "My Group(s)" → "Audit the chemicals". Here you 

can go to the corresponding chemical (possibly after an update) and check whether it needs to 

be transferred, disposed or confirm by clicking "ok" that the chemical is in the right place. 
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