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Quick ChemTracker How-To Guide 

Logging in 

1. Go to https://ufl.chemtracker.org 

2. Put in your ChemTracker username 
and password, this is not your 
GatorLink login. 

3. If you forget your password, either 
click Forgot password and enter in 
your ChemTracker username (usually 
first initial last name) or contact 
mike.yost@ehs.ufl.edu to have your 
password reset. 
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Searching to find your inventory & Viewing your inventory 

1. Click the Search link on 
the blue toolbar at the 
top of the screen 

2. Enter in the Owner(PI)’s 
last name in the Owner 
field 

a. OR enter in the 
building name or UF 
building number in 
the Building field. 

3. Click the blue Search 
button at the bottom of 
the screen 
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Viewing your inventory: 

4. After clicking Search, you will be taken 
to the summary view. 

5. Click on a row (the whole row will turn 
blue) you would like to view the 
details for and click the blue Details 
button 

a. OR click the down arrow next to 
details and click on “Details for all 
data” 
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Modifying Inventory 

1. To modify a single row, 
click on the row and 
click Modify 

2. Make the changes 
needed 

3. Click Save to save your 
changes or Cancel to 
return without making 
any modifications 

4. To modify multiple 
rows, click on all of the 
rows you wish to 
change (they should all 
turn light blue) 

5. Click Modify 

a. OR if you are trying 
to modify all the 
rows in the details 
view click the down 
arrow next to 
modify and click 
“Modify all” 

6. This will bring up the 
Bulk Modify popup 

7. Type in the information 
you would like to 
change (changing the  
Owner will require you 
to enter in a 
Department, similarly changing Building will require a Room) 

8. Click Save modified records to save and continue or Return without modifying to exit the popup 
without making any changes. 

9. If you have reviewed your inventory for accuracy and it requires no changes, or to document an 
inventory review, click the down arrow next to Modify and select “Modify all to current date” to 
document that you have reviewed it
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Deleting Inventory 

1. To delete items off the 
inventory, go to the details 
view 

2. Click on each of the rows 
you wish to delete (they 
should turn light blue) 

3. Click on the Delete button  

a. OR if you are trying to 
delete every item in 
the details view, click 
on the down arrow 
next to Delete and click 
on “Delete all” 

4. Make sure the number of 
rows match the number 
you selected and click the 
red “Yes, delete the rows” 
button to delete and 
continue 
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Add Inventory  

1. Click the Add link on the blue toolbar 
across the top of the screen 

2. Fill in the required fields in the light 
gray box 

3. Fill in any field desired below the 
required gray box 

4. Click on the blue Add inventory 
button at the bottom of the screen to 
add the item to your inventory 

5. A box should appear in the top right 
corner of the screen that says 
“Inventory added” 

 

 

 

Additional Information: 

6. ChemTracker will recognize most Chemical Names, but if the name that you type in does not match their 
records, you can still select the name you typed in by pressing Enter on your keyboard, or clicking on the 
blue highlighted line on the drop down list. 

7. The fields below the gray box are optional but helpful for tracking other information 

8. If you are using product or CAS numbers, enter in the product or CAS number before filling in any other 
chemical information as it will clear all the chemical information to replace it with the matching 
information from the number. 

9. ChemTracker will automatically substitute some chemical names with more common synonyms. It may 
be the synonym that will appear in the inventory list, rather than the chemical you added. 

 


