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Change Password 1) Login using temporary password

3) Choose “Change Password”2) Choose “User Preferences”

• Enter your user ID and 
temporary password.

• Choose “User Preferences”.
• Choose “Change Password”.



ERM User Settings

Use existing 
Bar Codes
Must Select Yes

Allows to enter Density 
of the Material

1) Choose “User 
Preferences”



Creating a Container from a Material Search
1. Complete a “Material Search” via Chemical CAS # 

or Name.
2. Choose the “Create Container” icon        . 
3. You will be defaulted as the New Container’s 

owner. If you are creating container for another 
user enter their username. 

4. Enter the Bar Code of the container, click “Add” 
and “Continue”.

5. “Create Container” window will open  
automatically (Next page). 

5.1  Fill out “General Information”. 
5.2  Required fields are indicated with “*”. 
5.3  Use “Weight” or “Volume” Units for Amounts. 
5.4  Your Primary Location will be defaulted as your 

storage location. Other Storage locations can be 
found in the drop-down list or icon       if “Alternate 
Delivery Locations” have been entered for you.

6.    Click “Create Container”.

Step 1.

Step 2.

Step 3.

Step 4.



Step 5.

Creating a Container from a Material Search

General 
Information

Locations



Creating a Material

1. Choose the “Create Material” tile.
2. “Create Material” window will open automatically.
3. Enter the new material’s “Common Name” and CAS 

number (“Structure Identifier”). 
4. Click/choose “Create Material”.
5. Enter “Physical Properties” of the New Material.
6. Click/choose “Save”.

Note: Please, first search the material 
before creating it in ERM to avoid 
redundancies. There is a high 
probability that the Material is already 
in ERM. Search it via CAS number 
or/and “Name”.



Search for a Container in ERM: Quick Search

• Quick Search is the basic Container 
Search feature.

• Choose the Container Search icon          .
• Containers can be searched using:

• Material Common name.
• Material formula.
• Material’s synonyms. 
• CAS Number (other structure 

identifiers). 
• Container’s supplier.
• Container bar code.

• Enter your text string and choose the 
“Search” button. 



Search for a Container in ERM: Advanced Search
• The Advanced Search allows to filter database for multiple 

criteria.
• Choose the Container Search icon                .
• Only containers that match all of the entered search criteria will 

be returned.
• Only containers that you have access to will be returned.
• The following criteria are available: 

• Contains - does the text exactly match text within any of 
the searchable container values?

• Location - does the selected location match the container's 
Use Location? You can select any location level from the 
drop-down list.

• Status - does the container's Status match the selection? 
Available status selections: "Available" (default selection), 
"Disposed", "Disposed Empty", "In Transit". 

• Owner - is the container's Owner the selected ERM user? 
Both Active and Inactive users can be selected.

• Organization - is the container's Owner associated to the 
exact selected Organization?

• Dates - Available date types include: Created, Disposed, 
Expiration, Last Inventoried, Room Acquired, Site Acquired.

• Project - is the container assigned to the selected project?
• After selecting your values choose the Search button.



Performing Container Operations
• Container Search is the basic container operation. 

From the container search results you have access 
to the following functions:
• Replicate a container         .
• Change the quantity of the material              .
• View the container’s information         .
• Edit Container       .
• Warnings/Hazards       .
• Others.

• One can also perform following operations on 
selected          containers :

• Dispose, Dispose Empty, Restore from Dispose 
containers.

• Transfer containers by Location only, Owner 
and Location.

• Change the Material in a container.
• Delete containers that were created in error.

Note: Please use “Dispose” when disposing 
container/material, DO NOT USE “Dispose Empty”.



Export/download Chemical Inventory

1. Search your Chemical Inventory via            tile.

2. Choose the “Export”         icon to download 
your search result.

3. “Save File”.

Step 1.
Step 2.
“Export”

Step 3.

Sample File
*.csv format



If you have any questions please contact:

Tamar Didberidze
Safety Specialist
UNM Safety & Risk Services (SRS)
MSC07 4100, 1 University of New Mexico 
Albuquerque, NM 87131-0001
Office: (505) 277-0524 
E-mail: tamard@unm.edu


