How to Use Quartzy Inventory
See video: https://support.quartzy.com/hc/en-us/articles/202097343-Video-Intro-to-Inventory
Accessing your inventory:
1. Create an account or sign-in to a preexisting account.
2. Upon signing-in, you will be directed to the page shown in the image below. On the upper lefthand side next to the search bar, click the arrow pointing downwards to access the lab of your
choosing (circled in red).

3. To look at the chemical inventory of that lab, click the inventory button on the top of the page.

Bulk-adding items:
1. Multiple items can be added at the same time by uploading an excel file of a completed Quartzy
template.
2. After navigating to your lab page’s inventory section, click the import button on the lower lefthand corner.

3. The page below will pop-up. Download the Quartzy excel template and complete it.

4. Once the excel file is completed, click the box beside “Yes, I used Quartzy’s Excel template” and
then upload the file.
5. The items you wanted to add to Quartzy should then show up under the lab’s inventory section.

Adding individual items:
1. If only a few items need to be added to your lab inventory, you do not have to fill in a Quartzy
excel template. Instead, navigate to your lab page’s inventory section.
2. On the upper left-hand corner, click Add Item.

3. This will direct you to a page where you can fill out the item’s name, vendor, catalog no., price,
unit size, location, etc. Fill out all information possible.
4. When finished, scroll to the bottom of the page and click Add Item.

Attaching files (eg. SDS) to items:
1. Go to your inventory and click one of your items. The item’s information should pop up on the
side.
2. At the bottom of the pop up should be a button called upload files. Click this button to upload
an SDS.

3. Scroll down to Specs and input the expiry date of the SDS in the expiration date field of the item.
The expiry date should be 3 years after the revision date documented on the SDS (eg. Revision
date: 15-03-2019, Expiration date should be: 15-03-2022). Place an auto reminder as well to
receive a notification when the SDS is older than 3 years.

Placing an order to Sylvia:
See video: https://support.quartzy.com/hc/en-us/articles/206547867-Video-Intro-to-the-Requestsmodule
1. Navigate to the requests section of your lab.
2. Click the Requests button on the top of the page to order lab supplies for your lab.

3. Input the manufacturer and the catalog number of the item to be ordered.
4. The item should pop up under the search. DO NOT request the item “Found in Quartzy Shop.”
Choose the option titled “Found in (vendor name)”. Click request on the right.

5. You will be directed to a Confirm Your Request page. Input the quantity and price of each unit
to be ordered. Check that all the information is correct and then scroll to the bottom of the page
and click request.
NOTE! This does not place an order directly to the vendor. All orders must still go through
Sylvia.

6. All requested items can be found under the New tab. Click the item you have requested. Click
more and choose Create Requisition Form.

7. Ensure that the information is correct, including your name, contact information as well as
speed chart.

8. Click Create Requisition at the bottom of the page and a pdf file for the order will be produced.
Email the pdf to Sylvia at sylvia.leung@ubc.ca. An example of the form is shown below:

9. Once Sylvia has indicated that she has ordered your item, go back to “Request” then under the
“New” tab and on the right side of your item, click “Mark Ordered”. The item request will now
be found under the “Ordered” tab.

10. When your item arrives, update you inventory by going to the “Ordered” tab. Click “Mark
Received.”

11. Then the below box will pop up. Input the storage location if it is a brand new item; for re-order
items, update the “amount in stock” to reflect the total amount (in the example below, 1 new
pump is added to the existing one so the “Amount in stock” should be updated to “2” to reflect
the proper amount). When completed, click “Save.”

12. The item should now show up in the “Received” tab under “Requests” and be updated in the
“Inventory” section of your lab page.

