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User Access - Resource Management 
 
Resource Management provides and restricts access to all levels of the CHEMATIX

Ê
 system.  User 

profiles are created for varying levels of access including individual users, departments, vendors and 
customers.  User administration is constructed hierarchically to ensure maximum system security. 
This module manages user and lab information and you will be able to manage Storage Units within your 
lab. 
  

To access this module, click the  button at the top of the CHEMATIXÊ screen: 
 

 
 

You will now see the opening page for Resource Management. 
 
 
 
 

 
 

User Information 
The Resource Management Module starts with user and location information: 
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The ñComprehensive User Profileò link shows a summary of all your roles within CHEMATIX
TM

. It lists the 
labs you are associated with and your roles within each lab.  
 
CHEMATIX

TM
 has been integrated with the Auburn University user log-in and authentication system, 

therefore user name and basic contact has been transferred over from the Universityôs (LDAP) system. 
Additional contact information can be updated; however it is not mandatory for the current installation. 
 
 

 
 
Please Note: In CHEMATIXÊ, users are assigned to roles from the top down.  A user can assign roles to 
those below him, but he cannot assign roles upwardly or laterally.  This is done to ensure security and to 
have a clear line of responsibility.  In the following example, there are four levels of authority: 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
In this example, the Departmental Administrator can assign personnel the roles of PIôs, Lab Supervisors, 
and Lab Users within CHEMATIXÊ.  PIôs can assign the roles of Lab Supervisors and Lab Users while Lab 
Supervisors can assign only Lab Users.  PIôs cannot assign personnel to become Departmental 
Administrators because Departmental Administrators have a higher level than PIôs.  Similarly, PIôs cannot 
designate other PIôs because PIôs are lateral users and all PIôs have the same status within CHEMATIXÊ. 

Departmental 

Administrator 

 

PIôs 

 

Lab Supervisors 

 

Lab Users 
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Manage Locations 
 
 

To access this function, click the  button at the top of the CHEMATIXÊ screen: 

 

Scroll down to the link  and click it.  You will be transferred to the View Lab Locations 
page.  
 
This function allows PIôs and Lab Supervisors to manage personnel, including adding new users to their 
lab, deleting users from their lab, and changing the status of lab users.  These functionalities are only 
available to PIôs and Lab Supervisors. 

 
 
These are the lab locations that you are permitted to access within CHEMATIXÊ with your user status. 
In this example above, Greg Springer has the role of PI in Test Lab 6 and in the Toxicity Research lab.  In 
addition, Greg Springer has the role of Lab Supervisor in the Toxicity Research lab and in Test Lab 6.   
 
Click a Lab link, for example Toxicity Research.  You will now be transferred to the Laboratory Summary 
Page, where you can see who has what roles within this lab:   
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As this page shows, Greg Springer has the roles of both Lab PI and Lab Supervisor in the Toxicity 
Research lab while Philip Glass has the role of Lab User.  Note also, that as Lab PI, Greg Springer 
automatically has the role of Lab User because a higher user automatically has all of the roles beneath 
him.  As a result, Greg Springer does not have to be assigned the role of lab user. 
 
To add or remove a user from your lab location or to change the role of an existing user, click 

.  You will now be transferred to the  page below: 
 

 
 

Assigning a New User to Your Lab 

In the following example, a PI wishes to assign someone the role of Lab Supervisor or Lab User in a lab.   
 
First, search for the user within the CHEMATIXÊ institution registry, which is integrated with the university 
user data.  

To search for a userôs records within the system, click .  You will now be 
transferred to the page below:   
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You can search for the person in the University person database by typing in information to one (or more) 
areas and select one of the search options below: 

 

.  For the information as   you do not 
need necessarily to click a radio button:  
 
Helpful hint: 

Remember, if you type only the letter ñBò into the  field and then click 

, you will retrieve all the Last Names in the institution beginning with the letter ñBò.  

The system will spend a second generating the complete list.  If you click , 
CHEMATIXÊ will search for all last names containing the letter ñBò, anywhere in the last name.  If 

you click , the computer will look for all last names spelled as the one-letter name ñBò. 
 
You may also wish to search a personôs official name as well as his nickname.  For example, check 
to see if the employee is registered in the system as ñBill MacDonaldò or as ñWilliam MacDonaldò. 

 

After filling in the fields on this page, click .  If the institution has thousands of users, this search 
process will take only a few seconds. 
 
If the new user is in your institutionôs registry, then your search results will look as follows: 

 

Click the link on the personôs name (in this example, ) to view the contact information for 
that person.  Verify that the person listed is the same as the person to whom you wish to assign a role in 
your lab.  Remember that there may be several people with the same name in your institution. 
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If this is the same person to whom you wish to assign a role in your lab, click the radio button  next to 
the personôs name in order to select this person as a new user in your lab.   

 

Scroll down to the bottom of the page and click  to select this person as your new user.  
Your new user will be added to those with a role in your lab, as in the following example of Michael Myers: 
 

 
Michael Myers is now a Lab User within this lab. 
 
If the new user is NOT in your institutionôs registry, then after you have entered the new userôs 
information into page (See steps above in ñAdding a New Lab User to Your Labò) and if there is no match 
for the new user in the CHEMATIXÊ institution register, the message 

 will appear at the top of page: 
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In this case, scroll down to the bottom of the page and click  .  You will be now 
transferred to a page where new user information can be entered and assigned to the selected user role.   
 

 
 

Manage Storage Units 

 

Click the  button at the top of the CHEMATIXÊ screen: 
 

 
 

You will now see the opening page for Resource Management. 
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Scroll down to the following text:      
 

Click the link . 
 
You will now be transferred to the View Lab Locations page such as in the following example: 

 
 
The listed laboratories are the laboratories that you are associated with. Click a Lab Name.   
You will now be transferred to a page where you will see the lab information. You can now see the Lab 
Personnel and the Lab Storage Units (if storage unit has been created), with their barcodes, associated 
with this lab: 
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Scroll down to the button  and click this button.  
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Scroll down to the button  and click this button.  
 
You will now be transferred to the page where you can manage storage units: 
 

 
 
 
To create a new storage unit, type the name of the new storage unit into the empty field at the bottom of 

the  column and Click  . 
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You will receive a confirmation that ñThe Storage Unit has been created successfullyò.  
The created Storage Unit can be edited. By selecting the ñradio buttonò in front of the Storage Unit name 
(please note ñFlammable Cabinetò example below) the selected field becomes editable. 
 
 

 
 
A Storage Unit can be deleted ONLY if it has no stored chemicals in it. By selecting the ñDeleteò button for 
the Storage Unit which has containers stored in, you will receive the message below: 
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In order to delete an existing Storage Unit, you need to transfer all chemical containers out of the Storage 
Unit. 
 

Clicking on the  button will complete the Storage Unit modification process. 

Clicking on the   button will take the user back to the Laboratory Summary Page. 
 
Please note: Each lab can have multiple storage units maintained by the laboratory personnel. The 
Storage Unit name has to be unique within the lab. 
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Online Procurement 
 
The Procurement Module permits users to purchase scientific chemicals and supplies from VWR via the 
internet.  This module is used to create orders and view current, past, or pending orders.  Orders are 
created by selecting items, adding them to a Market Basket, and paying with a procurement card (PCard).  
Users have access to instant purchasing, can search an online catalogue, order supplies, and receive 
orders. 
Please note: Online ordering is enabled in CHEMATIX

TM
 to complete VWR orders. When ordering from 

any other (non-VWR) supplier, you need order using your existing ordering method. If the item is not in the 
catalog within CHEMATIX

TM
, then you need to order the item using the existing ordering methods. 

 

To enter the Procurement Moduleôs main page, click the  button at the top of the 
CHEMATIXÊ screen: 
 
 
 
 

 

 

Ordering 
 
CHEMATIX

TM
 Procurement Module contains an up to date VWR catalog with Auburn University specific 

pricing. By selecting the ñSearch Vendor and Store Catalogsò link you will open up a search option in the 
VWR catalog. 
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You are able to search by VWR Catalog Number, chemical description, or CAS#.  

Enter the search information and click on the  button. 
If there is not a valid item identified, then you will receive the message below: 
 

 
 
Enter more information and repeat your search. 

Click  to clear all of the data fields in this form. 
 
A succesful search can return mutiple results based on how wide (or narrow) the search was. 
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You will receive more information about the actual items by clicking on the description link.  
 

 
 

After reviewing the detailed information, you can select the  back button and restart the search 
option, or proceed with purchasing the selected item. 
 
To proceed with the order you need to add the selected item to the market basket (shopping cart). 
 

Please note that you modify the quantity ordered and select the ñshopping cartò link.  
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Your order will be summarized on the ñBasket Detailsò screen below: 

 
 

Review your market basket 
Your Market Basket (aka shopping cart) stores all of the items that you have added to your Market Basket.  
The contents of your Market Basket remain in the system until the order is submitted or until you manually 
remove the items.  This feature permits you to start orders that can be completed later. 

To view and review your Market Basket, click the  button at the top of the CHEMATIXÊ 
screen: 

 
 
 

 
 

You will now see the opening page for  .   
Selecting the ñView my Market Basket or Checkoutò link will open up your market basket, which has been 
created by you previously. 
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The only headings on this page which may need an explanation are the following: 
 

 indicates the supplier of this item.  Remember that the supplier may not be the same as 
the manufacturer. 

 Clicking on the check box  in this column for an item indicates that you will not accept 
substitutes for this item. 

 indicates the status of your item (for example, approved, submitted, backordered, etc.). 
 
There are several options on the Basket details screen. 
 
 

 

To remove an item, select an item by clicking on the itemôs radio button .  Click .  The text 

ñ ò will now appear at the top of page  
  
 
 
 
 
 

Click  when the quantity ordered is modified.  This action will recalculate the total value of 
your Market Basket. 
 

 
 
Proceeding with the order continues to the next step, which is Shipping and Payment Selection. 
 
Your order summary is displayed again, and you are able to go back and continue ordering or modify your 

order by selecting the button. 
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Move forward with the Shipping Option by selecting the radio button in front of the lab name where the 
ordered chemical will be stored. 
 
The payment option selected should be P Card. 
Please note: the Auburn University e-commerce process accommodates P-Card purchases only.  
 
Selecting the Continue with Payment button takes us to the screen below: 
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To move forward you need to enter the P-Card information and click on the ñContinue to Order Reviewò 
button. If there is a problem with the payment processing, you will receive an error message. Otherwise, 
you will receive a confirmation that the payment was processed.  
 

 
 
You are able to enter and attach additional information to the order for your own reference such as Internal 
Reference number, and order description. 
 

 
 

You are also able to enter Delivery Instructions which may appear on the packing slip from the vendor 
(pending finalization with VWR). This is your last opportunity to modify your order. By selecting the ñPlace 
Orderò button, your order will be submitted for fulfillment. You will receive an e-mail notification of your 
order submission. 
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View Past Orders 
 

To enter the Procurement Moduleôs main page, click the  button at the top of the 
CHEMATIXÊ screen: 
 
 
 
 

 
 

Selecting the ñView My Past Ordersò link will open up your past orders, which have been submitted by 
yourself. 
 
Selecting the ñView Lab Past Ordersò link will show you orders which have been submitted from a lab by 
you or others who work in the lab. 
 
Clicking the ñView My Past Ordersò link will take you to the ñSearch My Past Ordersò page where you can 
identify existing orders. You can search by CHEMATIX

TM
 Order Number, or PO Number. 

You also can search by Date Range as displayed below. 
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Helpful Hint: In the ñDate Rangeò field, leaving the ñFromò and ñToò date fields empty and clicking on the 
ñSearchò button you will retrieve a FULL list of past orders.  
 
The ñempty searchò returns all past orders as shown on the screen example on the following page. 
 

 
 
You will be able to see the detailed information of each submitted order by clicking on the order number 
link. 
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After a previous order has been selected, you can resubmit the order. 
 

 
 

Clicking the   button will place the items from the selected order into the market basket 
where they can become part of a new order.  If you do not wish to reorder all of the items, you can remove 
the unwanted ones from the market basket before you submit it. 
 
 
 


































































