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Part 1: Logging into Chemventory

Part 2: Adding chemicals to Chemventory

This training covers:



Part 1: Logging into Chemventory
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1. Type www.flinnpavo.com at your intenet searchbar. Select Login.

http://www.flinnpavo.com/
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2. Enter your Login credentials (email and password).



3. Click on the tile on the left side of the home screen and select Dashboard.
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4. Select Chemventory; then select “Chemventory Dashboard”.
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5. Select View.
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6. Use the search bar to look for your chemical.
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Part 2: Adding chemicals to Chemventory



PURPOSE

• Provide you with the skills necessary to: 

1. Maintain a list of your department’s hazardous chemicals 

2. Ensure that new chemicals and corresponding SDSs are entered 

into Chemventory.



REFERENCES

• UNA’s Health and Safety 
Manual 
• Chapter 6, Hazard 

Communication 
Program

• Based on the OSHA 
Hazard Communication 
Standard; also see 
Chapter 5, Laboratory 
Safety.

https://una.edu/facilities/environmental-health-and-
safety/policies/chapter-6-hazard-communication.pdf



YOUR ROLE – You will:

1. Create – review your work areas, purchase order and make a list of 
the chemicals you use.  

2. Obtain – contact the manufacturer or vendor: check websites or 
phone; pdf files are needed.

3. Store – transfer the files to the department folder on CyberDuck, a 
file transfer protocol.

4. Upload into Chemventory – we’ll go through the steps soon.

5. Sustain the process - when you buy/obtain new chemicals, make 
sure they end up in Chemventory.



We work as a team to create and maintain:

• UNA’s “Hazardous Chemical Inventory”

• Database of current SDSs

This information will be available to the campus community, but not to 

people outside of UNA.

It is not in UNA’s best interest to advertise all of the hazardous 

chemicals we have on campus to anyone who checks.



This process should be sustainable

1. We need this to continue when personnel change
• By department

• Within EHS

2. As we create the inventory and populate the database, we may 
discover efficiencies/other ways to do these tasks.
• Ideas & suggestions are welcome



1.  Obtain the safety data sheet and place 
in CyberDuck.



Open CyberDuck and click on 
“Upload”. File name format:  
• All lower case 
• no spaces or special characters 
• hyphens between words is ok

You may want to put them in a 
department folder.



Select:
1. Copy URL
2. Select “HTTP URL”
3. Copy (crtl C)
4. Paste into a Word document or email…..just a placeholder.
5. Modify name in this way: 

a) delete “ftp.unalionsden.com
b) replace with “SDS.una.edu
c) See example on next page

Example on 
next page.}



Example:  SDS upload into CyberDuck for Clorox Multi Surface Cleaner Beach

FTP - File Transfer Protocol:  A network protocol for transmitting files between computers over Transmission 

Control Protocol/Internet Protocol (TCP/IP) connections.

https://www.techtarget.com/searchnetworking/definition/TCP-IP


Now, log into Chemventory

https://www.flinnpavo.com/Chemventory





1. Select “Inventory” on the left menu bar, then select “Add Chemical”.



Data entry 
fields for 

Chemventory



You must enter the 
following:

Nice but not 
required:

Add if you want to make 
it easy for users to find 

chemicals:

All other 
fields

1. Fields with asterisks *
2. For “amount”, I normally 

enter “9”).
3. For “minimum reorder”, I 

normally enter “1”

1. School (try to be 
consistent, so you can 
sort by “school”, which is 
really your departments.  

2. Company – you might 
want to sort for all 
chemicals from a 
particular manufacturer.



This is where you 
will paste the 
modified file name 
from CyberDuck.  
Copy/paste from 
it’s temporary 
location.



It’s best to check the link to ensure you typed the address 

accurately. If you receive an error, check your information 

to ensure the information you entered is correct.



That’s it. Once you do this several times, it will be easier. 

Contact the Environmental Health and Safety 

Department at x4804 with questions. 


