
 
 

  

 

KLARA  
Manual for inventory staff 
Version 16.4 (2015-05-08) 

 

 

 

 

 

Created by Anders Thorén and Björn Orheim 

First edition 2002-11-01 



KLARA | Introduction 1 

 

Table of contents 
Introduction 3 

What is KLARA? 3 

System requirements and other information 3 

What does the law say? 4 

Overview 5 

KLARAs start page 5 

KLARAs menu items 5 

Chemical products 6 

Registration 6 

Risk assessment 6 

Result 6 

Other functions 6 

Registration Inventory /Registering 7 

Choice of department 7 

Inventory / Registration 8 

 The Left column 8 

The Middle column 8 

The right column 9 

Function grouping 9 

Room management 11 

The tool ”Connect rooms” 12 

Connect rooms 13 

Disconnect a room 13 

Create new floors in the property registry 14 

Create new rooms in the property registry 14 

Change name on rooms 15 

The tool ”Manage cabinets” 16 

Add new cabinet 16 

Delete cabinets 16 

Add a new shelf 17 

Delete shelves 17 

Delete cabinets and shelves with an ”i”-icon 17 

Change names of cabinets and shelves 18 

Type of storage 18 

Inventory and registration of chemical holdings 19 

1. Selection of department 19 

First time making inventory 19 

Succeeding inventory periods 20 

2. Registration of products in rooms, cabinets etc. 21 

Choice of room / storage area 21 

Register transaction data on an existing product 22 

Adding a product to the product list by using search 22 

Adding product using the organization’s short list 24 

Registering a new product if it is missing in the chemical register 25 

Phase-out Products 28 



KLARA | Introduction 2 

 

Important lists 30 

Product history in a department 31 

3. Registering detailed information on products 32 

Detail level 1 33 

Show sums / Do not show sums 35 

Delete product from the product list (permanently) 36 

Moving products 37 

Discard products 38 

4. End inventory period 39 

Inventory completed? 39 

Other department specific functions 40 

Unplaced articles 40 

Purchase data 40 

Discarded products 40 

Comments 41 

Connect rooms 41 

Chemical lists 42 

Simple chemical list 42 

The Chemical list tool 43 

Search product 46 

Result 47 

Resultat – organisation 47 

Substances 48 

Additions and changes 51 

Changed 51 

 

  



KLARA | Introduction 3 

 

Introduction 

What is KLARA? 

KLARA is a web based system with the purpose of making it easier and 

more time efficient for management and staff to make inventories, 

compile, view and follow up information about chemicals and chemical 

products which are used by the organization in a cost effective way. This 

information can then be used as for e.g. various official reports and 

department specific chemical lists. 

In addition, KLARA supports the user with cross-references to legislation 

within this area by e.g. showing which chemicals are prohibited, requiring 

a permit or otherwise have limited use. 

KLARA provides information to the whole organization of chemicals and 

chemical products found in its chemical registry. This includes information 

such as risk-, fire-, waste- and transport-information.  

Regulatory requirements for material safety data sheets available for 

employees are met through links to suppliers' own material safety data 

sheets. 

Other important aspects of the system are that it provides history of any 

product handled that may at a later stage prove to be hazardous. 

For the system there are also some additional features and modules, such 

as KLARAs own risk assessment module (see separate instructions), 

support for making inventory using a scanner, import of purchasing data 

and ordering functions. 

 

 

System requirements and other information 

KLARA is a web based system which means that no special installation is 

needed on the individual computer other than later versions of the web 

browsers Internet Explorer (we recommend IE 10 and later), Firefox and 

Safari. 

The system is also accessible for staff who are not logged in to KLARA but 

want to be able to access the chemical registry in order to search for risk 

information, safety data sheets etc. for selected products / substances. 
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What does the law say? 
All organizations have different rules of which chemicals and chemical 

products are to be registered in KLARA. This is not described in this 

manual. 

However, there is a statutory minimum which indicates that all label 

required chemicals / products available in your organization are to be 

registered. The labeling requirements refer to the labeling on the 

packaging in the form of the following symbols: 

 

Note 1!  

To this general rule there are some exceptions. According to the Swedish 

Chemicals Agency (Kemikalieinspektionen) and the Swedish Civil 

Contingencies Agency’s  (Myndigheten för samhällsskydd och beredskap) 

regulations concerning classification and labeling, in some cases  chemical 

substances and mixtures, must be labeled with hazard statements / risk 

phrases without being accompanied by any of the above symbols. 

Examples of this are H412 (Harmful to aquatic life with long lasting effects), 

R10 (Flammable) , R52/53 , R52 and R53 (May cause long-term adverse 

effects in the aquatic environment). 

Therefore, it may be important to check the product’s labels and / or 

MSDS. 

 

Note 2! 

The new rules on classification and labeling are mandatory for chemical 

substances, and from June 1st 2015, also for mixtures, which makes both 

labeling systems coexist for some time. 

In the event that the product database is updated, the latest information is 

presented to you. 

 

You can learn more about Swedish rules and regulations at Swedish 

Chemicals Agency’s website; http://www.kemi.se. 
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Overview 

Below two main partial views of KLARA are presented. This chapter will 

describe how to navigate within KLARA, and also what different menu 

options relate to. 

Important to know is that which features and options are available and 

visible, depends on the permissions your administrator has given you. This 

manual refers only to the functions that are available to inventory staff. 

 

KLARAs start page  
The first thing you’ll see when you log into KLARA is the system's start 

page. Here a number of different functions are presented. 

To the left you will see links to other modules in AlphaQuest (if you have 

permissions in these), links to relevant external websites and current 

manuals for KLARA. 

To the right there is a news feature. Here news items, which concerns 

KLARA in general e.g. new features, updated lists, information on updated 

manuals and quick guides etc., are presented. 

In the middle you’ll see a search function. This search function is used if 

you want to quickly search for chemicals or products in the general 

Chemical product register. 

You may search by product name, CAS number, KLARA ID and item 

number.  

  

 

 

 

KLARAs menu items 
At the top you will see KLARAs menu bar. This menu bar will always be 

visible when logged into KLARA, so that you may easily navigate between 

different functions. 

Note that the menu bar only appears when you are logged in and that the 

menu items depend on your permissions in KLARA. 

  

KLARAs start page has numerous features. At the top a menu bar 

is displayed. Other features include links to other modules in 

Alpha Quest, links to current manuals, etc., search function for 

searching products in the Chemical Registry and a news function. 
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Chemical products 

By clicking on the menu item "Chemical products" you will be prompted to 

the general product/chemical register. Here you may search for product 

related information, receive a summary of risk and safety information, and 

find relevant MSDS (Material Safety Data Sheets).  

 

Registration 

Under this menu item you’ll find all inventory and registration functions in 

KLARA; the inventory view, a tool to create chemical lists, searching of 

products within the organization, etc. 

 

Risk assessment 

KLARA has a risk assessment module which acts as a support for the staff 

to carry out risk assessments where chemicals are handled. 

Risk assessments can be performed for a single topic, a specific method / 

activity or group of chemicals with similar characteristics. 

Note that the menu item "Risk Assessments" is not visible for users 

/organizations that do not use it. 

Also note that this manual will not describe how this module works. 

Instead, see "KLARA Manual for risk assessment." 

 

Result 

Under this menu item, different tools for creating reports are presented. 

 

  

Other functions 

In the top right corner of KLARAs menu bar you can find functions to 

change the year, quick link to KLARAs start page, exit KLARA, a button to 

log off and language change. 

(If you hover the mouse over these icons, you will get small help texts that 

explain what the function does). 

You'll also see the name whose account you are using (usually your own).  

The product register. 
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Registration 
Inventory /Registering 
 

Under the menu option "Registration" most of the features used by you as 

inventory staff is presented. Here you can register various transactions, 

move products to other areas within the department, create various types 

of chemical lists, search for available products within the organization etc. 

This chapter gives you an overall description of the functions available 

under the menu item "Registration - Inventory / registration.” 

 

Choice of department 

Before you can start to register chemical holdings, you must first choose 

which department you intend to work with. 

 

For many users there is only one department available in this step, for 

others a number - it simply depends on your personal permissions.  

 

  

 

 

 

 

 

 

 

 

  

 

 

 
Unfold the tree so you can find the 

department you intend to work with. 

Press ”Make inventory”! 

The first thing you must do to get into the inventory and 

registration tool is to select what department you want to work 

with. Depending on your user profile, you are presented with one 

or more organizational elements. 
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Inventory / Registration 

You are now presented with the inventory/ registration interface. Apart 

from the top menu, which is always available for you, this interface is 

divided into three parts. 

Generally speaking, the left and the right columns always have the same 

look and functionality, and depending what you do in the left column, 

different functions are presented in the middle column. 

 

The Left column 

The left column displays - at the top - the name of the current department. 

Below this name all the rooms which are linked to the department, and 

various storage spaces, are presented. 

How to connect and create rooms and storage spaces, read the chapter 

"Room management" on page 12. 

You can unfold the tree by pressing house-, floor- or room name. 

At each level (rooms, and storage spaces), a contextual menu is available if 

you click on the gear icon. 

Features of these contextual menus may vary depending on what level you 

select. More about these features later. 

In order to register various types of transactions, select the room or 

storage area you want to work with. 

The Middle column 

The middle column can present a variety of information or functions 

depending on what you select in the left column. However, it is used 

primarily to display the products that are registered in a room or storage 

area (e.g.  cabinets or shelves). 

 

 

 

 

 

 

 

 

 

 

 
The inventory /registration interface is 

divided into three parts. 

Choose the room or storage area you want to 

work within the left column. 

1 

The inventory / registration interface is divided into three views: 

left column (1), middle column (2) and right column (3). 

2 3 
1 

2 
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The right column 

The right column is the search function. This is where you find the products 

to be registered in the selected location. In the search window, you can 

search by Product name, CAS number, KLARA ID or item number 

(depending of course on whether the item number is registered on the 

product or not). The result is presented as a list below. 

If you cannot find your product, you can add a new one. 

You can read more about this and how you register a product in a room or 

other storage area in the chapter “Inventory and registration of chemical 

holdings”. 

Function grouping 

In KLARA there are functions related to the department level, and 

functions associated to the storage level (rooms, cabinets, etc.). 

Department specific functions 

If you click on the department’s name in the left column (a), specific 

department related features are presented as tabs in the middle column. 

(b). 

 

Depending on the features your specific organization uses, three or more 

tabs are presented: 

Unplaced articles 

This function is used by organizations which use KLARAs bar code scanner 

module. 

Purchase Data 

This function is used by organizations which use AlphaQuest’s purchasing 

module in order to import purchase data to KLARA. 

Discarded products 

The function "Discarded products" was previously found by clicking the  

button. 

This tab presents the department's discarded products as well as a 

function to restore them. 

Comments 

“Comments" is a feature which can be used by users who want to make a 

note about anything related to the department in question.  

Connect rooms 

This function is used to administer the rooms which are connected to the 

department. More about this feature on page 12. 

   

3 

a b 
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Room specific functions 

If you click on a room’s name in the left column (1), the functions 

associated to rooms are presented as tabs in the middle column (2). 

 

Products 

Here are the products which are registered on the current storage space. 

You can sort the list by clicking on the headlines, "Products", "Comments", 

"Modified" and "By". 

Move products 

You can use this function if you want to move items from a storage area 

(room, etc.) to another within the same department. 

Discard products 

This function was in earlier versions of KLARA called "Remove from list". 

This function is used to remove products from the list, but you will still be 

able to restore them to the storage area and to include registered 

transaction data in various types of reports. 

Manage cabinets 

This function is used to manage storage spaces which are in a room, such 

as cabinets and shelves. More about this on page 16. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1 

2 
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Room management 
 

Before you begin to make inventory / register products, you need to 

ensure that the rooms used by your department are connected. 

The buildings with rooms which are connected to your department are 

presented in the left column (a). 

 

 

 

If all the rooms are connected or created, you may skip this step and start 

making inventory and record transactions (see page 19). 

 

 

   

If you need to add a room to your department, use the function "Connect 

rooms". This feature can be found by clicking on the department’s name in 

the left column (1) in the inventory / registration view, and then the 

"Connect rooms"-tab (2). 

 

In the tool to administer rooms, you can do a number of things: 

 Connect the room from the property registry (fastighetsregistret 

in Swedish) to your department. 

 Disconnect the room from your department (if no products are 

registered). 

If your administrator has given you authorization you can also: 

 Create new floors not found in the property registry. 

 Create new rooms not found in the property registry. 

2 

a 

In the example above, you see the buildings, rooms, cabinets and 

shelves which are connected to department Avd 4:1. 

1 2 
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The tool ”Connect rooms” 

The Tool to administer rooms consists of: 

A) Groups of buildings (property groups) 

B) Buildings of the selected property group  

C) List of the rooms which are connected to your department 

 

 

Locate the property group 

In the left column all the buildings within the property group 

are displayed. Here you will find the rooms to be linked to 

your department. 

In the right column all the rooms that are connected to your 

department are presented. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A 

B 
C 

The tool "Connect rooms": 

Property  Groups (A), Buildings of selected group (B), a 

presentation of the rooms which are connected to the 

department (C). 

A 

B 

C 
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Connect rooms 

Locate the correct group of property and correct building in the left 

column. Search for the room you want to connect by unfolding buildings 

and floors. 

Click on the black plus sign to the right of the room you want to connect. 

 

.   

 

You will now see that the room is added to your department list (in the 

right column), and the plus sign next to the room in the property register is 

"grayed out". 

  

 

 

Disconnect a room 

Click on the black minus sign to the right of the room you want to 

disconnect in the department list. 

 

 

 

You will now notice that the room is removed from your department list 

and the plus sign next to the room in the property register again is "black 

marked". 

 

NOTE: You can’t disconnect rooms which have products registered in them. 

These rooms have therefore grayed minus icons in the department list (see 

"a" in the image above. In this example “Room B” has registered products 

in it).    

a 

1 

2 

1 

2 
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Create new floors in the property registry 
 

If you notice that floors and rooms are missing in the property register, you 

can (if the administrator has given you authority) create completely new 

floors and rooms. 

NOTE 

If you create entirely new floors and rooms in the property registry, only 

the administrator can delete them completely. Therefore, be careful not 

to create duplicates of floors and rooms that already exist. 

 

Unfold current building so you can see all the floors. If a floor is missing, 

type the name of the new floor in the empty box marked "New floor". 

Press the "plus icon" and "OK" button in the information box that appears. 

You have now created a brand new floor. 

 

 

 

 

 

 

Create new rooms in the property registry 

…and connect to your department. 

 

Unfold the relevant building and floor. Enter the name of the new room in 

the empty box marked "New Room". 

Press the "plus icon" and "OK" button in the information box that appears. 

You now have both created a new room and connected it to the 

department. 

 

 

 

 

Note: 

If you in the interface lack the ability to create new floors and rooms, it is 

probably because your administrator has chosen to disable that 

functionality.  

 

  

1 2 

3 

4 

1 2 

3 

4 



KLARA | Room management 15 

 

Change name on rooms 

If you want to rename a room, you can do this in a so-called context menu. 

In the left column in the inventory interface, where the department's 

rooms are presented, there is a little cog wheel icon to the right of the 

room’s name (a). By clicking on this icon, a small menu is displayed 

containing –among others -the option "Rename". 

  

Change name… 

  

…and press Enter 

  

 
NOTE 

Do not rename a room if you don’t have to! Keep in mind that this name is 

changed throughout the property registry and can affect other 

departments which also use the room. 

You can’t rename a room and / or cabinet if your KLARA administrator has 

restricted the authorization regarding creating new rooms / cabinets. 

You can’t rename a room if another department has registered products in 

it (unless you are a member of their inventory staff as well). 

 

 

 

  

 

 

a 1 

2 

3 



KLARA | Room management 16 

 

The tool ”Manage cabinets” 
You can see which cabinets and shelves are available in a room in the left 

column under the room’s name. You can easily unfold and close the tree 

structure by clicking on the room name (A). 

 

To administer cabinets and storage space, click on the relevant room and 

select the tab "Manage cabinet"(B). 

 

Add new cabinet 

Enter the name of the cabinet into the "New" field, and what type of 

storage it is (optional) in the "Type" field. 

  

Click the "plus" icon (1). The cabinet is now added. 

  

Delete cabinets 

If you want to delete a cabinet, you can easily do this by clicking the   

icon to the right of the cabinet you want to delete (a).  

  

Note that you can’t remove a cabinet that has products registered on it. This is 

shown with an "i" icon. You can also not delete a cabinet which has shelves. You 

must, in order to remove the cabinet, first remove the shelves. 

A 

B 

1 

2 

a 
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Add a new shelf 

Enter the name of the new shelf into the "New…" field, and define the type 

of storage (optional) in the "Type" field.. 

  

Click the "plus" icon (1). The shelf is now created. 

  

Delete shelves 

If you want to delete a shelf, you can easily do this by clicking the " " 

icon to the right of the shelf you want to remove (a).  

 

Note that you can’t delete a shelf with products registered on it. This is 

shown with an "i" icon. You can also not delete a shelf which has an 

additional level of storage space underneath. 

 

Delete cabinets and shelves with an ”i”-icon 

You have the option to remove a cabinet or shelf, even if it has products 

registered in it, but you will then delete ALL references which are linked to 

it. If you click on a cabinet’s “i”-icon (without shelves), the following pop 

up will be showed: 

 
If you select "Remove" then all references to the cabinet and/or shelf are 

deleted. You can then delete the cabinet. Note however that the products 

are still registered in the room! 

 

Note: 

If you in the interface lack the ability to add new cabinets, it is probably 

because your administrator has chosen to disable that functionality. 

 

 

 

1 

a 

2 
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Change names of cabinets and shelves 

If you want to rename a cabinet or shelf, you can do this in a so-called 

context menu. 

In the left column in the inventory interface, where the department's 

rooms are presented, there is a little cog wheel icon to the right of the 

name (a). By clicking on this icon, a small menu is displayed containing –

among others -the option "Rename". 

  

Change the name… 

  
…and press Enter 

  

Type of storage 

The optional field "type" allow you to add information about storage 

conditions (freezer, refrigerator, poisons, etc.). 

 
This information is presented in a number of varieties of chemical lists, 

such as "One room grouped by storage" and "One storage location". 

More about Chemical Lists on page 40. 

 

  

a 

1 

2 

3 
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Inventory and registration of 
chemical holdings 
 

1. Selection of department 

 

Before you can start to make inventory, you must first choose which 

division or department you intend to work with. 
For many users there is only one department available, for others quite a 

few – this depends on whether you are authorized to make inventories of 

one or more departments. 

 
 

First time making inventory 

If it's your first time to make inventory or registering transactions in KLARA 

for a specific department, you're greeted by this view:: 

 

 

 

As you can see there are no rooms listed in the left column. This means 

that you must first connect the rooms belonging to the department. 

Instructions on how to do this can be found under the section "Room 

Management" on page 11. 

 

  

The picture shows the Inventory and registration interface. In the 

example, there are no rooms connected to department 4.2. Users 

must first connect rooms with the tool "Connect rooms". 

The picture shows the departments which the user has 

permission to work with. In this case there is quite a few. 
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Succeeding inventory periods 

If you, or anyone else for the department, have made inventory or 

registered other types of transactions during a previous inventory period 

(often the previous year) , you will see this or similar. 

 

 

In the example above, the user can choose between : 

 Copy products from last inventory 

 Copy products and amounts from last inventory 

 Start to make inventory without copying any products 

 

Whether the user chooses to copy with or without amounts , supplier 

name (if available on the products) will always be copied (new feature 

2013). 

 

Which copying rules that apply to your department is governed by your 

KLARA administrator. 

 

 

 

After an inventory period is closed, users can continuously register 

transactions other than “inventory” if available. 

 

 

Which copying rules that applies to your department is governed 

by your KLARA administrator. 

 

 

 

 

 

  

Copying rules.  

 

 

 



KLARA | Inventory and registration of chemical holdings 
 

21 

 

2. Registration of products in rooms, 

cabinets etc. 
  

Choice of room / storage area 

Select the room or any of its underlying storage areas (e.g. cabinet or 

shelves) you want to work with. 

 

The contents of the room's product list, which is presented in the middle 

column, depends on whether it is your first time making inventory for this 

particular room. It also depends on the copying rules that you selected at 

the start of period; 

 

 It can be completely empty 

 It can contain products and chemicals  without quantities 

 It can contain products and chemicals with quantities 

 

 

If you’ve added multiple levels of storage spaces in a room , the 

featured product list is presented according to the following rules: 

 All products are displayed when you click on a  room’s name, even those 

which are in underlying storage areas, such as cabinets . 

 

 All products available in a cabinet are listed when you press a cabinet’s 

name , even those whch are on underlying storage areas , such as shelves. 

 

 All products on a shelf are displayed when you press the shelf’s name, 

even those that are in / on underlying storage space. 

  

The illustration shows 

how to select the 

storage space by 

clicking on the name.  
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Register transaction data on an existing product 
 

If you copied products from the previous inventory period, regardless if 

you copied amounts or not, all products are listed under each separate 

storage area, which means you do not have to search for these in the 

general chemical  registry. 

To edit the product information for this period, such as adding a new 

inventory value, click on the product’s name and a pop-up with detailed 

information about the specific product is displayed. 

 

 

 

More about this in detail on page 30. 

 

Adding a product to the product list by using search 
 

If the list is empty, or if the relevant products are not in your list, you can 

search for and add these by using the search feature in the right column. 

 

Search the product 

 Enter the name, part of name or CAS on the sought-after 

chemical in the search field. 

 You will be presented suggestions for products in a drop down 

based on what you type into the field (b below). 

 If any of these proposals is the product you are looking for, click 

on the name. 

 If no proposal is the product you are looking for, continue typing 

the name and then press ENTER. 

 Below are now presented the results of your search (c below). 

               

  

Click on the product you want to edit (a).  

a 

1 

b c 
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Product information ”i” 

If you are unsure whether a product in the result list is the one 

you really want to register or not , you can click on the little "i " 

icon to the left of the name. This opens a new window with the 

product available in the general chemical register. 

  

Registering a product to a storage space 

Once you click on the name in the result list, the product is 

immediately registered to the selected storage space, and 

opens a pop-up with details. There you can, if you wish, 

register data such as inventoried quantity, supplier, etc. 

More about this in detail on page 30. 

Thanks to this feature, you can quickly and easily register 

many products in a row by clicking on their name in the result 

list -  they are immediately registered on the storage surface, 

and you can then quietly add e.g. inventory data for one 

product at a time. 

 

 

 

 

NOTE: The new Delete feature. 

If you notice - when you click on a product name in the results list , 

that it’s the wrong product (maybe not the correct  type of unit ) , 

you can simply delete the product from the storage area by clicking 

on the "Delete button " in the popup window ( c ). 

 

  

2 

In this example we 

have pressed the little 

i-icon for Calcium 

Chloride 

3 

b 

a 

You can quickly register the products presented in the list of 

results (b) by pressing on the names and build the product list 

(a). 

 

c 

 

 



KLARA | Inventory and registration of chemical holdings 
 

24 

 

Adding product using the organization’s short list 
 

Some organizations have that extra help of the so-called "Pick lists" with 

excerpts from the overall product registry. These are usually centrally 

procured products. 

If your department uses these, then you should start searching in these 

lists for the products you want to add. If they are not listed, then you may 

use the large database as described in the previous section. 

Pick lists (one or more may apply) are presented in the right column next 

to the search form (a). 

 

By clicking one of these pick list buttons, a list is presented in the right 

column. 

Click on the name of the product you wish to add. Otherwise, the 

procedure is the same as described in the previous section. 

Press the button “cancel” if you want to return to the search function. 

 

Correct unit? 

Many products in the product register are registered both in mass and 

volume. When you add a product to a storage area, make sure that you 

select the correct product with the correct unit; otherwise you will not be 

able to use correct units when you add various transactions. 

The type of unit is presented at the top of the product image (when you 

click on the "i") or the top of the detail image. 

 

 

   

a 

In this example there 

are two different pick 

lists. 

Note that it is not 

certain that your 

organization use these 

kinds of lists. 

 

 

In this example, the 

unit is mass. 

In this example, the 

unit is mass. 
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Registering a new product if it is missing in the chemical 

register 
 

If the product you want to register is not listed in the general chemical 

registry, you can - if your organization allows it - manually add a new one. 

 

It is important not to unnecessarily supplement the database with 

products that already exist. You are therefore asked to be careful 

when you search. The Product register is language coded into English 

and searchable synonyms are available, sometimes even in other 

languages. 

Furthermore, the product registry is based on Swedish labeling rules 

and regulations and it does not contain a product presentation for 

each and every concentration of a substance. For example 

Hydrochloric acid concentrations of 10% , 35% and 37%  are included 

in " Hydrochloric acid > = 5% " because all concentrations above this 

will be labeled the same way. However, you can note your current 

concentration in the 'Level of Detail 2 "or comment fields. 

All newly registered products are being reviewed and supplemented 

with relevant information by chemists, and where an already existing 

product is a again registered (as a duplicate), this “new” will be 

replaced. 

 

Some organizations do not allow you to register new products. You will 

be prompted to contact the administrator with details of the new 

product. 

 

After you search for a product but have not found it in the 

product register, select "Product not in the list" in the right 

column. 

 

Then enter any prefix for the new product (Swedish primary 

and English secondary) and CAS number (if it is a product 

composed of several substances leave this blank) and press 

NEXT. 

 

 

 

 

 

 

 

 

1 

2 
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Then select Supplier and press NEXT. 

 

You may need to widen the right column to scroll down the 

supplier list .. 

 
If your administrator has defined prioritized suppliers they 

will appear at the top of the list. 

If you cannot find the supplier, choose "Other". After this a 

number of dialog boxes follows where you can enter the 

name of the supplier, contact details etc.  

 

Enter the hazard labels which are relevant to the product 

(see label or MSDS) or whether the product is not labeled. 

Press NEXT. 

 

The list includes both the older danger symbols and the new 

CLP. Be sure to use the correct ones. 

 

If you have additional information which may be helpful for 

reviewers, enter this into the field “notes to administrator”. It 

may be the supplier’s part number, a link to the MSDS etc. 

3 4 

5 
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When you press "Next", the product is registered in the 

database and you can register the details on the product. 

If you are able , you can later - from the product list - 

complement your new product with an MSDS  which you’ve 

saved on your computer , by clicking on the PDF icon  

presented in conjunction with the product name in your list. 

 

Choose a supplier, click on BROWSE and browse to the 

location on your computer where you saved the document. 

Select the document you want to link to the product and 

SAVE. 

Note that the document can be as pdf , word file , txt file or html 

file. 

You cannot normally edit the information contained in the 

chemical database. However, there is one exception and that 

is when you have added the product. The information you 

can edit are the name, CAS number, EC number and a note 

that the chemical should not be labeled. 

You can also remove the chemical from the database 

altogether by clicking on the "Remove" button. 

You edit this information by clicking on the little icon to the 

left of the product name ( b ) 

 

 

 

 

6 

7 

b 

a 
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Phase-out Products 

 

Organizations can use KLARA as a tool in the process of phasing out 

hazardous chemicals / chemical products. 

"Black" and " grey " lists can be created by administrators with information 

about the products which are to be phased out.  

 

How to phase out 

Products in rooms, or storage areas within these rooms, which are 

considered as phase-out products, are marked red (a). The pop-up boxes 

with detailed information are also shown with a reddish background, 

followed by the text "Phase-out substance" (b). 

To mark that you no longer use the product and that you have phased it 

out from your department, click on the button "Phase out" (c). 

 

 

You do this only when the product is considered phased out for the ENTIRE 

department, i.e. also in other rooms and storage areas. 

 

When the product is marked as phased out, the color color changes to 

green, followed by "Has been phased out" (d). 

Products marked as "Phased out" are not copied when a new inventory 

period starts. 

 

 

  

Phase-out product 

Virkon Pulver is 

highlighted in red to 

alert you that this is a 

product which should be 

phased out. 

The pop-up box with 

detail-information does 

also contain a reddish 

background, and the text 

"Phase-out substance" and 

a button to use when the 

product is phased out from 

ENTIRE department. 

When the product is 

phased out, the product 

is marked with green in 

the list, and the pop-up 

box is also tinted green. 

a 

b 

c 

d 
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Re-introduce phased out products 

 

There are a variety of reason why you would need to re-introduce a 

product that you previously marked as phased out; e.g. that there were no 

adequate substitutes on the market, or there has been organizational 

changes with other work methods etc. 

In KLARA, when you want to re-introduce a phased out product, the only 

thing you need to do is to register a new transaction. 

When the product is re-introduced, the color is changed to red, followed 

by the text "Withdrawn phase-out substance” (e). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Re-introduce a product by 

registering a transaction 

connected with it. 

Again, the product is 

colored red, both in the 

pop-up box and in the 

list. 

e 
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Important lists 

 

Some of the products that you register on your storage space are included 

in different kinds of lists, such as the Swedish Chemicals Agency's PRIO 

guide, or your company's phase-out list. These lists are presented generally 

in the product detail image in the right hand corner.

  

By clicking on a product’s "i" icon, you can display it’s product page, where all 

relevant information is presented, including links to MSDS and explanations of the 

lists in which they are included. 

 

Your KLARA-administrator can inform you of especially important lists. If a 

product is included is such a list, this icon ( ) is presented next to the product’s 

name. 

 
 

When you click on the icon, you get a pop-up screen; a presentation of all the lists 

the specific product is represented in, where lists marked as “important” are 

presented at the top. You will also get a small description of the lists. 

 

  

This example shows in 

which list a particular 

product is included 

 

Click on the ”i”-icon to 

read more about the 

product.. 
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Product history in a department 

 

It may in some cases be interesting to view information about a specific 

product's history in your particular department. By showing a product's 

detail information from the product list and press the "History" button, 

you can display the history of the product for your department.. 

  

Note that the list presents information of the product in your entire 

department, sorted by year and place. 

 

Product history in the department is presented with information of 

registered transactions, supplier and quantity, date of a specific 

transaction and name of the persons who registered the transactions. 

 

 

 

 

 

 

 

 

 

 

 

  

Press the history button 

in order to produce a 

report. 

By clicking the top icons, you can export 

the report to Excel or print. 
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3. Registering detailed information on 

products 
 

Various types of detail information can be added registered products. 

Which type of information that you can register is controlled centrally 

within your organization. Influencing factors include demands on your 

organization externally as well as requirements set internally.  

 

In general it can be said that there are two levels: 

 Detail level 1 

This is the most common level and includes registration of different 

types of transactions, amount and supplier. 

Which types of transactions are selectable for you is determined by 

your KLARA administrator. 

Available transaction types in are : "Inventory ", " Annual Use ", 

"Purchase" , "Use", "Scrapping" and where appropriate "Max 

stored quant”. 

 

 Detail level 2 

This is a more detailed level, where users also can be register part 

number, package size, purity, batch number, concentration  etc. 

 

Different organizations have different rules for how the information 

should be reported in KLARA, whether one should use detail level 1 or 

detail level 2. 

For more information about your organization’s rules, contact your KLARA 

administrator. 

 

This manual will only describe detail level 1, as there are only a few who 

uses level 2. 

 

If you use detail level 2, please contact your KLARA administrator to find 

out your specific rules and procedures. 

 

  



KLARA | Inventory and registration of chemical holdings 
 

33 

 

Detail level 1 

A specific product’s or chemical’s detail information is displayed in two 

cases; 

The moment when you register the product to room, cabinet 

or shelf by clicking on the product name in the search 

function (right column). 

The same applies in the event you choose your product with 

the help of a so-called pick list or when you create a brand 

new product. 

This is done when you have not previously registered the 

product in the storage area. 

 

When you click on a product in the product list (middle 

column). 

You do this usually when you want to add new information to 

an already registered product. 

The pop-up box with product details are always shown in the 

middle column - Product List (a). 

 

 

 

 

 

 

 

  

1 

2 

1 

2 

By clicking on a product's name in the right column, you register 

the product on storage space automatically and opens a box 

with details in the middle column.  

You can also click on the product name from the product 

list to get the details.  

a 

a 
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1. Specify type of transaction 

 

The first thing you do after registering a product in a storage area is usually 

to add a transaction. 

Depending on how your organization is using KLARA, various types of 

transaction types are available for you. The most common is "Inventory",  

i.e how much of a product / chemical is found in a storage space when you 

make inventory. 

You choose the type of type of transaction in the left drop down menu, in 

the example below, "Inventory ". 

 

 

2. Specify supplier 

 

The next step is to select the supplier of the product. In the drop-down 

menu both prioritized suppliers (if your administrator has defined those) , 

and the suppliers who are already assigned to the selected product are 

presented. 

 
 

 

If the current provider is not listed , select " Other" and proceed to register 

"Quantity" , "Unit" , "Storage” if relevant and “Note" (optional) . 

When the transaction is saved, you can edit the supplier name by clicking 

on "Change" (Ändra). You then get the opportunity to choose supplier 

from the entire database’ supplier list, or add a completely. 

 

 

1. In this example, inventory 

2. Specify supplier   

Edit supplier or create a 

new.  
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3. Specify quantity and unit 

 

In these fields, enter the correct quantity and unit of the registered 

product. 

 

4. Storage 

 

The rule is that you register your product in the storage space that you 

have selected (left column). You also have the option to choose another 

storage within the same room, or move the product to other storage areas 

in the same room.   

 

 

 

Optional: Comments 

 

In this field you can enter a comment relating to this product in this 

storage space. When you create a Chemical list , you can choose to include 

this comment as a column ( it is included in the simple chemical list, see 

page 40). 

Optional: Note 

 

In this field you can enter a comment relating to this product and specific 

transaction. This text will then be included in the comment column of a 

chemical list where the transaction type is defined and where all 

transactions are shown separately.  

 

Show sums / Do not show sums 

 

The product list includes the opportunity to see totals of all transactions 

per product. You can switch between on and off by pressing the ”Show 

sum / Do not show sums " at the bottom of the product list. 

   

The user is making inventory in Skåp1 (Cabinet 1). The user can however select 

any storage space (in the room) when registering the transaction, in this case 

the Skåp 2 (Cabinet 2). 
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Delete product from the product list (permanently) 

There are some rules in regards to deleting a product from the product list. 

 Products cannot be deleted if there are transactions registered on 
the product; first delete the transactions. 
 

 Products with transaction type "inventory" can be deleted only 
during the inventory period. 
 

 Products that you stop using after the inventory period is 
completed, should be deleted from the list during the next 
inventory period. 
 

 Products with all transaction types except "Inventory" can be 
deleted anytime. 

 

 

Delete transaction 

 

 First, click on the product’s name in the list. 

 

Then click on to delete the transaction. 

 

 

 

 

 

  

 

Deleting a product  

After you have deleted the transactions related to your product, delete the 

product by clicking on the "delete" symbol (c). 

  

a 

b 

a 

b 

In the example, click on 

the name "Sodium" in 

the product list. 

Click for each 

transaction. 

c 
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Moving products 

In the tab "Move products' you are presented with a tool to move one or 

more products from one place to another within the same department. 

Select the storage space (rooms, cabinets etc.) from which 

you want to move items and click on the "Move" products. 

 

Then choose from the list of products (and transactions) 

which ones you want to move by checking the boxes in the 

left column (a). 

Click "Next". 

 

Then select the storage space you want to move the 

selected items to. You get a list presented to you with all 

buildings, rooms and underlying storage spaces that are 

associated with the department. 

Click on "Next".”. 

 

 

You will now see a list of the products you are moving, which 

storage space they are being moved from and storage space 

they will move to. Now, if something is wrong, you can 

always go back to the previous step by using the "Previous"-

button. 

If everything is ok, click "Transfer" 

You now get a confirmation that the move is completed . 

 

 

 

1 

2 

3 

1  

Choose products  

2  

Choose destination  

3 

Complete the transfer  

a 
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Discard products 
 

This function was called in earlier version of KLARA "Remove from list ", in all 

other way the functionality is the same as before. 

 

 

If you want to remove a product from the product list, but not 

permanently and be able to restore it later, and also to be able to generate 

reports which include these products, use the tool ”Discard" products. 

Select the storage space (rooms, cabinets, etc.) in which you 

wish to discard items and click on the tab "Discard" products. 

 

Then choose from the list of products (and transactions) 

which you wish to discard by checking the boxes in the left 

column (a). Click "Next". 

 

You will now see a list of the products you can discard. 

If something is wrong , you can always go back to the 

previous step by using the "Previous" button. If everything is 

ok, click "Discard ". 

You now get a confirmation that the products have been 

discarded  

 

 

 

 

If you want to restore discarded products, use the restore-

functionality under the tab “Discarded products”, department-

specific feature "Discarded products", see page 38. 

 

  

 

 

 

 

 

1 

2 

1  

Choose products 

2 

Discard  

a 
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4. End inventory period 
 

Every registration of product transaction is stored continuously. You can 

always pause your work and later pick up right where you left off. 

Most transaction types you can register continuously during the year. 

As for the type of transaction "Inventory", your KLARA administrator set 

the rules in regards to within what date range you are allowed to make 

inventories. In KLARA this date range is called “inventory period 

Contact your KLARA administrator if you are unsure when your particular 

inventory period begins and end. 

 

Inventory completed? 

When you are finished with the ENTIRE department's inventory, you 

should indicate this in KLARA. The tool for this is available in the inventory 

/ registration view, at the bottom of the product list (a). This tool is 

available in all product lists no matter which room or cabinet you are 

working with. 

When you know that you are done with making inventory for the whole 

department, click on the button DONE. You are in the next step presented 

three choices in a pop - up screen (b). 

 Inventory completed (you’re done) 

 Done for now  

(you are temporarily done, but want to continue making inventory later) 

 Cancel 

(--to close the pop-up box) 

 

 

 

 

 

 

   

Press DONE if you are finished with the entire 

department's inventory. You will then have three 

choices. 

a 

b 
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Other department specific functions 
The functions described so far in this chapter have been largely features 

available to you in the different storage areas, such as rooms and lockers. 

In KLARA there are also features which are department-specific, i.e. 

functions that are not directly linked to a specific place but for the entire 

department. 

These features can be found if you click on the department name at the 

top of the left column of the inventory / registration interface. 

All the functions are not necessarily visible to you; it all depends on the 

features that your organization has chosen to work with. 

 

 

Unplaced articles 

This is a feature used by the organizations which use KLARAs barcode 

functionality. Using a barcode scanner, users can easily register products to 

selected department; those products which are not connected to a specific 

storage space are presented as a list under this tab. 

Note that if you do not use feature, this tab will not be shown. 

Purchase data 

This is a feature used by the organizations which make use of AlphaQuest’s 

purchasing module. From this module, users can import purchase data on 

purchased products. These products are after import to KLARA not 

registered to a specific storage space - all data are recorded to the 

department level. These imported purchase items are presented under this 

tab. 

The organizations which use this functionality can of course indicate that a 

product listed in the imported list is stored in a storage area. However, the 

usual rule in these cases is not to register any transaction type (e.g., 

inventory) as this information is already registered under this tab. 

Note that if you do not use feature, this tab will not be shown. 

 

Discarded products 

Under this tab the products that you have chosen to discard (see the 

section on how to dispose of products on page 36) are placed. In this tool, 

you have the option to restore the selected products / transactions. 

If you frequently use the "Discard products”-function, the list can in this 

view get quite long. Therefore, you can sort the list according to the 

following headings: 

CAS number, Product name (Products), Rooms / Storage and the date 

when the discarding occurred (Discarded ). 

Access to department-

specific features by 

clicking on the 

department’s name in 

the left column (a). 

a 
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Select the products and transactions that you want to 

restore. 

Then press the "Restore" button. The products and 

transaction data that you choose to restore will be moved 

back to its original source. 

 

All  ”Discard products"-lists are cleared when the user starts a new 

inventory period and confirms to copy chemicals. This means there will be 

no products the "Discarded products" tab historically, only for the current 

year. 

 

Comments 

This field you can use to leave comments relating to the department - 

useful information for other users. 

 

Connect rooms 

Under this tab you will find the tool to administer room. For more 

information about this feature, see the chapter on Room administration 

(page 11). 

 

  

1 

1 

2 

2 
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Chemical lists 
 

In KLARA there are different ways to create for the department relevant 

chemical lists. First, there is the possibility - directly from the inventory / 

registration view - to quickly generate simple chemical lists for rooms and / 

or the underlying storage areas. 

There is also a powerful tool in menu item "Registration - Chemical List" 

where you can create different types of chemical lists. 

Simple chemical list 
In the left column of the inventory / registration view, every room and 

storage area (cabinets etc.) connected to the department is presented in a 

tree list. 

By clicking on the little gear icon to the right of a room’s (and a cabinet’s, 

shelves’) name, a context menu is presented, including the feature 

"Chemical List". 

  

 

By clicking on the "Chemical List" link, a simple chemical list for the specific 

storage level (room, cabinet etc.) is generated in a new tab in your 

browser. This chemical list is based on the products that are registered in 

the current storage space. 

 

 Chemical Lists at room level presents all products registered in a 

room and all its underlying levels cabinet shelves, etc. 

 Chemicals List at cabinet level presents all products registered in 

the cabinet and all its underlying levels such as shelves, etc. 

 

 

You can easily print the list by clicking on the print icon; 

 

 
 

You can also access the list for further editing in Excel (if you have Excel 

installed on your computer) by clicking on the Excel icon; 

 

 

 

 

 

Context menu 

with the feature 

”Chemical list” 
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The Chemical list tool 
As inventory staff, you can create different chemical lists based on the 

work you or other have done registering the products. You find this tool 

under ”Registration / Chemical list”. 

 

 

Select your department! 

  

 

 

 

 

 

You now see the tool to generate customized chemical lists. 

 

  

 

Under the heading "Type of chemical list", you narrow down 

your list regarding the spatial subdivision. If you select "by" or 

"division"; this means that the report is sorted by the names 

of rooms or storage locations. 

 

 

Select the 

department for 

which you want 

to create the 

chemical list. 

1 

Customize the chemical list. 

a 

b 

c 

d 

e 

f

g

h

i

a 

2 
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Under the heading "Select products" you may choose 

whether you want to display all products (if the rooms are 

shared by other departments) or if you only want to see your 

own products. 

"Selection of transaction types" means that you may choose 

what transactions are to be displayed in the report. One or 

more choices are allowed. 

If the organization has chosen to work with KLARA as a tool for 

phasing out chemicals / chemical products, you can also include 

already phased out products (not normally shown) by checking the 

special box under this paragraph. This feature is shown only for 

those organizations that work with phase-out functionality. 

 

Under the heading "Select presentation mode," select 

whether the transaction types are to be grouped according to 

the same type or if all transactions should be presented 

separately. 

 

Under the heading "Selection of discarded products", you 

decide whether you want to include all products, only those 

that are discarded or all products except the discarded. 

 

Under the heading "Select report columns", select the 

parameters you want to be displayed in your list. 

NOTE: The column "Supplier" is displayed only in chemicals 

list where  the presentation is " Show transactions one by 

one” (see “D”). 

Under the heading "New / old legislation", choose whether 

your list should show the most recent (i.e. in accordance with 

CLP) or in accordance to the old law classifications and 

labeling rules. 

 

Under "Sorting order", choose whether your list should be 

sorted by KLARAs principal names ("Product Name") or by the 

selected synonym names ("Local name"). 

You can also wrap the chemical list if the names are too long; mark 

the number of characters where you want the names to be 

hyphenated. 

 

Keep in mind to, if necessary, change your Page Setup on your computer so that 

the products fit the report. The more columns you choose to include, the wider the 

document. If you include everything, the information may not fit even with 

landscape paper format. 

 

 

Depending on the choices you’ve made under paragraph (a), 

the appearance in the middle of the page will vary. If you 

have you selected to generate a report that includes all 

rooms, then all you need is to choose format of the report 

(html alternatively xls). 

 

 

 

 

 

b 

c 

d 

g 

f 

e 

h 

i 
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Select room 

If you have selected - at paragraph (a) - "One room regardless 

of storage”, then the following will be displayed. 

Click on the room you want to generate a chemical list for. 

Then select the print format. 

 

 

 

 

 

 

 

 

 

 

Select storage 

If you have selected - at paragraph (a) - "One storage 

location”, then the following will be displayed. 

Click on the storage you want to generate a chemical list for. 

Then select the print format. 
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Search product 
 

In KLARA there is a specific search function when you want to search for 

products and chemicals which are registered on your particular 

department. This feature can be found under menu item "Registration - 

Search products".  

 

Select your department. 

 

 

Enter the name - part of name, CAS number, barcode ID and 

/or specify other search options. 

Some organizations are able to search for molecular 

structures. 

The result is presented with location and amount in the right 

hand view (a). 

  

1 

2 

a 
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Result 
 

Under the menu item "Results" there are a number of different functions 

in order to generate reports on what is registered in a specific department. 

Depending on your level of authorization, there are two or more tools. 

This manual presents two tools which will serve as an example. All the 

tools work pretty much the same. 

 

 

 

 

 

 

 

 

 

 

 

 

Resultat – organisation 
To search on the results based on inventory you’ve made, can be beneficial 

as you can search on different properties of the registered products. 

Examples of this are if the chemicals are listed on Swedish Work 

Environment Authority’s so called C-List (carcinogens).  

Results of the inventory can be found under menu item "Results / Results - 

Organization" 

 

Check first the choice of year. If you want to look at previous 

years' results, change the year in the top menu (a).  

 

 

  

In the left view, you define which part of the organization the search 

should be based on (b). 

In the right view, you define your search (c). 

 

 

1 

a 

b 

c 
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KLARA will display the products that are sought out. The 

result can be displayed aggregated or per individual level by 

selecting appropriate department in the tree list to the left. 

If an aggregated search is made (only if you have permission 

to see several organizational elements) you can by clicking 

"Show" (a) to the far right in the list, see where the products 

are located and in what quantities. 

 

 

 

 

 

 

 

 

Substances 
The Chemical register contains a large number of products that contain 

several different chemical substances. These substances can each involve 

certain risks and therefore e.g. be listed in Restricted Substances Database 

(Swedish Chemicals Agency - Kemikalieinspektionen). 

You can search for these products in KLARA by using the tool under menu 

item “Result – Substances”. 

See the description below.  

  

 

2

a

Result organization  

1

a

b
c

d

e
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Some parameters are pre - selected for. To clear the tool of these 

presets, click "Clear" (e). 

 

"Classic" presentation includes all data of the substances registered 

on the selected organizational unit. 

You are also able to sort and group the report "... by building" and 

"... by department . Information about substances is omitted. 

 

Step 1: What to include in the report? 

Search method 

If you tick the box "All" , this overrides the choices you’ve made 

regarding the search method (below) and presents an overall 

comprehensive list of the selected organizational unit , where also 

substances are presented. 

…or 

Choose one of the other available choices; CAS number , Product 

name, Lists, Category / Use  etc.. 

You can search for multiple CAS numbers simultaneously, separate 

with a comma (50-00-0 , 67-64-1 ...). 

Under the heading "Transaction Types", select one or more 

transaction types . 

Details composition: 

Relates to  presentation of substances. 

Step 2: What. What columns goes into the report 

Columns 

Select the columns you want to display in the report. 

Group by 

You can choose to group the list of selected organizational units.  

"no group " = all chemicals in alphabetical order. 

Format 

HTML = web page. 

Units will show 

“Best choice" is pre-selected  and means that conversion is done to 

reduce amount of decimals. 

“Basic unit” means that all the products registered in volume are 

displayed in liters and all the products registered in mass are 

displayed in kilograms. The reason for this feature is to make 

further editing in Excel will be easier. 

 

New / old legislation 

Pre-selected is “Show latest current”. It means a mixture on the 

report of new and old symbols or H / P entries and R / S phrases. 

 

Step 3: Where do you want to search 

You can choose to print lists for one organizational unit or more 

(depending on permissions). Open the tree list and tick relevant 

boxes. 

a

b

c

d
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Step 4: Calculate 

Calculate by clicking on the "Report" button. Reset all selections by 

clicking on "Clear." 

 

 

In the above example the report shows only the products that are 

registered in a number of defined organizational units (divisions) which 

contain substances that are listed in the PRIO database. Only those 

substances listed in the PRIO are displayed. You can click on the product 

name to get a more detailed description. 

  

e



KLARA | Additions and changes 51 

 

Additions and changes 
 

The following chapters have been changed, removed or added in this 

version of the manual. 

 

Changed 

 
Page 43 ”Fire Classification Group” (additional report column related to 

new fire classification). 

 

 

 

 


