
Exporting an 
Inventory from EHSA



Under the Inventory tab, go under
the link ‘Quick Chemical Entry and 
Search' to access your Inventory 
and then Export



Under ‘Chemical Inventory Reports,’ 
select the report labeled ‘MIT 
Chemical Inventory Excel Report.’ A 
pop-up will then populate your 
screen.



Your PI should populate this field, but 
if for some reason this doesn’t 
happen, search for their last name in 
this box. After this field is correctly 
populated, press on the green button 
labeled ‘View Report’ to access the 
Excel spreadsheet.



Once downloaded, this is the format 
of the spreadsheet. It is the same 
setup as the import template without 
the dropdowns so this spreadsheet 
can be used to import data into the 
system.

NOTE: Leave the second row alone. 
These are identifiers that the system 
needs to accurately place the data in 
the correct fields.




