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day to day main lab functionality:
- Main chemical inventory
- Purchase request/approval
- Emergency and digital floorplans

LabCup
Lab user manual



	  

	  

Contents:	  

 
  General  
 
  Main Search/home screen 

 
  Main functionality/chemical toolbar 

 
 Adding chemicals 

 
  Adding locations and sublocations 

 
 Emergency information 

 
 Purchase request 

 
 More information 

 
 
For user manuals for the other LabCup modules: 

 Equipment booking and asset inventory 
 Risk Assessment 
 Safety Officer 
 Main Admin 
 Chemical Waste disposal 
 Loading Bay 
 Purchasing 

Contact us at:  info@labcup.net 



	  

	  

General	  
	  
 

The	  main	  menu	  
Access the main menu by clicking the menu icon in 
the top left corner 
 
 

My	  profile	  
You will receive an email containing your log-in details, 
and the link to your institutions LabCup site. 
To change your password, click on your username in the 
top right corner, and select “My profile” 
 
To get back to the main search page, you can click the 
“LabCup” logo in the top left corner. 

	  

Feedback	  
Click on your username, and select “Feedback” to report 
any technical issues 
 

User	  support	  
Users can email support@labcup.net for any user questions/issues. For technical 
issues please use the “Feedback” tool 
	  
	  

LabCup	  smartphone	  app	  
The LabCup smartphone/tablet app is available from the Play Store (Android) 
and the App store (iPhone/iPad). 
Search for “LabCup” 
For logging in, the “host” is your institutions LabCup link (eg: 
“demo.uk.labcup.net)	  
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Chemical	  search	  
Main	  search/home	  page	  
The home page is the chemical search page. The user can search for chemicals 
under multiple different parameters, including: 

-‐ all synonyms 
-‐ Structure search 
-‐ Product supplier/number 
-‐ Freely available chemicals 
And more 

 

	  

	  Structure	  search	  
-‐ click “Structure”  
-‐ The structure you searched for will be 

highlighted in the search results 



	  

 

To	  search	  “Freely	  available”	  chemicals	  
-‐ LabCup will automatically search the “freely 

available” list of available chemicals across 
campus 

-‐ To only search the “freely available” list, click 
the “Other” tab, and tick “freely available” 

 

	  

Search	  results	  
The main search results include the chemicals name structure, locations, and 
hazards etc. 
 

	  

Datasheet	  	  	  	  	  
Click on any inventory item to bring up its datasheet. This is where LabCup 
stores all the chemical data, SDS, and history for that chemical. See below for 
more details. 
 

Chemical	  toolbar	  
Sliding your mouse over the right hand 
side of the search results brings out the 
chemical toolbar, which contains all the 
main functionality for the chemical , 
including:     (see below for more 
details) 

-‐ Change chemical location 

	  

	  

	  



	  

-‐ GHS/CLP label printing 
-‐ Flag chemical (for adding to freely available, and waste disposal) 
-‐ remove chemical  
-‐ Remaining quantity 
-‐ Minimum stock thresholds 
-‐ Risk Assessment* 
-‐ Incident reporting* 
-‐ Edit chemical 
-‐ Purchase request* 

(*some of this functionality may not be in use in your institution) 
	  



	  

	  

Main	  functionality	  
 
The main functionality for each chemical is accessed by either hovering your 
mouse over the right hand side of the chemical search result, or on the 
datasheet at the top of the page. 
The tools found here are: 

-‐ remove chemical 
-‐ change chemical location/owner 
-‐ edit chemical data 
-‐ Mark chemical (for “freely available” list, or for ADR disposal) 
-‐ Risk assessment  (if in use by your institution) 
-‐ Minimum stock threshold 
-‐ Remaining quantity 
-‐ Incident/near miss report 
-‐ GHS/CLP label printing 
-‐ Purchase request   (if in use by your institution) 

 

Quick	  summary	  of	  each	  of	  these	  tools:	  
 

Remove	  chemical	  
This deletes the chemical from LabCup. If the chemical needs to be disposed of, 
please mark it for disposal (choose the “Mark chemical” icon). 
 

Change	  chemical	  location/owner	  
Quickly change where the chemical is stored, or 
who within the group is responsible for it. 
 
The user can also set sub-locations for that chemcial from here 
as well (see section on sub-locations, eg boxes of samples etc) 
 

Edit	  chemical	  data	  
Edit all the data for that chemical, including structure, and 
uploading a new Safety Data Sheet (SDS). 

	  

	  

	  

	  



	  

	  

 

Mark	  chemical	  
This tool allows you to mark the chemical for either: 

-‐ disposal: the chemical then enters the disposal section of LabCup. It 
will appear in grey in your inventory as long as it 
is still located in your lab. Its location will change 
when it is received by the waste disposal staff. 

-‐ Freely available list: if you have chemicals you 
no longer use, you can make them available to 
other users across campus by adding them to 
the freely available list by clicking “Offer to 
anyone interested” 

-‐ Offer to group: if you know of another group 
that would like this chemical, you can offer it to 
them. 

 

Risk	  assessment	  and	  Incident	  reporting	  
LabCup can provide custom risk assessment and incident reporting forms on the 
system, based on the institutions own format. Please see separate 
documentation on this part of the system 
 

Minimum	  stock	  thresholds	  
The user can set how much they always want to have of a 
chemical within their group, either in terms: 

-‐ amount remaining in an indiviudal container 
-‐ number of containers of that chemical 

 
To set the amount in an indiviudal container, set the % 
amount, an email notification once the level drops below 
that amount (if the user is using the “Remainaing 
quantity” tool as they use that chemical). 
To set number of containers, set how many containers 
you always want to have. An email notification will be sent as soon as it drop 
below that number. 
 
 

	  

	  



	  

	  

Remaining	  quantity/weight	  
A simple tool for if the user wishes to track how much they 
have taken out of a container (recommended for use of 
hazardous listed chemicals, eg Chemical Weapons 
Convention chemicals etc) 
The simple slider can be used to approximate how much 
has been removed, and what the current quantity/weight is. 
 
 
 

GHS/CLP	  label	  printing	  
Print off fully CLP compliant chemical labels. Labels can be 
customised to include as much or as little information as 
required, and to be whatever size is required. Each institution can 
create its own standard template to be used for all labels. 
Click edit, choose what content you want on the label, what size the label wil be, 
and click generate. 
This will give you a PDF file you can print off. 
 
 
 

 

	  



	  

	  

Purchase	  request	  
To request a chemical purchase, click the “purchase 
request” icon. This will sned a request to the 
supervisor/person who can approve the purchase – and 
then onwards to purchasing staff. You can track your 
purchase requests by going to “Stock Control” in the main menu, and then “PO 
status” 
(Note: only if this feature is in use by your institution) 
 

Datasheet	  
 
The datasheet is where LabCup stores all the information on each chemical, 
including its Safety Data Sheet, any completed risk assessment/incident report 
forms, the chemical history, and all synonyms and structure etc 
To access the datasheet just click on any chemical in your inventory. 
 

 
 
 

	  



	  

	  

Datasheet	  contents	  
 
The chemical datasheet includes: 

 all synonyms 
 structure 
 chemical product information 
 location and ownership 
 chemical picture (if added by picture) 
 link to SDS 
 all information pulled from the SDS 
 hazard pictograms 
 hazard statements 
 link to risk assessments involving that chemical 
 link to incident reports involving that chemcial 
 transport information 
 emergency information 
 full chemical log (who entered it, changed data, changed locations etc) 
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Adding	  chemicals	  
 
Chemicals and mixtures can be added to LabCup in a number of ways. 
 

-‐ Main add  (via photo of label or type input) 
-‐ Quick add  (via photo of label or type input) 
-‐ Via excel import (bulk import) 

 

Automatic	  data	  soucing,	  and	  Safety	  Data	  Sheets	  (SDS)	  
LabCup automatically pulls in as much data as possible on each chemical.  
 
LabCup automatically pulls in for each chemical: 

-‐ structure 
-‐ all synonyms 
-‐ molecular identifiers 

 

For	  Safety	  Data	  Sheets:	  Automatic	  download	  
LabCup seeks to source, download, store, and parse a Safety Data Sheet for 
each chemical. The automatic download works for the main chemical suppliers, 
and more suppliers are being added to the database on a continual basis. 
LabCup uses the data pulled in from the SDS throughout 
the system.  
 
 
Adding	  via	  photo:   (both Quick add, and Main add) 
Take image of the chemical label 

-‐ LabCup attempts to reads the label 
-‐ Sources, downloads, stores, and reads in all the data 

from the SDS 
-‐ Pulls in all structural and synonyms 

 
 
 
 
 
 



	  

	  

Main	  add	  
The Main Add differs from the “Quick Add” (see below) as it pushes the user to 
check data if a new SDS has been downloaded and parsed. 
Mixtures can also be added here (see note below) 
 
Access Main add either by: 

-‐ “+” icon in the top right corner 
-‐ in main menu, enter “Stock Control”, and then “Add or Edit 

chemicals” 
 
Add chemicals: 

-‐ Apply barcode (or leave blank for auto-generation) 
-‐ Click “Capture front label”, to read product details 
-‐ Or, enter brand and product number 
-‐ If the chemical data is already on the database, it will skip straight to the 

location data, and click “Finish” to save 
If the SDS is being uploaded for the first time: 

-‐ at the SDS stage, LabCup will auto-download the SDS, or if it cannot find 
it – shall ask the user to upload one  (this can be skipped) 

-‐ LabCup will take you through the data pulled in for that chemical from 
the SDS and elsewhere, to ensure you are happy with it 

-‐ If no SDS has been sourced, the user can manually enter all hazard 
information etc 

-‐ And you are back to location, and “Finish”! 
 

Quick	  add:	  
Quick Add works best via the smartphone/tablet app. 
Quick add allows you to quickly add a large number of 
chemicals. You can simply walk around your lab and take a 
picture of each label. You can then go back later to check 
if any chemicals are missing SDS. 

-‐ from the main menu, enter “Stock control”, and 
then “Quick Add chemicals” 

-‐ you can review recently added chemicals, but to 
add new, click “Add new” 

-‐ choose the location 
-‐ Apply barcode 
-‐ To read the label, click “ Capture front label” 

	  



	  

	  

-‐ LabCup will read the label from the picture, and find the SDS and other 
data 

-‐ If you are not happy with the product information LabCup reads, or it 
cannot read the label  (supplier may not yet be on the system) you can 
simply type in the product supplier and number 

-‐ Click “Add”, barcode will automatically increment if you want to add 
more chemicals 

 
 

Adding	  mixture	  components	  
When adding a new mixture: 

-‐ add as above in the “Main add”  
-‐ go to the “Chemical data” tab 
-‐ tick “Add components” 
-‐ search for the chemicals involved, add them and their concentration 
-‐ continue to finish adding the mixture as above 

(Mixture components can also be added in “Edit chemical”) 
 

Adding	  via	  excel	  spreadsheet	  
 
LabCup provides an excel template for uploading a large number of chemicals 
st once. This can also be used if you have a current inventory. 
(If you need assistance with the upload please send your current excel 
spreadsheet to support@labcup.net) 
 
To download the excel template:  

-‐ go into the main menu, and choose “Stock 
Control”, and then “Import/export inventory” 

-‐ Click “Basic” to download the basic template 
 
Filling out the template: 

-‐ the key fields are the barcode number, product 
suppplier and product number, group name , 
and location (laboratory, storage location).  

-‐ The bare minimum that must be filled out is 
barcode and location 

-‐ If supplier name and product numbers are included, LabCup will seek to 
auto-source the SDS 

mailto:support@labcup.net


	  

	  

-‐ If supplier name or product number of unknown, enter them as 
“Unknown” 

-‐ If you are not using unique barcodes, assign random incremental 
numbers to each item. Barcode labels can be printed later on. 

-‐ The more information you add the better! 
 
To upload: 

-‐ tick “validate” first, to ensure there are no errors (LabCup will also notify 
you of “warnings” – but can still upload with these. However “Errors” 
need to be corrected) 

-‐ Tick “Validate and upload”, and click “Import” 
-‐ Your inventory will upload. 

 
Remove	  chemicals (empty chemicals not going for disposal) 
Select the “bin” icon from the slideout toolbar – see below. 
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Creating	  new	  locations,	  sub-‐locations	  
and	  adding	  users	  to	  your	  group	  
 

Creating	  new	  storage	  locations	  
Only main administrators can create new laboratories, however group users can 
create new storage locations within their groups labs. 

-‐ Enter the main menu and select “Sorting”, and then “Edit locations” 
-‐ Click the green “+” button in the top right corner 
-‐ Name the new location 
-‐ If you can fill out the rest of the information do, however it is not 

mandatory 
-‐ Click “save” 

	  

LabCup	  sublocations	  (shelves,	  boxes,	  etc)	  
Within each storage location within a lab, the user can also assign sublocations if 
they wish. 
 
Official sublocations can be created, including: 
Boxes: eg a box of samples, users can assign locations with a box, eg A1, B4 
etc. 
Shelves: shelves with cabintets, eg Cabinet A, Shelf 2 
 
 

 
 
 
 
 
 
 
 
 
 
 

 

	  



	  

	  

To create a sub- location: 
Sub-locations can be created in the main location management area, and when 
adding a chemical to a location: 
 
In the main location management area: 
From the main menu, click “Sorting”, and “Edit locations” 
Click on the cabinet within which you want to create a 
sublocation, or to create a new location click the green 
“+” icon. 
Scroll down to “Sublocations” and click “+”. 
Specify if it’s a box or shelf, and the number of 
sublocations within (eg a box with 10X10, sublocations are 
listed by matrix, A1, B3 etc) 

Click Save. 
 
 
 
 
 
 
 

 
This can also be done when adding a chemical, click “New” beside sublocation, 
and follow the steps a above. 
 
To add an item to a sublocation: 
When adding a new chemical/item, select the sublocation after you have 
selected the location. Choose the position within the matrix. 
 
Or to move a current chemical into the sublocation: 
Select “move” from the slide-in menu, select the sublocation, and assign its 
position within the sub-location. 
 
To view all items in a sub-location: 
Click on any item currently in that sub-location, and on its datasheet scroll down 
to location, 
Click “Show” beside the sublocation. 
This will display the matrix of the sublocation with all items currently assigned 
locations marked in. 

	  

	  
	  



	  

	  

Click “Sublocation manager” to move items 	  
	  
	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  

New	  users	  
If you are a “Group admin” for your group, you can create new users for your 
group (if the user has not been created by the overall admin), or add exisiting 
ones 

-‐ Click on your profile name, and select “Users/access 
points” 

-‐ Click the green “+” icon in the corner 
-‐ Fill in username and email 
-‐ Select the name of your group from the dropdown menu 
-‐ Assign them a privilege level 
-‐ make sure to click the green “+”,  or it will not save 
-‐ click “Save” 
-‐ new user will receive an email with 

their log-in details 
 

Add	  an	  existing	  user	  
-‐ Similarly, to add an existing user, 

search the user from the list, and 
assign them an access level to your 
group 
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Emergency	  information	  and	  digital	  
floorplans	  
LabCup provides live emergency information for fire crews and emergency 
response teams – this can be accessed in advance before they arirve on site. 
To access this, click “Emergency” from the bottom of the main menu  

The	  “Emergency”	  tab	  
This gives a breakdown of all the locations in each of the labs the user has 
access to.  
Locations are listed by hazard pictogram, and the firefighting media required. 
Clicking on any cabinet brings up a further breakdown by UN number and 
quantity, in the format requried by fire crews. 

Digital	  floorplans	  
Floorplans can be used to give a visual live map of where hazards are located, 
and where fire safety equipment is located. 
Scrolling over a lab gives a summary of the hazards contained within, and the 
gases, and clicking on it brings upd the breakdown of the hazards as described 
above. 
Floorplans are 
uploaded and 
laboratory 
locations 
marked out in 
the “Admin” 
account 
 
 
 
 
 
 
 
 
 
 
 

	  



	  

	  

 

Instant	  hazard	  communication	  
LabCup uses NFC tags, which can be placed on 
the doors of buildings or of labs, to instantly 
communicate the above emergency information 
to emergency responders. Holding a smartphone 
or tablet up to the NFC tag immediately opens 
the emergency tab, allowing fire crews access to 
this vital information.  
(Note: only aggregated hazard information is 
accessible – no chemical/ownership details can be 
seen) 
 
 

Fire	  crew	  access	  
Fire crews are emergency responders can be provided with a permanent log-in 
to this section of the system via an “Emergency Access token” (In the 
“Emergency” menu) 
Pass the link on to the relevant fire department, and if there is an accident they 
will be able to access the live emergency information before they leave the 
station. 
(Note: only aggregated hazard information is accessible – no 
chemical/ownership details can be seen) 
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Purchase	  request	  and	  approval	  
 
LabCup users can request chemical purchases, these purchases are passed to 
the approving person (eg PI, Lab manager, etc) who can approve (or reject!) 
them. 
 

Purchase	  request	  from	  slide	  in	  menu	  
Current chemicals can be re-added to the 
purchase request list by clicking on the 
shopping trolley icon in the slide in menu. 
 
 
 

Purchase	  request/approval	  
To access the main purchase request tool, enter the main menu, Stock Control, 
and then select PO request. 

 
 

 
 
To add more chemicals to the purchase request, click the green “+” icon 
 
If it’s a current chemical, just enter the barcode and the system will pull it up. 

	  



	  

	  

 

SDS/chemical	  data	  entry	  for	  a	  new	  chemical	  
If the chemical has never been in the institutions LabCup system, the user will be 
pushed to enter and check the data at this point, before they can send the 
purchase request. 
LabCup will try to automatically source and parse the SDS, or the user can enter 
the information themselves. 
This means that the data is already on the system when the chemical arrives on-
site. 
 

Request	  for	  listed	  chemicals	  
If the requested chemical(s) appear on the regulatory watch-lists, the safety 
Officer also gets sent the purchase request, and they must approve it as well as 
the usual approving person. 
(See Safety Officer user manual for more information) 
 

PO	  approval	  
The Approving person for each group, receives a notification via email when a 
purchase request requires approval, and can access the list of all requested 
chemicals in the main menu under “PO Approval”. 

 
 

	  

	  

	  

	  

PO	  Status	  
The user can see the status of their request (Requested, Approved, Rejected, 
Ordered, Arrived) by selecting “PO Status”. 
 
 
 
	  
	  



	  

	  

More	  information	  
 

For more information, more detailed documentation on the 
various sections of LabCup, and user manuals for the other 
LabCup modules: 

 Equipment booking and asset inventory 
 Risk Assessment 
 Safety Officer 
 Main Admin 
 Chemical Waste disposal 
 Loading Bay 
 Purchasing 
 

 

Please contact us at: 
info@labcup.net 

	  


