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Remove Substance

There are two available methods for 
removing a Substance from the 
Substances Register:

Archive:
● Used where a substance is no 

longer present in the Organisation
● Removes the item from the active 

register but keeps a copy of the 
data should it be required in the 
future

● Can be restored if required

Delete:
● Removes the item and all of its 

associated data. 
● Should only be used for items that 

have been added in error

Introduction



Remove Substance

To archive a Substance, begin at the 
Substance Register, which is found under 
Assets in the Menu bar.

Substance Register



Remove Substance

Locate the item in the Register, then click 
‘Actions’, then ‘Archive’.

Note the confirmation message. If you’re 
sure you want to archive the item, 
confirm the action by clicking ‘Yes’.

The item is now removed from the active 
Register.

Archive Item



Remove Substance

To restore the Item, tick the ‘Archive’ 
check-box in the Filters Sidebar and 
supply the Substance name in the Search 
field, or leave the field blank to show all 
archived Substances.

Then, click ‘Apply’.

All archived Substances are now 
displayed. Locate the Substance to be 
restored and click ‘Actions’, then 
‘Unarchive’.

The item is now restored to the active 
Substance Register.

Unarchive Item



Remove Substance

To permanently delete an item, click 
‘Actions’, then ‘Delete’.

Note the confirmation message. If you’re 
sure you want to delete the item, confirm 
the action by clicking ‘Yes’.

The item is now deleted from the 
Substance Register.

Delete Item




