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Section One: Accessing the EMS System

Instructions for Accessing the On-line (Cloud) Version of EMS:

1. Open a web browser. In the address (URL) field at the top of the window, enter the URL
for the training site which we will be working in today:

nps.chemicalsafety.com

The URL for the actual production site is:
nsam.chemicalsafety.com

You will see the following home page:

. z < —
NG @ & hitps://nps.chemi com/chemsafe/Default.aspx# e | (B~ Google Q) ¥ A B & ¢ 2=

__ Salesforce.com  [£ Google Calendar /' Google Tasks V] Gmail " Outlook.com [ Yahoo! Mail Yahoo! Sports 5 Yahoo! News ~ (2 Rhapsody = Webmaster Tools [» Bing Webmaster | Attach Doc

Q’@ Choose language: | English (United States)
& Chemical Safety Software
CS-EMS-E
i & MSDS/SDS |
|2 1ogin \

Version: 5.0.2014.7 (Internal)
Copyright © 2009-2014 Chemical Safety Software

2. Click the Log In button on the left side of the screen. On the login screen, enter your user
ID and password and then click on the Log in button:

Please enter your User ID and Password and click Log in.

User ID:

Password:

| | Remember me next time.

Log in




Section Two: EMS’ Data Structure

DATA STRUCTURE AND HIERARCHY

D —— e e

Facility, Building & Location Hierarchy

The location hierarchy is the root of all EMS data. Since it involves mainly stable information (addresses,
building numbers, etc.), it rarely needs to be updated. The facility hierarchy consists of the following
databases:

Facility: usually refers to the broadest description of the site of an organization, such as the name
of the organization or one of its headquarters’ locations. You can enter unlimited facilities, but at
least one facility record must be created before you can enter any other location data. There are
four facilities at NSAM:

= NSAM Main BASE

=  NSAM NAVY Annex

= NSAM La Mesa Village

= Camp Roberts
Chemical Inventory Regulatory Reporting is Prepared and submitted to the California Electronic
Reporting System (CERS) by facility.
Building: refers to an actual physical building where materials are utilized and stored. A facility
record must exist in order to create building record. At NSAM, all buildings have been listed by
number for consistency and accuracy, but there is an additional field in the building record called
synonym that can be used to search for building information by name. For example, Building 232
has a synonym of Spanagel Hall.
Location: allows you to enter in great detail where a material can be stored and found, including
the floor, room number, and location description (such as a particular shelf, drawer or cabinet).
Locations illustrate how the facility and building information are linked directly to each other, as
it requires that there be at least one record for each database above it in the hierarchy. You
cannot create a location record without first linking a facility and building record to the location.
You can create multiple storage locations within a single room. The field called Location/Desc. is
a required field in Location and the place where the specific location is identified in detail.



Department: Departments within an organization can be used to further categorize
chemical locations. The department table is a user-created and managed table that can be
accessed from the EMS location table. Departments within NSAM are entered in the
Location record for easy data searching and data separation purposes.

Other Related Databases

There are five other databases linked to the facility hierarchy that you should be familiar with before
moving on:

Employee: contains information such as employee names, titles, locations, responsibilities, and
phone numbers. 1D numbers and photos, and medical and personal information can also be stored
in this database. It is linked with the Inventory database and facility hierarchy, which list the
responsible persons for location and material inventory data.

Container: describes exactly what materials are stored in which locations by individual
container. After an inventory record is created, it will automatically link itself to the appropriate
MSDS and chemical reference record(s). Note that you can enter multiple identical containers in
the container table by entering the number of containers in this field. When the record is saved,
EMS will automatically create several container records with sequentially numbered barcodes.

Container NSAM COMFIDENTIAL

r Location
Loc./Desc.: LAB 1 [ ... |Building: TRAINING BUILDING-LAB |
Facility: [TRAINING FACILITY | Floor: [t | Room:
Department: Control Area: I:l
~PRODUCT
Material Mame: [CHLORAMINE T sl
Manufacturer: EM SCIENCE fiezal Supplier: EM SCIENCE liezaa
Prod. Ref./Chem, Ref: CHLORAMINE T TRIHYDRATE CAS: [7080-50-4
Phys, State: PureMix /Dilution: v
Part Mumber: | ,a—i—|—\
ot

Container Type: l:lzl
Pressure: l:El p.C®
Temperature: l:lzl
Specify Other Storage: | |
Employee ID: Process:| I |

Reguest Employee ID; Days on Site: l:l

Location Reguest: Record Date:

Request Date: Expiration Date: I:I

Waste: Container Status: r
Container Quantity: | 1| Returned:
Cont, Unit: [ LITERS v] Lom] | P

Container Size: | |



Container Hew Search || Add || Navigate

LITERS

LITERS

LITERS

LITERS

LITERS

LITERS

LITERS

LITERS

LITERS

1
1
1
1
1
LITERS 1 (Ms0S | >
1
1
1
1
1

LITERS

e Chemical Inventory: provides a summary view of all identical chemicals that are at a specific
location. Identical containers are containers of a specific chemical by a specific manufacturer
with the same physical state. If you are entering a new material into the system, a new MSDS
record must be created first before chemical inventory container data can be added.

e MSDS: contains information from the chemical manufacturers Material Safety Data Sheet,
including the components of an MSDS product. You can also access an MSDS image or text file
in this database. The MSDS name field is linked to the chemical inventory record as the Product/
Chemical Name.

o Chemical Reference: describes each component. It contains NFPA labels, HMIS information,
and CAS numbers, percent’s, regulatory data, and provides fields for detailed information about
each chemical. The Chemical Reference database is linked to the Chemical Name field in the
Inventory Record.

Together these databases will help you to track inventory, as well as provide you with access to the
chemical and safety information associated with them.



Section Three: EMS’ Help Functions

When logged into EMS, the start screen will display the Main Menu on the left side of the
screen and EMS’ default Quick Start Menu in the center of your screen. Place the mouse over
any of the icons and click on the question mark that appears to open a help menu for that icon.

/A EMS Quick Start Help -- Webpage Dialog

Chemical
Inwventory

Views chemical inventory List.

| T @ Click on "=/ to view a detailed inventory record. Click on Action and any of
the buttons inside it to view different inventory actions.

Click on ® to return to the EMS Quick Start Menu

Help screens can also be accessed from the menu (upper right) of the EMS’s detail and search
screens.

#: Chemical/(M)SDS >

@ 1vereory
W veste
T Adhoc Reports

J Faciity

¥ Erplovee

[u Settings B

e Forms

72 Log out

SurPLUS: | All |
Haz. Class: [Begins with =] =
Record Date: | Equals K| [

[DEFALLT USER

How to Use the EMS Search Criteria

‘The navigation through all of the EMS database modules is the same. The example shown is for
the Facility Module. When you click on one of the main menu items, you will be presented with
alist of search criteria. The fields will vary depending on which module you are in.

If you take the defaults and click the SEARCH button, it will return ALL records in the Facility
Module.

/2 Environmental Management Systems - Windows Internet Explorer
G@- A hetpics-ems-e.chemicalsafety.conche ¥ | # || X
Blo Edt Vew Favorkes Jooks Heb

W 0| 8 Envionmental Management Systems




Section Four: EMS’ Menu and Navigation System

Once you have logged into EMS, the start screen will display the Main Menu on the left side of
the screen and EMS’ default Quick Start Menu in the center of your screen. Click on any of the
icons to launch that function. For example, click on the Chemical Inventory icon to view a list
of chemical inventory records belonging to the user that is logged in.

‘Switch quickstart page: Defaull

Corporate - Facility
ﬂ" ' Regulatory Dashboard
o N =\ i
2 Rk MSDS /505 i’ B 2
w / Regulatory  Regulatory  Audits/
&k Calendar Reports  Inspections
Green Chemical i
Altematives - -
= i l I
.A 3 I
B ®

Report Center

Additional quick start screens can be accessed from the “Switch Quickstart Page” dropdown list.
For example, the P.1./Chemical User screen contains links to common tasks that chemical
handlers perform.

Switch quickstat page: Chernist =

P.l. / Chemical User

>
jaste: > '

E"!\dhw Reports. i

2 Fadity B My MSDS/SDS.

& Employee

=
=2




Main Menu

Use the menus on the left to access EMS’ various forms and functions.

# Chemical [MISDS »

lﬁ Imventory » |
l W ashe ?l'|
TF adhoc Reports |
E3 Facility » |
ﬂ Ernployes » |

|

15| Settings »

Log ok

Chemical/MSDS: Manage (M)SDS information, view hazard and chemical
reference information for the MSDS.

Inventory: Manage material inventory information.

Waste: Manage on and off site waste disposal.

Adhoc Reports: Create, run, view and print user defined reports.
Facility: Manage facility, building and location information.

Employee: Manage human resources info including employee training and
incidents/accidents.

Settings: Configure user settings.
Log Out: End your session and log out of the EMS Web Interface.

Default Quick Start Menu
Use the Quick Start Menu to access user-specific information.

P.Il. / Chemist

v
c
(=)

P
el
-
[
=%

(o]

£

O
m

.

“ A ' Regulatory Dashboard
P >V 31 : ,

ORISR

Report Center (14}

(13)



The Quick Start Menu is segregated into five areas of access and operation. The three areas on
the left are set up for specific operation functions as follows:

P.1./Chemist Quick Start Menu Segment: Includes typical functions that a person
handling chemicals would need to access the EMS software for, namely to review/ update
their own inventory, search for and/or order a chemical and request that a chemical be
picked up for disposal.

P.l. / Chemist

EH&S Quick Start Menu Segment: Designed to allow EH&S personnel to access and
update information as well as to perform regulatory related functions.

Facility Operations Quick Start Menu Segment: Allows facility personnel to manage
incoming chemicals and process, store, and dispose waste.

v
=
=
=]
[
e
)
o
(]
£
©
(]
o

The two areas on the right are designed for use by a cross-section of the organization to access
and review EMS data as needed:

Corporate - Facili . . . .

Designed for designated personnel to review corporate data functions.
Report Center . . - T

Designed to display user-specific reports that individual users may want

to run repeatedly (favorite reports).

Quick Start Menu Functions

Quick access to the user’s current inventory on hand.

Search For
Chemical

Search for chemicals within a facility, or place a new order.

W <

Request Chemical

fremstersge 1 Search for and reserve chemicals from the company’s chemical storage or surplus.




Search for and order a chemical from a product supplier.

Anpioval Manage the Chemical Approval Process

R 4

MSDS /SDS
A

‘Green Chemical
Alternatives ) ]
A Manage green chemical alternatives

Access and manage material safety data sheets (M)SDS

Process incoming chemicals

Deliver and distribute incoming chemicals

Request for chemical(s) to be picked up for disposal

Pickup chemicals designated for waste disposal

Manage new waste recording and processing



Designate user-specific favorite reports

List of User or Group Favorite Reports

Regulatory Dashboard

el - >
B W D
Regulatory  Regulatory  Audits/
Calendar Reports  Inspections

N - Regulatory functions

Links directly to the online EMS support page

Facility Facility
Metrics Maps

Corporate — Facility functions

Navigational Tools

You can use the navigational tools at the top EMS’ detail screens to move to a different record,
to add a record, to edit a record, to transfer a record, to view and print labels, etc.

O EEEEEFEE

Tools | Records | Navigate | Actions |I

| o

10



Navigational Menu Functions

3

24
EJ

=

=

|
&
=

"

Go to the first record in the group of records that resulted from a search

Go to previous records

Go to next record

Go to the last record in the group of records that resulted from a search

Perform a new search

Sort the records that resulted from a search
Toggle between a single record and the record list

Add a record

Clone (Duplicate) a record

Edit an existing record

Print a summary page of the record

Save a record that is being added or edited

Cancel adding a record or changes made to an existing record

Refresh record on screen

NAVIGATIONAL MENUS

The navigational menus to the right of the navigational tools allow you to do many useful
functions like setting chemical containers as surplus, moving chemicals to different labs or
locations and making waste pickup requests, among many other functions. These buttons also
give you the option of viewing and printing reports and labels, looking at container history, and
viewing chemicals on a map.

e @ =

> = E =] E == = E‘(I’oo\s Records | Mavigate | Actions

N —
&

11



l Tools | Records | Mavigate | Actions |
G Print
Reports 0

3 Quick Management Report

ﬂR&sturERfmrd

| Tools | Records | Navigate

Actions

#3 Search

21 Sort Order

%3 Show Al

@3 Set Boundary ONJOFF

D Toggle Browse OM

& First
& Previous

5 MNext
¥ Last

12

|
Tools | Records | Navigate | Actions |

= add

Clene
Multiple Clone
= Edit

B Delete

E Delete Records in Boundary

@ Save
G# Cancel

[4] mefresh

@) Help

| Tools H Records || Navigate| Actions

¥ Labels >
Container Transactions  »
Import-Export Excel >
Container History

Display MSDS/SDS




Section Five: EMS’ (M)SDS Module
Viewing Material Safety Data Sheets (MSDS)

To view (M)SDS data, navigate to the container list screen and click the = button to the
right of the container. You can navigate to the container list by returning to the quick start screen
and searching the chemical inventory (refer to the “How to Search for Chemicals in Your
Inventory” section on page 23).

Note: To return to the Quick Start Screen, click on the Chemical Safety logo at the top left of the
page.

[ searen | i [t | pciors || ey ]|

191 reconds 9
e T S T T
33009 1 0 1 =
o1t w Corming High Vacu 1 auions ' =
& Chemical/(M)SDS > 33013 - 1 1 -~
(it > 35014 4 o =
F vote N T 2 -]
T Adhoc Reports 2o : =
! 308 Gyone (simusted Urne 2034 o 0 S
] Facity B o yens 20 2 auions ]
& Employee > 300 Unwersalpiingeator | 2034 2 =]
T N B Unkwoun Orug B-Tyens 2094 2 auions =]
T LT 23 0597 1 T 1 onsos | >
= erfoms s Hyogen 208 1 urr
[2] Log out 30 Motor O, Quaker Sate | 2094 1 oz ]
3053 Snell AW Hydraul O 3 2098 oz ]
st | AceMowrol 23 o ]
305 TvedCutngOl 200 o ]
057 |eony 23 w ]
3058 Methylene Bue Soution 2034 =]
0w samnno 23 ]
3083 Grease, uneel bearng | 2034 1 3 ]
33061 tsoprooyl Rubbing Aot 2094 1 3 ]
3066 Ammonium Crorce n 1 2034 s ]
3067 | Gyeero s0% 98 =]
3068 Emers ot bonc Ruos 2094 n 1 ]
072 eyl Acetate 298 2 o 1 =]
,,,,, e . 5 . —

The (M)SDS detail screen will appear.

| (msps x|

[English ] | View M5DS/SDS |

[Englsh v ]|[1 v |[GHs v | [ GHSLABEL v||  View Label/ Hazard / PPE Data |

| View Shipping Info |

HTTP MSDS/SDS Reference: lal

Archived MSDS/SDS files
en2007871_Lpdf 3/3/2014 11:09:15PM
en2007871_1.pdf 3/3/2014 11:07:22 PM

en2007871_L.pdf 3/3/2014 11:08:23 PM
en2007871_L.pdf 3/3/2014 11:03:56 PM
en2007871_L.pdf 3/3/2014 11:01:41 PM

en2007871_1.pdf 3/3/2014 10:52:44 PM

Click on | ek HEDS/0S ' to view the PDF (M)SDS file for this chemical. Note that
prior (M)SDS versions for this chemical may also be available and can be viewed from the
Archived MSDS/SDS files area- highlight one of them and click the View Image button.

13



Viewing a GHS Label

To view a GHS label, simply click the | View Lasel/ Hezard | PPED= | bytt0n i the third tab.

ACETONE

DANGER

Precautionary Statements:
ng du

IF IN EVE eral minutes. Remove contact lenses,
 presen|
Keep away from heat/sparks/of s/hot surfaces = No smoking

(M)SDS DETAILS

If you want to obtain additional information about a chemical’s properties, regulatory data, and
safety data, you can click on the Chemical/ (M)SDS button on the left of your screen and search
for the chemical.

& Chemical/(M)SDS >

#: M5DS/5D5 |

The (M)SDS detail record screen has five tabs on top, starting with the Product Data tab on the
first screen.

| Product Data | COMP/REGS/MISC (M)5DS Image Chemical Ref. Data Environmental

Prnd.Name:‘ACETONEr D6 || N Confidential: Restrict Access:
Manufacturer: [SIGMA | ... suppler:[SIGMA ||
MSDSJ'SDS: Product/Chermical Name:
CAS #:[666-52-4 | ... [acETONE-DE | ... Product Type:| [
Revision Date:[__g/1/2018 ] Phys. State:[Liquid v | Product #:] |
Entry Date: PurefMWDiIutiun:IIl apires::l
Date Receh'ed::l Emergency #:I:l Target Organs:| [
Source: Storage Plan: Entry Rnutes:‘ ” |
Shipping Name:‘ H e Immediate Area Act\cm:‘ H |
Add'l Ship Desc:| |
Spec. Cnmm.:‘ |
NFPA/HMIS
Health: F\ammahle: Sklru'Eve::l
Chranic: ¥ Reactive:l |
Special: NO WATER ™

Personal Equip.:| A-Safety Glasses

TIER II Hazard Codes
(Hea?th Acute: ) Flammable: # pressure: ¥ Health Chronic: ¥ Reactive: ¥

’—R ible Person

14



A lot of information can be reviewed and recorded in the different tabs. Different records may
have more, or less data than other records, but all necessary information about a chemical can be
recorded here. Many of the tabs are self-explanatory, and we are not going into more detail about
them in this document.

How To Add a New (M)SDS
From the Product/MSDS/SDS screen click the Add button:

'M[Chem\cal Safety] Mew s xvﬁ[#IDISD]UIUC-EMS PDA - x’%CS-EMS-E x = e e

€ - C f B hupsysunnyd.chemicalsafety.com/chemsafe/Defaultaspx 5w @ =
E5 Apps ) EMS Docurnents 4% CS-EMS-E B MyMobiler

Product/MSDS/5DS

NAME: | Begins with

COMMON NAME ENGLISH: | Begins with ¥ ||

MANUFACTURER: [Begins with ¥ || ]

21 Facility >

PART NUMBER: |Begins with v ||

|
|
|
VENDOR: [Begins with v || [
|
|
|

Empl

38 Enpioyee ’ LOCATION: [Begins with ¥ || Juz
Sett

e ¢ MSDS/RS #: |Begins with v ||

@ Log out

REVISION DATE: | Equals Ml Il |

CHEMICAL REFERENCE CAS #: [Begins with v ||

REGULATION: [Begins with ¥ ||

FACILITY: [Begins with v ||

HAZARD CLASS: [Begins with v ||

SYNONYM: [Begins with v ||

NAMEL: [Begins with ¥ ||

DEPARTMENT: |Begins with v ||

PRODUCT-CAS-SYNONYMS: |Begins with v ||

H PHRASES: [Begins with v ||

P PHRASES: |Begins with v ||

JOHM SMITH |+

SIERG I TR

There are several tabs where data should be entered to create the record.

GHS PICTOGRAM: |Begins with v ||

|
|
|
|
|
|
GREEN ALTERN. FOR: |Begins with v || [
|
|
|
|
|
|

GHS SIGNAL WORD: [Begins with v ||

15



Product Data Tab

The first tab is named “Product Data” and several fields are required before a record can be
saved. These required fields are highlighted in light red.

Product/MSDS/SDS SR S B0 1A B D 5 |5 [ G| [ 21 [ oot || mecords || Navigate || Actions I

Product/MSDS/SDS | UDF 0
Prod.Name: |
[ [-] MSDS/SDS #:[813754
Product Data | COMP/REGS/MISC | (M)SDSImage | Chemical Ref. Data | Environmental
# Chemical/(M)SDS >
Product/Chemical Name: []
@ woste >
: B N —
Adhoc Reports
) reciity > . . cons ; )
otry Date:[__7/13/2014 PureMxDiton:_ +| BoirstonDater |
¥ Employee > Date Received: Emergency#: | Target Organs:
oy settings > Source: ] Storage Plan: Entry Routes:
Bl Shipping Name: [-] Immediate Area Action:
g ot Add Ship Desc: |
Spec. Comm.| ]
NFPA/
Heath:| | Fammables| | saneye: |
i N 5 o
Special: [ ’
Personal Equip.: |
TIER 11 Hazard
’VHea}th Acute: (] Flammable: [ Pressure: [] Health Chronic: (] Reactive: ‘

I DEFAULT USER

The required fields can be found in the Product and Company Information section of the MSDS/
SDS:
e Type the Product Name exactly as shown in the (M)SDS/SDS document.
e Type the Manufacturer Name
e Enter the CAS Number or Chemical Name as follows:
1. Ifthe product is a pure chemical, enter its CAS Number or name in the
corresponding field. If the chemical is found in the EMS Chemical Dictionary, it
will auto-populate the name or CAS. The following message will then appear:

CS-EMSE *®

I.-"'_"\-.I Populate Synonyms and Regulations from CAS?

L = 4

Select yes to have data from the chemical reference database automatically
populate the MSDS record, or no if you have already populated or plan to
populate the record manually. Warning: Auto-populating from the chemical
reference database will override any existing data that already exists in the
record.

2. If the product is a mixture with multiple chemicals, enter the product name in the
Product/Chemical Name field and leave the CAS number blank. After you save
the record, you can then go to the Composition Tab of the MSDS and Enter
chemical components of the mixture. Note: you need to first save the record
before you can add chemical components.

16



e Ifit can be found in the (M)SDS, replace the MSDS/SDS number, which EMS assigned
sequentially, with the manufacturers (M)SDS/SDS number or product number.
e Enter the (M)SDS/SDS last revision date from the document.

SIGMA'ALDRIGH sigma-aldrich.com
Material Safety Data Sheet

Version 4.4
Revision Date 02/04/2013
Print Date 02/26/2013

1. PRODUCT AND COMPANY IDENTIFICATION

Product name : Acetone
Product Number - 179124

Brand - Sigma-Aldrich
Supplier - Sigma-Aldrich

3050 Spruce Street
SAINT LOUIS MO 63103

USA
Telephone © +1800-325-5832
Fax - +1800-325-5052
Emergency Phone # (For o (314) 776-6555

both supplier and

manufacturer)

Preparation Information - Sigma-Aldrich Corporation
Product Safety - Americas Region
1-800-521-8956

3. COMPOSITION/INFORMATION ON INGREDIENTS

Formula : CaHgO
Molecular Weight - 58.08 g/mol
Component | Concentration
Acetone|
CAS-No. 67-64-1 -
EC-No. 200-662-2
Index-No. 606-001-00-8

The highlighted fields of the sample (M)SDS document shown above in Sections 1 and 3 are the
ones that need to be entered.
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Comp/Regs/Misc Tab

Click on the second tab, named Comp/Regs/Misc. This tab contains additional data relating to
the chemical including synonyms, associated projects and facilities, regulations, part numbers,
locations, and green chemical alternatives.

Product/MSDS/SDS EEREEEDECEEER
| Producymsosisos | UDF ] 0
Prod.Name: | |
[ = MSDS/SDS #:

e ~ . . | Product Data CCOMP/REGS/MISC (M)SDS Image Chemical Ref. Data it

& Chemical/(M)SDS > [ | | E—— ]

A Composttion s | MR MaxAwnge luwe | Contdental |

‘ oot ’ No records found.

£ Adhoc Reports

12 Facility >

¥ Employee >

Selting >

[ User Form:

Log out " Synonym | Project | Feclity | Reguation | PartNo/loc. | Green Chemicel  PPE

- ‘

] 7 s TabConto2

To add data to any of these tabs, click on the tab first, then right-click on the record and select
Add. Note: for chemical composition only, you must save the record first before adding any
chemical components.

| eroducy/msps/sps | UDF ]

Prod.Name: 063 ALKALINE BATHROOM CLEANER & DISINFECTANT lzl
Manufacturer: [ECO LaBS = MSDS/SDS #:NGIS-1
l Product Data ¢ COMP/REGS/MISC [y (M)SDS Image Chemical Ref. Data Environmental J

COMPOSITION
— os | mm neleewe [ [ e
3

ALCOHOL, [COMBUSTIBLE LABEL] e4-17-5 1.00 2

ALCOHOLS, C9-11, ETHOXYLATED 68439-46-3 5.00 20 12,5

DIDECYL DIMETHYLAMMONIUM CHLORIDE 7173-51-5 2.0

O
(]
[
[
O

QUATERMARY AMMONIUM COMPOUNDS 68424-35-1 8.63 |8.63
QUATERNIUM-24 32426-11-2 6.5(6.5
TETRASODIUM ETHYLEMNEDIAMINETETRAACETATE, 98% £4-02-8 3(3

u Synonym [ Project Facility Regulation Part Mo.fLoc. Green Chemical FPE

Synonym
MNo records found.

The same procedure (right click -> Add) applies to the remaining tabs (Synonyms, Project,
Facility, etc.)



(M)SDS Image Tab
Click on the third tab named (M)SDS Image to upload the (M)SDS’ pdf file.

Product/MSDS/SDS N 0 | 50 5 5 o o 2 [ 0 ot [t | ctions ]

] (7]

U Product/MSDS/SDS |  UDF

Prod.Name: ]-]
Manufacturer: [] MSDS/SDS #:[B13794 |

| ProductData | COMPREG/MISC | (M)SDSImage | Chemical Ref. Data | Enwi |

# Chemical/(M)SDS >

B o e

& e . .

‘0 Adnoc Reports

2 Facility >
38 Employee >
Settings > Shipping Info: ‘ ‘

[ User Forms

[ English KR ~lleHs |/ GHsLaBeL | View Label / Hazard / PPE Data

HTTP MSDS/SDS Reference: | []

2] Log out

https: //nps.chemicalsafety.com/chemsafe/Default.aspx#Msds_TabControll_3 DEFAULT USER

You will then see the Select File dialog box from which you can attach and upload the (M)SDS
pdf file. Note: the system supports numerous other graphic file formats aside from pdf.

I 1 (ehemical Sefety) Hew - x ¥ (@) (#1060 LUC- EMSPDA— x ¥ o CEEMSE . e s

€ © C M A htps//sunnyd.chemicalsafety.com/chemsafe/Defaultaspx w @ =
i3 Apps [ EMSDocuments 4% CSEMSE ] MyMobiler

Product/MSDS/SDS

|E B Elﬂ ﬂlml@ | ook || Records || Navigate | [ Actions ||
x e tees [ 9

| select fle

Language: | English v

== Fiename: |
& Chemicali{M)sD5 >
- 'PE Data
5] Fadity > [ vald s
B y HTTH | Test documents et *.2) A
Micrasoft Office il ¢*.doc, *.doc, *.dacm, *.xls, * xlsx, * xlsm, *.xlsb, *.ppk, *.pate, *.pos, *.pasc)
Settings > Open Documents {* ads, *.adt, *,odp)
Logoue PDF files (*.pdf)

Image Fies (*.bop, * g, *.Jpg, *.Jped, * jpe, *.png, *.tga, * b, * kFf)

Maximum Fle size: 4 MB.

€ [ToE[@]7] e
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Chemical Ref Data Tab

The Chemical Ref Data tab contains additional fields relating to the chemical substance.

Product/MSDS/SDS

0 ) 23 ) 3 o 2 [ e s i s ]

U Product/MSDS/SDS | UDF

] (7]

OSHA Hazardous: [/

Prod.Name: [ ][]
| = - S—
m Product Data | COMP/REGS/MISC | (M)SDS Image | Chemical Ref. Data | Environmental |
Mol Weight| | Specficvol: | Vapor Pressure:| |
donetey > e — o Doty |
R voste D N Unform Fire Codes| =l
2 o s o Fre e L]
2 Facilty > s ] Upper Explosion Limit: ]
Bovon ] v st ] |
o . o e T el
ﬁ convracto:| ] Critical Temperature: | unitz| |
T O P e
e N P e
o[ S ]
o ] Special Handling Equip.: [=]
FashPm[ | Special Fire Fighting Media: []
cUnes:I:l Shock Sensitive: || Precious Metal: ||
B p— =

CERS ChemLibrary ID: |

NIOSH Page:| Il

US EPA SRS: |

Environmental Tab

DEFAULT USER

You can enter GHS data from the Environmental tab. This information can be found in section
two of the (M)SDS/SDS: Hazards Identification. Enter GHS information and other hazard

information as follows:

Product/MSDS/SDS

5 3 5 508 5 ) 2 708 mocors i i

|] Product/MSDS/SDS | UDF

] (7]

Prod.Name:

Manufacturer: [] MsDS/sDS #:[1378a |
Me—iag0l Product Data ~ COMP/REGS/MISC | (M)SDSImage | Chemical Ref. Data | Ervironmental |
9 Chemical . : .
) Ty ? H Codes: -] Category:
W veste 4 P Codes: [ Sonal Word:| E|
T Adnoc Reorts HAZARD CLASS:
1 Facility 5
& Employee > Hazard Statements:
Settings >
4 ser Forms Fictogram: [-]
@ Log out Other Information:
Transporter Pict.:| [-]

Haz. Class US.: [ =] nora| | poTjuns:| |
Haz. Label US.: | | .. |mrecs| | RO |
Formula: | ere:| [.] roig |
Toxic Catg.: [] Green: (0 Marinepol: |

e U
Haz, Class CA. | [] || Haz. Class EL.: []
Haz. Label CA.:| [e] || Haz. Label Eu.: | =l

(_Highlight All | [ March Case |
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Click on the table button -/ next to H Phrases. Click on all of the H Phrases that correspond to
the H Phrase codes for the product. Scroll to additional pages on the bottom right of the H Phrase
Code table as needed to select additional H Phrase codes for the product.

= N o ] 1 [ e v Fcions ]
124 records 0
T = S I
0| Haoo Unstable expiosive. Unstable explosive
= Ds #:[813794
()| Heo1 Explosive; mass explosion hazard. Divsion 1.1 [-]
S O [ |
() Han3
@ Invertory b ()| Haoa -
W waste (0| haos - |
T Adhoc Reparts 0] ion: [Explosive; vojection hazard =
= ()| a2t .
2] Facility > = ram: (e
()] m22
= ram: |[GHSTRNO2 e
Semons > O ez L] :
setings > Ofen Fammatied Signal Word: 5
(] user Forms (0| 223 + Hazs o) P Codes: [P210, P230, P234,P240, P250, 280, .. |
()| Haza Exclude - ;
3 Log aut = _ -
Orzs vy o) | ExcludePictogram: [ [.]
(0| 226 Flammabie i Category: [DIVISION 1.2
()| a2 Combustibie .
0| rezs Fammable s B IR ——
O y [ —
() H229 Pressurized container: may burst If heated 1 . T,,g,|:|
()| H229 Pressurized container: may burst If heated 2 P ]
234565
[Heode  ~|[Beginswith ][ [ Seek || seleckmn |[ unselectall |
Lo [ e [ camel ] I P
— - — - B [DEFAULT USER
x (Qhp ~) ( Highlight All ) ( Match Case )

When the H Phrase codes are selected, EMS automatically populates the following GHS fields:

e Category

e Signal Word

e Hazard Class

e Hazard Statements
e P Phrase Codes

Product/MSDS/SDS 1 8 B 2 5 5 8 o ) 2| 5 econs | gt Fctione |

] (7]

| Product/MsDS/sDs | UDF

Prod Nome: =

Manufacturer: | | MSDS/SDS #:[813794
S | ProductData | COMPREGS/MISC ~ (M)SDSImege | Chemical Ref.Data | Envi ] J
#: Chemical .
>

iy H Codes: 1202 [ Category: [DIVISION 1.2,

¥ Weste 4 P Codes: [F210, P230, P234,P240, P250, P280, P370+P372+P3] .. | Signal Word: | DANGER -l

‘T Adhoc Reports HAZARD CLASS: EXPLOSIVES,

2] Facility > EXPLOSIVE; SEVERE PROJECTION HAZARD,

&% Employee x> Hazard Statements:

Seltings >

4 User Forms Pictogram: [GHS01 [-]

1 tog ot Other Information:
S Transporter Pict.: [GHSTRN02 [-]

Haz. Class US.: [ rera[ | poTjune:| ]
Haz. Label US.: | [ |rrecs: [ ] RQ:| ]
Formula: | | ERG:[ [=] rog| ]
Toxic Catg.: | [] Green: () MarinePol:| |
UHC: w | Packing Grp: -l
A
’VHaz‘ Class €A ] || Hez. ciass Eu.:| [-]
Haz. Labe! CA.: [] || Haz Label Eu.:[ [.]
x (Qhp ~) ( Highlight All ) ( Match Case |

NOTE: Although EMS automatically completes data for the above fields, only the manufacturer
data from the (M)SDS/SDS document qualifies as the correct information for hazard data
associated with this (M)SDS. It is therefore critical that you compare the data that EMS
populated the GHS and other hazard fields with and make necessary changes or corrections.
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Entering Additional Hazard Data

Enter all Hazard-related data that is found in Section 2 of the (M)SDS/SDS record.
OSHA and NFPA Hazards are the most important.

2. HAZARDS IDENTIFICATION
Emergency Overview

OSHA Hazards
Flammabde iquid, Target Organ Effect, Imitant

Target Organs
Liver, Kidney

GHS Classification

Flammakbde liquids (Category 2)

Skim irmitation (Category 3)

Eye irritation (Category 2A)

Specific target organ toxicity - single exposure (Category 3)

GHS Label elements, including precautionary statements

Pictogram “

Signal word Danger

Hazard statement(s)

HZ25 Highly flammable liguid and wapour.

H318 Causes mild skin irmitation.

H31g9 Causes serous eye imtation.

H338 May cause drowsiness or dizziness.
Precautionary statement(s)

P210 Keep away from heat'sparks/open flames'hot surfaces. - Mo smoking.

P21 Awvoid breathing dust’ fume! gas' mist/ vapours! spray.

P305 + P351 + P332 IF IM EYES: Rinse cauticusly with water for several minutes. Remove contact lenses, if

present and easy to do. Continue rinsing.

Other hazards
Repeated exposure may cause skin dryness or cracking.

HMIS Classification

Health hazard: 2
Chronic Health Hazard: "
Flammability- 3
Physical hazards: ]
NFFPA Rating
Health hazard: 2
Fire: 3
Reactivity Hazard: i}
Health hazard: 2
Fire: 3
Reactivity Hazard: i}
Potential Health Effects
Inhalation May be harmful if inhaled. Causes respiratory tract imitation. Vapours may cause
drowsiness and dizziness.
Skin May be harmful if absorbed through skin. Causes skin imitation.
Eyes Causes eye imtation.
Ingestion May be harmful if swallowed.
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Section Six: EMS’ Inventory Module

The Difference Between Inventory Records and Container Records

Container records are unique containers that are stored within EMS to allow for the tracking,
storage, movement and disposal.

Inventory records are designed to provide users with a grouped container view for identical
chemicals that are in the same location and have the same container size.

Viewing Chemical Inventory Records
From the EMS main menu, select Inventory -> Chemical Inventory.

# Chemical/(M)SDS > L
(@ nventory > (@ Chemical Inventory

W woste * | & Container

T Adhoc Reports B Purchase Order

] Facility > | B Purchase Ttems

8 Employee > | & Pharmacy Chemical Request and Distribution

fo1] Settings > Inventory Rules

= user Forms Compatibility Rules

[ Log out [EA Tables >

You will then see a search screen that you can enter any number of search criteria to locate the
chemical you are looking for. If you leave all of the search fields empty, and click on search, EMS will
return all of the chemicals held in inventory.

COMMON NAME m—mmmm-mm-mm

Y eV T N N R S - |
063 Alkaline Bathroom Cleaner & Disinfectant | ECO Labs Dining Services 2Bue NGLS LITERS 7 [ osos | -
100% Silicone Auto/Marine Sealant DAP Sp-232 MaglLab-419 NPS 1 oz 1 >
100% Silicone RTV Adhesive Sealant Palymerc Systems RO-235 2660-Shop NPS 1 oz 1 >
2 Cycle oil Homelite Gym Maintenance Shed | Ballfield-Yellow NSAM Morale 12 fora 1 >
2 Cycle oil Chewron Gym Maintenance Shed | Ballfield-Yellow NSAM Morale 16 fora 1 (M)SD5 >
2 Cycle ol Chevron TRAINING BUILDING-LAB LAB 2 200 TRAINING FA 16 oz 1 (M)SDS >
2 Cycle ol Chevron TRAINING BUILDING-LAB LAB 2 200 TRAINING FA 16 FLOZ 1 (M)SDS >
2 Ton Epoxy 5-33/333 45 Hardener LTW Dewvoon HA-234 Machshp101 NPS 1 fora 1 >
2 Ton Epoxy 5-33/333 45 Resin LTW Dewvoon HA-234 MachShp101 NPS 1 fora 1 >
22 Stabilant 22, 5ml = 30 ml Micro-Tools 5p-232 Shop-325 NPS 1 ML 1 >
2-BUTOXYETHANOL ALDRICH CHEMICAL HA-234 Mat'|Sci-2260 NPS 112-07-2 1 LITERS 1 ‘ (M)SDS | >
2-Cydle Lube Bel R/ Chevron HA-234 Un-Bemt NPS 2 oz 1 >
2-IN-1 PRIMER, WHITE 4633 TRANSTAR AUTOBODY TE BU-233 306 NPS 1} oz 1 ‘ (M)sDS |T
2-Propanal Aldrich Chemical WA-245 Mat'|Sci-223 NPS 3 LITERS 1 T
30 Supremne Concentrate 30 Inc. 214 Turbolab NPS 2 GALLONS 1 >
3-In-1 Multi-Purpose Ol WD-40 Compary HA-234 SROC-036 NPS 1 0z 1 (Msos || =
3-In-1 Multi-Purpose Oil WD-40 Compary HA-234 SROC-036 NPS 1 0z 1 (Msos || =
3-In-1 Ol #10034 WD-40 Company HA-234 Uv-Bsmt NPS 2 0z 1 (Msos || =
3M Brand™ Super Adhesive 77 3M Company Sp-232 Shop-325 NPS o fora 1 >
3M Brand™ TFE Silicone Spray Lube 3M Company Sp-232 Shop-325 NPS 5 0z 1 »
3M Spray Adhesive 3mM 507 Hanger NPS 2 GRAM 1 »
3M Spray Adhesive Hi Strength 90 3M Company CR-05 F-01 NPS 2 [+74 1 Msos | >
3M Spray Adhesive Super 77 3M Company CR-O5 F-01 NPS 1 fora 1 (M)SDS >
IM™ Weatherstrip Super Black Adhesive 3M Company Sp-232 Shop-325 NPS o oz 1 >

From the inventory item list screen, you have the option of viewing (and printing) an (M)SDS
associated with each chemical inventory record. You can also view the detailed chemical
inventory record by clicking the arrow (>) to the right of each list item.
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r Location

Loc./Desc.: 2-BLUE Building: DINING SERVICES
Facility: NGIS Floar: Room:
Department: 220 Confidential: Control Area:
r PRODUCT

Material Name: 063 ALKALINE BATHROOM CLEANER & DISINFECTANT

Manufacturer: ECO LABS Supplier: ECO LABS
Prod. Ref./Chem. Ref: 063 ALKALINE EATHROOM CLEANER & DISINFECTANT-ECO L CAS:
Phys. State: Liquid | Pure,/Mix/Dilution: ~| Product type:
Expiration Date: Prod. descr.:
Part Number:

| Container Information | Inventory Detail

# of Containers: 7 Pressure:
Size: 2 Temperature:
Contents Container Type: C
Total Qty: 14 Specify Other Storage:
Gont. Linit: [[Bhleid hd Total Gallons: 3.69841

Motes:

Chemical Inventory Detail Screen Navigational Tools

Notice the navigational buttons at the top of the inventory record detail screen. You can use these
navigational tools to move to different records, add records, edit the current record, transfer the
current record, or to view and print labels.

Qs @ =

Tools ” Records ” Mavigate ” Actions |

g|EHE=

] o

el PR = EE=E

T

ICITY, SINGLE EXPOSURE; NARCOTIC El
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Viewing Container Records
From the EMS main menu, select Inventory -> Container.

| @ cremical/(ysos » || | PRoD!
(@ Inventory * | (@ Chemical Inventory

¥ waste ¥ |l Container

‘O Adhoc Reports B Purchase Order

‘g:j Facility > ﬁ Purchase Items

& Employee » | &% Pharmacy Chemical Request and Distribution
Settings »|  Inventory Rules

[ user Forms Compatibility Rules

[ Log out B Tables »

Alternatively, you can click on Chemical Inventory from the quick start screen. You will then see a
search screen where you can enter any number of search criteria to locate the container that you
are looking for. Again, if you leave all of the search fields empty, and click on search, EMS will return
all of the containers held in inventory.

>
V BARCODE: [Begins with _~]|
MATERIAL NAME: [ Begins with ] =)
MANUFACT: | Begins witn — | =
SUPPLIER: | Begins with || |
cas: [ Begins with_~| o |
FACILITY: [Begins with__~] [-]
BUILDING:  Begins with | =]
. e
ROOM: | Begins with _v|5u233 s

QY. ON HAND: [ s not biank_~] T
DEPARTMENT: [Begins with < =
LAST NAME: | Begins with =] =]
FIRST NAME:  Begins with _~ =]
SYNONYM: [Begins with ]| =
surpLus: (Al =

MHaz. Class: | Begins with _~| |7

Record Date: | Eauals =l Il
[ search |

T — occom. o | |
o0 o S S I T TS A N
33008 Elmer”s Multipurpose Gly Corrosn-238 1 oz 1 B

33009 ledine Solution, Tinciure 2094 1 M 1 =]
33010 Plexus Plastic Cleaner | SROC-021C 1 oz 1 =
011 Dow Coming High Vacus 2094 i GALLONS 1 =
012 High Vacuum Grease  Cormosn-238 i oz 1 >
33013 Ethyl Aleohol 2004 1 ML 1 f
304 VewumPumpOl 2094 1 oz 1 =]
33015 Mechanical Pump Ol 01- Corrosn-238 2 wers 1 =
016 Posassium Chioride In Wi 2094 2 L 1 =
3017 Sodium Chioride In Wate 2094 s e 1 =
308 Gyene (Smulsted Urine 2094 4 M 1 >
33019 Tyienal 209 12 GALLONS 1 =
33020 Uriversal ph Indicator | 2094 2 M : =
3021 Unknown Drug B - Tylen 2094 I GALLONS i =
12 Auminem Comosn-23 7429505 i GALLONS 1 =
33023 CHROMIUM Corrosn-238 7440-47-3 1 GALLONS 1 [onsos | =
2 en Corrosn-238 7439896 1 GALLONS 1 >
025 Molyhdenum Comosn-23 7439-567 i GALLONS 1 =
T2 TITANILM Comosn-23 7440-326 i GALLONS 1 osos |

33027 HELIUM 209A 7440-59-7 1 QUFT 1 {M)SDS =

33028 HYDROGEN 2094 1333740 1 cuFT 1 s |

33029 Acetylene Black (Caroon Carresn-238 1333864 2 GALLONS 1 -

00 Carboymethyl Gelluloss Corrosn-238 2 GALLONS 1 =
031 Lithlum Tron Phosphate  Cormosn-238 15365147 i KILOGRAMS 1 =
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Viewing Container Details

#% Chemical/(M)SDS >

(@ Inventory 5
T waste >
T} adhoc Reports

£ Facility >
8 Employee >
o1] Settings >

4 user Forms

2] Log out

To view or manage container details, click on the /> button located to the right side of the
chemical inventory list. You can navigate to the container list by returning to the quick start
screen and searching the chemical inventory (refer to the How to Search for Chemicals in
Your Inventory section above).

SRR EEEEE ]

Records || Mavigate | Actions I

@

Loc./Desc.:| 2094
Faciliby: NPS

Department:

... | Building: BU-233
Floor: Room:

Control Area:

~ PRODUCT

Material Name: AGAR

Phys. State: Liquid

Manufacturer: ALDON CORPORATION

Supplier: |ALDON CORPORATION

Prod. Ref./Chem. Ref: AGAR-ALDON CORPORATION CAS:

| PureMi/pilution: |
Fart Number:

Post Date:
No.of Cont.: 1

Surplus:

Emplayee Name: GONZALEZ
Employee ID:
Request Employee ID:
Location Request:
Request Date:
Waste:

Contziner Type: B
Pressure:
Temperature:
JuAN Specify Other Storage:
Process:

Days on Site: L

Barcode: 33007

... P.O. Number:

Record Date: 7/10/2014

Expiration Date:
Container Status:

Container Quantity:
Cont. Unit:| GALLONS.
Container Size: 500

8|Returned:

DEFAULT USER

The container screen is organized so that the top part displays where a chemical is located.

The middle portions display what the chemical is, to whom the container is assigned, when the
container was entered and accessed, and other details about the container. The bottom portion of
the form displays the quantity and size of the container.

Container Detail Screen Navigational Tools

Notice the navigational buttons at the top of the container detail screen. You can use these
navigational tools to move to different records, add records, edit the current record, transfer the

current record, or to view and print labels.

(-;-H 32 4l Bl = |lc2 L 2| [2) | ) Tools || Records || Navigate | Actions

Qs @ =

L

ICITY, SINGLE EXPOSURE; NARCOTIC El
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The navigational buttons to the right of the form allow you to do many useful functions like
setting chemical containers as surplus, moving chemicals to different labs or locations, and
making waste pickup requests. You also have the option of viewing and printing reports and
labels, looking at container history, and viewing chemicals on a map.

Qi & =

.\.\_ 4 53 234 Ba = =S8 | L2 L2 @GRecnrds Mavigate Actiuns]

¢

Adding a Chemical Container to Inventory

There are several ways to add new chemical inventory data into EMS. The two most common
methods are using the Add option to add new container information, and the second is to use the
Clone option, which allow you to clone (duplicate) an existing container, make minor data
changes as needed, and then save the record. The Clone option is a convenient way to add
similar information to what’s already in the database with minimal data entry.

Adding a New Container

\Inventory,
Start by clicking on the F5S ! button from the quick start screen. Then click the Add button, from
the menu at the top right of the screen.

tps.//femsdemo.chemicalsafety.com/chemsafe/Default.aspx#QuickstartAction p - ﬂ (4
o,

NewSear:( Add )hvlgabe Actions Help
p—

BENZOTRIFLUORIDE SFO AIRPORT

25242 BENZCTRIFLUORIDE SFO AIRPCRT 5e-08-8 150 GALLONS. 1 | (M)SD5 E

25243 BENZOTRIFLUORIDE | SFO AIRPORT 95-08-8 150 GALLONS. 1 [ sos [ >
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Enter all of the relevant information for the container.

r Location
Loc./Desc.: [STORAGE AREA | - |Building: [THE ASHBURY BUILDING |
Facility: AMERICAN CHEMICALS | Fioor:| | Room:[ |
Department: [MATERIAL STAGING & SUPPLY ITEM STOF| Control Area: |
r PRODUCT
Material Name: | [--]
Manufacturer: [ -] Supplier: | [-]
Prod. Ref./Chem. Ref: CAS:
Phiys. Stale: Pure/Mix/ Dilution: ﬂ
Part I'\Iumher:|:|:|
Post Date: Container Type: :I:l Barcode:
Na.of Conl.:|:| Pressure:l:lzl P.Q. Numher::I
Surplus: D I:I Temperature: I:I:I EBOL:
Employes Name: EMPLOYEE Specify Other Storage:l |
Employee ID: 2014554777 Process:| | |
Reguest Employee 1D: Days on Site:l:l
Location Request: Record Date:
Reguest Date: Expiration Date:
waste:[ ] Container Status: ﬂ
Container Quanﬁt\;:| |Returned: O
Cont. Unit: [GALLONS ~]

Container Size:| |

NOTES:
o Several fields are automatically populated in the record, based on the user’s log-in information.
o Data can be changed by clearing the field, then typing new information or selecting information

by clicking on the L-Tputton next to many of the fields on the form.
e Fields in pink are required fields and the record cannot be saved until data has been entered for
them.

e EMS has a “type-ahead” option for all fields that have a L putton. As you type letters, the system
automatically searches the database and displays data that corresponds to the letters entered. You
can then select one of the data records displayed without having to type the entire field.

e If entering multiple identical containers for the same chemical, you can increase the No. of Cont.
field from one to a higher number. EMS will create individual records with sequential barcodes
so you don’t have to enter the containers one by one.

To save the record, click the Save button or click Records -> Save from the menu options on the
top right of the screen.

ttps://emsdemo.chemicalsafety.com/chemsafe/Default aspx#QuickstartAction

.

FEEEEEDBEE é‘h B
oS

L
Loc./Desc.: [STORAGE AREA Building: [THE ASHBURY BUILDING
Fadility: AMERICAN GHEMICALS | Foor:| | Room:| ]
5 [MATERIAL STAGING & SUPPLY TEM STOF| Control Area:[ ]
PRODUCT
{ Material Name: | ‘
Manifacborael T 1 Cumeliae:l 1
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Cloning an Existing Container

Click on the =] to open the container record that you want to clone.

BARCODE | COMMON NAME LOCATION

25353 ‘CHLORAL HYDRATE STORAGE AREA

25354 PET DEEP CLEANING FOI STORAGE AREA

TOTAL QTY

20
302-17-0 100

R
1

GALLONS

Click the Clone button or click Records -> Clone.

___________________ [CECDIEESIErER RS
e

| Records |Nav1gal:e ” Actions

[=5] Add
r Location [ -] Cone
Loc./Desc.: |STORAGE AREA - | Building: THE ASHBURY BUILDING Multiple Clone
Facility: AMERICAN CHEMICALS Floor: Room: I—ﬁ =
Department: MATERIAL STAGING & SUPPLY ITEM STOR Control Area:
E Delete
r PRODUCT
Material Mame: ACETONE- D6 E Delete Records in Boundary
Manufacturer: SIGMA Supplier: SIGMA g save
Prod. Ref./Chem. Ref: ACETONE-D& CAS: B66-52-4 E Cancel
Phys. State:  Liquid Pure/Mix/Dilution:
Part Number: Refresh
Post Date:| 2/21/2014 Container Type: Barcode: 25352 @) Help
Me.of Cont.: 1 Pressure: P.O. Number:
surplus: Temperature: BOL:
Employee Name: DEMO -. ||[EMPLOYEE Specify Other Storage:
Employee ID: 2014554777 Process:
Request Employee ID: Days on Site: 1
Location Request: Record Date:| 5/14/2014
Request Date: Expiration Date:|  2/21/2015

The system automatically assigns a new barcode number (which can be changed as needed).
Change whatever data is appropriate to change, including quantities and “Post” date and save the
record by either clicking the Save button or clicking Records -> Save from the menu options on
the top right of the screen.

ttps;//emsdemo.chemicalsafety.com/chemsafe/Default.aspx#QuickstartAction

P,
TR FEEER T IE
A

Loc,Desc.: [STORAGE AREA ] Building: [THE ASHBURY BUILDING. ]
Facility: [AMERICAN CHEMICALS | Fioor:| | Room:| ]

\TERIAL STAGING & SUPPLY ITEM STOF) Controlarez| |

| "~z |

Materal Name: =

o ] 1

29



Find Chemical Containers that are Not Assigned to You

Click Search for Chemical in the P.I./Chemist section of the default quick start screen. On the
search screen that opens, your information will be filled in automatically. These fields will help
you search for one or multiple chemicals at your facility, or request for them to be ordered if
your facility does not have the chemical.

Container Items | Reserved Container Items

Emplayee No.#:  Search Criteria

Employee Name: Chemical Name:l:lzl
B — B —
Loc/Desc: Manufacwrer:| .
P 7 T I —
Pickup: (] Functional Group:| [ ]
Green AtematveFor:| .

Surplus: ¢

Storage: (¥

Green Chemical: \_\
\

 cmucumes wwncnmn os oo iocaon

No recards found.

e Type in the chemical name you wish to search for and then click the Submit button. You
can also search by any of the other fields by typing into them and clicking the Submit
button.

e Click the Storage check-box, then click Submit to search for this chemical in a storage
location

e Click the Surplus check-box, then click Submit to search for containers of this chemical
that have been labeled as surplus.

e Click the Green Chemical check-box to search for ONLY Green Chemicals.

A list of containers that match what you searched for will be displayed at the bottom of the
screen:

Container Items Reserved Container Items

Employee No.#: 2014554801 [ Search Criteria

T a— S E—
T R —
Green Alternative For: l:lzl
Surplus: ||
Storage: | |
Green Chemical: |7|

 ooucuwe wwcim os oo oomow | ooss |
O o T R - |

o 35315 2 Cydle oil Chevran LAB 2 [ sos
6

2 Cyde all Chevron LAB 2

Click the check-box next to the container(s) you wish to request, and then click the Request
button.
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How to Receive New Chemical Orders into EMS

From the Facility Operations section of the default quick start menu, click on the Receive
Chemicals icon. A list of all OPEN chemical orders will be displayed:

romwon wou  joscmn oo owon mseust  [os | owe omome cuny | ooses|

20441 BIOSOLV - SOLVENT REPLAC|BIO BRANDS - STORAGE AREA  |DE PALMA 57-64-3 - THE ASHBURY BUTI AMERICAN CHEMIERLZYS v (S
20444 KITCHEN FLOOR. & WALL DE¢ CLEAN CONTROL CORPORAT STORAGE AREA | DIAMANTIDIS THE ASHBURY BUIL AMERICAM CHEMI{ (M)SDS | =

e Click the MSDS button to the right of any record to see its MSDS/SDS.
e Click the > button to the right of a record to view and receive the containers into EMS.
e Select from the top right of the screen: Actions/Transaction/Receive/This Record.

Receive > Transaction >
Purch. Ttem No #: 983 PO #:20441 U Return > Display MSDS\SDS
Purchasing Receiving Purchase Status  » Labels >
[ Location This Record
Loc./Desc.: STORAGE AREA lLIBuilding: THE ASHBURY BUILDING
Facility: AMERICAN CHEMICALS Floor: Room: Boundary
Department: MATERIAL STAGING & SUPPLY ITEM STORAGH Control Area:
r MSDS/SDS
Material Mame: BIOSOLY - SOLVENT REPLACEMENT U Green:
Manufacturer: BIO BRANDS U Supplier: BIO BRANDS
Prod. Ref./Chem. Ref: BIOSOLV- ETHYL LACTATE BLEND CAS: [97-64-3
Phys. State: Liguid v Pure/Mix/Dilution: ¥ | product type: I_/
Project ID: \_I Part Number:

A receiving screen will open like the one below:

Receiving x

Loc./Desc.:[STORAGE AREA [...]
Material: BIOSOLV - SOLVENT REPLACEMENT

Receie in my location: In Receiving Area:
Date Recei\'ed: Barcode:
Mo. of Containers:
Container Slze: LIn'rt:

Part Number: [...] Close Order: ¥

| [8]3 || Cancel |

e EMS has assigned the next barcodes available to these containers. The barcode will be
displayed in the Barcode field.

e The system will show that all containers ordered are being received. If this is incorrect,
make the necessary changes.

e To leave the record open, un-check the Close Order check-box.

e If the order should be received into the ordering person’s location, check the Receive in
My Location check-box.

e |f the Order should be received into a receiving area instead, check the In Receiving
Area check-box.

e Make any changes necessary and then click the Ok button.
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You will see a confirmation message, and the containers will appear on the Receiving tab of the
Purchase Item screen.

Purch. Item No #: 973 PO #: 20432

: Purchasing | Receiving |

Buyer Code: Process Date:
Date Paid: Product Number:
Price: Acct #:

RECEIVED CONTAINER INFORMATION
Phys. State Part No. # of Cont| First Name Last Name Days-On-Site | QTY

25056 LIQui 1 JOHN SMITH 1 1
<

| CS-EMS-E % \

4l Container ‘25055 succesfully transferred.
}'  Container "25056' succesfully transferred.

If you click on Chemical Inventory from the main Quick Start Menu, you will see the new
containers on the list.

How to Distribute (Deliver) Containers that were Requested by Users

From the Facility Operations section of the default quick start menu, click on the Distribute
Chemicals icon. A Purchase Item screen will open, with your information automatically filled
in.

| Container Items | Reserved Container Items

Employee No.#:  Search Criteria

Employee Name: Chemical Name:| [ .]
B — N —
A T — N —
oenerybes | 7iame | O —
Green Alternative For: I:El

Surplus: (]

Storage: [ |

Green Chemical: ()| Submit |

_ [omucums wewmcumm [os s soomow | oasos
[ T R I
35315 2 Cyde all Chevran LaB2 (M)SDS

2 Cycle all Chevron B2

Click on the Reserved Container Items tab. Enter a Request Date-From and Request Date-To if
you wish to search for Requests for a range of dates. Click the Submit button.
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Container Items Reserved Container Items

r Search Criteria
Employee No. #:| |:| Employee Name: |:|
Location 1D #: | | Loc./Desc: |Bu'||ding: |
Request Date - From:|  10/7/2013 Regquest Date - To:,  10/8/2013 | ]
Delivery Date:
Pickup: [
Print || Submit |

Or, just click the Submit button without entering any data in the fields, to see all open Requests.
All Requests matching your search criteria will be displayed.

Container Items Reserved Container Items

rSearch Criteria
Empoyeeo. 4[] empoyeetemer |
Location ID #: [-] Loc./Desc: | Building: |
Reguest Date - From:|  10/7/2013 Reguest Date - To:|  10/8/2013 | ]
Delivery Date:
Pickup: []
| Print || Submit |
[ Joemouwwe [ustwwe  [msrews [woomowms |
O o [ s R PR
| CheckOut H Return H Confirm Request |

Click the check-box to the left of the container to be distributed/transferred and then click the
Checkout button. You can then click on the Chemical Inventory icon from the quick start menu
and you will see the list of Containers. Click on the > button to the right of the container that was
just distributed to the user. You will see that the container now has the employee’s name and
request information. The container has also been transferred to the employee’s location.

How to Transfer a Container to Another Location

Open the detail record of the container that you want to transfer. Select Actions -> Container
Transactions -> Transfer -> This Record from the menu at the top right of the container record
screen. The following screen will appear:

Container Transfer x
Lo, /Desc.: | Jiezs Location 10:
Ermployes Last:| || Ermployes First: Employes #:

Ignore Transfer Rules:

| Ok || cancel |

e T = =

Using the type-ahead or look-up feature, select the new location in the Loc./ Desc. field. Once
this field is populated the Location ID field will be filled in automatically. Lookup the receiving
employee’s last name in the Employee Last field. The employee first name and ID fields will
then auto-populate. Leave Ignore Transfer Rules unchecked. Click OK when done.
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How to Consume or Dispose of a Container

Open the detail record of the container that you want to transfer. Select Actions -> Container
Transactions -> Dispose/ Consume Quantities -> This Record from the menu at the top right
of the container record screen. The following screen will appear:

Container Dispose x
Loc.Desc.: LAE 4 Location ID: 20597
quantie Urit: [ LITERS v
Drispose: [Create washe ibern]
Request: [Create waske request)
| ik ” Cancel |

The Loc./Desc, Location ID, Quantity, and Unit fields will be prefilled with data from the
container record. Select the Dispose checkbox if you wish to create a Waste item in the Waste
module. Select the Request checkbox if you wish to create a waste pickup request in the Waste
module.

How to Designate a Container as Surplus

Open the detail record of the container that you want to transfer. Select Actions -> Container
Transactions -> Surplus -> This Record from the menu at the top right of the container record
screen. The container record will then be updated and marked as surplus.
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Section Seven: EMS Reports

How to View Reports

Report Center

|$:v-‘5]1‘lii:»:

At the bottom right of the Quick Start Menu, under the heading Report Center / Favorites, you
will see a list of reports. These are reports that you can select as your favorite reports, and you
will always see them when you log in to EMS. To run any of them, just click on the report’s
name and a report preview window will open. Click the X on the top right of the report preview
window to close it. To see a list of all Ad-hoc reports, click the Report Center header.
Alternatively, you can click on Ad-hoc Reports from the EMS main menu on the left side of the
screen. You can then click on a specific report to launch a preview window.

Report list Main Menu
© Add new report...

CERS 12/2/2013 & [3]

GAS INVENTORY
Search

—

Filtering

INVENTORY NAME-CAS-DENSITY-

MANUFACTURER CERS 12/2/2013 & =]

INVENTORY WITH NO CONTAINER TYPE CERS 12/2/2013 & 5]

INVENTORY WITH NO UFC OR HAZCLASS CERS 1z/2/2013 @ E

LIQUID INVENTORY CERS 12/2/2013 & [3]

¢ Show all

o Show favorites
o CERS (6

o EMPLOYEE (1
o FACILITY (4
o Inventory (9
o MSDS (2)

o WASTE (20

SOLID INVENTORY CERS 12/2/2013 &[]

EmployeeForm_Basic EMPLOYEE 12/2/2013 & [3]

buildingform_BASIC FACILITY 12/2/2013 & [3]

facilityform_BASIC FACILITY 12/2/2013 & 5]

FACILITY 12/2/2013 & =]

locationform_BASIC

0@ E @ E E

REPORT OF TENANTS AND LOCATIONS FACILITY 7/15/2014 ﬂ iil

Copyright ® 2010-2014 | 5F5 CHEMICAL SAFETY, INC.

Filtering Reports by Group

e Click on any of the listed groups under filtering. The Ad hoc reports system will list only
the reports under that grouping
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Report list

#

How to Print a Management Report

Title

Type

CHEMICAL LIST BY BUILDING -

USER

Chemicals by Building
Chemicals by Hazard Class
Chemicals by Regulation
containerform_BASIC
Flammable Chemicals
Inventory
InventoryForm_BASIC

P65 Chemicals

E B E E E

EIRNEIRRED

Category

Inventory

Inventory

Inventory

Inventory

Inventory

Inventory

Inventory

Inventory

Inventory

Date

7/12/2014

12/2/2013

7/14/2014

7/14/2014

7/15/2014

7/14/2014

12/2/2013

12/2/2013

7/14/2014

User

Export

&[]
& [
&
&
&
o]
&
&
&

E EH E N E E E

menu
menu
menu
menu
menu
menu
menu
menu
menu

Main Menu

© Add new report...

Search

Search

Filtering

© Show all
o Show favorites

<o CERS (6)
<o EMPLOYEE (1

@ Inventory (9)

o MeDs (7]
o WASTE (20)

Click on Ad-hoc Reports from the main menu (or click on the Report Center button

from the quick start page).

Select the appropriate report from the list to preview and print.
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Section Eight: EMS User Settings

These are functions that both Admin and Non-Admin users can access to change certain options
specific to their own user id. EMS users can access and customize their settings from the main
menu on the left side of the screen:

& Chernical(MSDS
& Inventony >
' Ilagte >
T Adhoc Reports

| F acility >
& Employee ]
21 Settings # | A Change Password
=4 Ulzer Forrns T4 User Preferences
1] Log aut Claze Farmns

Select Settings -> User Preferences

User: SUPERE x

Language:| English [United States) ¥
CuickStart Scraen:| Default

Preferences

Search Preferences
QuickStart Favorite Reports
Bazic Datasources

Erasic Fields

| Save ” Cancel |

Users can configure which quick start screen will launch when EMS starts as well as customize
search and favorite report settings.

Search Preferences

The Search Preferences link allows the EMS user to customize individual search screens to suit
their needs. Click on Search Preferences and select the search screen that you wish to customize
by highlighting it and clicking on Edit.

Custarn Find »

Select a form

EF OT

BR SITE ID FORM

BR WR i
BUILDIMG | = |
CHEMICAL REFEREMCE ™
CHEMICAL REQUEST

CHEMICAL REQUEST APPROVERS

CLASS

CLASS ROSTER

COMTAINER
COMTRACT
COURSE
EMPLOYEE

EMPLOYEE TRAIMIMNG -
TLIT

c
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From the Custom Find screen, users can add, remove and reorder search fields.

Custarn Find [COMTAINER] ®
[Thtiew all Fetds 20 22 i up 4 Down el Save
1 M=Ds BRAMND < % BARCODE -
[l M=Ds SHIPPING MAME
[+ M5S0 SUPPLIER # PECDUCT HAME
[ MsDsS/sDs #
[l PRODUCT # % PART MUMBER: (COMTAIMER)
I:_I PROCIUCT MAME 3 EMELISH MAME £
[l PRODUCT TYPE
] REVISION DATE E # MANUF ACTURER
[l SORT CHEMICAL MAME

LOCATION
AREAISRID
COMTROL AREA
COST CEMTER
DEPARTMEMT
FLOWOE
Loz BARCODE
Loz DESCRIPTION
LOCATION ID
MAIL STOP
RCOM

ROOROOROOO

# MEDE SUPPLIER

W ChS #

# FACILITY

% BUILDIMG HAME

# LOC DESCRIPTION

# ROOM

- % QUANTITY -

To add a field, click in the check-box on the left side. To delete a field, click on the red X on the
right side. To move a field up or down, highlight the field on the right side and then click on Up
or Down. Alternatively, fields can be dragged and dropped into the desired position/ order.

Configuring the Favorite Reports List

Users can configure up to six Crystal Reports or Ad hoc reports for each quick start screen. Click
on Quick Start Favorite Reports and then select the appropriate quick start screen from the
dropdown list. Next, select a report from the Crystal Report or Ad-hoc Report dropdown list. Fill
in a name for the report in the Label field. Regardless of the actual name of the report, the
custom name that you type into the Label field will appear on the quick start screen. Repeat the
procedure to add additional reports.

CuuickStart Favarite Reports * QuickStart Favorite Reports ®
Quickstart Sereeni[Mone [ QuickStart SresniWaste [
Crystal Report:| el Crystal Report| =]
fudhos Reparti| = adhot Report:| WASTEIACCUMULATION =1
Label:| | Label:[Waste Accurnulation |
el

Filter type:| =] Filier typei| =]
" bl ’ Filter table:| =

Filter table:[ 1 CuickStart Favatite Reparts

CuickStart Favatite Reports .
@aste Accurnulation - WASTEIACCUMULATION (ML) |
[ add

|[ Delete  |[ Sawe Order |[ Close | |

Add || Delete ][ Save order |[ Close |

Section Nine: Where to Get Additional Help

Visit the Chemical Safety EMS help pages at http://chemicalsafety.com/support/ where you
can view knowledge base tutorials, training videos, and submit a trouble ticket if necessary.
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