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INTRODUCTION

This manual does not attempt to explain how to use Windows
components—(dialog boxes and check boxes, pointers and cursors, list boxes
and drop-down list boxes). These are common to all Windows programs, and
we’ve assumed you understand how to use them. Please refer to your
Windows documentation for basic Windows training, or select Windows
Tutorial from Program Manager’s Help Menu.

Technical Support

On Site Systems Technical Support is available by:

Phone: 744-7241; Monday thru Friday 8:00 am —5:00 pm
Fax: 744-7148
Email: stephen.boles@okstate.edu
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Getting Started

Access to the Program

Access to the Chemical Safety Assistant Web Application is provided by OSU’s Risk Management
Office. A link to the program is provided on the Environmental Health & Safety Department’s
web page at: http://ehs.okstate.edu

Starting Chemical Safety Assistant

Click the button at http://ehs.okstate.edu/hazcom/OnSite.htm to enter the CS Assistant.

The following screen will appear.

Environmental Health & Safety Assistant Login

This is your Chemical Safety Assistant login window:

e Enterin your User Name and Password, which was given to you by the EHS Hazard
Communication Coordinator when you signed up for access.

e The first time you login, you will be instructed to change your password.

e Thenclick on . This will log you onto the system and give you access to the
Main Menu.

Please contact the EHS Office at 744-7241 if you have not been assigned a User ID and initial
Password.
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Main menu

The main menu allows controlled access to the Chemical Safety Assistant.

Note: The Web Browser commands do not function within the CS Assistant Program. Use [<BACK] to
go back to the previous window, and [Log Off] to exit the Chemical Program.

EH&S Assistant Log Off

Pl: AA0000: AADaPrato, Peter

€ CHEM

@ Requisiticns
¥

,' Inventony
[V

ﬁ Araining
5y Waste Pickup
E Repaorts

:t Permmi II:!II rker ; 1ISErcEl

€ You have six choices that perform the following functions:

Requisitions — View, add, edit or delete your chemical requisition(s).

Inventory — View, print, or update your chemical inventory

Training — View your staff training records

Waste Pickup — Request a chemical waste pickup from the Chemical Safety Office
Reports — View or print select reports

Permit Worker Registration — Add a new worker to your permit

ouhkwNneE

To Exit the program — Click on [Log Off]

If you are not working in the program, you must Log Off. You may not leave the program
running continuously. This program has a time-out system that will automatically shut down
your connection when the program remains inactive for approximately 20 minutes. Allowing
the Time-Out function to activate may cause problems with your computer. This feature is part

of the security system. Itis in your best interest to Log Off and close the program when it is not
in use.
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Chemical Requisitions

© From the main menu, under CHEM, click on [Requisitions].

EH&S Assistant Log Off

Pl ASOD00: AADaPrato, Paier

€  CHEM
@ Requisitions <
W lwenory

& 1aining

> Waste Pickup

&) Repons

iE it Worker Reqistrail

1. The Requisition Log screen will appear.

Main Menu <BACK Pl AAQ0D0 AADaPrato, Peter

+ Add Requisition +

1

Edit Delete  ROS0105001 01/05/2009 789 1 LB

c-
1,4-DIOXANE FISHER 01081

—2. Click +ADD REQUISITION+
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Adding Requisition

Requisition # |R090107001

Account # | |
b ? [Lab not found.

Comments | ‘

Requisition Date (mmdd: ) Pick (?)...or Type Chemical -OR- Choose an Inventory ltem -> Vendor Permit #

1 ¥[7 ~[2009 [ | ? | |? [c-0081 ?
Number of Units ~ Quantity per Unit Vol
| ‘ | | ? Attach

— Chemical 2 CAS= Chemical Description 2 of Units Unit Volume/Size Vendor Permit =

Save Cancel

3. The Requisition number is assigned by the system. (It is a combination of the date in
reverse order and the requisition for the day, [R090107001].)

4. Enter the Purchase Order (PO#), if known.

5. Enter the Account number to be charged, if known.

| 6. Lab is the laboratory where the chemical is stored. This is a required field. You must
select a lab for each chemical.

a. Click the [?] to see the Lab selection pick list. Only your authorized labs will be
displayed.

b. If you do not see your lab on the lab selection list, contact EHS Technical
Support. (See page 4 for Contact Information)

Cancel

Emimit # Building Code Duilding lame LabiEeam  Lab Tyne m&:‘ru

Lab Selection 1 ist
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Click [Select] for the Lab Location

The Lab number and building are inserted

Fisgustion & [RISEI0T001
PO s st
Account # 11ADSE}
Lae Al 116 7 [Ag Mamais thsteg. 116
Commeny
Certact 7 Contact's Lab Prons Contnets P
Flagunnon Outw mssidyyry) Pick (7)o Type Chameal -OR: Cheoee am inandory Bam - Vendat ]
) ? [cawe T
Phumbor ol Unts  Cuance oo Uné YiakumerSizn
7 hnach
=] Taw Chwmacd Drrorgrne Teflmm | Ui | Vekmetos | Veder | s

[(Sem | [Comcel]

When you click on SELECT, the building and room number for the lab selected will auto-
load into the lab field and the name of the building will auto-load in the following field.
Enter any comments pertinent to the order.

Enter the contact information by clicking the [?] to the right of the contact field.

Addin uisition

Requisition # W
PO # |654987
Account # |321ADA82
Lab [AMB:116 |? [ng etals 2fding: 116
Comments V' |

Contact ? Contact's Lab Phone Contact’s Fax l:l

1

Requisition Date (mmdd: ) Pick (?)__or Type Chemical -OR- Choose an Inventary ltem -> Vendor Permit #
?

v [ ? [c-01081 ?

MNumber of Units ~ Quantity per Unit  Volume/Size
? Attach

— | Chemical# | CAS# | Chemical Desctiption | ZofUnits | Unit | Volume/Size | Vendor  Pemit# |

Save Cancel
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Select A Contact

Cancel
= Contact Name Eunction Worker Type D ipti Lab Phone Office Fax Email Address
Select Shane Adams sabeare@yahoo.com
Select Christopher Austin (314)963-9934 ccaustin@Isu edu

Select Linda Adams

578-9837 ladams1@lsu.edu

10. Click SELECT to insert the lab contact information on the requisition.

Adding Requisition
Requisition # |R090107001

PO # 654987
Account # [321AD582 |
Lab |AMB:116 ? \Ag Metals Building: 116

Comments |Teal requisitivon comment ‘

Contact |Linda Adams ? Contact's Lab Phane [(314)963-9934 Contact's Fax |(314)963-9281

Requisition Date (mmddyyyy) Pick (?)...or Type Chemical -OR- Choose an Inventory ltem -» Vendor Permit #
— |1 w7 vl [ ? ? [co0er | ?
Number of Units ~ Quantity per Unit Vol
‘ ‘ | ? Attach
— Chemical 2 CAS= Chemical Description 2 of Units Unit Volume/Size Vendor Pemit =

Save Cancel

11. The current date is the default requisition date. It can be overridden.

12. There are two means of entering requisition chemical detail;

|
a. Select the chemical to be purchased by clicking the [?] to the right of the Chemical

Description field to activate the search system. The search system is described in
detail in the Adding Inventory section on page 16. Or...

b. [TYPE] the chemical detail in the space provided.

13. Select the vendor by clicking the [?] to the right of the Vendor field to activate the vendor
search system.
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Select Vendor

Vendor Code
Select AAPER
Select ABCR

ACROS
ACROS ORGA
ALDRICH
ALFA AESAR
AMERICAN B
AMRESCO
AVOCADO RE
Select BAKER & AD
Select BOEHRINGER
Select CALEDON
Select CHEM SERVI
Select CHEMPURE
Select CITY CHEMI
Select CURTIN-MAT
Select DEGUSSA CO

Vendor Name

AAPER

ABCR GMBH & CO. KG

ACROS

ACROS ORGANICS USA

ALDRICH CHEMICAL COMPANY
ALFA AESAR

AMERICAN BURDICK AND JACKSON
AMRESCO

AVOCADQ RESEARCH CHEMICALS
BAKER & ADAMSON

BOEHRINGER MANNHEIM, GMBH
CALEDON LABORATORIES LTD.
CHEM SERVICE INC_

CHEMPURE

CITY CHEMICAL
CURTIN-MATHESON SCIENTIFIC
DEGUSSA CORPORATION

A

14. Click SELECT for the vendor the chemical(s) will be purchased from.

15.

Permit field or typing the Permit number.

16. Enter the [NUMBER of UNITS].

17. Enter the [QUANTITY PER UNIT].

18.

19. Click on ATTACH. The item is added to this requisition.

Enter the Permit number this purchase applies to by clicking the [?] to the right of the

Select the [VOLUME SIZE] by clicking the [?] to the right of the Volume/Size field.

Editing Requisition

Requisition # |R090107001
PO # |654987

Account # [321AD582 ]
Lab [AMB:116

15. Permit #

|? [ag Metals Building: 116
Comments |Test requisitiuon comment ‘

Contact |Linda Adams 7 Contact's Lab Phone |(314)963-9934 Contact's Fax |(314)963-9281

Requisition Date (mmddyyyy) Pick (?)._or Type Chemical -OR- Choose an Inventory ltem -> Vendor Permit #
— T 2009 \ L7 ? ? 16. Number of Units
d
MNumber of Units ~ Quantity per Unit  Volume/Size )l 17 uantit er Unit
Attach - Q Y P
— Chemical# | CAS# Chemical Description ZofUnits | Unit | Volumme Size Vendor Permit £ 18. Volume/Size (?)
detach chloroform 1 500 ML BOEHRINGER C-01061
detach  [164 67663 |CHLOROFORM 1 1000 ML BOEHRINGER C-01061
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20. Add additional items to this requisition if needed.

21. When complete, click [SAVE|.

——» Main Menu <BACK Pl AAODO0 AADaPrato, Peter Log Off

+ Add Requisition +

Edit &

Delste  ROS0107001 01/07/2009 654987 1000 ML 1 CHLOROFORM BOEHRNGER | o,
Edit Delete  ROS0107001 01/07/2009 654887 500 ML 1 chioroform BOEHRINGER 01%61
Edit Delete  ROS0105001 01/05/2009 789 1 LB 1 1,4-DIOXANE FISHER I]1rl;ﬁ1

22. The requisition is now complete and awaiting review by the Environmental Health &
Safety Department.

L 23. Click MAIN MENU to return to the first screen.
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Chemical Inventory

Inventory

© From the main menu, under CHEM click on [Inventory].

EH&S Assistant Log Off

Pl: AA0000: AADaPrato, Peter
€ CHEM

ﬁ Bequisitions

W ey

5y Waste Pickup

% Repors

iE it Worker Reqisteail

A

1. The Inventory Log screen will appear.

Main Menu  <BACK AANO0 ARADaPrato, Petor Log Oft

’ & Cument lventory O Dispesed Inventory O Archived Invensory

- Total 8 of cheeicals in imventory. 973

) Shaw Chemicals by Location
) Show Chamicals by 15t Letior
) Show Appendix & Chemicals
+Add Chemical + i — 3
Appendix A lsted Chormicals are highlighted in Tan.

BEEEBEEE D) page 1orzn. oispiay 50 ows por poge
------.—---l-l--_--

— Ko bom As3000
el S Baci ETTR 1,10 Phasanttves Feneus Sute mosmes oo 1 | 1 oz M Rp—
[ —— B aae e 1,16 rasamvsing Ferrou Sutate saedces bevtz 1 " ez rarer Kt Boe AdSO00

AAADNPTam, Peer Lab D401

oo e AA2000

e THENANTHEOLIE T woou wren e et ab a1
B . . Sterre trom AASSD
o 14D eans i 1 S0 W reren i e s s usea
- . - F— i a § Sterre o ARZEED
T 2DCHLCAORCORENGE SCOUM T T [ ] i s ety
e p o 58 . Sterre o ARZEED
o 2EDEHLCAORDORDNE SCOUI T [ [ e
N . - . HPeed rom AAZIOD
i LLEHLCACRDOADNGE SE0U oad el 4 ] [ P,
~ . - ; herred e A20000
o 26-DCHLCRORDOPRENGE SCOUM cwoeatey CeAE 1 ] 36 e e
o . — ; Kherred o 483000
e caaea ] 5 o
bl e Qa0 O 1 ] AL Pt Feter Lab EH 481
0y 2 - o 5 terred e 425500
rndopnenc QIGI0N CHALZ H -
(L oy LeDc soum et QU0 ORI 1 L] T
[ torrn e a 285001 =
« »
 Forvw o B e o

— 3. From the Inventory window you have three main view options, which you can select via

the radio buttons ® at the top of the window: Current Inventory, Disposed Inventory,
and Archived Inventory. (The Currrent Inventory view is the default setting.) Each view
option has the following choices in the shaded area:

a. Items Received/Ordered on (Date)
b. Show All ltems
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c. Chemicals by Description look-up
d. Chemicals by Location
e. Chemicals by First Letter

4. You can also perform the following actions from the Chemical Inventory screen:

a. Add Chemicals — add a chemical to your inventory

b. Select — edit the information for any chemical in your inventory

c. Remove — Remove a chemical from your inventory to disposed status

d. MSDS Search — Google Web Search for the MSDS Sheet

Main Menu  <BACK

) Al Hems

+ Add Chemical +

g —

[
[ ——
et feed Sesia

e

i fesg Seey
Mot jag Saco MO

gt dasd Samee

ot Seed Seno

P

P r——

) Show me Chemlcals where

) Show Chamicals by Location
© Shew Chamicals by 19 Leter
) Show Appendix A Chemicals

T

[

Bt
sos

ets
piene
pikne

o

ARMO00 AAADaPrato, Peter Log Off

Appendix A lsted Chormicals are highlighted in Tan.

BEEEBEEE D) page 1orzn. oispiay 50 ows por poge
------.—---l-l--_--

(-8
aty
-
a1

& Cument lventory O Dispesed Inventory O Archived Invensory
O ems RecobvadOrdarad on

- Total 8 of cheeicals in imventory. 973

1,10 Phasasthest Ferreun Sultate oaoemos oz 1 1 oz
1,10 Prasanmrsing Ferroun Sutate soaaeer o 1 ]
110 EANTHEILIE T R I )
14D aedNd CUIR 1 %0 W
LADCHLOADRDOMENGL SC0UN aoeaee oeid 1 s 8
LADCHLOAORDOANL SO0UN soeats oed 1 ]
LABAEHLCAGNDOENL SO0UM a0MaMe eid 1 ta
2EDICHLCRONDOPMENGS SOOUM mosaws oeng 1 5 e
2e-Dnmndsshescl, secum st aasaws oxnd 1 5a
2 -Dnmndoohencl, sacum sat meaes oo 1 5@

Kherred Fom ALH00
AARDEFTI, Peier Lab: CHAR1

ferred bem 3000
AAADNPTam, Peer Lab D401

oo e AA2000
AADPrats, Beler Lab £H.401

e from AASE00
AADabvans, Buter Lak £481

lered trem AA2000
Anafabrass, beter Lot E4401

lered trem AA2000
AnaDaPra, Paer Lo 1401

Hlemed trom AA00
AaDaPram, Feter Lot 401

Nferred Wem A.3000
ALADEva, Bater Lot 401

Klerred bem A45000
AdADPras, Buter Lo En4B1

ferred bem 225000
AAADSPra, Pater Lo OHAD1

- T—

Instructions on how to perform these actions begin on page 14.
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How to execute the commands (in the shaded area):

© Click on “Items Received/Ordered on” and enter a date, then Click on the green
button to see all chemicals ordered or received on a specific date. OR

® Click on “All Items” to see all of the chemicals in your chemical inventory. OR

® Click on “Show me Chemicals where.” This command is followed by two search
parameter selection fields and a blank field. This command is a sort/group mechanism.

a. Inthe first field select Chemical Description, CAS#, Catalog # or Chemical #.

i. Chemical Description —type in the name of the chemical
ii. CAS# - type in the Chemical Abstract Service Number and include hyphens,
iii. Catalog# - if you know the catalog number you may type this in the blank field

b. Itis recommended that you start with Chemical Description (Chemical Name).

c. In the next field, you may choose Starts with, Contains, or Equals. These terms are
self-explanatory.

d. In the Blank field, you will type your search parameter, which can be one or more of
the following:

i. Chemical Description is the chemical name
ii. CAS# is the Chemical Abstract Service Number
iii. Catalog# is the Vendor Catalog number
iv. Inventory# is an internal number generated within this program.

e. When you have finished typing in one of the above search items, click on . All
of the chemicals in your inventory that fit your search parameters will appear at the
bottom of the window.

® Click on “Show Chemicals by Location,” this command is followed by one search
parameter selection field and a blank field. Click on the [?] to display the building & labs
attached to you. After the lab is selected click [SHOW].

® Click on “Show Chemicals by 1st Letter,” this command will display the alphabet and
numbers 0 — 9, [ABCDEFGHIJKLMNOPQRSTUVWXYZ 0123456789]. Clicking on a letter or
number will display any current chemicals in your inventory starting with the letter or
number.
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Inventory Reports & Chemical Fact Sheets

From the Inventory Window you may view or print inventory reports, view or print a Chemical
Fact Sheet for each chemical in your inventory, add a chemical to your inventory, edit each
individual chemical in your inventory, or search for an MSDS.

View/Print Inventory Reports:
1. Click on the arrow to the right of [Reports] to view your report options.

2. Scroll and highlight to run each report. A file download window will appear. Click on
[Open] to view the report. The report selected will be displayed on your screen. When
the report is displayed, you may execute “Print” under the “File” Command. You can
also save the report to your computer by executing “Save as” under the “File”
Command.

E | TR o B v a v rPage = () Took - e A
Main Menu  <BACK AAAMOD  AAADaPTao, Poter Log Off o

2 Curent Inventory O Disposad invensory ) Archived Inventary
O oma RecolvediOrderad on 03w 17w 3008 _ Total # of chermscala in imantory. 573
[T

) Shaw me Chamicals whers . \ Show A
© Show Chomicals by Location Click on Report Name

2 Shew Chomicals by 18 Lesor
) Show Appendiz A& Chamieals
+ Add Chemical + Ruports- -
|mpeen—

A listod Chamicals arw highlighted in Tan. .
BEFEE FEE D[ rage 1ot oupiny 50 ) sowes por Charical vertoey by F'| nd Sterage
age ay | |

byﬂddrqlﬁmmm
..----l_m*m'mwwwmlﬂl-l-‘_-_
Chmicsl bnmbory Aund

m
ety Sews Seew E ) 1,18 Pmnastsrss P Sutse aoacees ot 1 - mm__u,"

Koo B A

p— iy f— RiiDasern pew e O 40

. e 118 Panaemmezie Forroen Sutate amee EwNz ot 1 ooz P

1y 118 RO I ] e AU imastes

et Meina Secem A4ADaPrut, Petee Lat D421

ot hpead i
=

S| Sk B 1400w e o 1 e L] APt Peber Lub £5 421 Lo
ey feen Seeem M pwn 2EDCHOAONOOMENGL S00UU oacee ocHmz b s 0 = I e ruuat
St fewn Seg  MASS oaens £4-DCH OROHOOMENCL 300U e ouEE 40 = i A
[ — paEn DO ORCHDORENGL SC0UY e R S = s ca

- . 24000 06D " o Kipee trom k2008
e paeny 24-DEI.ORONOOMINGL SO0UL e o 10 = T ki

. . _ _ : Hieree trom 2008
e . i n 28 Dunersnssghassl e F : oo
faa Spesy T Sl e oeoete ovM 10 = e ]
iy s Sy U 1 o B oot sedm et oess AwE 0 0 o
- (O - S NN e 1 - Ko from AZO0 o

© »
Main Menu < BACK ARABODD AAADPrato, Peter LogOf
& Current Inventory C Disposed Inventory ) Archived Inventory

O ieema RecovediOrdared on 03~ 17~ 2009 - Total # of chemicals in imentory: 373

(Al o

© Shew me Chemicals where . Show

() Shew Chomicals by Location

) Sherw Chamicals by 191 Lesior Click Onen

0 Shew Appendix & Chomicals
+ Add Chemical + LBl ik Download

Appendix A lnted Chemicals are highlighted in Tan.

BEEEEEEE [ E) page 1 ez vispiay (50 s por page
.

CE g = _:m E LTI 1,10 Prasastires Ferreus Sutuse]

Do yoou mant s spen o save this o7

X e Chamcl Jventory by P
E 4 Troe  Adobe Acrobat Docusert, 1. 1848
Foom: 137.8.0.1

Nlerepd from AADOOS
AAADRPra, Peter Lan: D% 401

SR — » T - X o AALO0
[rrT x s 1,10 Prsssetnrcine surf AAADaPryts, Petee Lat O 401

e B AADO0E

i 110 PENANTHRLE ALADaPrats, Peter Labs. £5421

W o s i vy i s, o ot
e . g the suh T iprna from AALOOR

pne
o 1. 4Deang (] AAADabats, Poter Lt C2L481 e
. N " N . opered rom AADO0S
iere 2EDEIORONDOMINGL SO0UU ommete wwz i 6 L NAADa. Peter Lat: CHAG
. 3 _— " e rom ARZON
[ 2EDEHORONOOPHINGL SC0UU 0806 AT i 6 5 L e
- N - . erred rom AKDOD
v 28-DCH.ORONOOPHINGL SOCUU P 56 55 AAADams. Pater Lat SO
- N - . Weeres o 40003
v 28D ORONDOPHINGL SOCUU P 56 55 SAADaCms. PaMr Lats: C3tad
T £ o — 5 Whereed hroem AABOOT
DITE ) 2A-Dhormndeshescl sedum st R CHIRD 1 L = AhDaPrats, Pater Las £ 488
. - 2 W 56 T
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l_Inventory by PI[1]. pdf - Adok
E — —_— o r—— |
B 6 e eemn] o | F
3772008 Chemical Inventory of Stores by P.1. Tech University
AAAD000 AAADaPrato, Peter Recsipt Rec.
Chemials CASMUM men®  Chemcd Descrpion BULDING AR Siomge lowion Daie Qv ot Unt HeRRe Spesal
B[S 1.10 PhenaninrolFamous Surs Crepierka 12 wsos 1 10z
20 1,10 Phenaninroine Femous Sursie Creplertal 112 sz 1 10z
JB 1 IPHENANTHROLINE Craprtal 102 wszoes 1 WOGM
Jmes  1eDIOXANE Creperkal 2 Pammate 2260008 1 SOML
STa rBUTAMOL Craperkal W2 HooD eosoas 1 soM
SSTS 25DICHLOROINDOPHENOL SODIUM Craplerbal 112 B I
S7e 25DICHLORDINDOPHENOL SODIUM Crapierbal 102 R T
ST 25DICHLOROINDOPHENOL SODIUM Craplertal 102 e 1 56
9STI  Z5DICHLORCINDORHENOL SODIUM Crepierkal 12 wmsoms 1 56
2-DICHLOROINDORHENOL S0DILM Crepierkial 102 w1 56
s o8 _ soaum Crsplertial 102 wmsas 1 56
0451 913%  25-Denbmndcpnenal sodumsat Crpierial 102 wmsoms 1 56
a5 2.-Dicriorandopnenal sodu sat Crapieral 112 s 1 56
G051 9131 25-Denbmndcpnenal soaum sat Crepierkial 102 w1 56
20451 W72 25-Denbrondcpnenal, sodum sat Crsplertial 102 wmsas 1 56
251 9130 25-Denbmndcpnenal sodum sat Crzpieria 102 wsams 1 56
E20451 5183 2,6 Dichiamindophenal, sodum sat ChapiesHal 102 226008 1 56
20451 508 25 Dinomindophenal,sodumsalt Crapierbal 102 e R T
2435 25DICHLOROPHEMOLINDOPHENOLSODIUM  CropierHal 102 zals 1 oM
2315 24Penianedone Crapiesbal 112 szols 1 fUTER
5640 2-EnydSameny-1 3z Creperkal M2 CENTER 2008 1 SGM
55985 ZMERCAPTOETHANOL Crperhal 2 LT mszos 1 wOM
o S 2-PROPANOL Crsprtial 102 oz 1 SOM
ES 630 ke 2empanl Crepierkal 102 oe 1 SOML 231
s outyiamino} propylarie Croplerkial 02 CENTER zols 1 2SGM
2363 4.4 (Miophenyazo) resorinol Craplerbal 112 7008 1 w0GM
5550 4{Dicyanomeinyiene) 2 meihy &-4-dmet Croplerbal 02 Fammatles 228208 1 1GM
285 dMenorybenakienyde Crapierbal 112 ez 1 W0G
2731 SAmio23dinydre-1 dphinalazneaine Crapierbal 102 szae 1 wOG
22 & Cuiclind Mydoxygncine Craplerbal 112 ez00s 1 wOGM
13838 AA-DIEVR ChapiesHal 102 2280008 1 scM
13837 AA-DIPYRIDYL ChapiesHal 102 2080008 1 scM
1 64197 2SN ACETICAGD Craprtial 102 wsos 1 2507 321
W0 64187 ZHI  ACETICAGD Crspertial 102 wszwe 1 250 321
o ears7 22 Acetc A Craperkal 102 eose 1 1B 321
W0 8187 22 ACETICAGD Craplerbal 112 osz008 1 25T 321
W0 84187 25T ACETICAGD Crapierbal 102 pszols 1 2507 321
10 BaiaT 255 ACETICAGD Craplerbal 102 oszals 1 2507 324
10 B4i8T 254 ACETICAGD Crapierbal 102 oena 1 2507 321
W0 Be18T 2523 ACETICAGD Crapleral 112 osz00s 1 2507 321
W0 64187 mS ACECACD Crspiertian 102 1o2s0 321
W0 64187 mEB AwmtcAd Crzpierial 102 weoms 1 1B 321
Page 1

At present, you have three formats available for your inventory:

e Chemical Inventory by Pl — inventory items are ordered by Inventory #.

e Chemical Inventory by Pl and Storage Location — inventory items are listed by the
storage location in your lab.

e Chemical Inventory by Pl and Building Lab Room — inventory items are grouped by
building and room number.
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View/Print Chemical Fact Sheets:

1. Click on “All Items” to display all of the chemicals in your inventory.

2. Click on “Highlight” to mark the Chemical, go to the [Reports] field, Click on the arrow
to the right of the field and scroll down to the report “Chemical Catalog Fact Sheet
Highlighted Chemical” to run the report. A “File download” window will appear.

3. Click on [Open] when the Chemical Fact Sheet appears; you may execute “Print” under
the “File” Command.

[ T e *

5 - @ $[ ]2 @@=l o [

Nyt Rae) Chemical Catalog Fact Sheet Torh Univewsily
Chemical #: 1820 Chemical Name :  ACETIC ACID

e ‘Chemical Formuta: CHRCO0H WMoRcuar wegn!: 6105 Dae Entersa:
Catmoge: Last Upastea: 05152007
Densiy: 675033 Bac): 118 FR(F): 108 Frecass: 1

ots DOT Hazarm - & DOT Packing Group - I ERGGudes: 132

a FG- so00 DEA Schedle:

Storags Requraments : WHITE R

Expiraton Requies: [ Fame: 2

S Heam: 3

MsDs enste: 7] React: 1
crameatonste: ] Prysical:

ACETIC ACID, GLACIAL

ACETIC ACID: ETHANGIC ACID; ETHYLIC ACID; METHANECARBOXYLIC ACID; VINEGAR ACID

2
ETHANOIC ACID.
ETHYLIC AGID

LACIAL
METRANECARBOXYLIC ACID
VINEGAR ACIO

Waste Hazards
Comucive

organic Az

Chemical Hazards
g Severe

Imtng o me ye
I o e Mucous Memtrans
irftaig fo the Skin

EPA#s
Dot

Vendors

4. The Chemical Fact Sheet is a summary of information from various technical and
regulatory resources for the chemical highlighted. The information is collected and
entered into the Chemical Catalog by Chemical Safety Office staff members.

It is not a substitute for a Material Safety Data Sheet (MSDS). Material Safety Data
Sheets are still available through normal channels.
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View/Print Chemical Inventory Audit:

1. Click on “All Items” to display all of the chemicals in your inventory.

2. Click on “All Chemicals” to mark the Chemicals; go to the [Reports] field, Click on the
arrow to the right of the field and scroll down to the report “Chemical Inventory Audit”
to run the report. A “File download” window will appear.

3 Click on [Open] when the Chemical Inventory Audit Sheet appears; you may execute
“Print” under the “File” Command.

l Chemmical_tnventery_Audii[1]. pl - Adsbe Reader | |
Pl [ Vew Ootument Took Windoe el J—l =
B S eslivioaim| o G
Tech University
Environmental Health & Safety Division
Chemical Safety Office
Cherms [rouricry duddt
[ — Hpert Date: /173000 Page Nember: 1
Principal Investigator Information
Retbuxited Uner © ARADAPTAD, Pater Depiaitmert:  Biologhtal Scisnces
Permit Nusber | C-01061 ARwrrate Contact
Campus Address © 20 M. Gore Ave Officn Pne
Ofew Prone: [(114)061-9934 Emsegancy Phone:
Umerguey S vt Mg
CH:102 NEPA MsDs  Labeled Stored
Rating g, Storage Available  Property?
Chpmical Manss CAS Mumber  MF B Specisl Qey[Day Units  Hec Date Wabr Papers MjAr ¥ N Deletedr
110 Phenartrol Fermous Sutate T 11 e mewe O 0O O OO0 O
1,18 Prorantoine Femous Sute s0a 11 0z wMe 0 O O (=} (=)
1A FHENANTHROLING 000 W G4 mWew 0O 0 O OO0 O
1 4-DIDNANE a0o 1500 ML e O O O oo o
HIUTANOL a00 150 ML mose B OO0 O (== =]
coe 1 www O Qo O OO O
2 A-DACHLORTINDOPHENDL ooo 1. a me O O O oo o
U]
ANDOPHENOL aoa [ [} moeet 0[O0 [ae]
voo 1 mwe O o O OO O
oog 15 © %8 0O O O oo o
2 8-Duchiindsphancl, sooum 431 E20-A5.1 toan 18 G me O O O oo o
2 £-Dschiormnoophenc, sodam 538 BI0-45-1 1oa 15 G meee O O O o =
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Adding and Editing Chemicals in Your Inventory

Adding a New Chemical to Your Inventory

1. To enter a new Chemical in your Inventory, Click on +ADD CHEMICAL+. This allows for
adding a chemical directly into your inventory for your lab.

Main Menu  <BACK AAMOND  AAADaPrato, Peter Log Off

& Curment Inventory © Disposed Invensory O Archived Inventory
O ems RecehudiOrdared on show | Total 8 of cherricals in iventory: 573
) Al Hems
© Show me Chemicals where
© Show Chemicals by Location

) Show Chamicals by 19 Letier

Click +Add Chemical+ . Add Cnarmieata e — 2
Appendix & listed Chamicals are highlightad in Tan.

BEEEEDEE T rae 120 ooy 55 5L v e
------I_---I-I--_--

el B Becon M aie em 1,98 Phasanitved Farros Sulle moectes ez 1 i
e N — 1,16 Prasanmesing Fervoun Sotae s oeie 1 1 ez Farer i e ey
i e Sesen M g g 116 ENANTHEOLNE e GulR 1 e ou . vt winy
[ 1, 4Dan G0 GUE 1 M0 WM Feen b, et s E50481 e
ot el Sevir ;“__:: LT ADCHLCAONDOMENGE, S00UM L=t e e ) 1 s m Hhered ":*’:’_W_“wﬂ_m
[TUECRE FOT R Y ﬁ Wi Dun DML CAONDOMNG, SC0UM et ool 1 s 0 ) Hhered ":*’:’_W‘“wﬂ_m
St faka Semca MR e oum LABAEHLCAGNDOENL SO0UM aobes teid 1 ) - ] h::fn?.nam
e AL HDCHLCRDRDOPMNDE 0L wome emd 1 5 @ £ T e e
P ] B aeccwmnsss, sssun s cmsawd e 1 5@ S i
e fg“ 2 DNl soum st T | 54 e iy
..... e e,
4 »
I Pp—, - Y o -
Pl AAAOOD0  AAADaPrato, Peter Adding Chemical
Imventory & E‘?ﬂ?ﬁ
© Search Caog Nl Cunkog o NFPA 704 Codes
Required Fields
o )
Chemical Description 4
& of Units Quartity per Unit
1 o Selechion — -
Supplemental Chemical Information Vendor Information
Physical State Vandor [
) Gas I Sobd () CASH . "
‘Chemical Formula
Malecular Wesght [Zei
Storage Location 7 [last] B d s
MAX On Hand Receipt Date 03 -:1!’ -:amg
MSDS Location EindMSDS onling e — &
Expiration Date - -
Contact Information/Comments
Contact 7 [laat | Contacts Phone
Comments |
|
Save & Add Anolher Chemcal SavelReturn | | Gancel
Fowan - T— e

Oklahoma State University Chemical Safety Assistant User Manual Page 18




3. In the Adding Chemical screen, all items shaded in pink are required fields. You must
enter data in these fields in order to save an entry. Fields that are not highlighted in
pink are optional. Using your Tab key will take you through each field.

4. Inventory# is automatically assigned by the CS Assistant program. This should not be
changed.

Required Fields

1. Lab is the laboratory where the chemical is stored. This is a required field. You must
select a lab for each chemical. Click the [?] to access the Lab selection pick list. Only
your authorized labs will be displayed. If you do not see your lab on the lab selection
list, contact EHS Technical Support. (See page 4 for Support Information)

Click [?]

Click [Select] for the Lab Location

The Lab number is inserted

a. When you click on [SELECT], the building and room number for the lab selected
will auto-load into the Adding Chemical lab field and the name of the building will
auto-load in the following field.
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b. Note that follows the [?] after the Lab field. If there are multiple chemicals to
be added to the same lab, you may click after you have entered and saved

your first chemical, and the lab used for the previous entry will auto-load into the
field.

2. Tab to the next field, which is “Chemical Description.” The “Chemical Description” is the
name of the chemical.

a. This program contains a Chemical Catalog database with 11,000+ chemicals. The
Chemical Catalog database is maintained by EHS Staff.

b. It also produces a “Personal Chemical Catalog” that is a list of all the chemicals you
have ever had in your Chemical Inventory. Each time you add a chemical to your
inventory, it is also added to your personal catalog.

c. The Chemical Catalog in this database has the common chemical name and most
synonyms by which a chemical may be known. When you search by chemical
name in the database, you are searching a list that contains almost all possible
names for the chemicals.

3. Click on the [?] to the right of the Chemical Description field to activate the search
system. A search window will appear (see below).

Cancel

[[] Show me Chemicals where Vendor is | EfIESETENTTTIE v

[ Show me Chemicals where | Chemical Description ~| | Starts with... ¥ | ACETIC ALDEHYDE Show

Show me Chemicals that are in my "Personal Catalog” (previously received)

[] Show me Chemicals that are Appendix A Listed

9 Found. Click the Chemical's CAS# or Description to select it.

q e M Molecular 5
CAS # Chemical Description Catalog # Vendor Period " Weight Chemical Formula
months) el

14-DIOXANE Di11-300 FISHER -

14-DIOXANE FISHER

1-BUTANOL BT-103 SIG

2-Ethyl-4 5-dimethyl-1 3-thiazole 336718 Aldrich

2MERCAPTOETHANOL 482 Amresco

3-(dibutylamino)-propyvlamine D43606 Aldrich

4-(Dicyvanomethylene)-2-methyl- T

m‘— 410487 Aldrich

ACETIC ACID. GLACIAL V19404 MAILINCKRO
75.07-0 ACETIC AIDEHYDE 32587 - 4405000 CIH40

4. Four search options are available:

a. Show me Chemicals where Vendor is

b. Show me Chemicals where [Chemical Description, CAS #, Catalog #, or Chemical #]
[Starts with, Contains, or Equals]

c. Show me Chemicals that are in my “Personal Catalog” (previously received)

d. Show me Chemicals that are Appendix A Listed

You may use any one or a combination of the four. As long as the “Show me Chemicals that are
in my Personal Catalog” is marked, you will be searching your Personal Chemical Catalog.
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5. If you have included the Vendor for each chemical in your inventory, you may search
your “Personal Catalog” by specific vendor. Click on the box for “Show me Chemicals
where Vendor is,” then Click on the arrow to the right of the blank field to pull up a pick-
list of vendors. To select the vendor, Click on the Vendor name. A list of chemicals for
the vendor chosen will appear at the bottom of the screen. Click on the chemical name
or CAS # to select the chemical. If you do not wish to search by vendor in your Personal
Catalog, do not mark the “Show me Chemicals where Vendor is” selection.

6. To search the entire Chemical Catalog Database, you must unmark the Show me
Chemicals that are in my "Personal Catalog" (previously received). You must also
unmark the “Show me Chemicals where Vendor is. Vendors are not included in the
Database Catalog because several vendors may supply each chemical product. Mark the
checkbox before “Show me Chemicals where;” now you will have several options.

a. In the first field option, you may choose Chemical Description, CAS #, Catalog #, or
Chemical #. It is recommended that you use the Chemical Description, which is the
chemical name, or use the CAS #, which is the Chemical Abstract Service Number.

(see below)
Chemical Catalog
Canesl

] Show me Chemicals where Vendor is | - Ho Selection - v ShOW Chemical by;
1 Shew ma Chamicals whare Chamical Daseription »  Starts with... % Show . L
1 Show me Chimicolstht orChemical Besrlpion - (praviouslyreceivod) : e Chemical Description

Cataiog 8 P TR o CAS#

Chemicnl Description Chamical Formuly
e e Catalog#

64187  ACETIC ACID AES00 FISHER .
64197 snL: " tend A1 FiER e Chemical #

56l3  ACRIINE
33962993 ALCIAN LUE 163
23664.99:3 ALCLAN B UE S6X AXaan
23864993 ALCIAN BLUE 06 Asas8 SHMA
10166  ALLYL ALCOROL

MLEGEE AN

Lasa1g AQUAAMMONIAKOUSE A MER -

2564118, AZOCARMINE G AlDl4s
£31E33  AZU

&
8005:37:3 BISMARK EROWN NADSE
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b. In the next field you may choose Starts with, Contains, or Equals. After you have
made your selections in both fields, tab to the next field, which is blank. Type in the
name of the chemical you are looking for and Click on . The window will
display all of the chemicals in the Catalog that Starts With, Contains, or Equals the
name you typed in the blank field. (see below)

Chemical Catalog
Cancel
] Show me Chemicals where Vendor is | o Selection - v
] Show me Chemicols where | Chemical Description = Stants with... = Show e Starts With
Z Show me Chamicals that are in my “Parsonal Catalog™ fﬂl
Contalns, C t .
Click the Chesal’s CASS or Fqualg,,, | |# . ontains
)
CASE  Chemical Duscription Cotalog Vendor Paciod MRS Chermical Fonmula e Equals
{meanths)
ACITIC ACID AlE-0 [
1 ACEICACE an FSiaR
ACIDALC L ECL 2%
65612 AISS SIGMA
23561.99.3 1A
= AXan
23504992 Af6s SIGMA -
W2655 ATITO SIGMA
AL
! A4 A0S -
! E ASeT FISIER. -
S4862 % AN VIOLET (=] FISIGR
136216 ACUAAMMIIA GIOUSE ABS AsER -
32641188 AZOCARNDN G Alatas
SILELY  AZUREA AT FSiaR
a1pispg IERNESCARETACDED  scunes cms
005073 BISMARK BROWN Nanss
1430434 RORAY 144 e L

c. Double click on the [Chemical Name] or the CAS# to select the chemical you want.
The catalog number and CAS number are automatically loaded into the “Chemical
Description field in the Adding Chemical window. (see below)

Type Chemical Description
and click [SHOW]

.....

IIIII MleEan  Chumical Caomsie

Click CAS # or Chemical
Description to load the
information

d. If you have searched your “Personal Catalog” and you have searched the “Database
Catalog” and you still cannot find the chemical you are looking for, your chemical
may not be in the program’s chemical catalog. If this is the case, you may either
contact the EHS Office to have your chemical added to the Database Catalog, or you
may go back and use the “Not In Catalog” command. Do Not use this command
until you have searched the database catalog and you are absolutely sure that your
chemical is not in the database.

e. Marking the “Not in Catalog” command will allow you to type a chemical name into
the “Chemical Description” field. However, the program will treat this addition to
your inventory as a “Void” entry until the chemical is added to the Database Catalog.
When you must use this command, notify EHS Technical Support (See page 4 for
contact information). Be prepared to provide the following information so that the
chemical can be added to the database:
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7.

8.

€ Chemical Name & CAS#
© Copy of the Material Safety Data Sheet, if you have it. If not then,
€ Vendor/Supplier for the chemical & vendor catalog number

In most cases, a chemical can be added to the database within minutes.

p 2 Not In Catalog

The “# of Units” field is where you will enter the number of containers you have. The
default numberis 1. To enter any number higher than 1, all of the containers have to be
of the same size and same units of measure. For example, if you have 2 containers of
Methanol and they are both 1 liter in size, you may enter 2 in the “# of Units” field. If
one container is 1 liter and the other is 500 ml, then you will have to enter the two
containers separately. Type in the [#of Units] and Tab to the next field.

The “Quantity per Unit” field is where you will enter the container size (1 for the 1 liter
or 500 for the 500 ml. Type in the [Quantity per Unit] and Tab to the next field.

In the “Volume/Size” field, enter the unit of measure for the container: G=Grams,
mg=Milligrams, etc. — click on the arrow to the right of the field to access the units pick
list.

Supplemental Chemical Information

1.

In the next field you will select the Physical State of your chemical. Click the radio
button ® to the left of the Physical State that matches your chemical (Gas, Liquid, or
Solid). Tab to the next field.

The CAS # will be automatically entered by the program if the chemical is listed in the
system catalog.

Enter the [Chemical Formula]. (it will be automatically entered by the program if the
chemical is listed in the system catalog)

Enter the molecular weight. (it will be automatically entered by the program if the
chemical is listed in the system catalog)

[Storage Location] is the location of the chemical in your lab. To choose from a pick-list
click on the [?] following the field. Click on Select to choose the storage location. If you
do not wish to use any of the pick-list items, click on Cancel at the top of the window
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and type in your location description in the blank field (it will add the location to the
pick list). You also have the option of listing the same location that you used for the last
chemical that you entered by clicking on at the end of the blank field.

6. Enter a [Maximum On Hand]; this is the maximum amount that you anticipate keeping
on hand.

7. MSDS Location is the location where the MSDS Sheets for chemicals within the lab are
filed. You also have the option of listing the same location that you used for the last
chemical that you entered by clicking on at the end of the blank field.

8. Find MSDS online is a Google search for locating and printing a new MSDS for this
chemical.

9. Click [FIND MSDS ONLINE].

Wb images bacs liems

Gol JS[G mads haker ACETIC ACD [(Soi] gt desce
Web

Comal mam v

Rsatts 1 90 of about 244,000 for mads bakar ACETIC ACKD 0.93 seconds)

This MSDS has besn prapared
nrot e grindes the

- @ e o -

a. The system initially looks for the MSDS by the vendor selected for the chemical
entry. If no vendor is listed, the system searches JT Baker. Double-click the search
results that relate to the chemical you are entering.

MSDS :

Fome: Mnrshrnet Bute e |y | Mallinciorodt
o yrepririgd IV el
el L)

ACETIC ACID GLACIAL

1. Product Identification
Symomyms: Acetic acid, methane carborvie sl ethanow acd
CAS

Madect
Chemical For
Product Codes:

1T, Baker, $388, £579, $844, 6903, 9400, 9401, 9402, 9403, 9408, 9407, 5404, 9411, 5313, 9314, 5314, 9317, 9322, 9423, 9424, 9426
Malinckrodt: 10027, 1302, 2501, 2504, 3121, 5586, 7711, 8617, H979, V155, VIS0, V193, VI, V625

2. Composition/Information on Ingredients

b. Print the MSDS Sheet for the lab’s records.
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Vendor Information

1. Enter the vendor name by Clicking on the word VENDOR for a list of vendors.

Pl BOLESS Boles, Stephen
) Search Catalog (5303 In Catalog Imventory & [0001509

Required Fields

[ Save & Add Another Chemical ] [ Sawe.‘Rez-:iJ'm ] [ r.kn;:e-l. ]

Adding Chemical

NFFA 1M Codes

Lab 7?7 [lau]l
Chemscal Descnption 7
i ol Uniks Cuaintity pes Lt Veduma Sy e
L Mo Selechon b
Suppl ntal Chemical Inf ti Vendor
Physical State \emdor o
Oas OlLiqud OSlid  CAS# Catalog #
Chermical Formmula
Modecular Weight PO#
Storage Location 7 [ast] Order Date: ke b |
MAX On Hand Receipt Date | 04 |~ 02 = 2009
MSDS Location Find MSDS gnling Open Date ¥ w
last | Egtoias| & 8
Comact InformationiComments
Contact ? [ 1ast | Contact's Phane
Comments

2. From the list, double-click the vendor’s name (if the vendor is not listed, contact EHS at 4-

7241 and request it be added to the list).

Cancel
Uity © Voploriowe Taess = “m
AAPER AAPER []
L]
ACROS ACROS 0
L]
ALDRICH ALDRICH CHEMICAL COMPANY o
ALEAJESAR ALFAAESAR 0
AMERICANE AMERICAN BURDICE ANTACK SO [
AMRESCO  AMRESCO o
AVOCADORE AVOCADO RE: LR o
BAKER & ADAMSON o
POEHRINGER BOEHRISGER MANNHERM. GMBH [}
CALEDON — CALEDONLABORATORIESLTD o
CHEMSERV] CHE CEDS o
CHEMPURE RE o
CITY CHEMI  CITY CHEMICAL 0
CURTIS AIAT i ]
DEGLUSSACO DEGL RATION (]
DO CHEMIC DO L]
DOW DOW T [
EASTMANOR o
ECONDAMICS ECONOM [
EMSCIENCE e
[T o
ESGELRARD o
EXCITONCH EXCITON CHEMICAL COMPANY [NC. 0
] 1]
HISHER ER & o
3 L]
L FREDERI [
GELESLING. o
GIBCOPROD GECOPRODUCTS ]
HARSHAW/FI HARSHAW FILTROL PARTNERSHIP o

* @ iwre e

3. Enter the Vendor Chemical Catalog number

4. Enter the PO Number

5. Enter [Order Date], [Receipt Date], [Open Date] and [Expiration Date]. Today’s date will be

entered unless overridden.
6. Enter [Contact Name] and [Phone Number].

7. Enter any comments.

8. Click|SAVE & ADD ANOTHER CHEMICAL or SAVE/RETURN|
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Removing Chemicals from Your Inventory

From the Main Menu, under CHEM, click on Inventory
Select ® Current Inventory and All Items

1. Toremove a chemical from your inventory, click [REMOVE] for that chemical to be
removed from your inventory.

Main Menu  <BACK AAADDDD  ARADaFrato, Peter Log Off

(& Current Inventory C_iposad Inventary Archl_ad Inventary

Otems ReceivediOrdered on 03 1~ 17~ 2000 [SHowl Total # of chemicals inimventory. 974
AN ltems
) Show me Chemicals where  Chemical Descrint Starts wit -
lick ) Show Chemicals by Location
Click Remove ) Show Chemicals by 1stLetter
) Show Appendix A Chemicals
+ Add Chemical + = REPO1S e -
Appendix A listed Chemicals are highlighted in Tan.
| 50
(23] (B EEREEN 0 per age
Haniorn vy esaer 5™ acencaco 1o
. MEDS - -
o sd Amee MR g gy MANGANDUSNITRATE 50% SOLUTION R0 CHIZ 1 4 GM Baker
I . DS 631 . . .
Hotiahl  SHed  Bbmive Search 1548 A0 B8 AMMONIUM ACETATE 2262008 CH102 1 454 G we
Mobict  aed  Bemie sy 263 Mz T7e- Sodesm sulite 2082009 CHI02 1 25 KG Baker
My X » o
Hgrk o, et e FINTE % =
Honiohd Seled Hemow " 2300 nz Fret Pet: Bucede 28008 CHI02 1 113 oM =
Mo g Bmoe MR gy sy Sadumbismahate 2ma09 cHIZ 1 W G
ooty Saled  Memge  USUS- gne  gner IS0PROPYL ALCOMOL 2060009 CHI0Z 1 1 ar -
£ *
o @ trbeeet LY

2. Clicking [REMOVE] displays the removal confirmation screen. At this point you will need to
declare your reason for the removal. Click the down arrow to display your choices for the
removal.

|Mlhllo|||| <BACK AAADDOO  AAADaPrato, Peter Log Off

Reason for Removal
No Selection v

Are you sure you want to mark
Inventory # 22417
as Removed?

Yes Na
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Reason for Removal

- Mo Selection -- v

- Mo Selection -
Data Entry Error

Used
ra nsfere _

"fes][l‘-lu]

3. Highlight your reason for the removal and confirm that you want this removed by clicking

Reason for Removal

[DatabntyEror 1)

Are you sure you want to mark
Inventory # 22417
as Removed?

lYes][Nol

4. You will be returned to your all items inventory screen showing the item removed. The item
will now be listed under [® DISPOSED INVENTORY].

Main Menu  <BACK ARADDOO AAADaPrato, Peter Log Off r
{# Gurrent Inventory D iposed Inventory Arch_sd Inventory

O ltems Received/Ordered on 03« 17~ 2000 | [ISHOWN Total # of chemicals ininventory. 974

) All Hems.

) Show me Chemicals where : -

) 8how Chemicals by Location

) 8how Chemicals by 1st Letter
) Show Appendix A Chemicals
+ Add Chemical + —Repons

lnﬂndh A listed Chemicals are highlighted in Tan.

B A B prsue
-I-----_--HI----I

toin S Remes ooy espsr S acemcaco WTe0n 1 1 s68814

Hishiahi Ssh2  Bemoe - _. 240 24 MANGANOUS HITRATE 50% SOLUTION 2262005 CHI02 1 1 PT Bake

Hishiotl  Seled  Bemas iLE 13548 AX1220 en AMMAOHIUM ACETATE 2262009  CH102 1 45 GM L]

" eSS ‘ o e 5
g Sshg Bemey oo S SKTSS Sodum phatphats 262009 CHIDD 1 4 oM MCE
ok s B B zme vz I evsmmbors s | Gt | 1w oM B
§ .. Mg \ e, cacons | cx ul o

Heatisatd td B Ssarch 91844 P Sodem bigmthate I26200%  CHI02 1 1w G

Heblhl  SsMo BEmem i 2596 A6 2PROPANOL 060008 CHID2 1 om0 oW Feshes .
< »
Done B & Irtemet Humw -
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5. To view your listing of disposed inventory, click the [® DISPOSED INVENTORY] button.

Main Menu  <BACK AAADDGO  AAADaPrato, Pater Log Off
_I Current Inventory Colposed Inventogy Archl_ad Inventory
) Items ReceivediOrdered on W ara ]
) Al Ttoms Disposed Inventory
) Show me Chemicals where t Show

) Show Chemicals by Location
) Show Chemicals by 1st Letter
) Show Appendix A Chemicals
+ Add Chemical + Reparts
Appendix A listed Chemicals are highlighted in Tan.
Display 50 |~ page

i ared tom Al

Hotl  SHed ASaM g0 2N 254 MANGANOUS NITRATE 50% SOLUTION 960005 CH10Z 1 4 oM ke B
B Marred tom AS

Hotiat!  Stied  Achate 13658 AITH 522 Ammonssm Nirate 2262008 CHI02 1 500 FZ G T —

Display 50 |~ page

Activate

6. You will now find the removed chemical listed.

7. If you find that the removal was a mistake, click [ACTIVATE] for the item that you want
moved back to current inventory status.

Are you sure you want to mark
Inventory # 22417
as NOT Removed?

[Yes]lﬂol

8. Confirm your intention to move the item to current inventory status by clicking @
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(O Current Inventory CZiposed Inventory Archi_ad Inventory
Ciktems ReceivediOrdered on 03« 17~ 2000 | IS Total # of chemicals inimventory 974
5 Al lrems ) ) .
) Show me Chemicals where | Chemical Description | Startswith.. - | Show
) Show Chemicals by Location
©) Show Chemicals by 1stLetter
) Show Appendix A Chemicals
+Add Chemical + —Regorts— -
Appendix A listed Chemicals are highlighted in Tan.
Display 50 % page

m_ Mamed from A/
Hohioht  Seled  Acbale 13653 mm 1 AAADSrato, P

Display 50 |~ page

Lo & wrowmet S

9. The item is removed from the disposed inventory listing. Click [® CURRENT INVENTORY].

& Current Inventory C_iposed Inventory Archi_ad Inventary
Cittems ReceivediOrdered on 03~ 17~ 00 | |IEHGWE Total # of chemicals ininventory. 974
= Al ttems ' . . 3
O 8how me Chemicals where  Chemical Description — Startswith. | -
) Show Chemicals by Location
) Show Chemicals by 1stLetter
) Show Appendix A Chemicals :
+ Add Chemical + —Ripos— -
Appendix A listed Chemicals are highlighted in Tan.
(2] (3] (4145} BT} per page
E oy s P aceme 1
Motioll  Saled  Bemoe :‘fﬁf T IS MANGAROUS NITRATE 50% SOLUTION R0 CHI 1 450 oM Baker
s &
Hthatl g Bemew  goo” VRS ANZN S0 AMMONUMACETATE 2080008 CH02 1 45 GM (-]
usms 8.
Moot Sshd Hemae g WE W Sedumie I CHNZ 1 25 KG Bakar
sk Snd Beae M5 g am 1% eowssmiueds ammews o 1 M GM e
Bk Sed Beme M gwn R samumbismthats wsam oom 1 W G
okl Sald Bege own- 200 2087 ESOPROPYLALEOHOL 000 Oz 4 1oar -
< i >
. LT

10. The item is now listed as current inventory.

11. Click [MAIN MENU].
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Training

The main menu allows controlled access to the Training portion of the Chem Web Application. The
Training module allows the P.I. access to his/her training history and the training history of any
worker that works directly for him/her.

=  From the main menu, under CHEM, click on [Training].

EH&S Assistant Log Off

Pl ASOO00: AADaPrato, Peier

€  CHEM
@ Renuisians

W lentory
[
=

Training e
5 Waste Puckup
FReports

Employee Selection

Main Menu < BACK P AARSIOD AMADuPrals, Peter Log Off
—  LastNome Eirst ome Copaamment
Viow AAADaPrato Poter Biological Sciences
View AABoyd Vincert Buological Stiences

Winw AsHstson Wiligrm [ a—
Viaw At Susn Balsgieal Stiancan
Viaw Arfisbeson Patrick Biological Sciences

B & viwrw o v I

The screen displayed is a listing of the user and all workers attached to this user.
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1. Click on the [VIEW] for the person that you would like to view his/her training records.

Main Menu  <BACK Pl AAADNOO ANADaFTaio, Pater Log Off

Training Completed by AAADaPrato, Peter

Traindng Datie Course @ Course Hame Froqutncy Caligory Score
VE008 oAT Mirw Employes Crntation One-Tine Garaeal Pais
12112008 Las01 Lab Satety 12 months Gonral Pass
111272008 B Basic Biologecal Salety One-Time o Pass

Training Requirements for AAADaFrato, Peter. Training due dates within 1 month are shown in
RED.

Due Dot St Course # Cowrne Hame Erequancy Requitement Commants
willag B101  Basic Bolagesl Salsty One-Tima
Huilod OAT  New Employee Omntation  One-Time

121112009 Trggarad by Sal Lk Lab Sadaty 2

1127200 Trggered by Premequisita B105  Biclogical Safety Rebesher 24

111272013 Trggered by Prereguisite B110 Biosatety Cabinet General Use §0

Dere # @ reemer 0w -

2. Training information consists of all training classes completed and training required for the
worker employee type. The employee’s status of required training is documented with Due
Dates, Status, Course, Course Name and Frequency of the training.

3. Click [< BACK] to exit this user’s records to select another worker. Click [MAIN MENU] to
exit the training module.
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Waste Pickup (this section is not yet active)

The main menu allows controlled access to the Waste Pickup portion of the Chem Web Application.

The Waste Pickup module allows the P.l. access to edit or delete existing waste pickup requests or
enter a new waste pickup request.

= From the main menu, under CHEM click on [Waste Pickup].

EH&S Assistant Log Off

Pl ASOO00: AADaPrato, Peier

€  CHEM
@ Redquistions

E Inventony

k"f" Training

5 Waste Puckup <

Repos

i Parmit Warker Registralion

The screen displayed below allows for adding a new Waste Pickup Request, Viewing an existing
Waste Pickup Request, Editing an existing Waste Pickup Request or Deleting an existing Waste

Pickup Request
Main Menu < BACK Pl AAMDODD AAADSFrato, Peter Log Off
—’ + Add Request +

— Begeesid BequesiDote  Bullding Noms Lab!Roem Comments ! Cirections Coman Conact Phong

Derm

Adding a Waste Pickup Request

L—— 1. Click [ADD REQUEST].
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Pr[AAAN [AARDaPTa0, Peter
Faqurst # [PEs037001 i
Request Date 03 & 17 & 2009
Lab / Location 7 [Lsk not dound
Contact ? Contacts Phone
Campa [
Waste Ganarsese 70
Commaents
Sove ] [ coenom
Dore 3§ @ ntwmet  lore

2. The P.l. code and name are inserted.

3. The program assigns a Waste Pickup Request Number, a combination of the date in reverse
order and a numbered request for the day [090317001].

4. Today’s date is inserted but it can be overridden.

v

Click the Lab/Location [?] for a list of User labs.

Cancel
—  Pemmitd Builfing Code Building Nams Labfeom Lot Type FU0E
Selecs 00000 CH Chagher Hall - Ferar Lab
Subecy B-00000 eH Chaghar Hall 107 Undargrad
Sebecr 800000 CH Chagier Hal 1% Sensar Lab
Sebecs 800000 (=] ‘Chapier Hall 0 Sensar Lab
Salect CA1061 CH Chapler Hatl 4 Sansor Lab
Select CO1061 CH Chagier Hal 403 Senner Lab
Select C01061 CH Chapiar Hat 405 Sanger Lab

6. Select the lab where the waste is to be picked up. Click [SELECT]. The lab number and
building are inserted.
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7. Click the contact [?] to insert the name of the lab contact.

Sabeet A Commuer

Select Patrick AARsbinson
Seluct Pete ARADaPrats
Slact Susan AMED
Select Vietert AdBayd
Sulect Wiliam AAHA0n

Dere

8. Click and select the Campus and Waste Generators [?].

9. Type any comments that would need to be made, then Click on .

-
(3149639934
Mg
ZI5ETRB520
265798500

Cancel

CompciMame  Euncon Wiosker Type Dsscripion  LobFhpns  Office Fax  Lmail Sddresy

onsefhoassist com
srads@heanut com
onsteginpassist com
onite@epassist com
[t S——

(& @ imama

L v

Lab { Location |CH 102

Camper TR
WWaste Genentor | 1028

Contact  Vincent AABeyd

Comments Tep: Wanc

o [Ragon A P
Foequest # [P050317001

Reguest Date |03 /17 2009

7 [Crapier Hat 107

7 Contact's Phone | 2255788920

7 [Toch U sin Campen

7 [Tach Usnaraiy Madical Schoal

» Reguent

[

Oklahoma State University
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10. Clicking [SAVE opens the [Add Request Detail] screen.

Empty Fieplacement Containers Finglacement Conaners Description (f requred]
# of Containars Comsne Typs | — Noss - =
Quantity ~No - -
Waste Tipe O Chimical O Rasistopiel
Physical Form ¢ Sk 00
Request # [P0S0317001
[ Exchange Chemical?
Adding Waste Pickup Request Detail
Bioiogecal Waste Type |- No Selecton -
Submit Cancel
Dere 3 @ oot o -

11. Enter the number and description of empty replacement containers that are needed.
12. Enter the number and container type of waste containers to be picked up.
13. Enter the quantity and unit of measure of the waste to be picked up.

14. Click the waste type radio button, Biological, Chemical of Radiological. Chemical will be
selected displaying the need to enter additional information.

# of Containers \1 | Container Type

Empty Replacement Cuma\naraff—i Replacement Containers Description (if required) |
Waste Type O Biological & Chemical O Radiological
Physical Form O Liquid O Solid O Gas
Quantty 1| [ML_ Milliters [ |
Request# [Posotosootr
[[] Exchange Chemical?
Adding Waste Pickup Request Detail

Pick (?)...or Type Chemical -OR- Choose an Inventory ltem - Inventory # Link % of Content
I 2] ? [ 10000 Attach
— Chemical # CAS# Chemical Description %o of Content Inv. # Link
0.00
Submit ] [ Cancel

15. Select the Physical Form button.
16. The quantity and request number are inserted.

17. If this chemical waste is suitable for the chemical exchange program check the Exchange box.
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Adding Waste Pickup Request Detail
18. There are three means of entering waste pickup detail;

a. Select the [CHEMICAL WASTE] to be picked up by clicking the [?] to the right of the
Chemical Description field to activate the search system. The search system is
described in detail in the adding inventory section.

b. [TYPE] the chemical detail in the space provided.

c. Select the [CHEMICAL WASTE] to be picked up by clicking the [?] to the right of the
Inventory # Link field to display the users inventory.

19. Enter the [PERCENT of CONTENT] of the chemical to the total waste. Add additional
chemical(s) if less than 100%.

20. When completed selecting chemicals click [SUBMIT].

# of Containers |1 Container Type
Empty Replacement Containers|{ Replacement Containers Description (if required)
Waste Type O Biological & Chemical O Radiological
Physical Form O Liquid @ Sotid O Gas
Quantity|1 ML : Milliliters &
Detail #2
Request# [P090106001
[] Exchange Chemical?
Editing Waste Pickup Request Detail

Pick (?)_or Type Chemical -OR- Choose an Inventary iem > Inventary # Link % of Content
2

I ? ? 0.00| Attach
— Chemical # CAS# Chemical Description %o of Content Inv. # Link
detach 1.4-DIOXANE 10|
detach 334 73070 ACETIC ALDEEYDE 90|

100.00

lAdd AnutherCnntainer] [ Submit ] [ Exit

21. Click [ADD ANOTHER CONTAINER] and repeat the process or click [EXIT].

22. The waste pickup request has now been sent to the CS Assistant database awaiting action by
the Environmental Health & Safety Department.

Editing or Viewing a Waste Pickup Request

The steps involved in editing or viewing an existing request are identical as adding a request.

Once the requested waste pickup has been made and the Hazardous Waste Team transfers the
waste to the waste area and marks it as [PICKED UP], the waste request will be removed from the list
of open pickup requests.
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Reports

The main menu allows controlled access to the Report portion of the Chem Web Application. The
Report module allows the P.l. access to view and print reports.

=  From the main menu, under CHEM click on [Reports].

EH&S Assistant Log Off

Pl: AA0000: AADaPrato, Peter

€  CHEM

@ Requisitions

@ Invesntioey
L -

-
5 Waste Pickup
Reports <

i Parmit Worker Registralion

EH&S Assistant Log Off

Pl: AADDOO: AADaPrato, Peter

Chemical Reports
Listing of Training Due Dates
Chemical Catalog Master Listing of DEA Controlled Substrances
Chemical Cataloqg Listing with Expiration Requirement

Exit Report Menu

The screen displayed allows for running various reports relative to this user.
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Listing of Training Due Dates

1. Click [LISTING OF TRAINING DUE DATES].

]] |
File Lo . ~
01/07/2009 |_|st|r|g Tra|n|ng Due LSU Baton Rouge —
&
4
Ij AADaPrato, Peter AA0000
Employee Name Course # Course Description Due Date Worker Type
Adams, Shane ci10 Basic Chemical Safety 01/06/2009
c102 Chemical Safety Refresher
Adams, Linda c101 Basic Chemical Safety 01/06/2009
c102 Chemical Safety Refresher
Austin, Christopher c101 Basic Chemical Safety 01/06/2009
c102 Chemical Safety Refresher
G100 University Human Resouce Ne 01/06/2009
)
T
@
£
£
©
=
0
T
©
£
£
g
o
™

Oklahoma State University Chemical Safety Assistant User Manual Page 38




2. Click [CHEMICAL CATALOG MASTER LISTING of DEA CONTROLLED SUBSTANCES].

01/07/2009
Chemical# CAS#
Schedule |
718 13858281
11185 50-08-8
4182 134-72:5
o124 200423
301 128511
1722 TEHT
218 10034-852
1088 134203
024 13572080
asge 123-82.6
77 1072083
Schedule Il
2718 8015-18-7
EES 57432
a3 77021
72 S10.02.5

o &

2 882

g 585 125408

g 2001 520354

% 8817 53-21-4
sa1e 70420712

o

€ 2100 110038527

= ette 53420

3 2111 78500177
a7e1 a0124-814
2085 53-18.7

Oklahoma State University

Chemical Catalog Master Listing of DEA Controlled Substrances

CHEMICAL DESCRIPTION

CANNABIDOL CRYSTALLINE [DEA SCHEDULE |
ITEM]
EPHEDRINE HYDROCHLORIDE(DEA SCHEDULE 1
ITEM)

EPHEDRINE SULFATE [DEA SCEDULE | ITEM]
EPHEDRINE [DEA SCHEDULE | ITEM]
ERGONCVINE MALEATE [DEA SCHEDULE | ITEM)
ETHYLAMINE [DEA SCHEDULE | ITEM]
HYDRIODIC ACID [DEA SCHEDULE | ITEM]
METHYL ANTHRAMILATE  [DEA SCHEDULE | ITEM]

METHYLENEDIOXYAMPHETAINE, (+)-2,4- [DEA
SCHEDULE I ITEM]

PROFIONIC ANHYDRIDE [DEA SCHEDULE | ITEM]

TETRAHYDROCANNABINOL, DELTAZ- [DEA
SCHEDULE | ITEM]

AMINOPYRINE BARBITAL (DEA SCHEDULE Il
AMOBARSITAL [DEA SCHEDULE If ITEM]
APROBAREITAL DEA SCHEDULE Il ITEM
BENZOYLECGONINE HYDRATE [DEA SCHEDULE I
ITEM]

BENZOYLECGOMINE-D2 [DEA SCHEDULE Il ITEM]
BUTABAREITAL [DEA SCHEDULE Il
COCAETHYLENE [DEA SCHEDULE Il ITEM]

COCAINE HYDROCHLORIDE [DEA SCHEDULE I
ITEM]

CODEINE-D3 HYDROCHLORIDE [DEA SCHEDULE Il
ITEM]

D-AMPHETAMINE-D2 SULFATE (DEA SCHEDULE Il)
DEHYDROISCANDROSTERONE
DEHYDROISCANDROSTERONE 3-SULFATE SODIUM

DEOXYEPHEDRINE-DS-HYDROCHLCRIDE (+-}- [DEA
SCHEDULE I}

ESTERONE

Chemical # CAS#

Schedule I
122

7995 1887-88-0
6348 60-13-6
6348 115-38-3
11125 51670
11411 208-50-9
6783 118357247
8374 B4-31-3
8073 76-T44
6458 80124-78-0
8558

LTr 300-43-3
1185 £04-17-8
8182 2005-57-0
Schedule Il
TO51 621-18-6
6128 52437
0282

TE40 76437
8267 56201
4845

0851 5328
63 630-56-8
7705 58-184
11102 260-70-3
8514 57-83-0

LSU Baton Rouge
CHEMICAL_DESCRIPTICN

KETALAR (DEA SCHEDULE Il)
HETAMINE (DEA SCHEDULE Iy

MEPERIDINE HYDROCHLCRIDE [DEA SCHEDULE Il
ITEM]

MEFHOSAREITAL (DEA SCHEDULE II)
METHAMPHETAMIMNE (DEA SCHEDULE Il)
METHYLPHENIDATE (DEA SCHEDULE Il}

MCRPHINE D3 HYDROCHLCRIDE TRIHYDCRATE [DEA
SCHEDULE Il ITEM]

MORPHINE SULFATE [DEA SCHEDULE Il ITEM]
PENTOBARSITAL [DEA SCHEDULE Il ITEM]
PHENCYCLIDINE-D5-HYDROCHLORIDE 58 ATOM

SECOSARSITAL TMG/ML IN METHANOL [DEA
SCHEDULE I1ITEM]

SECOSARSITAL SODIUM [DEA SCHEDULE Il ITEM]
THIOBARBITURIC ACID(DEA SCHEDULE Il)
THIOBUTABARBITAL (DEA SCHEDULE Il

ANDROSTAN-178-OL-3-OME, 5-A- [DEA SCHEDULE 1Il]

CIALLYLBARSITURIC ACID, 5-5 - [DEA SCHEDULE Il
ITEM]

CIHYDROTESTOSTERONE. 5
FLUOXYMESTERONE [DEA SCHEDULE Il ITEM]
HEXOBARSITAL [DEA SCHEDULE Il ITEM]

HYDROPROGESTERONE CAPROATE ESTERODIOL
VALERATE

HYDROXYPROGESTERONE
3-0-CARBOXYMETHYLOXIME, 17 ALPHA-

HYDROXYPROGESTERCNE CAPRCATE
METHYLTESTOSTERONE, 17(A)- [DEA SCHEDULE Il
ITEM]

NORTESTOSTERCNE 17-DECANCATE. 16—-DEA
SCHEDULE Il

PROGESTEROME

Chemical Safety Assistant User Manual
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3. Click [CHEMICAL CATALOG LISTING with EXPIRATION REQUIREMENTS].

I3
- . . . . . . ~
01/07/2008 Chemical Catalog Listing with Expiration Requirement LSU Baton Rouge =
Expiration
Chemical#  CASE GHEMICAL DESCRIPTION _ Montrs FLAME HEALTH REACT Hazarm Catenories
384 75-07-0 ACETALDEHYDE 12 4 3 2
4284 105-57-T ACETALEDEHYDE DIETHYL ACETAL -] 3 2 2 ox
802 12472-90-0 ALUMINUM NITRATE 12 0 2 3 ox
4481 12477004 BARIUM CHLORATE 12 0 1 3 ox
2867 108-80-1 BIS (2-CHLORCISOPROPYL) ETHER 3 1 2 1
k- 108-28-0 BUTADIENE 3 4 2 2 ox
5807 111-78-2 BUTOXY ETHANOL, 2- 12 2 4 2
164 &67-06-3 CHLOROFORM 2@ o 3 1
505 CHLOROFORMISOAMYL ALCOHOL 2@ o 3 o
1240 126-00-8 CHLOROPHREME (CHLOROBUTADINE) 3 3 2 3 ox
11434 COE-FAK ACCELERATOR 24 0 2 1
11435 COE-FAK BASE 24 1 1 1
2782 0714 DIMETHOXYETHANE 12 4 1 1 ox -
i 183 B0-28-7 ETHER 12 4 2 3 ox
1647 109-50-1 ETHYLENE GLYCOL ISOPROPYL ETHER 3 1 1 o ox
1656 302-01-2 HYDRAZINE (ANHYDRCUS) 12 3 4 3
5206 Tra2-8441 HYDROGEN PEROXIDE 12 1 2 2 ox
230 108-20-3 ISOPROPYL ETHER 3 4 2 1 OXW
11248 ISOPROPYL-BETA-THIOGALACTOPYRANOSIDE-1.4-DIOXANE 8 2 3 2 ox
284 FI5T-78-1 POTASSIUM NITRATE 12 0 2 3 ox
% 287 TT27-2141 POTASSIUM PERSULFATE 12 0 2 3 ox
g 10288 TTE2-82-5 SODIUM AMIDE 3 2 3 3 OXW
ﬁu o654 TTe1-07-2 ‘SODIUM PERCHLORATE MONOHYDRATE 12 1 2 2 ox
==( 4808 118-14-3 TETRAFLUOROETHYLENE INHIBITED 12 4 2 3 ox
o288 102-18-0 TRIETHYLENE GLYCOL DIMETHACRYLATE 12 0 3 1
» 74 75354 VINYLIDINE CHLORIDE 3 4 2 2
T
5
£
£
£
3
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Worker Registration
Adding New Workers

© From the main menu, under CHEM click on [Permit Worker Registration].

EH&S Assistant Log Off

Pl AA0000: AADaPrato, Paier
€>  CHEM

@ Eequisitions

,:"‘ Inveritory

5 Waste Packup
Repors

1. The Adding New Worker screen will appear. The screen is divided, displaying Newly
Registered Workers and Workers Currently Attached to the user.

Main Menu <BACK Pl AADDOD AADaPrato, Peter Log Off

Add New Wnrkel\ ~
Newly Registered Warkers for AAO00O: 2. Add New Worker

AADaPrato, Peter.
- Last Name First Name Permit# Entry Date =

<

Workers currently attached to AA0000:
AADaPrato, Peter's Permits ("CHEM"

permits).
Last Name Eirst Name Researcher
Adams Shane AAD000
Adams Linda AAD00D
Austin Christopher AAD000

2. Click [ADD NEW WORKER].
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2 = lookup table.

1D Number ID Type ?

Email Address

Confirm Email

Campus Box I:l
Start Date | N¢ »
Department Code :l ? Department Name | |
Permit # :l ? Job/Function ‘ ‘ ?l ‘

Please enter all Supervisors you work for.

Supervisor Name

4. Click on ADD to select supervisors

Please enter all previous training that this worker has completed.

Add Fadd+ Course #Course Description Date Institution/Company (if other) Alternate/Equivalent Training Descri

| @

[ Submit ][ Cancel | 5. Click on ADD to enter training courses already
completed by the worker.

3. Enter all information in the fields provided:
a. Name
b. 1D Number
c. ID Type—click [?]for atable of university ID Types
d. Email address

e. Reconfirm email address

f.  Work phone and fax number
g. Work start date
h. Department code—click [?] for a table of university Department codes, the

department name will be inserted

i. Permit number worker will be assigned to—click [?] for a table of User Permit
numbers

j- Job Function—click [?] for a table of university Job Functions
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4. To enter all supervisors this worker works for, Click [ADD]—a list of all supervisors will be
displayed. Click [SELECT] to add the supervisor to the registration.

Pick a Supervisor

Supervisor Name

Selec AADaPrato, Peter
Select Doleman, Kevin
Select

Piker, William

5. Enter all training this worker has completed. Click [ADD]—a list of all university training
courses will be displayed. Click [SELECT] to add the course to the registration.

Pick a Training Course.
- Urse # Course Description
Selec 101

Basic Chemical Safety
Select c102 Chemical Safety Refresher
Select G100

University Human Resouce New Employee Welcome

Oklahoma State University Chemical Safety Assistant User Manual
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? = lookup table. 4
Frst Name Lastame
ID Mumber 123456739 ID Type |S ?

Email Address ‘rnben@ta:hu edu
Confirm Email ‘mben@lechu edu

Campus Box 2300

Wark Phone |314-963-9934 Fax |314-963-9281
StartDate [1 2009 v
Department Code |SAF-001 ? Department Name ‘Oc:upanonal and Environmental Safety
Permit # [C-01062 2 Job/Function [Lw | 2 [Lab Worker |
Please enter all Supervisors you work for.

H

Add |+pdd+ Supervisor Name 1
delete ?
delete Piker, William ?

Please enter all previous training that this werker has completed.

Add [ pdd+  Course # Course Description Date Institution/Cc ™
delete  |G100
delete  [C101

? |Unwer5ity Human Resouce New Employee Welcome ” ”

? |Eaaic Chemical Safety ‘ ;

|~
s

[ Submit ][ Cancel |

6. When complete, Click [SUBMIT].

Main Menu < BACK Pl AA00D0 AADaPrato, Peter Log Off

IAdd New Worker
Newly Registered Workers for AAD00D:
AADaPrato, Peter.
- Last Name First Name Permit # Entry Date
Edit AADaPrato Robert C-01062 1/8/2009 «

Workers currently attached to AA000O:
AADaPrato, Peter's Permits ("CHEM"

permits).
Last Name Eirst Name Researcher
Adams Shane AA0000
Adams Linda AAD000
Austin Christopher AADOOD

7. The new worker will be listed in the upper portion of the screen as a Newly Registered
Worker, awaiting action by the EHS Department.
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8. When EHS reviews new worker registrations and imports the new worker(s), their names will
move to the lower portion of the screen—Workers Currently Attached to PI.

—p Main Menu < BACK Pl AA0000 AADaPrato, Peter Log Off

iAdd New Worker

Newly Registered Workers for AAODQO:
AADaPrato, Peter.
— Last Name First Name Permit# Entry Date —

[E3

Warkers currently attached to AA000O: A
AADaPrato, Peter's Permits ("CHEM"

permits).
Last Name First Name R hy
AADaPrato Robert AA0000
Adams Shane AAD000
Adams Linda AA0000
Austin Christopher AAD000

— 9. Click [MAIN MENU] and [LOG OFF].
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