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INTRODUCTION

This manual does not attempt to explain how to use Windows components-dialog boxes, check boxes,

pointers and cursors, list boxes and drop-down list boxes. All 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.

The EH&S Chemical Inventory Database is firewall and password protected. It cannot be accessed from off-
campus resources. It cannot be accessed without a designated login name and password. User access it
limited. You will not be able to access or view any information other than your own.

Purpose of the Program

The Medical College of Georgia’s Environmental Health & Safety Division (EH&S) worked with On Site
Systems Inc. to develop this software package to serve as a management and regulatory compliance tool. At
our chemical user’s request, we included a Web based chemical inventory and waste management system,
which was linked to a catalog of chemicals. The chemical catalog contains more than 13,500 chemicals with all
of the physical, chemical, and regulatory information we could use to assist us in managing and tracking the
chemicals from the time they arrive on campus until they are consumed in process or transported off site for
disposal as a hazardous waste. Our chemical users can now update their chemical inventories, review critical
chemical health, safety, and disposal information, request a pick up of the hazardous waste they produce, and
print a “Hazardous Waste” label that is compliant with regulatory requirements using the Web application.

The Chemical Inventory Database is designed to collect, store, maintain, and manage an avalanche of data
for use in compiling information and reports for our chemical users, institutional decision makers, and federal,
state, and local regulators.

Technical Support

Environmental Health & Safety Division help is available by:
Phone: (706) 721-2663 Monday thru Friday 8:00 am — 5:00 pm CST
Fax:  (706) 721-9844

Email: DHOBBS@mail.mcg.edu

Division of Information Technology Support and Services help is available by:
Phone: (706) 721-4000 Monday thru Friday 8:00 am — 5:00 pm CST

Fax:  (706) 721-7296

Email: ITDSUPPORT@mcg.edu
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Getting Started

All areas where chemicals are used and/or stored are expected to support

and participate in regulatory

compliance efforts, and use the Chemical Inventory software for updating their inventories and for completing

hazardous waste collection and labeling operations.

Access to the Program

Access to the Chemical Safety Assistant Web Application is provided by the Chemical Safety Office. A link to
the program is provided on the Environmental Health & Safety Division’s Chemical Safety Office web page at:

http://www.mcg.edu/services/ehs/chemsafe/chemsafe.htm

Click on “Chemical Inventory Database”

The following screen will appear.
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This is your Chemical Safety Assistant login window:

e Enter in your designated User Name.
e Hit Tab and type in your designated Password.
e Then click on [LOGIN]. This will log you onto the system.

Please contact the Chemical Safety Office if you have not been assigned a User ID and initial Password.

Dolly Hobbs, Hazardous Materials Technician

Phone: (700) 721-2663 Monday thru Friday 8:30 am — 5:00 pm CST
Fax:  (700) 721-9844

Email: DHOBBS@mail.mcg.edu
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Changing Your Password

After receiving your access password from the Chemical Safety Office, you should use the password to login
and set your password to something you can remember. Your password requirements for this program are the
same as with all MCG software.

Password Requirements

1. Must be at least 8 characters in length,
2. Must contain at least one number (or one letter if you use all numbers).
3. Must not be shared with anyone else.

How to Change Your Password

1. At the login window, Type in your designated User Name.
2. Tab to the next field and type in your designated Password.

3. Click on [Change Password].

4. In the next window Type in your New Password, tab to the next field, type in the New Password again
to Confirm, then Click on OK.

5. When the login window re-appears, type in your New Password and Click on [Login].
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The next screen to appear will be the Main Menu.




Basic Navigation

The Web Browser menu bar does not function once you
have opened the program.

Basic Commmands will be:

1. [ Main Menu ] to go back to the Main Menu for
program module selection.

2. [<Back] to go back to the previous window.
3. [Log Off] to exit the program

4. 'The above commands are all bold and in Red at the
top of the window.

Other Commands wiill be:

1. Words in “Blue” font color, sometimes undetlined

2. An arrow at the right end of a field indicating pick list

3. Selection button, such as a radio button or check
box where you will click to mark a selection,

4. Menu bar, or

5. A [?] to indicate a search engine following the
respective field.
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Main Menu

When you have logged into the program, the first window you see is the Main Menu. The Main Menu allows
controlled access to MCG’s Chemical Safety Assistant Web Applications.
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You have Six Choices that Perform the Follonwing Functions

1. Inventory — View, print, or update your Chemical Inventory and preview/print a Chemical Fact Sheet for
each chemical in your inventory.

2. Training — View your staff training records

3. Waste Pickup — Request a chemical waste pickup from the Chemical Safety Office and produce a label
for the waste container.

4. Reports — View or print select reports

Permit Worker Registration — Request to have a worker added to your lab

6. Order from Chemical Stockroom— View list of Chemicals in Exchange Stockroom and request delivery
for any item listed..

Vo

To Exit the program — Click on [Log Off]

Time-Out System

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 extended periods of time. Allowing the Time-Out function to activate may
cause problems with your computer. This feature is part of the security systems. It is in your best interest to
[Log Off] and close the program when it is not in use.




Chemical Inventory

Inventory Window

= From the main menu, under CHEM click on Inventory.

The Inventory Log screen will appear. The Web Browser commands do not function within the
Chemical Program. Use the [Main Menu] to go back to the Main Menu where you have the program
selection choices, [KBACK] to go back to the previous window, and [Log Off] to exit the Chemical
Program.
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You have the following Inventory Viewing Options

1. View Current Inventory
* Ttems Received/Ordered on (Date)
= Show All Items
*  Chemicals by Desctiption look-up

Click on the Radio Button to the right of
the item to select the view you would
like to see.

2. View Disposed Inventory fault is th
= Ttems Received/Ordered on (Datc) Default is the Current Inventory.

= Show All Items

= Chemicals by Description look-up The inventory view selected will be

displayed at the bottom of the screen

3. View Archived Inventory
* Ttems Received/Ordered on (Date)
= Show All Items
®  Chemicals by Description look-up

4. Add Receipts —add a chemical to your inventory

5. Edit — edit the information for any chemical in your inventory




You have the following Inventory Sorting Options

1. Items Received/Otrdered on — displays chemicals ordered/received on a specific date.
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4. Show Chemicals by 1st Letter — allows
you to view chemicals in alphabetical letter

groups.
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5. Show me Chemicals where” - This = e
command is followed by two search parameter selection fields and a blank field. Using this option, you
may display a specific chemical, or a group of chemicals that contain or start with the same parameter
you entet.

How to Execute the Sorting Commands

1. Click on “Items Received & Ordered on” and Entera | - oo i 2
date. Then click on “Show” - This displays all e e S
chemicals ordered or received on a specific date. anen  <BACK o €
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3. Click on “Show me Chemicals where” This command |- w —

is followed by two search parameter selection fields and | === =

a blank field.

a. Inthe first field you may select Chemical
Description, CAS#, Catalog # or Chemical #.
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= Chemical Description is the chemical name, o — (T T | TR L e
= CAS# is the Chemical Abstract Service e e MU sl

Number, . . _
= Catalog# is the Vendor Catalog Number — S e e

ignore this selection, we do not enter it as a bttt

primary indicator because of the multiple e e =

suppliers for campus labs. I’!HI_HIIIHIIII
= Chemical # is the file number for the Material S—

Safety Data Sheet— do not use this as a search

criteria.




b. Inthe next field you may choose Starts with,
Contains, or Equals. These terms are self
explanatory.

c. Inthe Blank field, you will type your search
parameter - Chemical Description (Chemical
Name) or CAS # (include the hyphens when you
type this in).

d. When you have finished typing in one of the
above search items, Click on “Show”. All of the
chemicals in your inventory that fit your search

parameters will appear at the bottom of the
window.

4. Show Chemicals by Location, When you mark this

option, a location selection field will appear. Click on
the [?] to select the building/room location.

Show Chemicals by 1* letter, Click on the alphabet
letter desired.

Sort by Column: Click on the column to sort your
inventory by any column — one click for ascending,
two clicks for descending.
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Preview/Print Inventory Reports

From the Inventory Window you may preview/print vatious formats of your chemical inventory provided in
the reports list. There are currently three formats for viewing your chemical inventory. Additional formats
may be presented. Suggestions are welcomed.

Under [-Reports--] you have the following Inventory Reports:
1. Chemical Inventory by PI — inventory items are ordered by Inventory #.

2. Chemical Inventory by PI and Storage Location — inventory items are ordered by the storage location
in your lab.

3. Chemical Inventory by PI and Building Lab Room — inventory items are grouped by building and
Room number.

To Preview/Print an Inventory Report

1. Click on the arrow to the right of
[---Reports---]

2. Scroll up or down and click on the report name of the report you wish to run.
3. When the file download window appears, Click on [Open] to view the report.

4. When the report is displayed, you may execute “Print”
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Preview/Print Chemical Fact Sheets

From the Inventory Window you may preview/print a Chemical Fact Sheet for each chemical in your chemical
inventory. 'The Chemical Fact Sheet contains all information that has been entered in the program’s Chemical
Catalog. The information presented includes: chemical formula, molecular weight, chemical properties, health
hazards, storage recommendations, hazardous waste properties, personal protection recommendations, and
other information. It is not a Material Safety Data Sheet (MSDS). It is a summary of information from various
resources. Material Safety Data Sheets are still maintained by the Chemical Safety Office, and are available
upon request.

To Preview/Print a Chemical Fact Sheet:

1. Click on the “All Items” to display all of the chemicals in your inventory.
2. Click on “Highlight” to mark the Chemical,

3. At 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.

4. When the “File download” window will appears, Click on [Open]

5. When the Chemical Fact Sheet report appears, you may execute the “File> Print” or “File>Save”
Command.

If you would like to
contribute to the , o

) ) Click on Highlizht to
Chemical Information Select the chemical
provided in the 8
Chemical Catalog, send
a copy of the MSDS \ i
for the product to any -
member of the
Chemical Safety Office,
by e-mail, Fax: (1-9844)
or by intra-campus mail
(Chemical Safety Office e e Chameal Fact Shet
— CI-1011).
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Preview/Print Chemical Inventory Audit Report

From the Inventory Window you may preview/ptrint a Chemical Inventory Audit Report. This report contains
all of the information provided to the Chemical Safety Office for Emergency Contact and Room Placarding at
the top of the report. You should review this information for accuracy periodically, and forward any
corrections to the Chemical Safety Office. Also included on the report is a list of all the chemicals in your
inventory along with the quantity and amount in storage. You may use this for reviewing and updating your
chemical inventory. At minimum, review and update your inventory twice a year — by June 30th and by
December 31st of every calendar year.

To Preview/Print a Chemical Fact Sheet:
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1. Goto the [--Reports--] ficld, Click on the arrow to the right ~ ~~

of the field and scroll down to the report “Chemical Audit [-: T — R
to run the report. A “File download” window will appear || Ssaas R T —__ smamee
when the report is ready. ..f..f.f::::: .
B
2. Click on [Open] to view. You may execute the “Print” or | P kel T

“Save” under the “File” Command..

3. The Chemical Audit Report can be use to review and update
your chemical inventory and lab placard information.

4. At the top of the report, Principal Investigator information
reflects current laboratory placard information. Contact the
Chemical Safety Office to have this information updated as
needed.

5. Below you will find a list of your

| Chemical_lnventary_Audit1].pdf - Adabe Acrobat Prafessional

chemicals grouped by room. You
may use this to review and update
your chemical inventory. 4
Medical College of Georgia
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Office Phone:  (706)721-2598 [Emergendy Phane:
Emengency Phone: Department Manager:  Risa Kitchens
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MSDS Search

This application allows you to search for an MSDS on the Web without exiting the program.

= (Clickon [ MSDS Search ] to the left of the chemical name in the inventory screen to search for a
Material Safety Data Sheet (MSDS) without closing the program. The program activates the web
browser and does an automatic search of the Sigma Web site for the MSDS using Google, and displays
the search results.

= If the items displayed do not match your chemical, you may conduct a search for other chemical
vendors who also manufacture and distribute the chemical using the Google Search engine.

®  When you have finished your search and closed the web browser, you will return to the Inventory
Screen.

* Hard copies of Material Safety Data Sheets (MSDS) are still available through the Chemical Safety
Office (CSO). To request a copy of an MSDS, call the CSO at 1-2663.
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Adding and Editing Chemicals in Your Inventory

From the Inventory Window you may add, edit, or delete a chemical from your chemical inventory. The
operations performed to Add or Edit a chemical in your inventory are very similar.

1. Click on [+Add Chemical+] to open the [Adding Chemical | screen.

2. Click on [Select ] to the left of a chemical desctiption/name to open the [ Editing Chemical | screen.

3. Notice that the Adding Chemical Screen and the Editing Chemical Screen contain the same fields.
The fields in both screens function exactly the same.

Adding mw emome o
Editing

A & - e

4. You may change any item in the Editing Chemical screen except the Inventory #. Inventory numbers
are assigned by the database and are unique to every item in the inventory.

5. You may also remove a chemical from your Inventory through the Editing Chemical Screen. Click the
checkbox in front of the words “Totally Disposed?”to mark the chemical, then Click on “Save/Return”
to delete a chemical from your inventory.

6. Allfields highlighted in Pink are required in both the Adding Chemical Screen and the Editing
Chemical Screen. You must enter data in these fields in order to save. Fields that are not highlighted in
pink are optional.

7. Using your Tab key will take you to each required field. If you would like to use the optional fields,
click on the field.

8. Where the [ ? ] appears following a blank field, it indicates that a pick list or search engine is available for
that field. Click on the question mark [ ? | to activate the search engine or open the pick list. You will find
the question mark following the Vendor, Lab, Chemical Description/Name, Storage Location, and
Contact fields. For Vendor, Lab, Storage Location, and Contact, there is a pick list. For Chemical
Description there is a search system.

9. When there is an arrow to the right of the field, there is a pick list attached to the field. Click on the
atrow to select from the pick list. You will find the atrow in Volume/Size, Storage Device, and Date fields
for Month and Day. In the Year field, highlight and type the number.
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Adding & Editing Windows: Fields & Functions

The Adding & Editing Windows contain the same fields which also function in the same manner. If you learn
the fields and functions in one you are also learning the fields and functions in the other. The only difference
between the two is access and contents. One window contains data, which you will edit. The other does not.
Therefore, we are going to present the details of the [ Adding Chemical | window in this next section.

1.

Note: If you mark the “Not in Catalog”, you must type in
the full Chemical Name as it appears on the container or :
MSDS, and you must complete the “Catalog #” and o — O G

Catalog # is the Vendor/Supplier Catalog or Product order number. This field is optional, except when
you are using the “Not In Catalog” marker to load your chemical information.

CAS # is the Chemical Abstract Setvice number, which specifically identifies the chemical. This number
can be found on the MSDS and is often printed on the original container label. The CAS # reads from
right to left following the pattern, one number, hyphen, two numbers, hyphen, and several numbers.
[Example: 7654-32-1] When you enter a CAS # in this field, the program will auto-search the Database
Catalog for a corresponding chemical name and load it in the Chemical Description field

“Search Catalog” the Default item, “Search Catalog” is
marked when you open the screen. When this is marked
you must search for the chemical by clicking on the
question mark [? ] to the right of the Chemical Description
field. This opens an engine that allows you to search your
“Personal Catalog” or the Database Catalog for the name of
your chemical.. The Database Catalog currently contains
information for over 13,000 chemicals, and is growing daily.

“Not in Catalog” was provided to allow users to
continue loading their inventory item after they have
conducted a search and determined that the product is not in the database catalog. When this is marked,
you may by-pass the search load requitements, and type in the Chemical Description/Name, and it
becomes mandatory for you to enter the
Catalog # and the Vendor name.

Vendor This is the company or manufacturer n;m" w:»;:';:emm T
you purchased the chemical from. Click on the [ i
? ] to open a Vendor pick list. When the Vendor
list opens, Click on Vendor Code or Vendor
name to select. Use the scroll bar to the right of
the screen to move up and down the list. If you
do not see your vendor on the list, send an e-mail | ...
to dhobbs(@mail.mcg.edu with the vendor Eo—
information and a request to have it added. You
will receive a reply when the request is -
accomplished.

“Vendor” fields in order to save your entry. When the “Search Catalog” is used the Catalog # and Vendor
name are optional — you may enter them if you would like to do so, but they are not required.
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6. 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 EH&S Technical Support. (See page 3 for
Support Information)

a.  When you click on [SELECT] the building and room number for the lab selected will auto-load into
Adding Chemical lab field and the name of the building will auto-load in the following field.

b. Note that [Last] follows the [ ? ] after the Lab field. If there are multiple chemicals to be added to the
same lab, you may click [LAST] after you have entered and saved your first chemical, and the lab used
for the previous entry will auto-load into the field.
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7. Inventory# is automatically assigned by the CS Assistant program and is unique to each entry. Tab to the
next required field. You may change any field in the Editing or Adding chemical Window, except the
Inventory #.

8. PO# is your purchase order number — this is optional, you may use it or leave it blank.
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9. Totally Disposed? When you no

. . BIX
longer have a chemical and you wish  [&=000 e a5 x =
1 1 fle Edt Vew Faorkes Took  Heb
to 'remove it from your mventory, Google Z| M avch o e e | B e Oy Boskmutsr | % Check + ] AusFa - g &+ @S-
Click on [Select] to the left of the x & (@ - B8 & Gt OTu:
item you WlSh to delete to Open the Pl 0911 Hobbs, Delly E Adding Chemical 2
. s . Catalog # |[M1775 cas# | NFPA T04 Codes
Editing Chemical screen. Look P — 3
for “Totally Disposed? And Click e ) T Sy S >
on the checkbox. Click on bz sl Dlesd
SaVe/Retum. -In‘- Units Quantity b Linit - Vul::r;gf:;mn o
Lbs /Gal Comest o
Storage Location ? [last] Chemical Formula |CH4O
10. “Chemical Description.” The =tosenica- [ - Webwuir Wroh 2082
. . . . Rec Date 06 > 09 > 2009 Order Date - hd
“Chemical Description” is the name focarn . W W ol WS
antact last ontact's Phome
of the chemical. In this field you Commenis
have two options: MSDS Locoin FndUSDS e
cr1001 [ast |
* Light Red labels indicate required fields.
a.  You may leave the default
marker at “Search Catalog” " B

and Click on the question mark - —
[ ? ] following the Chemical Description field to activate a search engine to load the chemical name.

b. Or, You may mark the “Not in Catalog”, When you mark this, Click on the blank field for Chemical
Description and type in the Name of your chemical. Remember to enter Vendor & Catalog #.

11. You should always search for your chemical first. In order for chemical specific information to attach
to your inventory item, it must be linked to the database Chemical Catalog. Adding a chemical to your
inventory by selection using the search engine automatically attaches it to the catalog.

12. The “Not in Catalog” command was provided to allow a user to add a chemical to their inventory that
was not found in the Database Catalog. If you must use this command, you will be required to provide
enough information for the CSO staff to get a Vendor specific Material Safety Data Sheet (MSDS) for the
item. The MSDS is used to load the chemical into the database catalog, classify the chemical according to
EPA, DOT, and DHS guidelines, and to link the data to your inventory entry.

13. To search for the Chemical Description: Click on the [?] to the right of the Chemical Description field to
activate the search system

a. This program contains a database Chemical Catalog with more than 13,000 chemicals. The
database Chemical Catalog is maintained by Chemical Safety Office Staff.

b. Italso produces a “Personal Chemical Catalog” which 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.

14. When you click on the question mark [ ? ], a search window will appeatr.
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15. There are three search options available. You may use any one or combination of the three..

16.

17.

18.

a. Show me Chemicals where Vendor is,

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

c.  Show me Chemicals that are in my
“Personal Catalog”.

As long as the “Show me Chemicals
that are in my Personal Catalog” is
marked you will be searching your
Personal Chemical Catalog. You may
mark this and any of the two items to
search your “Personal Catalog” by Vendor

/2 hatps:fapp mog.sduichemd b haeWeblsap!, dIVTXLCH 20uDrgBp0 s Baye] Shmhvp4ldckd - Windows Internat Explarer

G = | b diappang /Ehs o7 sl s i AVEXE g ] el BIEES Gt i

Fle Edb  Vew Foemibes Took  Hel

Google | Mavmeh - - e Bty Sedmuke % Cherk - Awori - % - @ %Hgin-

W g fa- B e BT 7

Pl 0911 Hobbs, Dolly E Adding Chemical A
Catalog ® MITTE Case HFPA T Codes

g O Not In Catadog
T — 0
Lab [CS.1002 7 [Jas ] [CSMaterial Safuy Storage Bidg.. 1002 /
Ivaritary # 0039621 PO# [ Totally Disposed?
Chemical Description [ ?
Physcal State #of Unita Chaantity pes Link Vil Size
Ot Oliquid O5cid |1 [] Ho Selection - ¥
Lbs./Gal. Comert [ o[
Storagn Location 7 [last]| Chemical Formuia |CHAO
Storage Deice | - No Salechon = » Mclacular Weight | 17 043
Facept Dsta 08 % 09 w2009 Crdar Data - v
Expiration Ciate - ~ e Dt - -
Centact 7 [ast) Centacts Phane
Comments
MS0S Location Eind MECS cnine
<1001 last

* Light Red bels indscate requind 4. [ Save & Add Anothes Chemical Save/Ruturn Cancel |

»
S Localndranet M -

ot by Show me Chemicals Where (Chemical Description or CAS#] is [Starts with, Contains, or Equal to].

a. 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 before “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.

£ hittps: Happ.meg. edulchemdblEraWeblsapi. dIVEXECH 90z yle j81 54kem11 I8mvyo! 9h05a7 - Windows Internet Explorer =13
b. To select the vendor, Click on O - (8l mpeign actaas Tt i A s ] e £
. Fie B Vew Favortes Tooks help
the Vendor name. A hSt Of Google |2 Sench - g0 - - B ¥ Bockmeks U Check - ] AutoFll - 5 €, - () Sgaln -
. w o g 5-B = ibPage = SFToots = "
chemicals for the vendor chosen - S z
will appear at the bottom of the - —— cuacel
L] Show me Chemicals where Vendor is - No Selection - v
Screen C]jck On the Chemical I_I Show me Chamicals whare Chemical U@lﬂ”ﬂ“eﬂ - Starts with... g
: [ Show me Chamicals that ars In my “Persanal Catalag” (previously recelved)

name or CAS # to select the
chemical. If you do not wish to
search by vendor in your Personal

010000 CIHIND
Catalog, do not mark the “Show e ——T
. . €0.10000 CIHED
me Chemicals where Vendor is” T
selection. B oo oo
122 53000 CHICOBr
12255000 CHICOBr
. IDE TR0 CHICOO
To search outside of your “Personal B2 AGLICLOD: nuom oo
7428 ACETYLIODIDE 18555000 IO
Catalog”, you must unmark the Show e T
. . ACETYLENE: ACETYLENE e
me Chemicals that are in my Tues msum -
""Personal Catalog" (previously rrre T — T — .
Done S Local ntranes 100 -

[7] Shaw me Chemicals that are Appendix A& Listed

744 Found Chick the Chemical's CASH or Description 1o select it

Expitation
Catalog # Vondor Poriod - MSRERRE Chemical Fommula
{montis)

received). Vendors are not included in

the Database Catalog because several vendors may supply each chemical product.. Therefore, you must

also unmark this selection.

“Show me Chemicals that are Appendix A Listed” is a list of chemicals identified by the Department
of Homeland Security (DHS) as Chemicals of Interest with screening threshold quantities or STQs. This
listing is set aside in the database to let users know that special requirements must be met to possess these
chemicals. Any facility that possesses a chemical on this list, at or above the STQ for any of the applicable

security issues, must register with the DHS

using the online Chemical Security Analysis Tool (CSAT) and

complete and submit an online report called “Top-Screen. DHS then uses this information to determine if
the facility must meet any other requirements as listed under the CFATS regulation. The CSAT
registration and Top-Screen Reports are completed by the Chemical Safety Officer. All chemicals under
this listing must be reported to the Chemical Safety Office immediately.
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19. “Show me Chemicals where” Mark this, and nothing else, :
to search the 13,294 chemicals that are presently in the R e RS T
database Chemical Catalog for the chemical you are adding to s n
your inventory. Then do the following: e - =

by o (i ot e Arpndin & Lised

a. In the first selection field you may search by [Chemical
Description or CAS #]. The Chemical Description, is
the chemical name, the CAS # is the Chemical Abstract 19
Service Number. Catalog # is the vendor catalog number
we do not enter this information into the database as a
primary indicator because there are multiple suppliers for F
most chemicals. Chemical # is the MSDS file number, = —

# w et ge g P boinates Flhed - FlhadE- 5 - Uagh-
we do not expect you to know this number. Click on the 5 Dot s 8-8 & -0t
arrow to the right of the field and select Chemical R — -
Desctiption or CAS #. o ——— e |

Shrw ran Charmicah ot 314C pinlog §

U
Spcly o Search Crterin e it e aon” butom.

b. In the second selection field you
may select [Starts with, Contains,

e = e e B ) Botmater S Ok - f A - %, - g

or Equals ] begin with the first * ¢ B &8 e ona:
option — “Starts with”. i ke =
e e B (3o

Shaw s Chasmical fiat e Appendi 4 Limed Fpemrogy

c. In the third field, which is blank, St o e o S
Type in the Chemical Name or
CAS #, including the hyphens as
you type (example: 7654-32-1), then

Flo Bt Wew Foetes Teoh el
Google | S Search g2 - e | B+ YT Dookmukss | S Chack » ¥ @, + () Signln -

d. Click on “Show”. The window will R e BB @G- Qe "
display all of the chemicals in the e

[ Show me Chemicals where Vendor is |- No Selection - -

Catalog that matCh What you typed [r« :‘:nw me Chomicals where | Chemical Description | | Stars with... v Mathanal -

e Claenicals that are in sy "Passonal Cotalag” (praviously recuived )

in the blank field. . i

21 Found. Click the Chemical's CASS or Description to select it

i
i
i
|

e. Double click on the [Chemical Name] or
the CAS# to select the chemical you want.

{2 httpsc s pmeg, edisdchemdb/T heateblsaph, I CIBNa 2 20296 gsup Balyqviien - Windews Internet [xplarer

20. The Adding Chemical screen will appear  Errior _ _ T 2
with the Chemical Name, CAS #, M Ve e Tok o

. Google v MSeech o g s e Bic Oy Bookmader P Check + 'F]AvteFD e 4 ¥+ () Sigaln *
Chemical Formula, and to the next T —— e S T
required ﬁeld’ or Click on the field you Pl 0911 Hobbs, Dolly £ Adding Chemical &

WOuld ]jke to ﬁ]l. _ Cataleg ¥ CAZ ¥ [B7.551 NFPA M:Codu

@ Seach Carateg O Notln Carabog )
Vendor 7 | ?*\E

. Lab 5 1002 7 (laww) [C5Matorial Salvy Stovago By 1002
=  Remember, if you have searched your i il ErsA s

Chemical Descsigtion [METHANCL

“Personal Catalog” and the “DatabaSC rj!‘.,-r:a!.?:a‘id - t‘ﬂ‘Lmhs Quankicy per Lk ; W:..mgﬁfg..... -

> ann o b5 /Gal. Comrt [ o
Catalog and you ¢ ot ﬁnd the Stovage Locabon P [last] :.'I:ul:i r:::; CHIO
Chemlcal Sloroge Device |- No Seleclion = 9| Molecular Winght [ T2.042
? Recept Date (06« 10« 2009 Order Date v -

Expiration Date . - OpmDate. % =

Centact T [lase Contacts Fhane

= Mark the entry as “Not in Catalog.” Comns 20
and type in the chemical name., and
you must also enter the Vendor name poine i
and the Vendor’s catalog # before you — L 2
can save your entry. e C I — T

MS0S Locabon Eod M0 coline
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21.

22,

23.

24.

25.

26.

27.

Physical State [Solid, Liquid, or Gas]
you must mark one of these. Click the
radio button to the left of the Physical

State that matches your chemical. Tab to
the next field.

The “# of Units” is the number of
containers of the specific chemical. The
default number is 1. To enter any number
higher than 1, all of the containers must be
the same size and same unit of measure.
For example, if you have 2 containers of
Methanol and they are all 1 liter in size,
you may enter the number 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” the
numerical amount for the container size.
Type in the [Quantity per Unit] and Tab
to the next field.

In the “Volume/Size” the unit of

2 Mipn:itapp.mepedulchemdbrEhsaWebsapi, dIVEXECH 1l g B pd 2 Biyn ] Sbmbrpd 4ldihd - Windews Inbernel Explarar
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R RO
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W dr |3 - B o irPage- @ Tools-
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Catalag # cas e [g7561 WFPA 704 Codes

() Semre Carsleg %o In Conalng 3
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L 7 [Rasy ) [C5 Matwral Salwy Stoenge Bidg 1002

] PO [ Tatally Disposed?

Chemical Description [METHANOL ?
Physical Statn [ Cuantity pes it Volurme/Size
Oou Bligud Ossa 1B ~ Mo Selectnn - %
Lbs sl Comven [ 0
Stoeage Location T [inst] Creenicsl Fommia CHAO
Storage Davice| - No Selettion - & Molealar Weight (32 42
Receipt Dste |05 % 09 %2008 Crder Drate v -
Expiation Date o - COipan Date - -
£ hitgs:Happ.meg edufchemdbiEhsaWeblsapi. dIEXEC/3T0u0rg Bp02sBxye] Sbmbvp1 ldskd - Windows Internet Explarer Ji=]l3
6_ - |@ npeingp 3 el & [[%) [ ol
Fle Edt Wew Fovorbes Took Help
Google w AP Sewch - @0 - e B - fF Dockmade- | SF Check - E AutoFll - 8 € - () Sgnln
WO v B - v rPages (BTooms
P1 0911 Hobbs, Dolly E Adding Chemical 4
Catalog # CAS # (57881 NEPA 704 Codes
- 3 -
5 Sewch Catadeg 0 Nt In Cotalog
Vendor [SGMA_ |7 [Sigma-Aldrich 260
Lab [€5:1002 7 [las | [C5-Material Sabey Storage Eiap. 1002 ~ s
Imemntory # [00F9E41 POR [ Toenbly Dispassd?
Chemical Description [METHANOL 7
Physical Statn # of Units. Guantity per Unit Voluma/Size
OGas Dliqud OScid |2 500) ML Miliiters v
Lk -"'Icml_."ms"k’“i“"'
R CC - Cubic Contimaters
Sreeaga Loeation T Chamieal Farmula |CH40 FT3 - Cubic Fast
Storage Devica| - Mo Selection - Malncular Woighe 12 042 ? -&“_‘:‘a““‘"
Receipt Date (05 % 09w 2009 Ouder Dt GL - Gallons
Enpiation Dste | = = Cpen Date|__ e Kiograma
Contact 7 [inat Contact’s Phone L8 - Pounds
T
Conmonts il
02 - Ounces
MSOS Location BT - Pints
CL1001 QT : Quarts
U Units
* Light e labals iniicath vt quied Sabds uG - 3 ]
Save & Acd Another Chemical i : lancel
< £l
S Loesl mtranat 100 -

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.

BOCA is an acronym for “Building Officials & Code Administrators” from the National Building Code
regulation used in the construction and enforcement of school buildings. In this case, BOCA Amount is
the total amount for the chemical calculated

in pounds or gallons. The system

automatically converts your units of measure

to pounds or gallons when you Click the
[Calc] following BOCA Amount.

[Storage Location] is the location of the
chemical in your lab, this field is optional,

you may use it if you’d like. 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. This will take you back to

the Adding Chemical window. Click on the

blank field and type in your location
description.

7 hatps-Happ.meg edulc hemdbiE bnaWebliagi, dIVEXECTI Mwr gBp07sBaye ] Thenhvp 4ldakd - Windows Internet Explorer
G-"“"F" B <[ & |4 Bl
Fle B3 Vew Fewrtes Tk e
Google w i Seaeth s o e B Y Beckmetye 9 Cheek - F AwoFll - 5 &, () Signln -
W B~ &g ot
Pl 0911 Hobks, Delly E Adding Chemical 4
Catalog # case 67561 WFPA T84 Codus
@ Seach Catulog £ Net bn Catbeg H
Vendor [SIGMA |7 |Segma-Addnch 2«‘0
Lat [C51002 7 [inst ] [C5-Material Sadey Storage Bidg - 1002 "
Ivantory # (0039641 PO [ Totally Disposad?
Chamical Dascription [METHANOL 7
Physical State o of Units Cuankity o Unit VokamaiSize
©oas & Liqad O Sobd 2 500 ML - Militers -
Lbs fGal_ Comert of
Storage Location | Flammable Cabinet |7 [last | Chemical Formula | (40
Sioags Dwwce | = o Selection = |~ Molecular Weight [12 042
FRecept Daty SRS T) Coder Date - -
Aerosal Can
Expiration Datn | Ampula OpenCate, 1~
Contact Busad Rem last Comact's Frone
Clersed Top 141 Drum =
Comenants Dwsncaton
Fiber Box
Gars Cylinder
MEOS Location | Gan Tank (small)  bine
c11001 s Bottly (lnst
* Ligh Rad ket oot € ((Save 2 Ada Ancthar Chamcal )| [ SaveiRotam | [ Cancel
Matal Open Deum
Pt
Plastic § Gallon Bucke
Plastic -
< Plastc Botle *
= PLASTIC GCARTRIDGE: [ Trem— A -
I o oo

Notice that [Last] follows the [?]. When you have multiple entries, after you have saved your first entry,
you may use this command to enter the last location previously saved.
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28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

[Storage Device] Storage Device has a pick list that is
accessed by Clicking on the arrow to the right of the field,
scroll down the list and click on the item of choice.

The [Chemical Formula] is part of the data entered in the
database chemical catalog. It will automatically load when
you enter the Chemical name from the Database catalog.

[Receipt Date] is a required field. The Default is the
Current date. If you would like to change it, Click on the

arrow to the right of the Month and Day or type in the month
and day in the displayed format. The Default year is the

current year.

Lbs/Gal Convert — is converted by the database when you
enter the number of containers and container size and save, if
the product is linked to the Database Catalog.

[Open Date] is an optional field, unless the chemical you are

entering is a time sensitive material (peroxides and peroxide forming
compounds). For these materials, you must enter a Date Opened. The
calendar works the same as the Receipt Date. After you have entered a
date, Click [Calc] for Expiration Date. The program will calculate an
expiration date for you, based upon the time limit that the chemical can sk o
temain in storage. In addition, the inventory program is set up to notify CS22 -
you when a time sensitive material has expired and the CSO should be :
notified to pick it up for disposal.

[Order Date] is optional. You may use it or leave it blank.

[MSDS Location] all Material Safety Data Sheets ate stored at
Chemical Safety Office, Default location is loaded.

[Contact Name] is the laboratory contact. Click on the [ ? ] to
the right of the field to select from a drop-down list. This is an
optional field.

[Phone Numbet] is optional. Click on the field and type in the s i

numbet.

Comments: use this to provide us with any additional information you think may help us to classify the
product according to its health and safety risks, and to collect the MSDS for the item.

Click [SAVE & Add Another Chemical] to save and add another chemical without having to reload the
lab.

Click on [Save/Return] to save the entry and return to the inventory screen. [Cancel] to cancel the
operation. You will be returned to the current inventory display.
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Editing or Deleting a Chemical in Your Inventory

Everything in the Editing Chemical window appears and works the same as if you were adding a chemical to

your inventory.

1. Click on [ Select ] in the inventory screen.

2. In the “Editing Chemical” - You may change
anything in this window except the Inventory

Number [Inventory #] and the Chemical Name.

3. Allitems highlighted in pink are required
fields. You may change information in these

fields, but you may not delete information and
leave the field blank.

4. Fields that are not highlighted in pink are
optional.

2 hittpeciapp.mog. o

i DSt vew Feeoe Toos fed
Coogle 1G~ wloaig® B e g momwae Broveoss Fowa s g + i e @ g
WG e e s sduichent Ehermebla AUDIC @ g

Main Menu  <BACK

{ Current bnventary ) Disposed Inventory () Archived inventory
Coms RoceediOvdered on |12 w30 w2000 | [EENENN
AN s
O3 Sk wen Chaenlcals whaes
3 Show Chemicals by Location

+ Add Chemical + Ruports-
Ovapiey 50 mws per page

ethen faiaa MR 63
soshoe Jesn S338183 WD ALEDmL onazmen CRUH

et famg 231 per T Lt chvay 1 4t

Diapley | 50 ¥ rows par page

5. Using your Tab key will take you to each required field.

6. If you would like to change an optional fields, click on the field and type in your changes.

7. Multiple containers of a specific Chemical must be of the same Quantity per Unit and Volume/Size to be

loaded as one entry.

e TFor example: if you have four, 1 liter
containers of methanol. You may enter 4
as the # of Units, 1 as the Quantity per
Unit, and GL as Volume/Size.

e [f the containers are not the same, you
must enter them separately.

8. Totally Disposed? —if the chemical has been
consumed in process and you would like us to
remove it from your inventory, Click in the
box next to this command “Totally Disposed”
to mark the chemical for removal.

Wb 1LEXE LS Dbl Jxesne?1 Joma

anucy “B4x A

B At vew et Tods b

Google G- Vol B ) e Dot Fouw . )

| S -—————— -0 &-ewe-

- e [ e S

Pl 0911 Hobbs. Dolly E Editing Chemical &
Catalog # CASE 61561 o

(3 Saanch Canalog () Natn Caratag. Vendad i Codes ,

e [cswe 7 [iast | (65 Matenal Safey Storage Buig- W02 ?¢.
Ientory # |0034180 PO= = Totally Disposad?

Mu(».:mW 7

Physical Stata #of Unis Cuastityerlnt Vshma'Sze

Citus B ligud O 5okt 2 1] [L7 Liwes .

Lbs. /G, Comven [ s [GAL

Stoeage Location ? [last] Chemical Fomuls \CHO

Storage Dvice| - Ho Selnction - % Mobacular Weight |32 042

Racept Data |09 = 02 & 2008 Oustar Date b ~
Eupirstion Date| | calc OpemOue| = =
L — ] ComtactsPhose [

Comments
MSDS Locstion
crant ™|

* Light Red labels smicate sraied ks [~ Sawa & Add Ancias Chameeal [_ 1) Ew-_uj

9. Click on Save/Return at the bottom of the window to save your changes,

10. Click on Cancel if you do not want to save your changes.

11. You should update your Inventory at least twice a year — By January 1st and July 1st every year.
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TRAINING

This application only applies to training provided by sections under Environmental Health & Safety Divisions
such as the Chemical Safety Office, Radiation Safety Office, or the Biological Safety Office. Through this
application, the P.I. has access to his/her training history and the training history of any employee who works
directly for him/her under him/her. Training history is entered by EH&S staff members.

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

= Choose a PI - Windows Internel Explorer
@ | = B hitpsiiapp mog
Fle B Wew Fovortes  Took el
Coogle

WO @ dwomalbl

7 Chieck =

| M Bemch - g0 - - - T Bookmarks-

AVEXEC/ Ly “ g+

] Auteka - 4

Hygln -

- G Tocli= *

EH&S Assistant

PL: 0911 Hobbs, Dolly E

€ CHEM

1. The screen displayed is a listing of
the Principal User logged-in and
all workers attached to this uset.

2. Click on the [VIEW] for the
person that you would like to view
training records for.

3. Training information consists of
all classes complete. From the

Fie Edt View Favorites Tools Help

@Back - Q@ \i] @ ;‘, /-:)Saarch inSfFavnrwtas {f} -_7

Address ‘:E! http:f/10.6.11.107/EHSAWeb EHSAWebTsap, dIJEXECIS(1 77849 1nh7nf9 a1 jsphLmavwrnd

- EEEX
."'l

o4
vIBco s ” @@

completed status future recurrent
training requirements can be calculated
by adding the course frequency to the
training date. A listing of Training Due
Dates is available under Reports.

4. Click [BACK] to exit this user records
and select another worker. Click [MAIN
MENU]J to exit the training module.

View MNelken Ti mathy Emviranmental Health & Safety

View Spear Jarnes

Erviranrnental Health & Safety

File Edit Wiew Favorites Tools Help

Qe - ©

Google - | v| (Gl search - b PaeRank Ehoeiblocked | A% check - iy Autolik * »
Main Menu < BACK Pl 911 Hobbs, Dolly E Log Off
—  Last Name Eirst Name Worker Type
View Erondu Kenneth Enviranmental Health & Safety

3 hitp:#/10.6.11.107/EHSAWeb/EHSAWeblsapi. dI/EXECI4/1 Tx7B491mhTnf91 al jephimzwym3 - Micr... [= (B3] |
;'l

] B € Psead Slcraois € (- i @

o3

duddress [ ] hitp 10.6.11,107/EHSAMsbEHSAWebTsap, JIIEXEC (4177049 mh7rF 91 sl jsphmzsn

VB e ks ? -

Google - | v| (Gl search - | g8 2Rk B og1 blcked

A Check = “% Autolink ~ »

Main Menu < BACK Pl 911

&

Training Completed hy Nelken, Ti mothy

Hobbs, Dolly E Log Off

Training Date Course #  Course Name Ei cy PASSFAIL Category Score
07/01/2006 CS-RTK Chemical Specific Right to Know 12 monthe  Pass CHEM Pass
070172008 HWARTIK  BOR Hazardous Waste Awareness 12 months  Pass CHEM Pass
0B/01/2006 B-RTK BOR Basic Right to Know One-Time  Pass CHEM Pass
11/02/2005 HAZ G 8 hour hazwoper Refresher 12 months  Pass EH&S Pass
1200642002 DOT 40 40 hour Trans of Haz Material 36 months  Pass EH&S Pass

Training Regirerments for Nelken, Ti mothy. Training due dates within 1 month are
shown in RED

Due Date Status Course # Course Name Fi R i C

&l

&4 Local intranet
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WASTE PICKUP

All Hazardous Chemical Waste must be processed through the Chemical Inventory Database for pickup.
From the Main Menu, you will select the Waste Pickup application. Using this application, you will request a
pickup of your hazardous chemical waste, provide the details of what is in your hazardous waste container, and
produce a label to attach to the container. The label you produce will remain on the container from the time it
leaves your laboratory, until it is recycled/reclaimed, treated/neutralized, or incinerated for disposal at a TSD
facility. All containers offered for hazardous waste collection must have the “Hazardous Waste” label 1
attached. You will also have access to edit or delete existing waste pickup requests or enter a new waste pickup

request through this application.

» From the main menu, under CHEM click on Waste Pickup

Submitting a Request for Chemical Waste Pickup

1. Click on +Add Request+ to add a request
for pickup chemical waste.

2. The P.I. code and name are inserted
automatically. Request # [P070201013] is
generated by the program, do not change
this information.

3. Request Date: The Current date is inserted

4. Lab/Location: Click on [?] for a list of
your labs. Click on [Select] to choose your
lab.

5. Contact click on [?] to insert the name of the
lab contact, or type in the name

6. Contact’s Phone type in the number.

7. Comments: Type in any information about
the waste. You may use this to tell us where
your waste will be located in the lab for pickup
or if you need such supplies as Formalex or
Charcoal..

8. Campus: click on [ ? ] and select MCG

9. Waste Generator: click on [ ? ] and select MCG.

10. Click [SAVE]

£2 Choase a Pl - Windows Internet Luplarer EEE

@ )~ [ g SENEX ahutald MU |4l ]
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W | omear T = - ob- P OTocss ©
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Fe Edt View Favomes Tods  Meb
& - Google G ~ Gow ¥y Bookmarkiw [ 7blocked 7 Chock » ¥ ) Semmngse
e § 0 4 fjHome - dhPont - 0 Tools - @ Help ~ | - Messenger [ Paste = Copy ] o+ Puge = % -
Main Menu <BACK P Habbs, Dally E Lag Off
+Add Request +

PE: 0911 Hobibe, Dally E

€  CHEM

EIBR|

9. = B bt chesdi ad meg sty shemdh TREAWEISAF A1 FXEC 24 e w | 9 30 Bl

yiliniaddl ecwjsMingyfs - Windews letermet Explerer

— Beguraf E:E”‘( Building Nams ;"’g b". Commants ! Dituctions Contact CIFIME :‘
Edd Deiete View POTO201013 020172007 g,m‘;::"“ 104

Waste Containars arm in fume Dolly £
hood Hebbad

B0 - (B Tl TR ==
Fle Edt Vew Fookes Tok  Heb L
Coogle 3= o[ sewch o gl e e B OF mooknwtsr [BhRed o (Fohed o Tlagerdc ) Dlsgnm
& & o B - B b - e - ok
Pigann [Hotbs DayE
Request # [F09031900
Request Date (03 % 19 % 2009
Lab / Location |05 1002 P [C5 Materal Safoy Storage Bidg. 1002
Contact |[Damg Mateiss 7 Contacts Frone (7067219826
ot Campus  [MCG 7 [Medical College of Georgia
Waste Ganeraler (MGG 7 [Madical Gliege of Goorgia
Commens |sssraines is undes the fuse hosd
Save ] | Cancel ]
S Local riranet HLon -
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In this window you will add the details for the waste you would like picked up. All of the information you

enter in this window will be for one container. If you have more than one container of chemical waste, you
will enter more than one detail for this request. The first field is Request #: [P070201013] , this number is
selected by the database — do not change this number, Go to the next item.

All question marks [ ? | and arrows at the end of a field function in the same manner as identified. They will
either activate a search engine or produce a drop-down pick list.

Beginning at the top of the window the following information must be added for the waste:

1. Physical Form: (Gas, Solid, Liquid) Click on the radio button that applies

2. Total Quantity: the numerical
amount for the container size, type in
the number, and Tab to the next
field.

3. Unit of Measure: the unit of
measure for the container [Grams,
Pounds, Milliliters, Click on the arrow
to the right of the field,, Click on the
unit that applies.

4. # of Containers this number is 1
[one],. You will enter a separate
waste detail for each individual
containet.

Note: All containers must be individually
loaded into the ““ Waste Detail,”
section, with the only exception being
flammable liquids.

P T - T
@3 y = |E] hitp://chemdbt ad meg edu/chemdb EHSAWebISAPLAVEXEC/S3/ 1ebtr ¥ | 41 | X | |

Fle Edt View Favorites Tools Heb
& - Google [Gl»

W R {5 Home ~ dmnPrnt + (3 Tools + (@) Help -

+ | Go Yy Bookmarksv [ 7blocked | 7 Check v

-3 Messenger [] Paste L Copy [

/2 hitp://chemdbt.ad. meg.edu/chemdh/EHS AW ebISAPLALEXEC/55/1 c6tray00nta2dl ecoja3OupySxn - Windows Internet Explorer

EEX

() Settings~

\IAdding Waste Pickup Request Detail

Request # |P070201013

Physical Form &) Liquid O Solid O Gas
Total Ouanmyﬁ | LT : Liters V
I Container Type |[EEEEREEEE v

Replacement Containers Description (if requwred):’

# of Containers |1

Empty Replacement Containers|

[[] Exchange Chemical?

Pick (7). .or Type Chemical -OR- Choose an Imventory ltem = Inventory # Link % of Content
Id

? [ 10000/ Attach

| — Chemical # CAS# Chemical iJescripliun %0 of Content

Save ] [ Cancel

Done

% Local intranet

Inv. # Link

0.00

100% ~

5. Container Type, [plastic, glass, metal, etc.] Click on the arrow to the right of the field , click on the item

that applies.

6. Empty Replacement Containers, if you need us to bring replacement containers when we pick up your
waste, enter how many you want us to bring in this field. This field is Optional

7. Replacement Containers Description (if required) type in a description of the type container you

would like us to bring (example: one gallon plastic, one gallon glass, 2.5 gallon carboy, etc.). This field is

Optional

8. Exchange Chemical ? Use this for Exchange Chemicals only. An Exchange Chemical is a chemical
that is still in the original manufacture container, and still usable. If the chemical is not for exchange, leave
the block unmarked and tab to the next field,
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After you have entered the top part of the waste detail information, you will then enter the details
about the chemicals that are in the container. All ingredients in the container must be identified
along with the percent concentration for each.

Searching for the Chemical Name

9. [Pick (?)...or Type Chemical -OR-

s =
Choose an Inventory Item ->| The |& bt A : S f2E
blank field below this statement is Sl e _

Google G~ b Be 1t vaier Bobsied owd = [ @ s
used to identify the name or names of |+ ¢ smesmmmsrmmsimane. a-0 T
the chemical(s) in the container. You ra. P i
must search for the Chemical name in o T —
your “Personal Inventory” or the ”F"“F'":"m:::”l—;,u..u..:.f::.T.T']Ez:::"Em::::':"::':'mm .
Chemical Catalog.. Click on the [ ? ] Adding Waste Pckup Request et
at the end of the blank field to search Pk om0 s b2 i Yoo
for the chemical name. You R Cr =
absolutely must use the search engine
to add chemical names to the details s
of your waste container — although the e L
system will allow you to type a
chemical name in the blank field, it will : 2

not link to the hazardous waste

information necessary to identify and classify the waste and produce the appropriate container label
10. The search window that appears looks and functions exactly like the search window used when adding a
chemical to your inventory.

= hitps:#fapp.mcg.eduichemdb/EhsaWeblsapi. dIEXEC/1 6/01 kisnr1Bmr2o713til191 6uiwyg - Windows Internet Explorer

G-

File Edit View Favorites Tools  Help

11. You may search using more than
one item. As long as the “Show
me Chemicals that are in my
“Personal Catalog” is marked,
you will be viewing your personal

catalog. Unmark this to search

| &) hitpsitfapp mog.ccufehemab/EhsaWeblsaps, dWEXEC/ 16101 khsnrl Smudo7 241100 v | B | %4 ][ % | [Live 5eun

% Check ~ >

fi- B8

Go 3iei <4y () Signln -

v 2 Search - 0 g0 - g Bi- fF Bookmatks+

W ‘@httus:Haup‘mcg‘eduf:hemdbﬂEhsaWEbIsau\.dlleXEC‘Hi |

5 = »
i - |} Page = ) Tools =

[[] Show me Chemicals where Vendor is | -- No Selection — |

] Show me Chemicals where }Chemicl Description vi { Starts with... Vi i_rp hanol

the Chen-]ical Catalog in t]:le Show me Chemicals that are in my "Personal Catalog” (previously received|

] Show me Chemicals that are Appendix A Listed
database. , ‘ , N ‘

5 Found. Click the Chemical's CAS# or Description to select it
CAS # Chemi e w Molecular 5
. mical Description Catalog # Vendor Period Weiaht Chemical Formula
(months) et
12' You may searCh by Vendor’ Only 1f 64-17-5 ETHVL ALCOHOL. USP 100% SIGMA - 46.06900 C2HG6O

you have loaded vendor names 5 LA — S
1 5 1 Mineral Oil 12345 AMERSHAM
mto Your mventory. Ot}lerWlse’ 67-63-0 PROPANOQL 60.10000 (CH3)2 CHOH

do not mark “Show me
Chemicals where Vendor is” —
Vendors are not used as primary
identifiers in the Database
Chemical Catalog,

Dore

% Local intranet #100% -

25



13. Mark the Show me Chemicals where
[Chemical Description] [Starts with] to

EEE

. . = | @) htipaiapp meg edulehemdhBh p dIVEXECS 1o e | B |4 [ x ]
search for a specific chemical. Fo G2 o Fots Tub Hob
Gougle || Y Search - v g - - | B+ % Bockmaksw W Check - ¥ € - Tl
3 .. . W | sy japp e adjchemdb EhsswibTsap, dJEEC. . Fi- B - o [Pegs - GhTeols -
a.  [Chemical Description] will allow -
You to SearCh by Chemlcal [ Show me Chemicals where Vendor is | - No Selection — v o
TN 1 [#] Show me Chemicals where | Chemical Description ~ | Stams with... v  methanal
Descrlptlon’ Or CAS # (lgtlore. Catalog [ Shaw me Chemicals that are in my "Personal Catalog” (previcusly received) g
# and Chemlcal #’ weE dO not mclude [ Show me Chemicals that are Appendix A Listed
thCSC as SCatCh Opthl’lS m thC 21 Found. ClkkIh:Chmxical'sCASﬂchscﬂpdol.:lo_sckclh.
. . Comlog#  Vendor Periog  MHSSAL cpamicg) pormuta
Chemical Catalog). Click on the arrow monthy el
to the right in the field to change the e —
lecti CAS # SOLUTION, ANATOMICAL
selection to . ey
. . . i 3104200 CHID
b. [Starts with]leave this field as is. 1461 RICGRAER —
67561 32.04200 CH4D
You can use[Starts with, Contains, 561 BREERCYT ST soaw a0
. 67-86.1 W NAPE 32.04200 CHiIO
or Equals], but these selections 2661 MEIEIL ALCORQL noum G
§7-26-1 CYTOLYT SOLUTION 3204200 CHAO &
should only be used when you atre not T -
entirely sure of the correct name for the chemical.

c. In the blank field that follows, type in the name of the chemical [for the CAS #., include the
hyphens [ - |. Then Click on [Show] in the green box. A list of the chemicals that match your search
criteria will appear at the bottom of the search window.

d. Double click on the Chemical Description or the CAS number to select. The chemical name will
appear in the

14. Inventory # Link: In this field you may link the chemical to your inventory, click on the [ ? ] after

Inventory # Link. Your inventory will appear — click on the item you wish to link. Your inventory will be

adjusted. Since we are looking at Par Values for inventory items, unless you are removing the material

from your inventory entirely — Use this only when you want to remove an item from your inventory.

Otherwise, Do not mark the item - leave this field blank.

15. % Content remains at 100% if this is not a mixed waste. If it is a mixture, you must identify the percent

content or concentration for each chemical in the container:. Calculate the approximate percentage. And

type it in the box beneath % Content
for each chemical in the mixture. This
information does not have to be

precisely accurate, unless the chemical

Coogle |G-
o | e

“ ool B - ) Sosmabse Bhoboded Fohed - L= TR

o ket E ot SEIEC,

1s Highly Toxic, Extremely Hazardous.
However, it does have to be close
enough in approximation for CSO
staff to determine how to handle the
waste. The total in the lower left

Empty Ropiac

Pick (7)_of Type Chemical -OR Choos an Inverdory lem <
-

uia O Soad O G

ML Mililters o

Container Type | PLAST : Plastc Container

ement Gonanars Reglacemest Gostanor Descoption (il rgured)

[ Excrangs Ghemsal?

Adding Waste Pickup Request Detail

% of Confert

Imventory # Link_
[ 000

inash

etk
it
ik

corner should equal 100%, therefore
you should include Inert, or
Nonhazardous materials such as
Water when identifying the contents
of a mixture.

Chemical &

s Si-175

CAS S
TS

Chrmical Descripion
WATER. STERILE
ETiANOL

sabd chengen [

S al Cantent lav. & Link.

wam

Submit Caneal
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16. Click [Attach] to incorporate the information you just entered. The information will appear in the grid
below. Click on detach if you need to remove an item. Repeat steps 1 through 8 for any additional
chemicals in the container. Again, you must perform the search to link all chemicals to the waste

information. :
2 Witps:ilapp.meg.cdufchemdbiE hsaWeblsapt. dIVEXEC/28/01ksnr Bmr 2071 301 91 buiwyq - Windows Internet Explorer
@ 3~ 8 hitpsliapp Auich sapi AIVENEL LI A 0.
17. Click [Submit]. You will see “Add il e D
. Google v M Search - g - o= B+ ¥ Bookmarksr S Check - * €, - () Signln -
Another Container” appear. There x & o o e ——
should be one waste detail for each d
. A Request# [POS0G15002
waste contaimner you want plcked up' Fhysical Form @ Ligud © Sobd ) Gas
Total Quantity |1 LT : Liters b
If YOU. need to add more waste #of Contaners ) Contaner Type | GLASS - Glass Container -
Empty Replacement Containars Replacemeant Containers Description (f required)

containers — click in this button, a

blank detail screen will appear with

On.ly the Request # field filled. Enter Pick (7 _or Type Chemical -OR- Chooss an Invectory Bem > Inventory @ Link % of Content
I ?

[T 0.00 Amach

[ Exchange Chemical?
Adding Waste Pickup Request Datail

the information for the next containet. —Trommir T O& e T T
. | detach 358 64-17.5 ETHANOL b4}
Just as you did for the first. - e LT R .
detach 1302 67.56-1 METHANOL 15
100.00

18. When you have finished loading the

last item of container details, click on
Submit, then Exit.

| Add Anothes Container | [ Submit J i Exit ]

File Edt View Favortes Tools  Help by
19. The Waste Request screen will appear. Q- O RNEAG Por o= @22 B LUOT B
Addressj'@] http:ff10.6.11.107, dIfEXEC 62/ 0F 258y i0pSkh 1 g0zkipatogisio v\ Y G0 |lnks 7 @ -
. . . Google - | v| [C] Search - | 0 PR Byogbocked | check - R Autolink < Ao ®
20. Click on View to open the Waste Detail
. . . Main Menu < BACK P9 Hobbs, Dolly E Log Off
Window. Here you will see the list of + e RequesTs
Conta‘mer detalls You have entered fOf - - — Request# 4‘*5::::%1 Building Name é‘:yl;‘ 73;?:;:2:?“ Contact 7‘?:"::;::‘
pickup. Notice the History # column — each 5 Materal
" Edit Delete Yiew POB0725001 07/25/2008 Safey Storage 1001 Under fume hood Dolly Hobbs  70B-721-2663
container entry has a number. R
21. From the Request Detail window, you
may:
a. Add another container by clicking on
+Add+ Request Detail,
€] Done % Local intranet

b. Edit a detail by clicking on
Edit to the left of the item

2 hetpsifapp,me

you wish to change, ol B B[ 5 mosmars Bt | ot R Bsass e
W e EEC BB -  Puge = #
c. Delete a detail by clicking on dud ek O e

D 1 t + Add + Request Detail

ﬂ’ —————— History Type H‘“m, Quandty  Unit %’1 u‘g;b:m Replacement Contalners Exchange Chemical? Repors
Edit Delste Chammical 2 5000000 ML Ligud GLASS Repans
Ednt Dsists Chamical 1 5000000 ML Liqud  PLAST Hapons

d. Or Print Hazardous Waste
Container Labels for all
entties.

Items in the Waste Pickup window
will remain there until a Chemical
Safety Office Staff member transfers
it to the waste files which are not
accessible to campus users.

o Trusted stes H00% T
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Preview/Print Hazardous Waste Container Labels

You will print your Hazardous Waste Container Labels in the Request Details window.
1. In the Request Detail window, Click on Reports in the last column to the right.

2. A small window will appear with a list of label

. = hotpeichemdist ad mog edu/chemdb TS AW ehl S AFLAILE XEC/5) ry) Sty bghl1ged im - Windows Internet Ixplorer
Cholces‘ @ “ = [ I i chemdbe atmeg e chemn EHS AT #blS AP a0 EXEC 9 16200ny L nayesten ¥ | | 42| X B
Fie ESt Wew Fevoriles Toos Help
o® - Google (G- ¥ Gou ¥y Bockmaksr B 7Thlocked ‘BF Check vy Awmolik + ¥ i) Settingir
W o pHeme - dPest o 0 Teoks - @ Help - 3 Messenger [] Pwste - Copy b Page -
® Avery 8163 — 10 up - 2“ x 4”, ten per page
. Main Menu < BACK moom Hobba, Dally E Log Off
® Avery 5164 — 6 up — 3.3" x 4", six per page S Raquest D¥AN
° Avery 5124 — 2 up — 5" x 8”, two per page tistory Ty B2 guongiy  ypiy Efpisal Soaines gy cemont Contalnors Exchange Chemisal? Reserts
. Esd Deloly Chemcal 2 S00.00000 G Ligwd Glass by Bsrts
® Chemical Exchange Avery 8163 — same £t Doty Chamcal 1 5000000 ML Liud Bamans
size as the 10 up label, only to be used
for exchange chemicals -
\

\ Che 530 Label-Auery 8163 {10-u)

Chamicsl Wasta | abal-Avery 5164 | B-up]
Chemical Wste Label-Avery 5126 ( 2up)
Chemical Exchange Labelfvury 8163 (10-ug)

® 10 up is a small label, use this when you have
no more than two chemicals in the containet.

] 6 up isa blt Iarger, use thiS Wheﬂ you haVC no hnnn|:::u'lwu.lupl.nlm:-ut.r:-.‘mcqr.w.-:l:1|um|(q;h-.-qﬂcm4|-; Micrasoft Infernet Explares .‘;[E!l
more than 6 chemicals in the mixture. Q- QO HEAG Puwo e @ 25 8 JRES
- K T e - PR T
= 2upis Y2 page — use this when you have more than [ 5] (Gl sewch = i [y ordad | O+ 8 g+ Eosee 8
6 ChCmICZLIS in thC mIXtL'lI'C. Report Qusstions:

What Labal # waulkd you like to stan Printing on?

3. You may print the labels on a plain sheet of paper or
use label sizes that correspond with the Avery label
numbers above. To select an Avery Label size, Scroll
down the list and Click on the label of choice. You
will be asked what label do you wish to print

[Cok ] [Caneel |

4. When using labels, you will use this to identify which e W
label you want to print to — label position numbering begins at the top of the left column, goes down to
the bottom Of that Column. 8 Chemical Wante_lsbal kvery_5184{1].pdf - Adoba Acrobat Professisnal
e Edt Vew Dot Conments Fomd Took Advnced Windom Heb »
Gl treeree - L) combioaFles - & lEged - S [ senee s Foon (B roms T e b Comeert -
.. . [l - N'= N Lt e K ee i~ e '
5. Position 1 is the first label at the top of the left column, then 3
2,and so on. Start with position 1 by typing in the number 1 o e 3 seseronommn e
and Click on OK. B P e DL O

6. When the window appears asking you if you wish to open o
or save the file, Click on Open. N —

7. Using the file menu at the top, select File,> Print to print W et
the label.

8. If the container of chemical waste is small, you may put g
the container in a secondary container, such as a plastic bag, plastic bottle, etc., and attach the label to
the secondary container.

9. Aslong as your request appears in the Waste Pickup Request Main Menu, you may produce a label.
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Accessing the Waste Labeling

systems from the Main Menu

: :

Click on Waste Pickup O (£ e TG ATE ; “NEE S
Fis Gde Vew Favorbes  Tock  leh

. . Google w A Geuch - gh - e B Docimukss 9 Check - R Auobd - 8 ) SignIn -

In the Add Request window Click on e & |@owmsn B0 &g

View to the right of the Request #,

EH&S Assistant

Log on

Pl: 0911: Hobbs, Dolly E

1. When the Add Request Detail €  CHEM
window appears, Click on Reports -,'.é s
in the last column to produce a O vaste P

label.

K Pemit worver Regirancn

LIrgm Chemidl Sockroom

2. Click on Main Menu or <BACK at
the top of the window to exit the 2 http:1/10.6.11.10TJEHSAWeb/EHSAWeblsapi. dIUEXEC/S 210f29Byj0p9kh1 qDzkip9aDogjdio - Microsoft Int. .. E\@l
. . . File Edt View Favorites Tools  Help U
WaSte PICkup RequeSt app hCﬂuOﬂ. Q- © - & RA® ) search oraertes €8 (- ?. B -L)® 3
adress [ ] erprifL0.6.11, 107 /EH: , dljEXEC f62/0Fz98yi0p3kh L q0zkip@a0oq)3i vIB o ks ” | &y
: . s o | Google ~ g earch - | g PageRank ot A Check v TR, Autolink = i 2
3. 'The steps involved in editing or =3 R B e e
viewing an existing request are identical el i it beEEl
S + Add Request +
to ad g a reunSt. — Request# ﬁ‘:ﬁl Building Name ﬁ gireclions L Contact %
C5-Material
4. To Fxit the program Click on LOg Off Edit Delete View POG0725001 07/25/2008 g‘adf;y Storage 1001 Under fume hood Dolly Hobbs ~ 706-721-2663
at the top of the window.
5. Ifyou are not working in the
Google G- Wb B - ) teewie Bhobided | 0w w4, rom B -
program, you must Log Off. You Seiammmmm sl T
may not leave the program running o L o Lok
. +Add + Request Detail
Contlnuously. H.':I‘::Em S gty i PGl OGS g et Cantainers Exchang Chamical? Fesons
Eit Defete Chamicsl S000000 M L GLASS [N
Eor [y — 5000000 ML Lipsd  PLAST Essra

This program has a time-out system that will
automatically shut down your connection
when the program remains inactive for
extended periods of time. Allowing the
program to remain open continuously would
compromise the security of the system, and
allowing the Time-Out function to activate T
may cause your computer to lock up. It is in your best interest to Log Off and close the program when
you are not using it.

% oew -

Waste Pickup Request items will remain on the list until the CSO has picked up the chemical waste and
removed it from the list.
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The Chemical Exchange Program was developed and implemented in response to the
Environmental Protection Agency (EPA) requirement for hazardous waste minimization and
pollution prevention as described in the Resource Conservation and Recovery Act (RCRA), and as
amended by the Hazardous and Solid Waste Amendments of 1984.

It is managed by Chemical Safety Office (CSO), under the leadership of James S. Davis, PhD, CHP,
Associate Vice President of Environmental Health & Safety Division (EH&S) at MCG.

Kenneth Erondu, the Chemical Safety Officer, Right-to-Know Coordinator, and Manager of the
Chemical Safety Office, supervises CSO staff members who collect unwanted usable chemicals from
various laboratories, store them in a central location for redistribution to other campus laboratories. A
list of the chemicals available through the Exchange Program was published quarterly in the EH&S
Newsletter.

As an improvement to the program, EH&S has made Exchange Inventory available through the EHSA
Chemical Inventory Database. From the Main Menu. Exchange Chemicals are still offered through the
Waste Pickup systems. The Exchange Inventory can now be viewed by selecting the “Order from
Chemical Stockroom” option at the Main Menu. Chemical users can also order any item listed in the
Exchange inventory. CSO staff member will deliver all order items to the laboratory. The Exchange
stockroom list is available to all chemical users who have access to the program.

ﬂ; Choose a Pl - Windows Internet Explorer

F - ] - 1
K3 v &) bupsifappmog.edwichendb/EnssWeblaapi AVEXEC/L/D hgds Lwkdecs ] chlusaludad] o v 8 |[#][x] |ve |[2]-
File Edit View Favorites Tools Help
Google [ v|$Rsearch - o 2 - Al B+ §% Bookmerksw | S Check - | AutoFil - &+ (iSignln -
w o |@ChooseaPI ‘ i - B deh v ik Page » (3 Tools » =
- ol
EH&S Assistant Log Off

PI: 0911: Hobbs, Dolly E

€  CHEM

@ Inventory

= Waste Pickup

5 Reporis

j: Permit Worker Registration /
Order from Chemical Stockroom

Dorne & Local intranet H100% T
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Submitting a Request for Pickup of an Exchange Chemical

From the Main Menu, Click on Waste Pickup.

1. Complete the Request for Pickup WindOw JUSE 28 (@ - & sorremomsmmetmsmamnmmmimer & 5« e
you would if you were requesting a pick up of o e | T O S e —
chemical waste. *+in ' B9 8- Bt One

B foant [Hobbs, Dolly E
Racn T

2. Enter a separate Waste Pickup Request for e —_
Exchange Chemicals. Do not enter waste and R
exchange chemicals in the same pickup request. A e e
If you have a waste that needs to be picked up ———
and an exchange chemical to offer, you should
enter two separate requests for pickup — one
request for the chemical waste, and another
request for the exchange chemicals.

3. After entering the request information, Click on = -

Save. The “Request Detail” window will appear.

Completing the Exchange Chemical Container Detalls

G

Complete everything in the Request Detail window, just = = = w = w . |
. . . Coghe Gt -5 - @ | - & ekt | 9 o= s e
as you would for a waste container, with one exception: = |*# smimmmomsenm S
You will mark the request detail as an Exchange e
Chemical. k- = '
Adding Waste Pickup n.:'..:‘.rm'_‘m"
To mark the entry: S S — )
feaiatie  Kooom
st |:.\_::hl"“ .-".’:,“ \mi\'-Z"'“‘""""" 4 ol Comtrnt T

=  Click on the check box to the right of the words
“Chemical Exchange?” to identify your entry -
as an exchange chemical.

You may enter more than one exchange
chemical on a request for pickup. There

= hitps:fapp.meg. edufchemdbEsaWeblsapi, JIVEXECTR0M y6 37901 &1 jlywl eOpwd d Swe Tgn - Windews Inlernel Explorer &

@_-,....u daich v 8|4 %
should be a detail for each container you o 3 i Moo @) 02 ) , \
Gaogle | Sench- o @ - e B- fF Dockmuksr S Check - &, - () Signln -
wish to offer to the Exchange program. * & (8 awxc..| B-0 & e OTes
Request® [Posozzomt
*  After you have clicked on Submit for the i
first container details, you will see “Add e e e i
1 b3 1 1 7] Exchange Chemical?
Another Container ' appear — click on this ORI Lo iy
to enter another detail.
Pick: (7). or Typs Chemical .DR- Chooss an Inventory hem > Inventory # Link % of Contant
7 0.00/ Anach
. . - Chemical 8 CAS 2 Chemieal JIHfIIFIIH % of Cantent Inx. & Link
*  When you have finished entering the last s o MRS SO ATIE
container information, Click on Submit,
and Exit. the Add Request Window will .
appear Add Anather Container | | Subemit ] | Exit
Do N el rtraemt w00 -

31



Preview/Print an Exchange Label

To produce an Exchange label, you will have to go back to the Add Request Detail Window.

Click on View to the left of the Request # .

72 hitps:/app.mep.adulehemdb/ERsaWablsapl. dIVEXECTZ2H y6375u1 61 jtywlaOpvdd1 éwzTqn - Windews Internet Explorar = |55

In the Request Detail window you may : G0 - e esmpmes . - ¥[8 % ix q]
Fie FEdt Vew Faaebes Tooks Help

Google w | 8 Senrch - @ - - B - fF Dockmeksr W Check - ¥ & - @) Sgln -

1. Add another detail by clicking on i & - B0 & e OTen- "
+Add+ Request Detail. Main Menu  <BACK Pl 0911 Hobbs,DolyE  Log Off

1 1 + Add + Request Detail

2' Edlt any Detal-l you eﬂtered by . Higtory Type Hi“'; Quamity Uit PR,::::I CUP)'::‘E"" Replacement Comainers f;:::::f', Reports
clicking on Edit to the left of the item | g pue crnea 1 o0 Ur Uows Y o

you wish to change.

3. Delete any Detail you entered by
clicking on Delete.

4. Print an Exchange Chemical

2 hilpa:Happ.mogedulchemdb/EbsaWeblsapi. dINEXECI230 w63 751 60jlyw] elpwd d1 Bwe fqn - Windows Internel Explarer | (=]

Container Label. [ SHEIET e ; . TN e
Fle Dt Vew Favortes Tock el
Google v seach o g e Bi- {F Dookmads~ 9 Chack = ¥ @, = () Sigaln -
Click on Report in the far right column to & & g e Do - e QT
produce a container label for your exchange CIH b e P Hows Doy Logom
. . bl + Add + Request Detall i
chemicals. Notice that Report follows each ™| = i T Y oy i PR SOOI o ey OIS
container detail that has been entered. It does i e i T Y Bt

not matter which Report you click on. The
system will print a label for every container
detail listed. When you click on Report, a label

Chenmcal Waste Label-Aoury 8163 (10-wp)
selection menu will appear. Chames Vists Ll vy 165 (1
Chemical Waste Label-Awery 5126 { 2aup)
Chermcal Exchange Label-Avery 8163 (10-up)

° Avery 8163 — 10 up - 2“ x 4", ten per page /[U et e sy ST EE 2471k TS0 oo T« Wi et Lrpb ]
GG - (€ epuiigp ey vivrinasim : ETEE B
L[]

Avery 5164 — 6 up — 3.3" x 4", six per page /
®  Avery 5124 -2 up-5"x 8", two per page
® Chemical Exchange Avery 8163 — same it

size as the 10 up label, only to be used What Label  woukd you bk 1o start Printing on?
for exchange chemicals

ruton: oo mg shachen

D s w1 s o0 e th T

There is only one label choice for an Exchange
Chemical container: Click on this item to select.

= Hame Chavacal_Eshangs Lsbelbveny_E163 08

A window will appear asking you: “What Label #

would you like to start Printing on?” Enter the (o]

. —_———

number 1 in the blank box, then [
Rs—

Click on OK at the bottom of the screen. T hon

When the preview/print is ready a report box will appear

When the Report box appears, Click on “Open” to view the
labels. Use the Menu at the top of the Adobe screen, to print the
report — Select File>Print. Print the labels on a sheet of plain paper, cut out each label, and tape them
to the appropriate container
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Each container must have its own label attached. When taping the Exchange label to a container — do
not cover or damage the original container label.

Exchange Chemicals are picked up on Wednesday. CSO staff members will transfer the exchange
chemical from the pickup request to the Exchange Inventory.

When offering a chemical for exchange, consider the following:
Is the chemical expired,

Is the integrity of the container is still good
3. The chemical is not a time sensitive, high hazard chemical, for example:

s

e Methyl Methacrylate - Polymerization by internally formed Peroxides dispose within 12 month,
e Diethyl Ether —Peroxide hazard dispose within 12 months,

e  Chloroform — forms phosgene gas in the head space above the liquid after opening dispose within 2
years

e Formic Acid — decomposed into CO2 Carbon Dioxide causing the container to fail catastrophically,
container may rupture explosively in A——
storage, time limit 2 years. SErT—— T S |

B BB Vem Favode ok beb

Google * ot G B O Beckmadas T Cck - T AmcFl - & % - W Smin -
W st L e Page s BTodds e T

EH&S Assistant Log Off 4

View/Order from the List of

Pl 0911: Hobbs, Dolly E

Exchange Chemicals &  chem

» lmesnioy

All chemicals offered for exchange will be
available for viewing and ordering under the T,
“Order from Chemical Stockroom” option ———
at the Main Menu.

Kt Begairation

Click on this [ Order From Chemical _
Stockroom ] to view or order from the -  —
Exchange Inventory.

:/app.mcg.edu/chemdb/EhsaWeblsapi. dII/EXEC/2/0yvpsae0qyftdol 4qySkr11firct - Windows Internet Explorer

G

)~ |8l ups s nce sapi AVEXEC/2/Dywpsaslqyfidol daysinl 1firet o 8 ][4 x| [Liveseant [[2]-
. : Fie Edt View Favortes Tools Help
TO.requeSt a Chemlcal from the Google | v | Search~ - g2 - - S~ ¥¥ Boolmaksw | W Check + ] AutoFil - 4 € - () Signln -
listing, Click on the field ' p——— BB 8 Bre-Qon- "
«N» 1 ~
whete you see 0” and type 1in Main Menu < BACK Pl 0911 Hobbs, Dolly E LogOff
the number of containers you
Would hke delivered, then Page 10f2. Display[ 10 % rows per page
= click on “Place Order.” e |
BROMOPHENOL BLUE SULFONE FORM A 1 [
A CSO Staff member Wlll deljver the COOMASSE BRILLIANT BLUE R250 Hiag 1 25 G 2| [ 0] 5=
. COOMASSIE BRILLIANT BLUE R250 e 1 100 G £ [ ]| o=
chemical to your lab, and transfer — o
the 1tem 1ntoy out jn,ventor COOMASSE BRLLIANT BLUE R250 e 2 10 G 2| [ ]| ca=
y Y' DIMETHYLNTROSAMMNE gys’ ) 16 1 ‘Ei . =
LAURGYLSARCOSINE SODLM, N- i 1 1 KG 1| [ ]| E==
LEAD NTRATE ;;f'?' it 1 KG 1 /E =
METHANOL e 3 4 LT 1| [ of| S==
NITRIC ACID ;??27' 1 25 LT 1 Ei e

Omer v

% Local intranet #100% -
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REPORTS

The Reports selection under the Main Menu is designed to provide specialized reports that may be of benefit
to all Chemical Users. All reports added to this section will have view/print privileges.

= (lick on the name of the report to preview in Adobe— pdf format. Use the Adobe menu to print the
report or to save the report to your documents folder.

= (lick on Exit Report Menu to return to the Main Menu, and Log Off to exit the program.

Reports can be added to this section as requested.

{2 Choose a PI - Windaws Internel Explarer
G.ﬂ * | htpsliepp meg eduich apd AIVENECS] d o MR RS 8=
Fie Elt Vew Foodes Tok  Hep
Coogle v M Zeuch- o gt e - B- fF Boclmakse WP Check - | AweFn - 0 4, - i Signln -
i & |@amen - 0w O Tel-
x -
EH&S Assistant Log Oft

Pz 0311: Hobbs, Dolly £

€  CHEM

It "

& [myeniory

fg" Training

2 Waste Prkup
&) senons
A Panmil Worker Registration

Qrger Hom Chemical SI0CKIoen

Do % Local ntranet & 100% -

= Choose 2 P1- Windows Internet Explorer

@.\_/. - |p_, https://app mcg. edu/chemdb/EhsaWeblsapi dllEXEC/3 D’uqu‘ugDnDr\p?xlc_\]tailipr‘ g \ 4| X | \ Pl

: File Edit View Favortes Tools Help

: - i Google (G- ~|Go 4 ¥9 Bookmarks~ & 7blocked ‘% Check ~ 4 - » () Settings~ [
Home ~ genPrint - i} Tools v () Help » .5 Messenger [J] Paste L Co b Page +

w & 2 & p & 2 Copy &

Choose PI EH&S Assistant Log OFf

PI: 911: Hobbs, Dolly E

Chemical Reports
Preliminary Chemical Inspection Report
Listing of Training Due Dates
Employee Verification
Chemical Catalog Master Listing of DEA Controlled Substrances

Chemical Catalog Listing with Expiration Requirement
Internal Permit Number

Exit Report Menu

% Local intranet

H100% -
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PERMIT WORKER REGISTRATION

The Permit Worker Registration application allows OF) - Hivetm =yt gt e LG
the Principal Investigator/PI to request to have a e — R
worker added to any one of his/her laboratories in EH&S Assistant. sagor j
the database.
From the Main Menu, Click on the Permit Worker
Registration to access this application.
A worker list will appear. Click on Add New
Wortker to access the data window to enter your
worker information.
1. In the worker information screen you ate able to - ‘
enter the worket’s First Name and Last _
Name by typing in the information. Ny ————— ]
Q- Q- 4] (@ @ P orons @3- &5 | Rodral-
2. ID Number is the worker’s TA# which is e P Pl e
printed on the back of their MCG ID Badge. Main Menu < BACK P Hobbe,0olYE Lo OFf
If the worker does not have a TA#, enter the 0 et Wk =
last five digits of their Social Secutity Number. el Regsared Wotkre e ST Hothe, By
- Last Hame Flrst Mame Permits Entry Dare -
3. Inthe ID Type field, click on the [?]to L::%:v"’”i“::fnin'«i”'ijbh”"’
access a pick list. Scroll down the list, Double Mbo vedy won
Click on the type that best describes your
worker.
4. Email address, Fax, and Campus Box are
optional. Work Phone is in most cases the lab 1222 ueiwen
phone number . SR E A0 e ots TR AT B
5. Department Code is a code for your OO pd =0 e
depatment. Click on the [?] to access a pick list | 2 Ot $ IV BEbiel T Ouh - % hdeh St B
for your department. Double Click on your o[ T e 2
Department’s Name to select. Department jeiasies
Name will auto-load when you select your jotiend S -
deparment code o
Add [Adds Suparvieer Name
6. At the bottom of the window you may enter the
Supervisor and the Training courses your Plaass soar allpevious walaog that s worka has cormpleted.
worker has received. Click on the [ P ] to access | R G bripiontacimmion Compan s s Eriaien T ori
a pick list for these items. After you have entered ’ "
all of your worker’s information, [ S 11 T )
7. Click on [Submit] at the bottom of the window.
8. To remove a worker — email a request to any Chemical Safety Office Staff member.
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Under Federal, state, and local rules and regulations, all facilities that use or store hazardous chemicals
must collect, store, and maintain an inventory for those chemicals. In conjunction, they must submit an
inventory report to specific state agencies on January 1% and July 1% of every year.

In an effort to meet this requirement, the Chemical Safety Office has developed a Web based chemical
inventory database. This database is used to collect, store, and maintain an avalanche of data, and to
compile reports from the data collected for institutional decision makers and federal, state, and local
regulators.

The institutional information, chemical data, user access and security systems are maintained by a CSO
staff member who serves as the database administrator.

Principal Investigators will be asked to maintain current inventories, with a minimum of semi-annual
updates. Updates are to be completed at least thirty days prior to the report dates listed above, through
the CSA Web chemical inventory database. Principal Investigators will determine which individuals in
their lab will have access to their information in the HPA Chemical Assistant Web Program.

If you experience problems with the CS Assistant Web software, contact the Chemical Safety Office for
assistance at:

Phone: (706) 721-2663 Monday thru Friday 8:00 am — 5:00 pm CST
Fax:  (706) 721-9844
Email: DHOBBS@mail.mcg.edu

For problems associated with your computer or file server, contact the Division of Information Technology
Support and Services for assistance at:

Phone: (706) 721-4000 Monday thru Friday 8:00 am — 5:00 pm CST
Fax:  (700) 721-7296
Email: ITDSUPPORT@mcg.edu
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