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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

Chemical Safety Assistant 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

juanita.phelan@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 Environmental
Health & Safety Department. A link to the program is provided on the EHS Department’s web

page at: http://ehs.okstate.edu.

Starting Chemical Safety Assistant

Click on the |Login Here | button at http://ehs.okstate.edu/hazcom/OnSite.htm to enter the

Chemical Safety Assistant.

The following screen will appear.

This is the Chemical Safety Assistant portal:

_ EHS Chemical Safety Assistant

Welcome to the

Chemical Safety Assistant

O-Key Email

Address

O-Key

Password

Realm EHS_OSU_Okey ~

Chemical Safety Assistant Login

Welcome! The Chemical Safety Assistant allows researchers (eg., Principal Investigators, Authorized Users, etc.) to manage apsects of
activities that fall within the purview of Environmental Health & Safety (EHS). Currently, the chemical safety program employs the
Chemical Safety Assistant for management of chemical inventory.

You must register and be granted access to this protected site. To request access, contact the Chemical Safety Office at
405.744.7241.

Authorized Use Only!

Use of this computing system in any way contrary to applicable Federal or State statutes or the policies of Oklahoma State University
is prohibited and will make you subject to University disciplinary actions, including possible immediate termination, and may also subject
you to criminal penalties.

The Chemical Safety Assistant is best viewed with Microsoft Internet Explorer 10 or Mozilla Firefox 25 on a PC. Mac users must use
Mozilla Firefox.

e Enter in your OSU O-Key email address and O-Key password.

e Thenclick on .

e Next, click on “Chemical Safety Assistant —~Web Application” link under the section “Web
Bookmarks”.

EHS Ch_e'mical Safety Assistant

‘Welcome to the Junos Pulse Secure Access Service,

Web Bookmarks |||

Chemical Safety Assistant - Web Application =

Oklahoma State University
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e Next, enter in your OSU O-Key email address and O-Key password.

ENVIRONMENTAL HEALTH & SAFETY

Environmental Health & Safety Assistant Login

0-Okey Email Address
0-Key Password

Build Dste: 11/06/2013 11:78:04 AM

e Thenclick on . This will log you onto the system and give you access to the
Main Menu.
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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
Choose Pl 4——————

Pl: PISTOLP: Pete, Pistol

@ CHEM

@ Requisitions

3 Inventory

pe

% Training

= Chemical Removal Request

Reports
x Permit Worker Registration

& Internet ‘hov EiowEe -

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 EHS Office
Reports — View or print select reports

Permit Worker Registration — Add a new worker to your permit

ok wWwNE

To Exit the program — Click on [Log Off]

If you are a Manager with access to several different inventories, you may change which
inventory to view by clicking on Choose PI, which is located just above the Chem Menu.
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Chemical Requisitions

NOTE: The Requisition portion of this system is not connected in any way to the University’s OK Corral purchasing
program. It is strictly limited to the Chemical Safety Assistant program. This portion of the program is voluntary.

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

|
EH&S Assistant Log O

Choose Pl
Pl: PISTOLP: Pete, Pistol

e CHEM
@ Requisitions :

3 Inventory

ey
% Training

5 Chemical Removal Request

5 Reports

i Permit Worker Registration

& Internet S v ®ioow v

1. The Requisition Log screen will appear.

Main Menu <BACK Pl PISTOLP Pete, Pistol Log Off

Add Req )

@ Internet Shov F00%m <

— 2. Click ADD REQUISITION
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PISTOLP Adding Requisition ]
Requisition # |R120126001
PO# |
Account # | |
> Lab ? [Lab not found.
Comments | |
Requisition Date Pick (?)...or Type Chemical -OR- Choose an Inventory ltem -= Wendor Permit #
[1esp2m2 ] | [? ] |?  [cPisTOLP | ?
Number of Units  Quantity per Unit  Volume/Size
| || | ?  Attach
— Chemical = CAS=Z Chemical Description 2 of Units Unit Volume/Size Vendor Permit £
v
< | >
& Internet da v #ow v

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, [R120126001].)

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 2 for Contact Information)

Cancel

—  Bemit# Bullding Code Bulding Hame Lobeom  Lab Type. 5“—“[’; o
Select COTEl  AMB  AgMtals Buikling 118 Research Lab
Salact C-01061 ASI Audubon Sugar nsituta 2 Resaarch Lab
Salect C-01061 AS Aud Sugar Ingitute. 44 Research Lab

Select CO1061 cH Chappin Hall 04 Sensor Lab
Select C01061 cH Chappin Hall 107 Undergrad

Lab Selection 1 ist
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Cancel

—  pemits  ZE9 pyilging Name LabRoom LabType @’
Selec@CRISTOIP  STUNION-35  Student Union CS 408 Research Lab
Select C-PISTOLP  STUNION-35  Student Union te+r—R blah Click [Select] for the Lab Location
Select C-PISTOLP STUNION-35 Student Union CS 416 Research Lab
Select C-PISTOLP STUNION-35  Student Union C5420  Research Lab The Lab number and building are inserted
PISTOLP Addin Tsition -]
Requisition # [R120126001
pos [

4

Account #
Lab [STUMION-35:CS 408 2 \Studem Union:  CS 408
Contact ? Contact's Lab Phone Contact's Faxl:l

Comments ‘
Requisition Date Pick (?)...or Type Chemical -OR- Choose an Inventory Item -> Vendor Permit #
[126p012 |7 | 1?2 | |?  [cPisTOLR | ?
Mumber of Units Quantity per Unit  Volume/Size
[ | | ?  Attach
— Chemical # CAS= ‘Chemical Description # of Units Unit Volume Size Vendor Permit

Save Cancel

7. 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.

8. Enter any comments pertinent to the order.

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

PISTOLP Adding Requisition =)

Requisition # W
pox|
Account # | / |
Lab |STUNION-35:CS 40¢ ? A’gtludent Union: CS 408
Contact l:l ? Contact's Lab Phone I:I Contact's Fax I:I

Comments | |
Requisition Date Pick (7)...or Type Chemical -OR- Choose an Inventory ltem = Vendor Permit #
[1z6p2012 7] | [? | ?  [cPisTOLP | ?
Number of Units  Quantity per Unit  Volume/Size
| | || ?  Atiach
— Chemical # CAS =2 Chemical Description = of Units Unit Volume/Size Vendor Permit 2
[ Save ] I Cancel ]
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Select A Contact Cancel

Contact Name Function Worker Type Description Lab Phone Office Fax Email Address
Select Bullet Pete LW Lab Worker

Pistol Patty LW Lab Worker (405)744-1112 pistol_patty@okstate edu
(405)744-1111 pistol_pete@okstate edu

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

|

PISTOLP Adding Requisition

Requisition # |[R120126001

Account # | |

Lab |STUNION-35:CS 408 ? [Student Union:  CS 408
Contact |Pistal Patty 7 Contact's Lab Phone |(405)744-1112 Contact's Faxl:l

Comments | |
Requisition Date Pick (?)...or Type Chemical -OR- Choose an Inventory ltem = Vendor Permit #
[126r2012 [7) | |7 | ?  [cpisTOLP | ?
Number of Units  Quantity per Unit  Volume/Size
| | | | ?  Attach
— Chemical # CAS= Chemical Description = of Units Unit Volume/ Size Vendor Permit 2
[ Save ] l 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 18. 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.

Oklahoma State University Chemical Safety Assistant User Manual Page 9




~
Select Vendor

Search by Search Type

‘Vendnr Code Vl ‘ Starts with Vl ‘u| 2

Vendor Code Vendor Name ’

Select O'REILLY O'REILLY

Select OAK RIDGE Oark Ridge National Lab

Select OAKHURST QAKHURST COMPANY

Select OAKTON Oakton Instruments

Select OATEY OATEY

Select OMEGA Omega Bio-Tek

Select QMM QM AL

Select OMMIPIN OmniPin

Select OMNIPUR OmniPur

Select OPTOVAC OPTOVAC _
Select ORION Orion

Select ORTHEME ORTHEME

Select ORTHO ORTHO

Select Qs1 05| Specialties

Select OSTERFPRO QSTER PROFESSIONAL PRODUCTS

Select L CHEM 0SU Chemistry Dept.

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

15. Enter the Permit number this purchase applies to by clicking the [?] to the right of the
Permit field or typing the Permit number. (The Permit number is automatically filled in
by the system for the first item. You will need to type it in or click [?] and select it for
any subsequent entries.)

16. Enter the [NUMBER of UNITS].

17. Enter the [QUANTITY PER UNIT].

18. Select the [VOLUME SIZE] by clicking the [?] to the right of the Volume/Size field.
19. Click on ATTACH. The item is added to this requisition.

PISTOLP Adding Requisition b’

Requisition # |R120126001
poe[ ]

Accaunt # | | 15. Permit #

Lab |STUNION-35:CS 408 ? |Student Union: C5 408

Contact |Pistol Patty ? Contact's Lab Phone |(405)744-1112 Contact's Fax

Comments | ‘
Requisition Date Pick (?)...or Type Chemical -OR- Choose an Inventory ltem -= Wendor Perpt #
[1ze2m2 7] | |2 |2 | ?
Mumber of Units  Quantity per Unit  Volume/Size
? ﬁ .
| L | | 7 afltch 16. Number of Units
— Chemical 2 | CAS= Chemical Description ZofUnits  Unit | Volume/Size Vendor Permit 2 17. Quantity per Unit
detach 384 73070 | ACETALDEHYDE 7 500 ml 1.T Baker C-PISTOLP 18. Volume/Size (?)
detach 8491 67-64-1 |ACETONE 3 1 Liter 0SU CHEM [C-PISTOLP

Save Cancel
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20. Add additional items to this requisition if needed. (Repeat steps 12-19)

21. When complete, click [SAVE|.

—>

Add Requisition

=G
Eaann

it

n.

Delete | R120126001 J.T.Baker

‘ ACETALDEHYDE

PISTO LP

osu
CHEM

c-

Edit PISTOLP

Delete | R120126001 Liter ACETONE

Main Menu <BACK Pl PISTOLP Pete, Pistol

Log Off

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

Safety Department.

S 23. Click MAIN MENU to return to the first screen.

NOTE: The Requisition portion of this system is not connected in any way to the University’s
OK Corral purchasing program. It is strictly limited to the Chemical Safety Assistant

program. This part of the CSA program is currently voluntary.
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Chemical Inventory

Inventory

€

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

EH&S Assistant Log Off

Choose PI
Pl: PISTOLP: Pete, Pistol

e CHEM
@ Requisitions

& Inventory

A

i )
% Training
5 Chemical Removal Request

{=|
Reports

i Permit Worker Reqistration

@ Inkernet

Shov W% v

1. The Inventory Log screen will appear. The default view will not display any inventory.

2.

Archived Inventory.

Main Menu <BACK PISTOLP Pete, Pistol

@ Current Inventory O Disposed Inventory O Archived Inventory

O Items Received/Ordered on
O Al ltems

(® Show me Chemicals where Chemical Description i3 | Starts with... V| |

| Show

O Show Chemicals by Location
O Show Chemicals by 1st Letter
© Show Appendix A Chemicals

Appendix A listed Chemicals are highlighted in Tan.
Display rows per page.
%ﬂ Catalog # CAS # Chemical Desaipticn le=

Display TOWS per page.

Building Name

In 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

(The Currrent Inventory view is the default setting.) Each view
option has the following choices in the shaded area:

Oklahoma State University
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Items Received/Ordered on (Date)

Show All Items

Show me Chemicals where...(Search boxes)

Show Chemicals by Location (Select)

Show Chemicals by First Letter (or number)

Show Appendix A Chemicals (these chemicals will always be highlighted in tan)

SO Qoo T o

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

a. |Add Chemicalg — add a chemical to your inventory (see page 18)

—  b. Highlight — moves the selected chemical to the top row for easier viewing

Select — edit the information for any chemical in your inventory

o o

Remove — Remove a chemical from your inventory to disposed status

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

Main Menu <BACK PISTOLP Pete, Pistol

@ Current | tory O Disposed | tory C Archived Inventory
Total # of chemicals in current inventory: 102
) Items Received/Ordered on
@ All ltems
() Show me Chemicals where
O Show Chemicals by Location
© Show Chemicals by 1st Letter
) Show Appendix A Chemicals

Add Chemical —Reports— w

Appendix A listed Chemicals are highlighted in Tan.

Page 1 of 3. Displag.r 1OWs per page.

Google | Inventory | Catalog CAS# Chemical Desription Receipt

WSS % E — Dl
Highiight | Select Remove  M202 | gygq51g L DL LI L ) 04/03/2009  Student Union
Highlight | Select Remove 2202 |gg35445 78784 1-PENTANE 11/08/2011 | Student Union
Highiight | Select Remove  M202 913355 78754 1-PENTANE 06/08/2010 | Student Union
Highlight | Sslect | Remove | M222 | 0gg1513 10X BUFFER with EDTA 04/02/2008 | Student Union
igntns | Setest | memve | M55 | pg1agg l\ugﬂngfjl;giﬂ(aomc;\uu 7%, TRIS 30%, WATER 63%), TRSBORIC | (oo | o
Highlight | Selsct | Remove | 222 | goosaes acatone 07/22/2009 | Student Union
Highlight | Select |Remeve | X505 | gpogy1s 75-07-0 ACETALDEHYDE 08/26/2010 | Student Union
Highlight | Select | Remove g;i'”ms 75-07-0 ACETALDEHYDE
Highlight | Selsct | Remove | 222 | gop1s0e 64187 ACETIC ACID, GLACIAL 04/03/2009 | Student Union
Highlight | Select | Remove | ME22 | gp1agsr 67-64-1 ACETONE 08/08/2010 | Student Union
Hignlight | Select | Remove | MSE2 | gpiagss 67641 | ACETONE 06/08/2010 | Student Union
uuuuuuuuuuuuuuuuuuuuu MS05 nna2oc2 o7 ca A A CCTOAME nomornan Chirdmmt Hmimm

~
Log Off

Building Man
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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 blue
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. Inthe 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. Click on the down-arrow to display the building & labs
attached to you. After the lab is selected, click on .

® Click on “Show Chemicals by 1st Letter,” this command will display the alphabet and
numbers 0 — 9, [ABCDEFGHIJKLMINOPQRSTUVWXYZ 0123456789]. Clicking on a letter or
number will display any current chemicals in your inventory starting with that 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 (in PDF format). 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.

Click on Report Name

.

[ --Reports-—

hlighted in Tan. —Reports—
|Chemical Inventory by P.I
+10f20. Display |30 ™ 50 v rows per | Chemical Inventory by P.1. and Storage Location

Chemical Inventory by Building Lab Room
I - ' Chemical Catalog Fact Sheet Highlighted Chemui E H = l - .
| Chemical Inventory Audit

1,10 Phenanthrol Ferrous Sulfate 22672008 CHA102 1 1 0Z
P69 1.10 Phenanthrofing Ferrous Sullate 22602009 CH102 1 1 0z Figher
124077 4 47 DU AMTUDAI BIE amanans ruand . nn o Aboich

ELE File Download

£

ghlighted in Tan,
Do you want to open ar save this file? .
32 10§20, Display |50 ™| rows per page. Click Ooen
q-. Mariw Chermicsl_Invertery by PLpd
che| Typse Adobe Acrcbat Documant, 1, 1886
Fiofic LE7.040.1 u
1,10 Fhgnanthrol Femus Sottie| [Figher e
[ Opsn | [ Savs ] == ”
P65 1.10 Prenanthrobng Farrous Sulfy Figher Yl
- xb
13T 1,10-PHENANTHROLINE - “wihiz flzs from lhe Intzimet can be wstul, some bles can patenlisly Alaiich i
ham pout computer. IF you do nat ezt the souce, da nal open o
DIt save lhis e, Whal's he lish? ~ Xt
00 1,4-DI0NAKE FISHER 2
Diate 2,8-DICHLORGINDDPHENOL SODLUM 200D CHAAD2 1 £ G SiG ::

e RN I . - E1]
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Chemical Inventory by Pl Storage Location[1]. pdf - Adobe Acrobat Prefaceinnal

Fle Edit Yiew Document Comments Forms Tools Adwanced Window Help

s 87 &

.

01/26/2012

PISTOLF Pete, Pistol

Chemical® CAS WUM Inven ¥

740 9001-12-1 00537
0001538
0028717
0039341
S0-00-0 0001778
52-80-4 0001535
91455-08-6 0001774

0013851

0013018

110-71-4

§7-54-1 0006772
§7-54-1 0006806

§7-54-1 0013008
13473-20-0 0013021

TE-TE4 0035445
7-54-1 0005368
7-54-1 0013008
67-54-1 0013009
67-54-1 0006813
&7-56-1 0004842
E7-56-1 DDD4E43

TET-D 0028114
7-54-1 0013856
7-54-1 0013858
67-54-1 0013857
§7-54-1 0013659
§7-54-1 0013014
7-54-1 0013860
7-54-1 0013852
67-54-1 0005812
67-54-1 0013853
67-54-1 0013662
§7-54-1 0005814
§7-54-1 0013834
7-54-1 0013858

Chemical Inventory by Pl and Storage Location

Chemical Descriplion

COLLAGEMNASE TYPE 1A
COLLAGEMASETYPE 1A
ETHYLENEGLYCOLDIMETHYLETHER
expenment

FORMALDERYDE

L-CYSTENE

lame-cyhaiathin

oostane

one stroke

ACETOME
ACETOME

ACETOME
ALUMINUMMITRATE

TFENTAME
ACETOME
ACETOME
ACETOME
ACETOME
METHANCL
METHANCL

ACETALDEHYDE
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME
ACETOME

BUILDING

StugertUiniar
StugantUnior
StugantUnior

StugentUnior
Stugent Uniaor
StugentUnior
StugentUnior
StugentUnior

StugantUnior
StugantUnior

StugantUnior
StugantUnior

StugentUnior
Stugent Uniaor
Stugent Uniaor
StugentUnior
StugentUnior
StugentUnior
Stugent Uniaor

StugentUnior
Stugent Uniaor
Stugent Uniaor
StugentUnior
StugentUnior
StugentUnior
Stugent Uniaor
Stugent Uniaor
StugentUnior
StugentUnior
StugentUnior
StugentUnior
StugentUnior
Stugent Uniaor

LAB

5416
5416
5420

CE4E
CE416
oE412
C5416
CE4E

cE4z
CE408

CE408
cE420

CE408
5420
CE44Z
oE412
5408
CE408
C5408

CE4E
5420
C5408
5420
CE408
CE408
C5408
5420
5420
5420
5420
cE420
CE4E
5420

Slorage Location

aclo catmet
aclo catmet

bluz shell
bluz shell

botom shelr
botlom shelf
botlom shelf
bottom shell
bottom shell
botom shelr
botlom shelf

comer cablnel
cormer cabinst
cormer cabinst
camer zablnet
comer cablnet
comer cablnel
cormer cabinst
cormer cabinst
camer zablnet
camer zablnzt
camer zablnet
comer cablnet
comer cablnel
cormer cabinst

Receipt

Date

04/032003
04/0320032
08302010
12142011
0427720032
04/032003
04/2372003
O6/0E2010
04/2002010

10152009
10421520029

02/062003
04/26/2010

11082011
081472003
04452010
041572010

0812602010
OE/E2010
05172010
O6/0E2010
DE/A1/2010
04192010
05172010
OE/E2010
08/31/2003
O6/0E2010
05/0172010
08/31/20039
DE/E2010
OE/E2010

Oklahoma State University

Reszipt

unk unk
1 Grams
1 Grams
11

10 Cubictaet
11

500 Grams
1o
115
2gal

11

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

e Chemical Inventory by Pl —inventory items are in order 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.

Oklahoma State University
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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 (the system moves the row of the selected
chemical to the top row), 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 for Chemical Catalog Fact Sheet-Web.pdf
will appear.

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

@iz jo@fon-ig@iw

372008 Paged Chemical Catalog Fact Sheet Teoh Unversity
Chemical # : 1820 Chemical Name : ACETIC ACID

casEieeeT ‘Gnamica Famua : CHICOOH Vciecuar wegnt: 5105 Date Enteres
cating= Last Upcetea: 050152007
Dersity- 875033 Bac): 112 FRiF) 102 FreCiss: I
oot# DOT Hazard: DOT Packing Group: 1 ERGGuses: 12
TR R 5000 DEA scheaule:
‘Siorage Requiremerts - WHITE
NEPA 704 Conss
Expiraton Requeed: [7] Fame: 2
Expires: Heatn: 3
MSDS on site. E Reast 1
Chemicalonste: [F] Physical

ACETIC ACID
ACETIC ACID GLACIAL
ACETIC ACID, GLAGIAL
ACETIC ACID; ETHANDIC ACID; ETHYLIC ACID; METHANECARBOXYLIC ACID; VINEGAR ACID

cara0z
ETHANGIC ACID
ETHYLC ACID

LACIAL
METHANECARBOXYLIC AGID
VINEGAR ATID

Waste Hazards
Comaive

Organic Acid

Chemical Hazards
1miing Sever
Imizing to e Ey2

Imiating to e Mucous Membrane
1miEang to the Skn

EPA#s
Doz

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.

NOTE: If the item you selected is not in the system’s Chemical Catalog, the form will be
blank.

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. Goto 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 for
Chemical Inventory Audit.pdf will appear.

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

o Chemical_Inventory_Audit]1].pdf - Adobe Reader

t Took Window Help J—l .777.
S linie®(on - o E

Tech University
Environmental Health & Safety Division
Chemical Safety Office
Chemnical Inventory Audit

Date Performed Report Date:  3/17/2009 Page Number: 1
Principal Investigator Information
Authorized User : ARADaPrato, Peter Department:  Biological Sciences
Permit Number : C-01061 alkemate Contact:
Campus Address : 23 N, Gore Ave Office Phone:
Office Phane: (314)963-9934 Emergency Phane:
Emengency Phone: Department Manager:
CH:102 NFPA Msps  Labeled)Stored
Rating Avg. Storage Available Propery?
Chemical Name CAS Mumber ~ HFRSpecial Qty/Day Units Rec Date Web? Paper?NfA? ¥ N Deleted?
1,10 Phenantirol Ferrous Sultate 400 11 oz wmw O O O OO O
1.10 Phenanthroline Ferrous Sulfate 400 11 oz e O O O [m]=} o
1,10-PHENANTHROUNE coo 110 om ew O O O OO O
1,4 DIOXANE 400 10 M. meew O O O OO O
1-BUTANOL 400 150 M @%% O D O OO O
2,6 DICHLOROINDOPHENOL ooo 15 & et O O O oo o
SODIUM
26-DICHLORDINDOPHENOL 000 15 & 0226109
SODIUM = e = Be o
26-DICHLOROINDOPHENOL too 15 @ wxw o g o oo O
SODIUM
25-DICHLOROINDOPHENOL oo 15 & 02126/
e O oo oo
26 DICHLOROINDOPHENOL soo 15 & e O O O OO O
SODIUM
26-Dichloroindophenol, sodium salt  620-45-1 100 15 & et O O O oo o
26-Dichloroindophenol, sodium sait  620-45-1 100 i5 6 wxe o o o oo 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
you to add a chemical directly into your inventory for your lab.

Main Menu  <BACK PISTOLP Pete, Pistol Log Off —

@ Current Inventory O Disposed Inventory O Archived Inventory

Total # of chemicals in current inventory: 102
O Items Received/Ordered on
O All Items
(O Show me Chemicals where
@ Show Chemicals by Location Student Union: CS 412 (17) v| Show
© Show Chemicals by 1st Letter
© Show Appendix A Chemicals

P | Add Chemical —Reports— "

Appendix A listed Chemicals are highlighted in Tan.

Displayr rowWs per page.

Google  Inventory | Catsicg cas# Chemical Description Becei Building Nan
MSDS = = D Dste
Highlight | Seiect |Remove | U522 | g33174 67-64-1 ACETONE 0141972011 | Student Union
Highlight | Select | Remave 2‘:;?; 0013010 CADMIUM CARBONATE 04/15/2010 | Student Union
Highlight | Select |Remove | 2522 104300 67-64-1 ACETONE 04/15/2010 | Student Union
Highlight | Select | Remove | M222 | 013009 67641 ACETONE 041152010 | Student Union
msne v
¢ >
& Internet ¢y v ®ioow -~

2. The Adding Chemical screen will appear.

The Chemical Safety Assistant has a large self-contained catalog of over 11,000
chemicals and products that are maintained by EHS. You can easily search for the
chemical or product either by CAS# or by its name or description. Just type in the name
or number (or partial name or number) and the system will bring up a list of everything
that either matches your query or is a synonym of it.

CSA 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, and is included in any search.

If there is no match, select the radio button at the top of the screen for “Not In Catalog.”
You may then enter the name of the item directly in the Chemical Description box in the
pink-shaded area.
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Pl PISTOLP

Search Catalog

NFPA 704 Codes

&

Pete, Pistol or Adding Chemical
@ Search Catalog O Not In Catalog Inventory # 0039384 Not In Catalog
Search by CAS #
Search By Chemical Description
Required Fields
Lab O [ast]

Chernical Descriphon|
Physical State
O Gas O Liquid O Solid

# of Units Quantity per Unit

Volume/Size

1 0 - No Selection - “
Supplemental Chemical Information Vendor Information
CAS # Vendor i )

Chemical Formula Catalog #

Malecular Weight PO #

Storage Location o Order Date B
Storage Device — No Selection - v Receipt Date | 1/26/2012 B
MAX On Hand COpen Date B

MSDS Location Guogle™ MSDS Expiration Date [v]
Contact Information/Comments
Contact o Contact's Phone
Comments
Save & Add Another Chemical ] [ Save/Return ] [ Cancel ]

The chemical you select from the search results box will be automatically entered in the
Chemical Description box in the Required Fields area.

information farther down the page.

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 2 for Support Information)

——

Quanir pes Una Vohmarsze
0] [ -0 Sedecion

Supplementsl Chemical Infarmation
oy

MEDS Locaon Erd MEDS cnive Open Date
st
Contact Information Comments.
Cantart N
Commans

(S 8 2 A Comica ] [ SaveiRoturn

Oklahoma State University

o RecaptDare |13« 17

v am

Can

Adding Chemical

NEPA 708 Cades

L&

e T
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Select Location

Search by Search Type

Lab/Room | | Starts with v 4
) )
Click [Select] for the Lab Location

Lab/Room Buil

Sele C3408 Student Union C-PISTOLP The Lab locationis inserted

Select C3 420 Student Union C-PISTOLP

Select C8 416 Student Union C-PISTOLP

Select C8412 Student Union C-PISTOLP

Pl PISTOLP Pete, Pistol Adding Chemical

@ Search Cataloz O Not In Cataloz Inventory # |0039384

NFPA 704 Codes
Search by CAS #

3

Search By Chemical Description
2 0
Required Fields @

Lab [STUNION-35:CS 40¢ @) [1ast | [Student Union: CS 408
Chemical Description JACETONE i )
Physical State
QGas OLiquid O Solid
# of Units Quantity per Unit Volume/Size
1 ~MNo Selection

Supplemental Chemical Information Vendor Information

CAS# 67641 VendorSIGMA  |@fsioma
Chemical Farmula | (CH3)2CO Catalog #
Molecular Weight 55 05 PO #
Storage Location ;] Order Date [
Storage Device | — No Selection — v Receipt Date |1/27/2012  [7]
MAX On Hand Open Date [
MSDS Location Google™ MSDS Expiration Date [
Contact Information/Comments
Contact 0 Contact's Phone

Comments

[_Save & Add Another Chemical | [ Save/Return | | Cancel |

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.

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. 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.

3. The “# of Units” field is where you will enter the number of containers you have. The
default number is 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 [#0of Units] and Tab to the next field.

4. 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.
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5.

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 (optional)

1.

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 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.

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

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.

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

a. Click [Google MSDS].

Web |mages Maps bews )

ws Video Gmal mes v
G()Ugle msds baker ACETIC ACID Search | Admoomd San

Web Results 1 - 10 of about 244,000 for msds baker ACETIC ACID (015 seconds)

ACETIC ACID GLACIAL »
RAS

recommendad for splls of this .... This MSDS
e

0. ... This MSDS has been prapared
chrott Baker, nc. provdes the

o ACETIC ACID GLA(
Fomat. POFfAdabe Acrot

.S AR Mallinckrodt Baker »
s Acetic Acid. Acetic Acid, Glacisl ACS AR ... Desb-ARPak; 6x
ker Mo /15348, NIA ..

ACETIC ACID GLACIAL ...
d4_%20giscial pe g

& reear Sioow -

b. 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.
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CHERTHRG. e same

- o
"

Toimtons AR

Material Safety Data Sheet e
T

th
15 JT Baker
i Vi Loy =

222 o Sehoel
Philipsburg, N o

Al 1 ermagancy ure 0o shouk 50 s 1 Cusicomes o (| 00542 2537) b aseetance

ACETIC ACID GLACIAL

1. Product Identification

Synomyms: Acetic acid, methane carboxylc acid; ethancic acid

60.05
CH3COOH

9503, 9505, 9507,
, 8817, H979,

9508, 9511, 9513, 9514, 9515, 9517, 9522, 9513, 9524, 9526
V190, V193, V194, V625

5844, 6903, 9500, 9501, 9502,
504, 3

3121, 55

2. Composition/Information on Ingredients

Ingredienc CAS Mo Bercent

Asetic Acid f4-28-7 99.5 - 1008 Yes

Done

C. Print the MSDS Sheet for the lab’s records.

Vendor Information (optional)

o & nemat #orn -

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

Pl PISTOLP Pete, Pistol
@ Search Catalog (O Not In Catalog Inventory # 0039384
SearchbyCAs2| |

Search By Chemical Description ‘

Required Fields

Lab [STUNION-35-CS 40t @ |Student Union: CS 408
Chemical Description |ACETONE o
Physical State
O Gas OLiquid O Solid
# of Units Quantity per Unit Volume/Size
1 0 ‘— No Selection — v

Sunol | Chemical i Vendor Information VL

Adding Chemical

NFPA 704 Codes
3

A

case vt 1@
Chemical Formula | (CH3)2CO \ Catalog# | |

Molecular Weight [58.08 po#| ]

Storage Location o Order Date l:lE]
Storage Device | - No Selection - % Receipt Date B
MAX On Hand Open Date l:l@

MSDS Location Google™ MSDS ExpirationDate | [+

Contact Information/Comments
Comments
Save & Add Another Chemical ] [ Save/Return ] [ Cancel ]
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2. There are nearly 800 vendors in this list. Use the Search by Vendor Name to quickly narrow
down the list.

3. 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). To return to the Add Chemical screen without
selecting a vendor, click on Cancel at the top center of the screen.

T

Search by Vendor Name

Cancel

Show All Vendors
Yendor Code  Vendor Name Phone Ext
1B1 1E1 SCIENTIFIC
M 3M
5 PRIME i PRIME
AAPFR AAPEFR. Alcohol & Chemical Co.
AARONIND AARON INDUSTRIES
ABEOTT Abbott Labs
ABS ABS

ABSORBABLF Absorbable Polvmers
ACCURATE Accurate Chem & Science
ACCUSTANDA AccuStandard

ACE ACE

ACL ACL. Inc.
ACROS Actros Orzanics
ADM ADM

AEBI Advanced Biotechnologies
AFRIFORM Aeriform
CROWN Aervoe Industries
SPEED-ENAM  Aervoe Industries
AFSAR Aesar

AG SCT AG SCIENTIFIC
AGDIA AGDIA INC.
AgrEve AgiEvo USA

AGRICHEM _ AgiChen
4. Enter the Vendor Chemical Catalog number
5. Enter the PO Number

6. Enter [Order Date], [Receipt Date], [Open Date] and [Expiration Date]. Today’s date will be
entered unless overridden. (You may change these dates later as information becomes
available.)

7. Enter [Contact Name] and [Phone Number].

8. Enter any comments.

9. Click SAVE & ADD ANOTHER CHEMICAL or [SAVE/RETURN|

a. Save & Add Another Chemical saves the information you just entered to your
Inventory list and clears the fields on the form so you can enter information for
the next chemical.

b. Save/Return will save the information you just entered to your inventory list and
then return you to your Inventory List where you can see the just-entered
chemical along with the rest of your inventory.

c. Cancel takes you back to the Inventory List without saving anything.
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Removing Chemicals from Your Inventory

From the Main Menu, under CHEM, click on Inventory
Select © Current Inventory and a “Show” option

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

removed from your inventory.

Main Menu  <BACK PISTOLP Pete, Pistol Log Off —

—» @current Inventory C Disposed Inventory O Archived Inventory

———— @ Show Chemicals by Location

Total # of chemicals in current inventory: 102

O Items Received/Ordered on
O All ltems
O Show me Chemicals where

Student Union : CS 412 (17) ~| | Show

© Show Chemicals by 1st Letter
O Show Appendix A Chemicals

Click Remove

\ Add Chemical Reports— 3 )

Mupendix A listed Chemicals are highlighted in Tan.

Boogle  Inventory | Catsiog cas# Chemical Desoription Recei Building Nan
MEDS = P e Date
Highlight | Seiect |Remove | U522 | oy33174 67-64-1 ACETONE 0111972011 | Student Union
Highlight | Select |Remove | M52 fog93p1n CADMIUM CARBONATE 04/15/2010 | Student Union
Highlight | select | Remove | M222 | 013008 67641 ACETONE 041152010 | Student Union
Higniignt | seisat | Remove | MEB2 | pq3009 67641 ACETONE 041152010 | Student Union
mMans Z
< ks
€ Internet da v Himw -

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.

Reason for Removal

Reason for Removal
- Mo Selection - hd
— Mo Selection —

|--N0 Selection - V|

Are you sure you want to mark
Inventory # 0033174
as Removed? Data Entry Error

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

VES.

Reason for Removal

[DetaEnyEror |4

Are you sure you want to mark
Inventory # 0033174
as Removed?

[Yes][

Nu]

4. You will be returned to your inventory screen showing the item removed (it will no longer
appear on the list). The item will now be listed under [© DISPOSED INVENTORY].

Main Menu  <BACK LP Pete, Pistol Log Off
O Current | tory (& Disposed | tory O Archived Inventory
Total # of chemicals in current inventory: 101
O ltems Received/Ordered on
O All ltems
) Show me Chemicals where -
® Show Chemicals by Location Student Union - CS 412 (4) v| Show
O Show Chemicals by 1st Letter
O Show Appendix A Chemicals
Add Chemical —Reports— v
Appendix A listed Ch Is are highlighted in Tan.
Display [oWs per page.
Google | Inventory Receipt
MSDS p Catslog # Cass# Chemical Description Date Building Name
———> | Highlight | Select | Acivate | 2522 pgazt74 67-54-1 ACETONE 01/18/2011 | Student Union
Highlight | Select | Activate | 2522 0001523 |esoes7  |67-63-0 2-PROPANOL 14/03/2008 | Student Union
Highlight | Select | Activate | U208 | 5p13p9p acatone 04/15/2010 | Student Union
_ |/ Search
Highlight | Select | Activate | 2522 0001533 | 80177 |6132-043 | CTRIC ACID 14/03/2008 | Student Union
Display Tows per page.
Oklahoma State University Chemical Safety Assistant User Manual Page 26




5. If you find that the removal was a mistake, click [ACTIVATE] for the item that you want

moved back to current inventory status.

Display Tows per page.

Are you sure you want to mark
Inventory # 0033174
as NOT Removed?

[Yes][l-lul

Main Menu  <BACK PISTOLP Pete, Pistol Log Off
O Current Inventory @Diansed Inventory O Archived Inventory Di dl t
Isposea Inventor
Total # of chd P Y
O Items Received/Ordered on
O All ltems
O Show me Chemicals where
@ Show Chemicals by L. £ Student Union: C5 412 (4) v| Show
) Show Chemicals by 1st Letter
O Show Appendix A Chemicals
PP
Activate
Add Chemical —Reports— w
Appendix A listed Chemicals a lighted in Tan.
Display TOWS per pags/
%ﬂ Cslalog # CAS # Chemical Desaiption %i:—‘ Building Neme
Highlight | Select | Activate | 1502 | 9933174 67-54-1 ACETONE 017192011 Stugent Union
Highlight | Select | Activete | 1522 0001523 | 650447 | 67630 2-PROPANOL 04/03/2008 | Student Union
Highiignt | setect | acivete | 2502 19913012 acatons 04/15/2010 | Student Union
Highlight | Select | vtz | 2522 0001533 | 580177 |6132043  CTRICACD 14/03/2008 | Student Union

6. Confirm your intention to move the item to current inventory status by clicking @

7. Theitem is removed from the disposed inventory listing. Click [® CURRENT INVENTORY].

8. Theitem is now listed as current inventory.

9. 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 AA&0D00: AADaPrato, Peier

€  CHEM
@ Eequisitions

:'.". Invenitany

5 1caining <
5 Waste Pickup
Beports

i Parmit Warker Registrlion

Employee Selection

Pl AANON AMADoPrato.Pster  Log Off

e o

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 AAADaPrato, Peter Log Off

Training Completed by AAADaPrato, Peter

Training Date Course#  Course Hame Frequency  Category Score
11672009 ORT Hew Employes Orintation One-Time General Pass
121172008 Leb101 Lab Safety 12 months General Pass
1171212008 B101 Basic Biclogical Safety One-Time BIO Pass

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

Due Date Status Course # Course Name Frequency Requirement Comments
fulfiled 6101 Basic Biological Safety One-Time
Tulfled ORT  NewEmployee Orintation  One-Time

1211172009 Tnggered by Self Lab01  Lab Safety 12

11122010 Triggered by Prerequisite 5105 Biolagical Safety Refresher 24
111212013 Triggered by Prerequists 110 Biosafsty Cabinet Ganaral Use 60

oone. # @ remer Hiorw - ‘

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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Chemical Removal Request (this section is not yet active)

The main menu allows controlled access to the Chemical Removal Request portion of the Chem Web
Application. The Chemical Removal module allows the P.I. access to edit or delete existing chemical

pickup requests or enter a new chemical pickup request.

From the main menu, under CHEM click on [Chemical Removal Request].

EH&S Assistant

Choose Pl
Pl: PISTOLP: Pete, Pistol

e CHEM
@ Requisitions

& Inventory

L

‘
- Training

= Chemical Removal Request <

<
Reports

k Permit Worker Registration

Log Off

& Internet daov Fl00%k <

The screen displayed below allows for adding a new Chemical Removal Request, or Viewing, Editing,

or Deleting an existing Chemical Removal Request.

Main Menu <BACK PISTOLP Pete, Pistol

Log Off

v

—
e

=
—

---------- Request Building Name

I
3
=
=

Adding a Waste Pickup Request

1. Click [ADD REQUEST].

Add Request

Request Detail

Comments / Directions

Oklahoma State University

Chemical Safety Assistant User Manual
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Request

Pl [PISTOLP [Pete. Pistol

Request Date|1/27/2012 IV'
Lab/Location o ‘
Contact | |° Contact's Phone l:l

Comments

[ Enter Pickup Detail ] [ Cancel ]

2. The P.l. code and name are automatically inserted.
3. Today’s date is inserted but it can be overridden.

4. Click the Lab/Location @ for a list of User labs.

Pick a lab linked to the Pl
or | Pick from All Labs ]
Search by Search Type
Lab/Room v| | starts with +| | 4
Lab/Room Building Name Permit Number Permit Type
Select C5 408 Student Union C-PISTOLP CHEM
Select Cs412 Student Union C-PISTOLP CHEM
Select C5418 Student Union C-PISTOLP CHEM
Select C5420 Student Union C-PISTOLP CHEM

5. Select the lab where the waste is to be picked up. Click SELECT. The lab number and building
are inserted. If the lab is not listed, click on ‘Pick from All Labs‘ and choose the name of the
building where it is located. You may need to enter the first letter of the building name to
shorten the search list. Then select the room number.

6. Click the contact @ to select the name of the lab contact, or type the name in directly.

7. Type any comments that would need to be made, then Click on [Enter Pickup Detail.

Request

Pl [pIsTOLP |Pete, Pistol

Request Date|1/27/2012 bl

Lab/Location|STUNION-35.CS 4@ [Student Union
Contact |Pi3to|Paﬁy |o Contact's Phone 7%?3834

Comments|Call Patty for exact location

.

Enter Pickup Detail ] [ Cancel

8. Clicking ‘Enter Pickup Detail‘ opens the [Chemical Removal Request Detail] screen.
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Detail
Chemical Removal Request Detail

Request # |P120127001

Physical Form (O Liquid O Sotid O Gas

Vo\ume.l"u’\u’eightl:l Unit| — No Selection — v|
| have| | | | containers for pickup.
Chemical: % of Content
@ 100.00| Attach
— Chemical # CAS# Chemical Description %49 of Content Inv. # Link
0.00
Submit ] [ Cancel

9. The program assigns a Request Number, a combination of the date in reverse order and a
numbered request for the day [P120127001].

10. Indicate the Physical Form of the chemical: Liquid, Solid, or Gas.

11. Enter the Volume/Weight quantity as well as the Unit of measure.

12. Enter the number of containers and the type of waste containers to be picked up.

b’
Detail
Chemical Removal Request Detail
Request # |P120127001
Physical Form @ Liquid O Selid O Gas
VUIumef’\u’VewghI Unit ‘| - Liters v|
| have |brown glass | containers for pickup.
Chemical: % of Content
|o 100.00| Attach
— Chemical # CAS # ‘Chemical Description 2o of Content Inv. # Link
0.00
Submit I [ Cancel
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Adding Chemical Pickup Request Detail

13. The next field indicates the description of the contents of the container. This can indicate
multiple constituents if necessary. Next to the chemical name field is the @ icon. Click on
this icon and a chemical catalog search form will appear. There are four search options
available. You may use any one or a combination of the four.

Chemical Catalog

Cancel

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

h
Show me Chemicals where | Chemical Description ¥ | Starts with... v | |acetone| Show

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

[ Show me Chemicals that are Appendix A Listed

Search By |Chemical Description

Specify vour Search Criteria then Hit the "Show" button

a. Show me Chemicals where Vendor is,
b. Show me Chemicals where (Chemical Description, CAS#, Catalog#, or Chemical#) is,
c. Show me Chemicals that are in my “Personal Catalog” (previously received),

d. Show me Chemicals that are Appendix A Listed.

As long as the “Show me Chemicals that are in my Personal Catalog” is marked, you will be
searching your Personal Chemical Catalog.

If you have included the Vendor/Manufacturer 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. 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 Vendor selection.

If you choose to search by Chemical Description or CAS#, 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 chemical name or CAS# and click on . Typing
ACE will make it easy to find Acetone, along with other chemicals beginning with those
letters. The search will also find chemical synonyms.
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Chemical Catalog A
Cancel
[J Show me Chemicals where Vendor is | - No Selection - v
Show me Chemicals where | Chemical Description V| ‘Startswith... V‘ |acetone Show
[ Show me Chemicals that are in my "Personal Catalog” (previously received)
[J Show me Chemicals that are Appendix A Listed
Search By |Chemical Description
42 Found. Click the Chemical's CAS# or Description to select it.
——— Molecular
CAS# Chemical Description Catalog # Vendor Period “Weisht ht Chemical Formula
(months)

67-64-1 KETONE PROPANE Fisher Scientific 38.08000 (CH3)2CO
67-64-1 2-PROPANONE SIGMA 38.08000 (CH3)2CO u
67-64-1 DIMETHYL FORMIN SIGMA 38.08000 (CH3)2CO
67-64-1 2PROPANONE Fisher Scientific 38.08000 (CH3)2CO
67-64-1 DIMETHYL FORMIN Fisher Scientific 38.08000 (CH3)2CO

- 67-64-1 ACETONE SIGMA 38.08000 (CH3)2CO
7782.89-0 Acetone cvanohvdrin stabilized
67641 PROPANONE SIGMA 38.08000 (CH3)2CO
67641 ACETONE Fisher Scientific 38.08000 (CH3)2CO
75-86-5  Aluminum bromide. anhvdrous
67-64-1 PROPANONE Fisher Scientific 38.08000 (CH3)2CO

Double click on the CAS# or Chemical Name to select the chemical you want. The
information is automatically loaded into the Chemical Pickup Request Detail form.

Detail
Chemical Removal Request Detail

Request# |P120127001

Physical Form & Liquid © Sotid O Gas

Submit ]/ Cancel

When you click on Attach, the chemical is “attached” to the request. (see next page)
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anumefWelght Unit ‘| - Liters v|
| haue |brown glass | containers for pickup.
Chemical: % of Content
L—p | [ACETONE [ ] 100.00| Attach
— Chemical # CAS# Chemical Description o of Content # Link
0.00
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Detail
Chemical Removal Request Detail
Request# |P120127001
Physical Form @ Liquid O Solid O Gas
WVolume/\Weight 2 Unit || - Liters v
| have |2 brown glass containers for pickup.
Chemical: % of Content
o 000/ Attach
A
— Chemical # CAS# Chemical Description %o of Content Inv. # Link
et | detach 8451 67-64-1 ACETONE 100|
100.00
Submit ] [ Cancel

14. Enter the [PERCENT of CONTENT] of the chemical to the total waste. If you will be attaching
more than one chemical, adjust the percentages accordingly. It will not be possible to
change the percentage once you have attached the chemical to the Removal Request Form.

15. After the chemical is attached, note the link detach (see above). If you decide to remove the
chemical from the request form, click on this link. This is the only way to remove it; if you
need to edit the entry in any way, you must detach it and re-enter the information.

16. When you have completed selecting chemicals click [SUBMIT].

# of Containers |1 Container Type
Empty Replacement Containers| 1 Replacement Containers Description (if required);
Waste Type (O Biological ) Chemical ) Radiclogical
Physical Form O TLiquid @ solid O Gas
Quantity|1 ML : Milliliters b
Detail #’27

Request# |P090106001

[J Exchange Chemical?
Editing Waste Pickup Request Detail

Pick (?)...or Type Chemical -OR- Choose an Inventory ltem -» Inventory # Link % of Content
?

] 0.00 Attach
— Chemical # CAS # Chemical Description % of Content Inv. # Link
detach 1.4-DIOXANE 10)
detach 384 73070 |ACETIC ALDEHYDE %0
100.00
Add Another Container l [ Submit l [ Exit

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

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

Pl: AA0000: AADaPrato, Peter

€  CHEM
@ REqIJISI"l:II'IE
5 Waste Pickup

Beports <

i Parmit Warker Registralion

EH&S Assistant Log Off

PI: AAD0OO: AADaPrato, Peter

Chemical Reports
Listing of Training Due Dates
Chemical Catalog Master Listing of DEA Controlled Substrances
Chemical Catalog 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].

]] v
File e - s
01/07/2009 Listing Training Due LSU Baton Rouge =
S
&
Ij AADaPrato, Peter AA0000
Emplovee Name Course # Course Description Due Date Worker Type
Adams, Shane c101 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 ci1o Basic Chemical Safety 01/06/2009
c102 Chemical Safety Refresher
G100 University Human Resouce M¢ 01/06/2009
)
=
5
£
£
]
b
@
t
T
£
£
&
&
v
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2. Click [CHEMICAL CATALOG MASTER LISTING of DEA CONTROLLED SUBSTANCES].

01/07/2009
Chemical# CAS#
Schedule |
718 13052-20-1
11185 50-885
4183 134725
o124 200423
2301 120641
1722 75087
218 10034-86-2
1088 134-20-3
024 13672002
4500 122628
717 1972-08-2
Schedule |l
a71e 8016-15.7
205 57422
a3 77021
£73 512005

0 s

2 5552

@ 5585 125408

b 2001 s20-354

# 5917 53214
a1z 70420712

o

z 2180 118028527

= e11g 53420

5 2111 78500-17-7
781 80124814
2085 53167

Oklahoma State University

Chemical Catalog Master Listing of DEA Controlled Substrances

SHEMICAL 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 ANTHRANILATE  [DE4 SCHEDULE | ITEM)

METHYLENEDIOXYAMPHETAINE. (+)-3.4- [DEA
SCHEDULE | ITEM]

PROFIONIC ANHYDRIDE  [DEA SCHEDULE | ITEM]

TETRAHYDROCANNASINOL, DELTAS- [DEA
SCHEDULE | ITEM]

AMINOFYRINE BAREITAL (DEA SCHEDULE Il)
AMOBARBITAL [DEA SCHEDULE Il ITEM]
APROBARBITAL DEA SCHEDULE Il ITEM
BENZOYLECGONINE HYDRATE [DEA SCHEDULE Il
ITEM]

BENZOYLECGONINE-D3 [DEA SCHEDULE Il ITEM]
BUTABARBITAL (DEA SCHEDULE Il)
COCAETHYLENE [DEA SCHEDULE Il ITEM]
‘f_:r%ﬁ\NE HYDROCHLORIDE [DEA SCHEDULE Il

CODEINE-D3 HYDROCHLORIDE [DEA SCHEDULE Il
ITEM]

D-AMPHETAMINE-D2 SULFATE (DEA SCHEDULE I
DEHYDROISCANDROSTERONE
DEHYDROISCANDROSTERONE 3-SULFATE SODIUM

DEOXYEPHEDRINE-O5-HYDROCHLORIDE (+- [DEA
SCHEDULE I1]
ESTEROHE

Chemical Safety Assistant User Manual

LChemical # CAS#

Schedule I
0122

7005 1867-88-0
8348 50135
8348 115-38-8
11128 §1-57-0
11411 298-50-8
8783 118357-24-7
8374 84-31-3
8073 76-744
8458 60124-78.0
8558

3877 200-43-3
1195 504178
8182 2005-57-0
Schedule Il
7051 521129
6126 £243-7
@282

TB48 76437
8287 56-20-1
4845

9551 5-326
83 830-56-8
7708 55154
11102 280-70-3
8514 67-83-0

LSU Baton Rouge

CHEMICAL DESCRIPTION

KETALAR (DEA SCHEDULE Il)

KETAMINE (DEA SCHEDULE Il

MEPERIDINE HYDROCHLORIDE [DEA SCHEDULE I
ITEM]

MEPHOSARSITAL (DEA SCHEDULE I}
METHAMPHETAMINE (DEA SCHEDULE II)
METHYLPHENIDATE (DEA SCHEDULE Il}

MORFHINE D3 HYDROCHLORIDE TRIHYDRATE [DEA
SCHEDULE INITEM]

MORFHINE SULFATE [DEA SCHEDULE I ITEM]
PENTOBARSITAL [DEA SCHEDULE Il ITEM]
PHENCYCLIDINE-DS-HYDROCHLORIDE 98 ATOM

SECOBARSITAL IMG/ML IN METHANCL [DEA
SCHEDULE Il ITEM]

SECOSARSITAL SODIUM [DEA SCHEDULE Il ITEM]
THIOBARBITURIC ACID{DEA SCHEDULE I}
THIOBUTABAREITAL (DEA SCHEDULE Il)

ANDROSTAN-17B-OL-3-ONE, 5-A- [DEA SCHEDULE II]
DIALLYLSARBITURIC ACID, 5.5 - [DEA SCHEDULE Il
ITEM]

DIHYDROTESTOSTERONE, 5-

FLUCXYMESTERONE [DEA SCHEDULE Ill ITEM]
HEXOSARSITAL [DEA SCHEDULE Ill ITEM]

HYDROPROGESTERONE CAPROATE ESTERCDIOL
VALERATE

HYDROXYPROGESTERONE
3-0-CARBOXYMETHYLOXIME, 17 ALPHA-

HYDROXYPROGESTERONE CAPROATE
METHYLTESTOSTERONE, 17(A} [DEA SCHEDULE Il
ITEM]

NORTESTOSTERCNE 17-DECANCATE, 18—DEA
SCHEDULE Il

PROGESTERGNE

A
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3. Click [CHEMICAL CATALOG LISTING with EXPIRATION REQUIREMENTS].

3
-~
01/07/2009 Chemical Catalog Listing with Expiration Requirement LSU Baton Rouge 1
Expiration
Cremical  Cas= CHEMICAL DESCRIFTICN _ Monts FLAME HEALTH REACT HezardCategeries
384 75-07-0 ACETALDEHYDE 12 4 3 2
4284 105-57-7 ACETALEDEHYDE DIETHYL ACETAL -] 3 2 2 ox
802 13472-80-0 ALUMINUM NITRATE 12 0 2z 3 ox
4401 13477004 BARIUM CHLORATE 12 0 1 3 ox
26867 108-80-1 BIS (2-CHLORCISOPROPYL) ETHER 3 1 2z 1
k- 106-28-0 BUTADIENE 3 4 2 2 ox
5807 T11-TE-2 BUTOXY ETHANOL, 2- 12 2 4 2
1684 67-86-3 CHLOROFORM k) 0 3 1
605 CHLCROFORM:ISCAMYL ALCOHCL k) 0 3 o
1340 126-06-8 CHLCROPHRENE (CHLCROBUTADINE) k] 2 2 2 ox
11434 COE-PAK ACCELERATOR 24 0 2 1
11435 COE-PAK BASE 4 1 1 1
2782 0TI DIMETHOXYETHANE 12 4 1 1 ox N
183 60-28-7 ETHER 12 4 2 3 ox
1847 108-58-1 ETHYLENE GLYCOL ISOPROFYL ETHER 3 1 1 o ox
1656 302-01-2 HYDRAZINE (ANHYDROUS) 12 3 4 3
5206 Tr22-841 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 -] 2 3 2 ox
284 TTET-TE-1 POTASSIUM NITRATE 12 o 2 3 ox
“ 287 TT27-2141 POTASSIUM PERSULFATE 12 o 2 3 ox
E 10za8 TTE2-E2-5 SODIUM AMIDE 3 2 3 3 OX.W
é 2654 TTe-07-2 ‘SODIUM PERCHLORATE MONOHYDRATE 12 1 2z 2 ox
<=( 4808 118143 TETRAFLUOROETHYLENE INHIBITED 12 4 2 3 ox
Q288 10e-18-0 TRIETHYLENE GLYCOL DIMETHACRYLATE 12 0 3 1
® 74 75-254 VINYLIDINE CHLORIDE 3 4 2 2
H
£
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

Choose Pl
Pl: PISTOLP: Pete, Pistol

@ CHEM

@ Requisitions

Inventory

v
ot

Training
ﬁ Chemical Removal Request

{=|
Reports

i Permit Waorker Registration

»

& internet Shov Forw o<

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 PISTOLP Pete, Pistol Log Off

dd New Worker
Newly Registered Workers for PISTOLP:

Pete, Pistal.
— Last Name First N\ame Permit(s) Entry Date
Edit Peel QOrange C-PISTOLP 01/30/2012

Workers currently attached to PISTOLP:
Pete, Pistol's Permits ("CHEM" permits).

Last Name First Name Researcher
Patty Pistol PISTOLP
Pate Bullet PISTOLP
Pete Pistol PISTOLP

2. Click [ADD NEW WORKER].
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3. Fill out the information form. It is OK to skip the “Supervisor Name” section.

Access Request Registration Form

If this e-mail is incorrect, please log onto the human resources wehbsite before proceeding.

3 = Iookup table.

First Name| | Last Name |
Email Address | |

Confirm Email | |

Department Code l:l Q Department Name |
Start Date |1/31/2012 ¥
Permit # |C-PISTOLP q Job/Function | |Q |

Please enter all Supervisors you work for.

Add |+pdd+ Supervisor Name

Please enter all previous training that this worker has completed.

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

[ Submit ] [ Cancel

4. When complete, click [SUBMIT].

Main Menu <BACK Pl PISTOLP Pete, Pistol Log Off

HAdd New Worker
Newly Registered Workers for PISTOLP: <

Pete, Pistal.
— Last Name First Name Permit{s) Entry Date
Edit Peel Orange C-PISTOLP 01/30/2012

Warkers currently attached to PISTOLP-
Pete, Pistol's Permits ("CHEM" permits).

Last Name First Name Researcher
Patty Pistol PISTOLP
Pete Bullet PISTOLP
Pete Pistol PISTOLP

5. 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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6. 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.

Main Menu <BACK / Pl AADOOO AADaPrato, Peter Log Off

IAdd New Worker A

Newly Reqgistered Workers for AAG00O:
AADaPrato, Peter.

— Last Name First Name Permit# Entry Date

Woaorkers currently attached to AA000O- A

AADaPrato, Peter's Permits ("CHEM"

permits).
Last Name First Name Researcher
AADaPrato Robert AA0000
Adams Shane AAD000
Adams Linda AA0000

Austin Christopher AAD000

7. Click [MAIN MENU] and [LOG OFF].

NOTE: After submitting the name and information of the New Worker, you can contact EHS either
by phone or email if you want to add additional information or place a restriction. The New Worker
will not have access to the CS Assistant until EHS has processed your request.

When the New Worker has been given access, EHS will notify the Pl who submitted the request. It is
the responsibility of the Pl to inform the New Worker of proper procedure to log in.

e —
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