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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 Environmental Health & Safety (EH&S) Assistant software 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

Georgia Regents University (GRU), Environmental Health & Safety Division (EH&S) worked with On
Site Systems Inc. to develop this software package to serve as a hazardous chemicals management and
regulatory compliance tool. At our chemical user’s request, we included Web based chemical inventory and
waste management system, which are linked to a catalog containing regulatory and safety information for over
15,000 chemicals. The chemical catalog is continuously updated 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 are able to update their chemical inventories, review critical chemical health, safety, and
disposal information, request a pickup of the hazardous waste they produce, and print  Satellite
Accumulation” and “Hazardous Waste” container labels that are in compliance 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
Fax:  (706) 721-9844

Email:  dbridges@gru.edu

Information Technology Services help is available by:
Phone: (706) 721-4000 Monday thru Friday 8:00 am — 5:00 pm
Fax:  (706) 721-7296

Email: ITService(@gru.edu



mailto:dbridges@gru.edu
mailto:ITService@gru.edu

GETTING STARTED

All areas where chemicals are used and/or stored are expected to support and participate in institutional
regulatory compliance efforts, and use the Chemical Inventory software provided by EH&S for collecting and
maintaining chemical inventories and for hazardous chemical waste management, disposal, and container
labeling operations.

Access to the Program

Access to the EH&S 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.georgiahealth.edu/services/ehs/chemsafe/

To access the program, go to the above page and Click on: “Chemical Inventory Database” in the
left column.

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

e Type 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 Bridges

Phone: (706) 721-2663 Monday thru Friday 8:30 am — 5:00 pm CST
Fax:  (706) 721-9844

Email: dbridges@gru.edu



http://www.georgiahealth.edu/services/ehs/chemsafe/
https://app.mcg.edu/chemdb
mailto:dbridges@gru.edu

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 GRU software.

Password Reguirements

1. Must be at least 8 characters in length,
2. Must contain at least a character (§), and one capital letter (W).
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].

2 EHSA Login - Microsoft Internet Explorer, |ZHE|E‘
;'l
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Environmental Health & Safety Assistant Login

Password [ ]
Change Passward
——
New Password
Show fuild Dzte Confirm New Password
Done
& Cancel | ok |

Windows Internet Explorer” x|

NewF ! E Password has been Changed.

>

em——— |

Confirm New P

The next screen to appear will be the Main Menu.
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Basic Navigation

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

Basic Commands 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 will be:

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

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, -

5. Question Mark [?] oricon o

to indicate a search engine following the respective
field.

Note: Do not use the Windows Internet Explorer Menu [i.e., File,
Edit, View, Favorites, Tools, Help, etc.]

The web browser menu bar does not function once you
have opened the program.

You will use the commands in the blue menu bar that is at
the top of each window to navigate from one screen to the
next

ey vy Py

g B iy

can

G e S

(]
I

e R e e R

EH&S Assistant
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MAIN MENU

The Main Menu allows controlled access to MCG’s Chemical Safety Assistant Web Applications.
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Access Choices from the Main Menu

1. Inventory — View, print, ot update your Chemical Inventoty, preview/print a Chemical Fact Sheet for
each chemical in your inventory, add Hazardous Waste Streams and print Satellite Accumulation
Container labels

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

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

6. Inventory Semi-Annual Review Statement — Certify that your chemical inventory has been updated
as required — completed in January and July of every calendar year.

7. Reports — View or print select reports that have been added at our user’s request

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.
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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.

Inventory Viewing Options

1. View Current Inventory
e Items Received/Ordered on (Date)

e All Items

e Show chemicals where

e Show Chemicals by Location
e Show Chemical’s by 17 Letter
e  Show DHS Chemicals

IR g 1A o g WA o i g 9. L o W e ey e ek

EH&S Assistant

Logon

e  Show DEA Substances,

2. View Disposed Inventory
* Items Received/Otdered on (Date)
= Show All Items
= Chemicals by Description look-up

3. View Archived Inventory
* Items Received/Otdered on (Date)
= Show All Items

*  Chemicals by Description look-up

4. Show Satellite Accumulation
=  Add Hazardous Waste Streams
= Print Satellite Accumulation container labels

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

Default is the Current Inventory. -
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Inventory Sorting Options

1. Items Received/Ordered on — displays
chemicals ordered/received on a specific date,
provides a mechanism for selecting the
Month, Day and Year — click on the arrow to
the right of each field to select the month, day :
and year. T EF e e — s

2. All Items — displays all chemicals listed in
your inventory. Mark this item, and all of
your chemicals are displayed at the bottom of
the window.

a. Show me Chemicals where” - This
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 parameter you enter. For
example: In the first field you may select
Chemical Description, CAS#, In the next
field you may choose Starts with, Contains,
or Equals, and In the Blank field, you will
type your search parameter, Chemical
Description/Name or CAS # (include the
hyphens when you type this in) — then click
on the “Show” bar.

3. Show me chemicals by Location — displays =
chemicals grouped by building and room -
number. Provides a mechanism for selecting |
the room you wish to display — click on the
arrow to the right of the selection field, select
the building/room then click on ‘Show’

4. Show Chemicals by 1st Letter — allows you
to view chemicals in alphabetical letter groups
— a mechanism appears allowing you to select
the alphabetical letter or number the chemical
begins with — Click on the letter or number to
display the list.

5. .Show DHS Chemicals — will display all items |- .
in your inventory that are regulated by the e am————————
DHS (Department of Homeland Security)
under the Appendix A listed chemicals

6. Show me DEA Substances — will display all chemicals/drugs regulated by the DEA (Drug
Enforcement Agency]
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Rows per Page and Sort by Column

7. You may determine the number of rows per page you would like to display in the window

- W asecn - e e[ Mo gt A -

B PHMSA . - e Land Peste... TOBp e D - oem s Pager Seeys Teshe @

Shovw Chamécals by Location
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Add Chamical | r——— =
Appondix A in Tan.
Display 50 lmﬁ:ﬂr
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ot |sen | s | 252 [z - [——— P —— o
ey | Sy | Bacie ﬂ Lt LA AN C8TAT5T  C3-Utsterai Satey Siorage Dty o
etiaty | Saied | Bases IS pneess 12348 458 SO BCARSORATE EMAONM)  CSMateral Sadwy Surage Dog (=1
Hatagt | Beted | Becwve BT I SOTUN BCARBORATL AT Co-Materal Satey Swrepe Doy =]

3 EEE

Diglay B~ rows pwt

— ) o -

e Click on the arrow to the right of the Display number field and select 10, 25, 50,
75, or 100 by clicking on the number to display that number of rows per page to
view.

8. You may sort your inventory by a specific Column.

a'i;_,.;._]la it charct geeegiabwath 0 + @ 8 & X | & Chamical inventoey
Fle [t View Fwortes Toos Hep | x Google v Msearch - - - | T Morew  Sgnin A -

o @) PHMSA - Traning Requir.. @] PHMSA - Toaning Requin.. 3] FHIMSA - Trsning Regr., 4y Georgis EPD - Land Frote.. YU B - B - - Pagee Sy~ Took -
@ AN Iwms
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Appendix A listed Chemicals are highlighted In Ton,
Disglay 50 = rows per page.
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Display 50 = sows per page
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Ptps://chemdb gesrgaheakh edu chema ThaWeblsagi AW I C2

Examples:

Click on Inventory # to sort by Inventory number,

Click on CAS# to sort by CAS number,

Click on_Chemical Description to sort by chemical name,

Click on Lab to sort by room number,

Click on Storage Location to sort by where the chemical is stored in the lab,
Click on Storage Requirements to sort by segregation codes
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Preview/Print Inventory Reports

From the Inventory Window you may preview/ptint 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.

4. Chemical Inventory by Storage Requirements — inventory items are grouped by hazard segregation
requirements.

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” or “Save As” under the “File” Command.

pion +  Samw, - __Show |

Babmien L

L1 Cnemica ivventory by PLpdt - Adobe Acrobat Fro.
| Fle  Edt Wiew “ﬂﬂw Help — — - Fie 'Tﬁ.“..'..w;‘.n;‘.;ﬁ... —
Bew- BESE|0eRLDE v [Bew- BEBE| 00RLLE o
Ik =@ en]-]| BB Tools | Comment | Share s | x| = @ [an]-] | H B Tools | Comment | Share
Zoem in [Cirbs Pl | | Zeom n (Ctde P

Crmenkcsl Joyacory by 1 v Chamical kvwentory by P and Buiding LabRoom  fege e nmnsy |

iy (=T

AERE ik
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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.

The Chemical Fact Sheet is not a Material Safety Data Sheet (MSDS). Itis a summary of information from
resources such as the vendor’s Safety Data Sheet, the NIOSH Pocket Guide to Chemical Hazards, the US
DOT Emergency Response Guide, the EPA Code of Federal Regulations, and vatious other regulatory and
technical information resources. A hard copy of the Safety Data Sheet for all hazardous chemicals on campus
are still maintained by the Chemical Safety Office, and are available upon request. The fact sheet is simply a
quick reference information resource provided to our chemical users through the Chemical Inventory
Database.

'To Preview/Print a Chemical Fact Sheet:

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

. 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.
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If you would like to contribute to the Chemical Information provided in the Chemical Catalog, send a
copy of the MSDS 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 — CI-1011).
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Preview/Print Chemical Inventory Audit Report

This report contains all of the information provided to the Chemical Safety Office for Emergency Contact,
and Room Placarding. You should review this information for accuracy and forward any corrections to the
Chemical Safety Office.
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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 in the database. At minimum,
you must review and update your inventory twice a year — by June 30th and by December 31st of every
calendar year.

r - —== = e [ = [ & [
1| Chemical Inventory Audit.pdf - Adobe Acrobat Pro . - e . -l
File Edit View Window Help x|
0
Boau: | D 8D | eaez2RBE |
il v = @®[==]]H B Tools | Comment | Share
Georgia Regents University
Environmental Health & Safety Division
Chemical Safety Office
Chemical Inventory Audit
Date Performed : Report Date: 03/14/2013 PageNumber: 1
Principal Investigator Information
Authorized User : Bridges,Dee Training Department: Practice-EH&S 3
PermitNumber: C-933 Alternate Contact: Dolly Hobbs
Campus Address: CI-1012 Office Phone:  (706)721-2598
Office Phone: (706)721-2591 Emergency Phone:  (706)840-1072
Emergency Phone: (706)721-2598 Department Manager:  Dolly E. Hobbs
Labeled & J'
CS:1002 NFPA Markedwith  Stored
Raring Avg. Storage PIlastname Properly?
Chemical Name CASNumber HF R Special QtyDay  Units Rec.Date Y N Y N Deleted?
ISOPROPYLALCOHOL 67630 231 11 a 1017/12 oo oo O
METHANOL 67561 230 14 LT 08/08/12 oo [m ] O
SODIUMBICARBONATE 144558 100 150 G 101712 oo ao m}
Labeled &
CsS:1006 NFPA Markedwith  Stored
Rating Avg. Storage Pllastname Properly?
Chemical Name CASNumber HFRSpecial  QiyDay Units Rec.Date Y N Y N Delered?
BARBITAL FREEACID 57443 300 11 G 03/13/13 oo oo O
CRYSTALLINE [DEASCHEDULE IV
ITEM]
SODIUMBICARBONATE 144-55-8 100 110 G 03/06/13 oo oo O
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Web Search for Safety Data Sheets (SDS)

Click on [ MSDS Search | to the left of e e
. . . I PN T Ty Trrpr— -
the chemical name in the inventory screen x e "0 e e e
Logor
to search for a Safety Data Sheet (SDS) e
) , ) orr SRRSO
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Shrw o Chamicaly wies
program. R
The program activates the web browser | “ o
. g
and does an automatic search of the Web B e G s — = e T
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site for the MSDS using Google, and s =y g e ; i o s
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displays the search results. e e
If the items displayed do not match your = -
chemical, you may conduct a search using
the Google Search engine, before returning to the -
Inventory database. —; .
|
All Google search options apply while the search
window is open.
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When you are finished searching through sl

Google, close the window to return to the
Inventory program.

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 & 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.

2.

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

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

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

DS Lscman

>

o

Adding chemical Editing Chemical

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

All fields 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.

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

Where the icon [ 0o ] appears following a blank field, it indicates that a pick list or search engine is

available for that field. Click on the icon [ o ] to activate the search engine or open the pick list. You
will find the question mark following the Vendor, Lab, Chemical Desctiption/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.

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 arrow 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 Chemicals: Fields & Functions

= -

The Adding & Editing Windows contain the same fields which -J} o e e e
also function in the same manner. If you learn the fields and ey i
functions in one you are also learning the fields and functions in == ———
the other. The only difference between the two is access and S e
contents. One window contains data, which you will edit. The =1 = *=
other does not. Therefore, we are going to present the details of == =
the [Adding Chemical] window in this next section.

4
¥

1. Catalog # - This is for the Vendor/Supplier Catalog or
Product order number. The field is optional, except when using
the “Not In Catalog” marker to load chemical information as
described in paragraph 4 below.

2. CAS # is the Chemical Abstract Service 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: 87654-32-1] When the CAS # is entered
in this field, the program will auto-search the Database Catalog

for a corresponding chemical name and load it in the Chemical
Description field.

3. “Search Catalog” the Default item, “Search Catalog” is
marked when the adding chemical screen is opened. To
activate the search, Click on the icon [ L/ ] to the right of the
Chemical Description field. This opens an engine with the
option to search one’s “Personal Catalog” or the “Database -~ :
Catalog” for the name of chemical. The “Database Catalog” || @ SearchCatalog [ NotIn Catalog

is created and maintained in the database by the Chemical e
Safety Office. The “Personal Catalog” is created and updated

as the user adds chemicals to his/her inventory.

4. “Notin Catalog” was provided to allow users to continue
loading the inventory item after conducting a search and
determining that the product is not in the database catalog.
When this option is marked, the search/load requirements are
bypassed and you can type in the Chemical Name, and it

becomes mandatory for to enter the Vendor Catalog # and
the Vendor name when this option is selected.

5. “Vendor “This is the company or manufacturer from which g ==
the chemical was purchased. Click on the [ i ] to open a
Vendor pick list, then 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 the vendor name is not on the list, send

an e-mail to dbridges@gru.edu with the vendor information
and a request to have it added. A reply will be returned when the request is accomplished.
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10.

Lab is the laboratory where the chemical is
stored. This is a required field. You must select a

lab for each chemical. Click the [ 0] 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)
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.

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.

Inventory# is automatically assigned
by the CS Assistant program and is
unique to each entry. Tab to the o1
next required field. You may change

any field in the Editing or Adding

i ] P - Trerng teqar

Brigges. Dee Training

| PO - Tosinng Raquar. o PO

L]

chemical Window, except the
Inventory #.

PO# is your purchase order number || ==
— this is optional, you may use it or el
leave it blank.

“Chemical Description.” The

“Chemical Description” is the name
of the chemical.

- Trmng Haquse 4o Eceps 1900 - Larsd Pt

Mo Selecton - >

T P —

e

Sonin A -

S B3 v 0 oam v Pagew e e Tk @e

Adding Chamical

WEPA 104 Codes

¢

a. If you have left the default marker at “Search Catalog” and Click on the icon [ W ] following the

Chemical Description field to activate a search engine to load the chemical name.

b. If you marked the “Not in Catalog”.

in the Name of your chemical, then Select a Vendor and enter the vendor’s Catalog #.

Click on the blank field for Chemical Description and type

c.  You should always search for your chemical first. Use the “Not in Catalog” option only when
the chemical name is not in the database catalog. 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.
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11. To search for the Chemical Description: ok
Click on the icon [ 0 ] to the right of the o m
Chemical Description field. This will open
the Chemical Search window. There are
four search options available:

e Show me Chemicals where
Vendor is,

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

e Show me Chemicals that are in my
“Personal Catalog” (previously
received),

e Show me Chemicals that are
Appendix A Listed

Select the search option by clicking on
the check box to the left of the desired

item.

a. To search by 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. Click on the Vendor
Name to Select. This option should only be used when you are searching your “Personal Catalog”
and only if you have entered the vendor you use with all of your chemicals.

b. To search outside of your “Personal Catalog”, ”" [ mgrimk sy eaegizs SRR —
unmark the Show me Chemicals that are in | = o B & e T o T aua- A
my ""Personal Catalog" (previously & & |@uenimmeimtantic BB 8 it B
received). [ Show me Chemicals where Vender is - Mo Selection - v =

e s
c. “Show me Chemicals that are Appendix A e b s
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

744 Found Clck the Chemmcal's CAS# or Descripicn to seloct &

LIHakal
ACETYLBRONIDE

the database to let users know that special et oo m cacon
requirements must be met to possess these g G

. .y e MR CIHND
che@cﬂs. Aqy faclhty that possesses a o W— L
chemical on this list, at or above the STQ for - - !
any of the applicable security issues, must T — R TP i |

register with the DHS using the online Chemical Securlty 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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d. “Show me Chemicals where”
¢ [Chemical Description or CAS #]. The
Chemical Description, is the chemical
name, the CAS # is the Chemical Abstract
Service Number.

e In the next field select [Starts with,
Contains, or Equals] . Contains or
Equals should be used only if you are not
exactly sure of the name.

e In the Blank field that follows [Starts with]

54096 BY  Clrvnbcal S sipicm. +

Spechly o Sesrch Critecn e Hit e "o’ bt

, Type in the Chemical Name or CAS # including hyphens as you type (example: 7654-32-1),
then Click on “Show”. The window will display all of the chemicals in the Catalog that match
what you typed in the blank field. Double click on the [Chemical Name] or the CAS# to

select the chemical you want.

e. The Adding Chemical screen will re-appear with the Chemical Name, CAS #, Chemical Formula,

and Molecular Weight loaded.

f.  Tab to go to the next required field, or Click on the field you would like to fill. — Remember, if
you have searched your “Personal Catalog” and the “Database Catalog” and you cannot find the

chemical you are looking for. Mark the entry as “Not in Catalog,” type in the chemical name, and

you must also enter the Vendor name and

the Vendor’s catalog #.

12. Physical State [Solid, Liquid, or Gas] you
must matk one of these. Click the radio button
to the left of the Physical State that matches your
chemical. Tab to the next field.

13. 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 for the chemical being entered have

to be of the same size and same unit of measure.

- Mo - Meew

Acding Chamicas

WIPA 704 Cedes
3
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G [ vt e bty ook

= ——
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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.

14. The “Quantity per Unit” the numerical amount for the
container size. Type in the [Quantity per Unit] and Tab to

the next field.

15. In the “Volume/Size” 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.
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16.

17.

18.

19.

20.

21.

22,

23.
24.
25.

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.

[Storage Location] is the location of the chemical in your lab, this field is optional, you may use it if
you’d like. Click on the field to type in your storage location for the chemical. As you load and
inventory, and enter this data, the program will build a pick list for you. To choose from your pick list
click on the [ i ] 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.

= . wipeie

- mhs @ B vern S A

[Storage Device] Storage Device is the type
of container in which the chemical is stored. A | =@ = == e “fow L e 5 E e
pick list is provided for this information. Click — |*%0,. == g™ .. 4 A
on the arrow to the right of the field, scroll , ' ,
down the list and click on the item of choice.

Bann |5 Wanarial By Siovage Bbg 1008
e

The [Chemical Formula] will automatically

load when you enter the Chemical name from
the Database catalog, or when the chemical is
linked to the database catalog.
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[Receipt Date] the date you received the R

chemical into your inventory is a required field. Ry “
m
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, when the inventory item is linked to the Database Catalog,

[Open Date] If the chemical is a time —> = e
sensitive material (example: peroxides and ' T —
peroxide forming compounds) you must e E::gn e
also enter the date the container was first hor e B TSI Come

opened for use. The calendar works the ey o_;,,T:_ e 4

same as the Receipt Date. After you have ' —

entered a date, Click [Calc] for Expiration o o‘ ) wactrenss n =il

Date. The program will calculate an o 'j':;; LT L

expiration date for you, based upon the I T L

time limit that the chemical can remain in i PRRNE

storage. In addition, the inventory e AT b

program is set up to notify you when a — T e — -

time sensitive material has expired and it

should be disposed as hazardous waste. : : o
[Order Date| is optional. You may use it or leave it blank.

[SDS Location] all Safety Data Sheets are 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.
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26. [Phone Number] is optional. Click on the field and type in the number.

27. 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.

28. [SAVE & Add Another Chemical] Use this when you have
more than one chemical to add to your inventory. When you
use this button, you do not have to reload the lab information.
The program will automatically load the previous lab saved.

29. [Save/Return] Use this when you are finished loading the last
chemical to your inventory to save the entry and return to the
inventory screen.

30. [Cancel] to cancel the operation. You will be returned to the
current inventory display. : —

Editing 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. All items 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.

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.
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Removing a Chemical From your Inventory

To delete a chemical from your

inventory, Click on “Remove” to the left £ == = o
B Dt Vi Pt Tewks Mg | mCumge o ] e e B A
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A window will appear that asks you, “Are e ettt
v s
you sure you want to mark Inventory # Show s Chomch
XXXXX as Removed?” Click on
i Chemt i Hmpets.
“Yes”
e Cemewhs Lot [ -

Another window will appear that asks
“Reason for Removal”, and you have
four choices:
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e Used — you've used all of the Remove
chemical and you’re not going to order any Coomaton. |
ore Reason lor Removal
- Mo Salaction - -
e Waste — youre had the chemical picked up -
you surne you want o mark
. 1 Trove F 0835884 r~ ;
as waste and you’re not going to order any S Confirmation
more. f Reason for Remaval
Yos Mo - No Selectan - -
|=-No Selection -
e Data Entry Error — you don’t have the "
chemical and you ate not going to order it. emE o
e Transferred — you've given the chemical to Conrmation |

another lab and you’re not going to order
any more

Click on the item of choice, and a Confirmation
Window appears that asks “Are you sure you
want to matk Inventory # XXXXX as
Removed?” Click on “Yes” and the Inventory
screen will re-appear with the item removed.

Reason for Removal
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as Removed?
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SATELLITE ACCUMULATIO

!a_ L

Introduction

B P
BB 0 e oy i i

A Satellite Accumulation area is at or near the point of
generation where wastes are initially accumulated in satellite
accumulation containers, which is under the control of the
operator of the process generating the waste. The Satellite
Accumulation section of the Chemical Inventory allow you to
identify your hazardous waste streams and satellite

accumulation containers, print satellite accumulation container |2
labels, and you waste stream information can be accessed and

used to identify container contents in the Waste Pickup
module.

Satellite Accumulation waste streams are available when you
select “Show Satellite Accumulation” from your Chemical
Inventory viewing options. In this window you may [Add],

[Edit] or [Delete] a hazardous waste stream, and [Print] a
Satellite Accumulation Label.

Adding Hazardous Waste Streams

Creating Hazardous Waste Streams using the Satellite
Accumulation feature in the Chemical Inventory Database, allows
you to input data that can also be used to produce Satellite
Accumulation container labels and for Waste Pickup Container
Details. To add a hazardous waste stream:

1. In the Satellite Accumulation window, Click on the [Add]
button. An Adding Personal Waste Stream Window will appear.

2. In the Adding Personal Waste Stream Window - Click on the
first field identified as [Chemical Description] and type in the
name of the process that generates the waste, then add the word
‘waste’ (for example: HPLC Waste)

3. Then Click on the second field identified as [Chemical
Description] and type in the name of one of the chemicals in
your waste.

4. When the list of possible chemicals appears, Click on the name of
the chemical to select,

5. At the [% of Content] field, type in the % concentration for the
ingredient for the container.
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For example: if your HPLC waste is 10% Acetonitrile and 90%
Sodium Acetate — you will enter 10 for Acetonitrile and 90 for
Sodium Acetate.

6. Click on [Insert into Ingredients] to move the information to the
table of Ingredients table below.

7. Repeat 6, 7, 8, and 9 above until you have identified all of
the ingredients in the waste and moved them to the Ingredients
table. You will add both hazardous and nonhazardous
ingredients. When you finished, the total % for all ingredient
listed in the Ingredients table should equal 100%

8. 'Then, Click on [Save] to save your waste stream.

Editing Hazardous Waste Streams

You may view, Edit, your hazardous waste streams in the Show
Satellite Accumulation Window. To Edit a Waste Stream:

1. Click on [Edit] in the left column for the waste stream.

2. An Editing Personal Waste Stream window will appear.

In this window, you may:

1. Delete an ingredient by clicking on the word Delete in the left
column of the item you wish to delete.

2. Add an ingredient - Search for a Chemical to add to the list of

ingredients — Click on the Chemical name and enter the % ik

concentration for the Chemical then Insert into Ingredients.

3. If you need to change the % concentration for an item in the
Ingredients list, you must Delete the item, Search for the
chemical and enter the correct % concentration for that
ingredient.

4. Click on Save to save your changes.

Deleting Hazardous Waste Streams

You may Delete your hazardous waste streams in the Show

Satellite Accumulation Window
To Delete a Waste Stream:

1. Click on [Delete] in the left column for the waste stream.
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2. A Delete Personal Waste Stream window will appear.

3. Click on Delete to remove the waste stream from your Satellite Accumulation list.

Printing a Satellite Accumulation Label

You may print a Satellite Accumulation label for any item listed in =& & = ema T
your Satellite Accumulation window

To print a label:

- - Satelline Accumulation

1. Click on [Print] in the left column for the waste stream.

2. When the PDF window appears — Click on Open.

3. In the Satellite Accumulation PDF —Adobe Acrobat window:
Select File>Print from the menu at the top of the screen Print
your label,

4. Then close the Satellite Accumulation.pdf —Adobe Acrobat
window by Clicking on the X in the upper right corner of the
window or selecting from the menu: File>Exit.

Select [Current Inventory] to return to your
Inventory listing.
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TRAINING

Introduction

The Training Module allows the Principal
Investigator/Principal Authotized User (PI/PAU) to
view and update their worker’s training records. It
also allows the PI/PAU to attach a worker to the list
of employees and update their training record.

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

In the Training Screen, you will see a list of all workers

— |
sk A ||
S s P S Teks @

* 2B emcn s Mo

UG- Ty g "Ly e

EH&S Assistant Log o

S

attached to the Principal User. Above the list of names, you will see a button that reads [Attach New Worker]

To delete a worker, you will e-mail the worker’s name and TA # to the Program administrator with a request

to remove the employee from the list.

£ hitps:Happ.meg.edufchemdb/EhsaWeblsapt, dIVEXEC/S bghwnD35y1zm1 eyugy70oi jynz - Windows Internel Explarer EEE
@ B~ £ hitgailagp meg v 8|4 X F
g e N s Ll b s s o o smu-| In the Training Screen, you will see a list of
LA den B-0 =-ore-F-ome- gl workers attached to the Principal User.
Mo W SBACK noemremspewe - tesof | Above the list of names, you will see a
button that reads [Attach New Worket]
— LosiMaws  Fistems  Dspartmam 1. Click on the [VIEW] for the person that
View Hardy Kim Emironmental Health & Safety Division you WOLlld hke to V‘iCW trammg records
View Hobbs Dolty E Emdranmental Health & Safety Division
Vigw John Father Emdranmental Health & Safety Division fOf.
View Melken Ti mothy Emdronmental Health & Safety Division
View Hettles Damrgd Emvironmental Health & Safety Division
2} hitp:/710.6.11.107/EHSAWeb/EHSAWeblsapi. dI/EXEC/4/1 7x78491mh7nf91aljephimzwym3 - Micr...
File Edt View Favortes Took Help o
Qo - @ [¥] B @0 POt Slprowies € (3 i L® B
Aulivess [ http:}y10.6,11, 107/EHSAWeb /EHSAWskTsapl, AIfEXEC/4/1 TxTe4aLmh 73 LaLjsphmarmnd VB |k ? &
Google - | [C] search - | g PageRark Bhoi blocked A% check ~ i Autolink - »
Main Menu < BACK Pl 91 Hobbs, Dolly E Log Off
one
2. Training information consists of all S el Tl
ClaSSCS Complete, From the Training Date Cowrse #  Course Name Frequency PASS/FAIL Category Score
07/01/2008 CS-RTk Chermical Specific Right to Know 12 months  Pass CHEM Pass
Completed status futuIC recurrent 071012006 HWA-RTK  BOR Hazardous Waste Awareness 12 months  Pass CHEM Pass
tralmng requ_lremeﬂts can be 0B/01/2006 E-RTK BOR Basic Right to Know One-Time  Pass CHEM Pass
. 11/02/2005 HAZ B 8 hour hazwoper Refresher 12 months  Pass EH&S Pass
Calcu'lated by addlng the course 12/0B/2002 DOT 40 40 hour Trans of Haz Material 36 months  Pass EH&S Pass
frequency to the training date. A
listing of Training Due Dates is
avaﬂable under Reports, Training Regirerments for Ne\ken‘;\qg:vanﬂrr{ RTéeE\]ning due dates within 1 month are
_Due Dnle_Slauls_ Course n f:oulse Name_fre_g_ueng_ _Re( uirement Comments
3. Click [BACK] to exit this user records
: & Local intrane
and select another worker. Click @——JLtt

[MAIN MENU] to exit the training module.
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Adding a Worker to the Training List [ s v e
[Assch NewWorker |

To add a worker to the list:

Click on the button that reads [Attach new Worker], A

search window will appear.

Click on the 0 following the field called
l;Emponee ID] This will open a pick list generated
rom the Lab Worker listing in the database.

1.

In the 1st screen of the Worker search listing, Click

on the first letter for the person’s last name.

If you do not see your employee’s name in the list of
workers, then your worker is not in the database.

Go Back to the Main Menu and use the [Add New
Worker Module] to add the worker to the database &
and include worker training. See Module 6: Permit
Worker Registration

To select a worker:

The Employee ID and the Name of the Employee will

appear in the first two fields.

Click on the 0 following the Permit # field to

attach the Pl Permit #.
Click on [Select ] to attach the Permit #.

With all fields completed, Click on [Attach]

A list of workers will appear. Use the Scroll bar to
the left to scan down the list.

Click on Select to the left of the individual’s Name
to select a worker.

To add the worker to the P1 list of employees.

The employee listing will appear with the
worker added.

You may now update the worker’s training.

R

Employes 10 (Chooer & Tt betier of Last name” Firat)

ABCDEFGHIJKLMNOPQRSTUVWXYZ

w| 8 Semch - - B - O Dookmarks - % Check = 4 Tranabaie =

A T ——— &-

Emploes 1D whare first lotir of last name="H" [ Chooss srcshar it feer ol

N L O S e ———

EHA&S Assistant [

WEXECH 301 béghwn 35121 eyugv TG fynz - Windows Intesnet Explorer

Google ¥ et - B Bookmats | % Gk - 8 Tubee = &~ G-

W 8 epsidiop.meg edufchenchiEhsaWeblsap AUEEC... BB b P P - BTous. 7

MainMenu  <BACK P M HothaDolyE  Log Off

(P Nt )

Yicarieat

|‘§
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Updating the Workers Training Record

To update the workers training

information: e — =
Google o M Zewch - By e fy Beclmukss T Chack - AN Trenstine = ¥ %, = (i Sigaln =
WG ity faop mog sdathemetyEhesebisio SYEEC. fp- @ g B OTos - "
1. Click on [View] to the left of the worker’s s T T
name
2. Ascreen will appear showing the training !
the Worker has had. Annual training that is | e s s
past due will appear in red at the bottom of | = e
the screen. o
3. To update training click on the #Add | ey I
Training] button at the top of the screen GO Brtwn ey B =
C v 2R Sewch - B+ O Doctmutzs T Check - s Transdute + & - s
WG e o ahafchamsc e ot s, V. o pPagre P 3 Tesl s
4. The [Adding Training History] Screen will MainMens  <BACK "o e sae Logom
appear. .
+Add Training History+ )
5. The fields for Employee 1D and Employee Name e T . .
will be auto-loaded. A Tl o e e e

Selecting a Training
Category

1. In the [Adding Training History] screen

you will have three (3) Categories of
training to choose from.

Click on the [ ? ] following the [Category ]
field to open the pick list.

The Training Categories are:

e BSO - Biological Safety training
provided by the Biological Safety
Office.

e CHEM - Chemical Safety training
provided by the Chemical Safety Office
and the Board of Regents of the
University Systems of Georgia

e EH&S — MCG Environmental Health &
Safety Division Training

e RAM - Radiation Safety Training

provided by the Radiation Safety Office.

(2 Witps:iiapp.mog edufchemdb/l raWebbaph.dIVEXEC 4/ bbghn ¥y 2m1 eywgy Hoifme - Windows laternet Dxpleres

(= htps:ilapp.mcg edulchemdbiT heaWeblsapd, dIEXECH 71 béghwn0 351 zm 1 eyugy0oijynz - Windows Infernet Cxploser

{7 hitps: Happ, mog, edulc hemdbi saWeblsapl dIVEXECH 61 béghwn035y) zm 1 eyugylDeifynz - Windows Internet Explorer EEx
e [ prigp e vl i
Pl Dt Vew Foote Todk deb
Google o AR Senseh o B fy Bockmetas U Cheek » ba Translate = ¥ & Sgaln
| P T~ B kP B - 5 Toos -
Adding Training History
Empiyee (HOBB0000 7 [HobbeZ DalyE [
Category 7
Couse il
Tewning Date 5]
Score ] Pass’
Cenifcate #
Authonzed Altemative Tramng
Commants
Sam | Cancal |

6 » B Espsiiappacy ap AN BlRediES
Fe G Vew Favortes Took  Heb
Google w MW Seaet o e Bockmads s 0P Check = BN Tremulate = ® - @ Signin -
& & & K- B e [ hPage e T - 5 Tools
ord
- (Cancel
Select Category
Category
Saledt B30
Saledt CHEN
Segled EHAS
Saled RAM
fos HEE: N Local rtsanet 100 -
—

4. To identify the course take as a Chemical Safety training credit, Click on [Select] to the left of

[Chem].
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Selecting a Training Course #

£ haips: Happ.meg-edufchemdbit heaWablsapl. dIVEXICH 81 bbghwn0 35yTzm ) eyugyiDeliynz - Windows Internet Explorer

To Select the Course taken: = e e <1t X T
Google w M Fewcti- B - ff Bookmaks~ W Check = ks Transiaie + ¥ % Signln
e B+ B - rPages T - GTotee |

1. Click on the [ ? ] following the [Course #] field to Adding Traiing istory

open the ple list. e
Courze @ 4
El &

2. This will include Chemical Safety Office Classes |
and Board of Regents Classes. e

3. Click on [Select] to the left of the course name to ] ()
add the Course.

G- e - B .

4. The next field to complete is the date the course |~= QB ey B
was taken. For this field you may click on the = -
arrow to the right of the field to select from a |
calendar, or you may highlight the field and type [ss %55 S,

in the date.

GO+ o vasve EE
[mm/dd/yyyy] G : _:, W succh - B - f7 Bookmuks® | S Chnck q..'_,:.u.g.' — ,.:', JT::.:..
Adding Training History
b
Enter Score & Mark the Course e e i
as Passed: e AR
W % oo
1. Type in the [Score] received for any quiz taken. I
If there was no quiz score, and the employee is
given credit for attending the class, then enter
(100) as a score and click on the [check box]
before the word [Pass?]. (CPE3 - oty m amiing st et A e -
Coge[ B+ @ et | 0o+ Tt » &~ @ [
2. [Certificate #] enter the number provided on the |« « BB @-ote- M- OTm-
training certificate. This will be the training : N——
certificate  number or the employee’s TA i M
number.
e
3. Authorized Alternate Training — must be | =~ e
approved in writing through the Chemical Safety
Officer, Kenneth Erondu. Com) (omed]
Only training associated with Environmental Health
& Safety Division is documented in this database
system.  This includes Environmental Health &
Occupational Safety, Fire Safety, and Radiation = — —

Safety Training courses.

To have training that is provided outside of the EH&S systems that is relevant to the safety sections in
EH&S - you must request the addition in writing, provide a date, time, name of instructor, and provide

proof of training .
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Training Records

All Classes provided by EH&S are loaded in the training module by EH&S staff. If you believe this
listing is incomplete or inaccurate,
contact the class instructor to request

{2 hittps: Happ.meg.edulchemdbiEhsaWeblsapi. dIVEXECI21£1 bghwn0 35y zml eyugy70aijynz - Windows Internet Explorer

R @ 3 = | 8] bitps:trapp meg educhemdn/EhssWeblsnpi JVEXEC 21! Leyugoiyre ¥ ) | 4 X 2 -
correction. Fe Ek Wem Fovrles Tods beb
Coogle v M Search -« B - €% Bookmasks - P Check - 43 Translute = 2 2 - () Signln -
L. W & (g SEEC fir - B) - & - [3Pege~ B - $FTocts~
Forward a copy of all Training
Main Menu <BACK Pl 0911 Hobbs, Delly E Log Off

Certificates to the Chemical Safety
Office and the Human Resources

+Add Training History+

Department with a note to file the Training Completec by Hobbs2, Dol E
certificate in the Employee’s Personnel | o s e s cneasomm o o
fl Iel Training Requirements for Hobbs2, Dolly E.. Training due dates

within 1 month are shown in RED.
Due Date Status Course # Course Name Erequency Requirement Comments

All Classes provided by EH&S are
loaded in the training module by EH&S
staff. If you believe this listing is
incomplete or inaccurate, contact the
class instructor to request correction.

Forward a copy of all Training [z LT R
Certificates to the Chemical Safety Office and the Human Resources Department with a note to file the
certificate in the Employee’s personnel file.
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WASTE PICKUP

Oie- -

. PHMEA g Regue_ &7

- grorgahe. D~ @ 2 6 % | @ chosseatt ]
x Google

PHMES _ EPHMEs

-

- 2 Search = bore

3

S
Sgnin A -
Page s Salety = Took = =

Introduction

All Hazardous Chemical Waste must be
submitted for pickup and disposal through
the Chemical Inventory Database. All
hazardous waste containers shall be labeled
with the labels produced in the Waste Pickup
module of the Chemical Inventory Database.

The main menu allows controlled access to
MCG’s EH&S Web Applications. We will

EH&S Assistant

I: 0911: leidges, Dew Training

Log Off

now look at the Waste Pickup portion of the Chemical Web Application. The Waste Pickup module allows

the P.I access to edit or delete existing waste pickup
requests or enter a new waste pickup request.

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

Submitting a Request for
Chemical Waste Pickup

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

st B+ 88X o popraimnras
e b Vem Teetn Tess  Help X Gogh
LT T —

e A Wi M. P - Ty .

7 IS Mt Sy Sacwage By

7 Contacrn Pose (PTG

i G e

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

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

"
1
|Ee - i D'ﬁ!ﬁxlo 7

Fie Gt Viw Foriis Took Help x Google

%5 B PHMSA - Teing Req.. 5)PHMSA - TramingRequ. ) PHVSA - Taiming Requi, | 2

AL [Brdges. Dee Tramng

Request #[P130a03001
ReqestDate 472013 |w)
LabfLocation CS-1006
Gontact Doty Hotes
Camments vasce 18

7 [CSMatcial Safey StorageBlly.

A Gortasts Phone. (70617216388
L\

 the Tumencod

choose your lab.

Pick alab linked to the Pl
or Pick from All Labs

Search by
LabRoom

5. Contact click on [?] to insert the

Search Type
v Stariswith * 4

: Hscarch - - - [ Moen  Sgek A -]
: = BTG g e & Pager Seyr Tookr @
» 30
Cancel
Contact Ham ction Worher Type Description LabPhone  OfficeFax  EmailAddress
(T06)721-7866 (706)721-9844 CIOHNSONS@gns edu
(TOSF212508 (TOGIT213624 KEROHDUGgw o
Database Contact (TORIT21-8984 (T06)721-9844 DBRIDSES@gn.edu

(TOBIT21786T (70617219544 pisbrocke@gru st

name of the lab contact, or type in s o St s ™ Gn
2y Storage Bidg. co33 CHEM

s 1006
e 1007

the name

CS-laterial Safey Storage Bldp
(GS-Material Satey Storage Blop.

co33
=

CHEM
CHEM

6. Contact’s Phone type in the
numbet.

00k -
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7. Comments: type any information about the waste. You may use the “Comments” box to tell us where

in the lab your waste is located or your need for such supplies as Formalex or Charcoal.

8. After you have entered all of your information Click on

‘ Cancel ] To cancel your request

| e } to save your pickup request

In the screen that follows you will enter the details of your waste.

Adding Waste Container
Details

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.

Bl 7 rmp e gecrpebastasde 2+ i 22 % | 5 pogarennm
& —

T —— x Googhe

G BPRES  Timesg o

1 PHVEA T R & PHMSA - Tanning Faon i Geiegia EPD - Lnnd Pt

Waste Pickup Reques? Decst

All question marks [ ? ], arrows, and icons [ o ] 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 hazardous waste containet.

[
€ = TN T YT P —

e fdn Vs frosen Tash ey x Gongle

e ] S - Trarsng R

[

) PHASA - Tosing R ] PHMA - s . e EPD) - Lo P

]ae:..em.uu-gnecmu-e Catabase I

Wiaste Pickup Request Detail

- 3 oo =

n-@-

Laqmt © Saka ) Oan

i—-—'"\:z‘\:fi‘ Total Guantity is the Numarical Sioe of the container

[ e —
-~

Chand 8 of Canbainers = 1 - Detalls are per containes - this rumber wll

notchange. You wil enter detals for each individusl contminer

Ty Chomicsl Dserigeion o ol Gt Tee #liak

hareats 1

Fisamet / /Iﬁeleclhulld. Ligwid, or Gas by Chcling on the left radic Button I

S [ Menw G A e
o - Pagee Lebeme Tosh- §

All containers must be entered under a separate Waste Detail, with the only exception being flammable

liquids.
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Halogenated and Non-Halogenated flammable liquids are taken to the Central Storage Unit and
bulked for fuel-blending energy recovery. Chemical Safety Office staff members will determine if
flammable liquid wastes can be collected as bulked waste. If it is determined that your flammable liquids
can be bulked, you may calculated the total gallons you have to offer for pickup, including all containers
that have the flammable liquid, and enter this amount in the Total Quantity & Units will be Gallons
(GDL).

For Units - Click on the arrow to the left of the Waste Pickup Request Detall
blank field and Click on the desired unit of T —
Physical Form @ Laqued Sohd Gas
measure. Total Quantity 700 Unit - No Selection - =
# of Containers { — -
Emply Replacement Containers Rs%zrc&ﬁiﬂm Yion (i required)
5. Container Type, [plastic, glass, metal, etc.] Click e e
. . GL : Gallons
on the arrow to the right of the field , click on the | === I‘.f,s_'.;“""""‘“ i
item that app]jes — Chemical® cas# Cheai(T - Lers [ofContent | law#Lak
Wl
07 - Ounces
Waste Pickup Request Detail PT - Pints
QT : Quarts
it PR SR =
Physcsl Form & Ligma & Sabd & Gas ul - Microliters
Totat Quantity 100 Unet ML Miliers - - Subemi Lancel
# of Containers 1 Container Type = Nons= =
Empty Replscement Contmmers fleplacament Contamers -~ Nona - =
x 1H1 55 gal 1H1 ClasedTop Dram
Exchange Chemical? 30-1H: 30 gal TH1
07H2. 30 gal 1H2
Framesl m 60X CartnomaBon
| O | crew cremcaLExciance !
F Chemieal ¢ CAS® Chemiral p CON: C: Process B
DOF  Drum Fibsrboard
DP - Diam Plasiic

‘ DA : Mon-Har Dran Digposal

Submit

The following information is optional:

- e [ra— Covgle - mehs el B e tgah A

6. Empty Replacement Containers, if you

s ]P0 - Tisirg R PHMAL  Tomimy Bt 5 LA - T R 3 G )« Lamd Prote BB vt - fegee by Tehe @
need us to bring replacement containers when
) ‘Waste Pickup Request Detail
we pick up your waste, enter how many you R
. . . Payacal Form i Liged © 5ok £ G
want us to bring in this field. ———| W
# of Contimnens | Cortaner Typt  GLASS . Glass Contaie
Errety Replacerment Comtanen Rapacerrect Comarvrs Duscrobeos of saqured)

Eechangs Chamical

7. Replacement Containers Description (if frm i T
required) type in a description of the type P
container you would like us to bring ( example: =
one gallon plastic, one gallon glass, 2.5 gallon e ot

carboy, etc.).

S T S ] w0 -
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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.

Exchange Chemical Marker

8. Notice there is an item called Exchange Chemical ? ] Exchange Chemical?

This item was added as part of our Chemical Exchange Program. Using the Waste Pickup module,
chemical users may offer for pickup usable chemicals that they no longer care to stock in their
laboratories for distribution to other laboratories.

0=-28C2] 5 gergarmatheon
Fle Ede Vew Froote Tosh  Help % Google v ek e e ] Meew Sonin A, -

@ pvas T i PHMLL - Traning ) Pz - . i Grorgis £FO - Land Prote. B= -0 @~ Pager Sy Tock= -

Waste Pickup Request Detail

Request # [F1302030071
Phyucal Foim @ Ligmd © Sebd 0 Gas
Total Quantity 100 Ut ML Aty
0f Contaimers 1 Costaner Type  GLASS  Glass Cont

Epty Repiscament Contamars Rirglacrmant Contanees Discrption

Exchangs Crammat?

e chamcths gaceguabesth s chamdb Thiailethog. 1118 o -

Do not mark this item when processing Hazardous Chemical Waste for a pickup. Exchange chemicals and
hazardous chemical waste not be done on the same pickup request.. Enter a separate request for pickup for
all of your exchange chemicals. Go to The next section of this manual ‘Exchange Chemical Pickup” for
instruction for how to process a Pickup request for Exchange chemicals. Skip the Exchange Chemical
marker, and move on to the next field, which is the details table for your chemical waste.

To complete the Details, you will search for the chemical name for each component in your waste mixture.

Searching for the Chemical Name

To activate the search engine:

1. Click on the = following the blank chemical field above the table at the bottom of the Waste
Pickup Request Detail screen. You absolutely must use the search engine to add chemical names to
the details of your waste container — although the system will allow you to type a chemical name in the
blank field, it will not link to the hazardous waste information necessary to identify and classify the
waste and produce the appropriate container label

Chemical- Inventary # Link % of Content

i 4 €@ 1000 Attach
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The search window that appears looks and functions exactly like the search window used when
adding a chemical to your inventory.

Tach iy

You may search using more than one item. As s e SoEro s e
long as the “Show me Chemicals that are in || wrawsamsoo

my “Personal Catalog” is marked, you will =
be viewing your personal catalog. Unmark this =1
to search the database catalog. P T

The Vendor search is not active at the
moment. Unless you have loaded vendor
names into your personal Inventory., and you
search your personal inventory.

Otherwise, do not mark Show me Chemicals
where VVendor is to search by vendor — vendors
are not used as primary identifiers in the

o o s RS =

Shirw e Chemicala mhers Chermical Description = Shams with__ = Show
Database Catalog, | R e ]

S e
soiscbiesetonss

Search By Chmemical Dwscriztion =

Mark the Show me Chemicals where o
[Chemical Desctiption] [Starts with] to
search for a specific chemical.

a. [Chemical Description] will allow you
to search by Chemical Description, or
CAS # (ignore Catalog # and Chemical
# we do not include this in the Database
Catalog). Click on the arrow to the right
in the field and to change the selection to CAS #.

i -

Cancel

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

Show me Chemicals where Chemical Description n Starts with... + Show
[Z] Show me Chemicals that ar' (previously received)
[T Show me Chemicals that areCatalog #

[ Show Personal Waste StrearGnemical #

Search By Chemical Description ~

Specify your Search Criteria then Hit the "Show" button.

b. [Starts with] leave this field as is. You can use[Starts with, Contains, or Equals], but these
selections should only be used when you are not entirely sure of the correct name for the
chemical.

Show me Chemicals where Vendor is - No Selection - -

4| Show me Chemicals where Chemical Description = Starts with... = Show
Show me Chemicals that are in my “Personal Catalog” (T RLLIN o)
Centaing...
Show mie Chemicals that are Appendix & Listed Equals...

Show Personal Waste Streams

Search By Chemical Description =

Specify your Search Criteria then Hit the “Show” button.

c. In the blank field that follows, type in the name of the chemical [for the CAS #., include the
hyphens [ - ].
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d. 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.

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

Cancel
[7] Show me Chemicals where Vendor is -- No Selection —- -
Show me Chemicals where Chemical Description ~  Starts with... ~ ethanal Show
[7] Show me Chemicals that are in my "Personal Catalog” (previously received)
[C] Show me Chemicals that are Appendix A Listed
[T] Show Personal Waste Streams
Search By Chemical Description ~
53 Found. Click the Chemical's CAS# or Description to select it.

c e M Molecular c

Chemical Description Catalog # Vendor Period “Weight Chemical Formula
{months) L

ETHANOL Acros Organics N.V. 46.06900 C2ZH60
ETHANOL 46.06900 C2H60
ETHANOL 46.06900 CIH60
ETHANOL 46.06900 C2ZH60
ETHANOL 100% Acros Organies NV, 46.06900 C2H60
ETHANOL 100% 46.06900 CIH60
ETHANOL 100% 46.06900 C2ZH60
ETHANOL 100% 46.06900 C2ZH60
ETHANOL 200 PROOF Acros Organies NV, 46.06900 C2H60
ETHANOL 200 PROOF 46.06900 CIH60
ETHANOL 200 PROOF 46.06900 C2ZH60
ETHANOL 200 PROOF 46.06900 C2H60
ETHANOL ABSOLUTE Acros Organics N.V. 46.06900 CIH60
ETHANOL ABSOLUTE 46.06900 C2ZH60
ETHANOL ABSOLUTE 46.06900 C2H60
ETHANOL ABSOLUTE 46.06900 CIH60
ETHANOL ABSOLUTE. 200 Acros Organics N.V. 46.06900 C2ZH60
PROOF. 99.5%
ETHANOL ABSOLUTE. 200 46.06900 C2ZH60
PROOF. 99.5%
ETHANOL ABSOLUTE. 200 46.06900 C2H60
PROOF. 99.5%
ETHANOI ARSOTTITE 200 AR DKON0 CIHEQ

Inventory # Link: In this field you may link the chemical to your inventory, click on the [ o 1
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 — Do not mark the item - leave this
field blank. /

Waste Pickup Request Detail

Request# |P130403002

Physical Form @ Liquid ) Solid ) Gas

Total Quantity 1 Unit GL : Gallons -
# of Containers 1 Container Type GLASS : Glass Contaifer -
Empty Replacement Containers Replacement Containers Description (if requirgl)

[Z] Exchange Chemical?

Chemical: Inventory # Link % of Content
[METHANOL 1 [p32334 @ 10000 Atach
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8.

10

Main Menu  <BACK

@ Current Inventory Disposed Inventory  Archived Inventory
© Items Received/Ordered on

@ All ltems

) Show me Chemicals where

) Show Chemicals by Location

(© Show Chemicals by 1st Letter

(© Show DHS Chemicals

© Show DEA Substances

Display 50 ~ rows per page.

Display 50 ~ rows per page

0911 Bridges, Dee Training

Show Satellite Accumulation

Inventory #

Soogle | Inveniony | gy cas# DEA Schedule Chemicsl Desaription Becent Building Name
MSDS & Date
Select Remove LsEs 0835883 57-44-3 N AL AT SR A N L I S SR 03/13/2013  CS-Material Safey Storage Bidg.
Bemove | 5o TEN)
Selea |Remove | MSD2 |g33472 67-63-0 IS0PROPYL ALCOHOL 104712012 | C5-Material Safey Storage Bldg
MSDS - .
Selea |Remove | M08 537334 67-55-1 METHANOL 0/08/2012 | C5-Material Safey Storage Bldg
Seleat | Remove | 2202 | gg35005 | 12345 144553 SODIUM BICARBONATE 030612013 | C5-Material Safey Storage Bldg
Seleat |Remove | M5B2 |g33473 144553 SODIUM BICARBONATE 104712012 | C5-Material Safey Storage Bldg

Log Off

Total # of chemicals in current inventory: &

% Content remains at 100% if this is not a mixture.

Chemical:
[METHANOL

Inventory # Link

O 32334

0

% of Content

50 Aftach

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

[
Adding et Priup Request Daas

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.

Click [Submit]. You will see “Add Another
Container” appear. There should be one
waste detail for each waste container you
want picked up. If you need to add more
waste containers — click in this button, a
blank detail screen will appear with only the
Request # field filled. Enter the information
for the next container. Just as you did for the
first.

Waste Fickup Request Detail
Requast # [P130403002
Prysical Form
Tolal Gaantity 1 Unt GL . Gallons
# of Containers | Contsner Type GLASS | Glass Containes -

Emgty Replacement Contsners Feplacemenn Conainers Description (¥ requred)

Exthange Chemical?

% of Cantont
200

Chemical Invertary # Link

Atiach

CAS S 4 of Comtent

1561

Chemical Deseription

o Chemical #
izh (1302 METHANOL 09

Add Another Contoiner
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11. When you have finished loading the last item of container details, click on Submit, then Done.

12. To use your Hazardous Waste Streams
— Satellite Container information to
populate the container details.

Show ma Chomicals whaes Vendor s - Ho Selection

Showe o Chomicals whar Chamical Description = Stars with,.. =
Shiwe s Chamicals that are in ey “Parsonal Catalog” {prviously recoivid)
Showe me Chomicals thas are Appendix A& Listed

¥ Show Personal Waste Streams Ausd
Search By  Chomical Description =

o In the Search for Chemical Name

1 Found. Click the Chesmical's CAS# or Description to select it

window, Select Show Personal e Cnmaucn G ot v Pt RSN oottt
Waste Streams, the Click on Show. . i AT
A list of your waste streams will
appear -
Waste Pickup Request Detail
e Click on the waste stream you wish to select B ok
and b T :
e (lick on Attach it to add it to the details. it T T
e C(lick on Submit to submit the details. . — oyt s G
e (lick on Add Another container to add the | — m——————— Recew | mbus
details of another waste container. ‘
e Click on Done when you have finished "
adding the details of all your containers. = e

13. From the Request Detail window, you may:

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

the item you wish to change,
c. Delete a detail by clicking on Delete, -
d. Or Print Hazardous Waste Container
Labels for all containers.

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.

Preview/Print Hazardous Waste Container Labels

£ ek ad meg e chrmab TS AW sMSAPLALTXEC A 184L

You will print your Hazardous Waste Container Labels in the

e Bt e

= | bp: chemfin sd meg e chendh EESAT ebIS AL EXEC S 1640
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Savietes oo el

. . L Coogle G ¥ Gpo (Y Bocimarne B Tlocked T Check = 4 Amelek v ¥ ) semgse
Request Details window. 2o B - Bhe Ot @il | & s B B os B e
Main Menu < BACK moom Hebin, Dally E Log Off

1. In the Request Detail window, Click on Reports in

the last column to the right. g
2. A small window will appear with a list of label
choices.
® Avery 8163 -10up - 2" x 4",
ten per page -

® Avery 5164 -6 up—3.3"x 4",
Six per page

+Add + Request Detall
— — o Te " guoniy g PRl COIMION gy e Contanens Exchangs Chemical? Rupses

3 5000000 G Uged Gl
1 50000000 WML Liqud

(Cramecal V¥aste Label-very 8153 {10
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¥ 5126 { 2up)
(Ghamical Exchange Labei-Avry 3163 {10-up)
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¥

Fegats

43



9.

O 10 up is a small label, use this when you have no more than two chemicals in the container.
O 6 up is a bit larger, use this when you have no more than 6 chemicals in the mixture.
O 2upis 2 pages — use this when you have more than 6 chemicals in the mixture.

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

When using labels, you will use this to identify
which 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.

Position 1 is the first label at the top of the left
column, then 2, and so on. Start with position 1 by P
typing in the number 1 and Click on OK. I N

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

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

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

As long as your request appears in the Waste Pickup
Request Main Menu, you may produce a label.

To access the container labeling system from the Main Menu:

Click on Waste Pickup
In the Add Request window Click on View to the right of the Request #,

1.

2.

U1

When the Add Request Detail window appears, Click on Reports in the last column to produce
a label.

Click on Main Menu or <BACK at the top of the window to exit the Waste Pickup Request
application.

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

To Exit the program Click on Log Off at the top of the window.

If you are not working in the program, you must Log Off. You may not leave the program
running continuously.

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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EXCHANGE CHEMICAL

The Chemical Exchange Program

The GRU Chemical Exchange program was established in response to Most
the Environmental Protection Agency (EPA) requirement for Favored
Option

hazardous waste minimization and pollution prevention as described in
the Resource Conservation and Recovery Act (RCRA), the
Hazardous and Solid Waste Amendments of 1984, the Pollution
Prevention Act of 1990, and the National Waste Minimization
Program established by EPA in 1994.

Least
Favored

The National Waste Minimization Program focuses attention on aption
reducing hazardous wastes production by lowering the toxicity and EPA Waste Management Hierarchy
persistence of wastes that are generated.

We reduce the production of hazardous waste by promoting the use of non-toxic or less-toxic
substances, purchasing only the amounts needed for the study, by implementing conservation
techniques, such as micro-scale processes.

We can also reduce the amount of hazardous wastes entering the waste steam by
looking for ways to recycle, reuse, and re-distribute usable unwanted materials,

rather than putting them into the waste stream ' feduce ‘
Reuse
. . . . . . . . R""':Ie
Pollution prevention and waste minimization requites cradle-to-grave analysis, ‘
tracking and redistribution processes. This is all managed under the Chemical

Exchange program through the Chemical Inventory Database . B Dol gmdi]

The Chemical Exchange Program is managed by Chemical Safety Office (CSO), under the leadership
of the Associate Vice President of Environmental Health & Safety Division (EH&S) at GRU.

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.

When Offering a Chemical for Exchange, consider the following:

| = Crmr=rrrrrr ey

Is the chemical expired, 2o "'“g*i;‘s;‘ls’;i;“t;;'“' P T

Is the integrity of the container is still good

Is the integrity of the container still good

Is the original label still on the container and

legible

5. Is the chemical time sensitive, highly reactive,
or a highly toxic

6. The chemical is not a time sensitive, high hazard
chemical, for example:

i
i

e

S R E

D

e Methyl Methacrylate - Polymerization by —c
internally formed Peroxides dispose within 12 month,
e Diethyl Ether —Peroxide hazard dispose within 12 months,
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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 storage, time limit 2 years.

1. Peroxides, Organic Peroxides, and Peroxide Forming Compounds —such as Isopropyl Ether, Diethyl
Ether, Tetrahydrofuran, Acrylonitrile, Acrylic Acid, Vinyl Acetate, etc. All peroxidizable compounds
should be ordered in the smallest quantity possible, must be periodically tested in storage, and should
be wasted when no longer in use.

2. High Hazard chemicals such as Pyrophotic/Spontaneously Combustible, Self-heating, Self-Reactive,
Potentially Explosive chemicals should be ordered in the smallest possible quantity and waste when
no longer in use

3. Chloroform — forms phosgene gas in the head space above the liquid after opening dispose within 2
years, if the chloroform is older than 2 years it should be wasted

4. Formic Acid — decomposes into CO2 Carbon Dioxide causing the container to fail catastrophically,
container may rupture explosively in storage, time limit 2 years — it is two years or older it should be
wasted

5. Methyl Methacrylate - Polymerization by internally formed Peroxides dispose within 12 months

For instructions on how to process an exchange chemical for pickup by the Chemical Safety Office 2o to the Waste Pickup section of
thisdocument, PAGE 43.

Only chemicals that are still usable should be offered for exchange. This indudes usable, unwanted chemicals in the ofiginal Vendor’s
container and stock solution,/mixtures thatare deatly labeled s to the contents and certified as usable by the ofiginal owner of the

solution

Pl: 0911: Bridges, Dee Training

@ CHEM

g Inventory

From the Main Menu, Click on Waste Pickup.

Complete the Request for Pickup window just as you would if you

were requesting a pick up of chemical waste. L —
.6 raining

. Waste Pickup
If you have a waste that needs to be picked up and an exchange s

chemical to offer, you should enter two separate requests for
pickup — one request for the chemical waste, and another request
fOt the CXChange Chemicals, Inventory Semi-Annual Review Statement

;t Permit Worker Reqgistration

\
V@E:"‘_ Order from Chemical Stockroom
—

Last Inventory Review Date: 01/04/2013

Reports
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Completing the Exchange Chemical Container Detalls

When you save your request for pickup in the “Add Request” window, the “Request Detail” window
will appear. Complete everything in the Request Detail window, just as you would for a waste
container, with one exception.

You will mark the request detail as an Exchange Chemical.

To mark the entry:

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

| Exchange Chemical?

Again, enter a separate request for your waste when you have both
waste and exchange chemicals to pick up.

You may enter more than one exchange chemical on a request
for pickup. There should be a detail for each container you
wish to offer to the Exchange program.

* After you have clicked on Submit for the first container details,
you will see “Add Another Container” appear — click on this
to enter another detail.

*  When you have finished entering the last container information,
Click on Submit, and Exit

Preview/Print an Exchange Label

After you submit the request detail for your exchange chemical and click on Exit, the Add Request
Window will appear. To produce an Exchange label, you will have to go back to the Add Request
Detail Window.

To go back to the Add Request Detail window, Click on View to
the left of the Request # .

In the Request Detail window you may :

1. Add another detail by clicking on +Add+ Request Detail.

2. Edit a Detail you entered by clicking on Edit to the left of
the item you wish to change.

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

Print an Exchange Chemical Container Label.

=
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Click on Report in the far right column to produce a container label for your exchange chemicals.
Notice that Report follows each container detail that has been entered.
It does 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 selection menu will appear.

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

select.

®  Avery 8163 - 10 up - 2“ x 4", ten per
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- e

st rsafWeb b, SUMTXLCT 01 6 17501 6yt el 1 oo T

fndows Iasespel Laplaser {[=]
2

v B

P Tk Vs Feotes Tok ek

Googhe ¥ Mg e | B 0T Bockeaner | FCheckr ¥ - Dfgin -
page WG| e o et B VL. . Bpc 3 ot ages DTesss
® Avery 5164 — 6 up — 3.3" x 47, six per Santiens TBACK e ol
page e Rmmllbmumi i 1o Efpial Copaoes o Excharst e
° Avery 5124 — 2 up — 5" x 8", two per Edt Do Chomical 1 00000LT  Liqud ¥ s
page

® Chemical Exchange Avery 8163 —
same size as the 10 up label, only to
be used for exchange chemicals

Wit Labai-fouey 5168 { -4}

Wi T
Chrrical Exthangs Labil-Aveey B163 (105

[ e -

etz

nws

- B0 @ e b e s

A window will appear asking you: “What Label # would
you like to start Printing on?” Enter the number 1 in
the blank box, then

e C(lick on OK at the bottom of the screen.

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

e  When the Report box appears, Click on “Open” to

e e e b i Ay A

— view the labels. Use the Menu at the top of the
Adobe screen, to print the report —

e Sclect File>Print. Print the labels on a sheet of plain paper, cut out each label, and tape them
to the appropriate container

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.
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PERMIT WORKER REGISTRATION

Introduction

The Permit Worker Registration application allows you to add a new worker
to your list of laboratories and provide the worker details and training details

in the process.

Add a new worker

From the Main Menu, Click on the Permit Worker Registration to access

this application. Reporis

A worker list will appear. Click on Add New Worker to access the data window to enter your worker

information.

1. In the worker information screen you are able to -
enter the worker’s First Name and Last Name |5 @ = e o o 0

o ; ; Q- O [H @@ SPowe doreos @ 2 5 @ [oRral
by typing in the information. A B it 2 s G
Google + v (G osem - gh P Bhosopoded M ower = N Auonk - [ optons =

2. ID Number is the worker’s TA# which is il i il i
printed on the back of their MCG ID Badge. If Wd N —_ 1
the worker does not have a TA#, enter the last P i P B
five digits of their Social Security Number. Warkars ey atachud (091, Hok, Oy

Last Homs Eisst Hns Eeimit2
Melken Ti mothy can

3. Inthe ID Type field, click on the [?]to accessa | *™
pick list. Scroll down the list, Double Click on the
type that best describes your worker.

4. Email address, Fax, and Campus Box are L L LT
optional. Work Phone is in most cases the lab phone number .

5. Department Code is a code for your depatment. Click on the [? ] to access a pick list for your
department. Double Click on your Department’s pe————— —
Name to select. Department Name will auto-load = e . T d

B - G - [i] (B #D| Psews Srrees @) -5 B J @) .-
when you select your department code. s [ i 48e - u-
Google - % G seech - gh oAk Bhosaploced A Chece - Y Mook - T aiord i optons P
. Flest Name Last Nama

6. At the bottom of the window you may enter the o ks v
Supetvisor and the Training courses your worker Spiie ur
has received. Click on the [ ? ] to access a pick list o i

. Purmit & |- 2 JobFunction 7
for these items. After you have entered all of your P s Spenrs o
5 . . Bild [oRdie Superdser Hame
worker’s information,
3 Pluase sntor all previous tradning that this weiker has completsil.
7. Click on [Submit] at the bottom of the window. P o =T o iy B
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ORDER FROM CHEMICAL STOCKROOM

Introduction

As and enhancement to the Chemical Exchange Program, an inventory of chemicals available for
exchange is maintained in the Chemical Inventory Database. All chemical users are provided access
to this inventory through the Web under the “Order From Chemical Stockroom” on the Main

Menu.

View/Order from the Exchange Chemicals
Inventory

An inventory of chemicals available for exchange is maintained in
the Chemical Inventory Database. All chemical users are provided
access to this inventory through the Web.

To view a list of all the exchange chemicals:

e 90 to the Main Menu listings
o (lick on “Order from Chemical Stockroom.”

You will see a list of all of the chemicals available for order.

Pl: 0911: Bridges, Dee Training

¢

& Inventory

% Training

a Waste Pickup

CHEM

i Permit Worker Reqgistration

**** Order from Chemical Stockroom

Inventory Semi-Annual Review Statement

{ Inventory Review 104201

TO request a Chemical from the £ hitps:flapp.meg.edulchemdb/T heaWehblsapi. dIVEXTC/ZDyvpsacOqyft Aot 4qyskel 1Tlrct - Windows Internet Fxploser
G- em it énes v @]+ % Al
Exchange Inventory: e e oo oo
Coogle o S Searen v o g - e | BB O} Bookmekar  OF Cheek - | AmoPm - G & - @ Sgnin -
* & @ - B - e e GTools e
*  Click on the field where you see e W et agth|
“0” and type in the number of '
. . . ] B ; =
containers you would like delivered I‘M’E!-...
to your lab- BLUE DEXTRAN gy 1 16 A D -
BROMOPHENDL BLUE SULFORE FORM ::S. 1 50 2 o x
° Click on “Place Order.” COOMASSE DRLLANT ILUL 250 o 1 %G z [T Bam
COMASSE SRULIANT BLUE 250 g 1w G D -—
COOMASSE BALLIANT BLUE RS0 olhe: ] 10 6 2 [0 K
. . OMETHYLNTROSAMNE e 2 16 4| [o]) e
A CSO staff member will deliver the _ =
A LAURDYLEARCOSME SODULM, K- 15 1 1 KG 1 U Srter
chemical to your lab, and transfer the F——— =y i 4[e=
item into your inventory. . I
uTRE ACD - | 1| ] G -
8 Local rtraret R -

All of the Chemicals offered through the Chemical Exchange Program are free.
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There are three Federal Laws that established the basis and the standards for collecting, storing, and
maintaining chemical inventories, and producing regulatory reports from the data collected.

1. The Comprehensive Environmental Response, Compensation, and Liability Act
(CERCLA ot Supetfund) 42 U.S.C. s/s 9601 et seq. (1980). CERCLA was amended by SARA.
2. The Superfund Amendments and Reauthorization Act (SARA), on October 17, 1986.

3. The Emergency Planning & Community Right-To-Know Act (EPCRA); 42 U.S.C. 11011 et
seq. (1986), which is Title III of SARA.

Under these 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 calendar yeat.

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.

PI: 0911: Bridges, Dee Training
To comply with regulatory requirements, the CSO requires

that you review and update your chemical inventories, at g) CHEM
minimum, twice a year..
You can maintain a current inventory by updating your

inventory as you receive new chemicals or as you % Training
discontinue the use of current chemicals as the events occur
or by conducting a review of your inventory at any time
during the 6 months periods from January to June and July A, Eemtworier Reasiston
to December. ‘% Order from Chemical Stockroom
You will use the [ Inventory Semi-Annual Review =

Statement ] in the Chemical Inventory Database to certify
that you have updated your inventory. You are required to e
review and update your inventories. at minimum twice a S = —

year, and certify that the updates have been completed

by January 1" and July 1% of every calendar year.

@ Inventory

S Waste Pickup

Inventory Semi-Annual Review Statement

The review of your inventory should include a physical inspection of the chemical containers to ensure
that all containers are propetly sealed and the integrity of the container is in good condition. Time
sensitive chemicals should be checked for expiration dates. Peroxides and peroxide forming
compounds should be checked for the formation of peroxides. Chemicals should be segregated and
stored in accordance with all regulatory standards. All chemicals should be labeled in accordance with
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regulatory and institutional requirement. Contact your Chemical Safety Office representative for

guidance if needed.

Certification of Review & Update :

To “Certify” that your inventories have been reviewed and
updated, you will use the “Inventory Semi-Annual Review © = = o

] P Ty . ] WA Vg B Sor ot o e e T

Statement.” i ' EH&S Assistant e
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To update the Inventory Semi-Annual
Review Statement:

I_l.PH'l.s'ﬂ! U ]

D .

1. At the [Main Menu], Click on the Module [Inventory

Review Statement]

(= hitps:Mapp.meg.edulchemdblEhsaWeblsapi. dIVEXECIA/ ymsg 05 psyey] 21 time1 y6ubhu - Windows Intornet Explorer

G f_-.- & ipsdinpp meg i dAVESCEC [ &4 = 2

2. When  the [Inventory  Review [w= e o oo o
. Google |8 Seazch -« B~ Y Bookmarks~ 3 Check - sl Translate = ¥ & - () Sgaln -
Statement] window opens, * e = 88 @ are B Qe

3. Type your name in the [Name] field,

Annual Chemical Review Statement

4. In the [Date] field, enter the date you e sy R ey Lot s
completed the review and update of your v R
chemical inventory by Clicking on the e [z T
arrow to the right of the field and select a
date, or highlight the field and type in the
date [mm/dd/yyyy]

5. Then Click on [Save]

o N Localntranet 0% -

You should audit your inventories and update this statement
January 1% and July 1% of every calendar year.

Pl: 0911: Bridges, Dee Training

6} CHEM

5 Inventory

Last Inventory Review Date

e -
Training

5 Waste Pickup

Notice the “Last Inventory Review Date” — this reflects when you

i Permit Worker Registration

completed you last chemical Inventory and updated the Inventory 01 from Chemical Stocksoom

Semi-Annual Review Statement. It is updated each time you = oo Sem Arnuol Review staement

update your Il’lVCl’ltOl’y Semi-Annual Review Statement”. LastInventory Review Date: 0110412013
Reports
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REPORTS

Introduction

The Reports option from the Main Menu provides
specialized reports that were specifically requested from
laboratory Principal Investigators and other chemical
users. These reports are provided for quick access or are

not available in other parts of the program.

The following reports are currently available:

1. Preliminary Chemical Inspection Report

2. Listing of Training Due Dates

3. Employee Verification

4. Chemical Inventory Listing of Homeland
Security Appendix A

5. Time Sensitive Chemical Inventory Listing

6. Chemical Inventory Listing with Expiration

Dates

7. Chemical Inventory Listing for 3 & 4 Rated

chemicals

8. Chemical Inventory Listing of Controlled

Substances by P.L

9. Acute Hazardous chemical Inventory Listing (P Listed)
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Chemical lnventory
Acute Hazardous C!

EH&S Assistant Logoft

Chemical Reports

Prefimnary Chemical inspection Report

nirolled Substances by P |
Listing (P Listed]

hemical Calak

Chemical nveniory Listing of DOT Hazard Class BIO-Web

Listing of DEA Controlled Substrance:

Intemal Permit Number

Exit Report Menu

@] wix

gl

10. Chemical Inventory Listing of DOT Hazard Class BIO- == o=

Web

11. Chemical Catalog Master Listing of DEA Controlled

Substances
12. Internal Permit Number

Database wusers are invited to contribute suggestions,
comments, and recommendations for additions to this section.

o Topreview,/ ptinta repott, Click on the reportname.

e When the Adobe repotts menu appears, Click on Open.

e Whentheeportopens, use the commands at the top of
the preview screen to printor save the report.

e C(lick on Exit Report Menu to return to the

Main Menu

"To contribute, comment, or make recommendations for

improvements to the program, you may e-mail 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: dbridges@qru.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:  (706) 721-7296
Email: ITService(@gtru.edu
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EH&S Chemical Inventory Database

Environmental Health & Safety Division

Chemical Safety Office

1405 Goss Lane, CI-1011
Augusta, Georgia 30912
Phone: 706-721-2663
Fax: 706-721-9844
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