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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 Tutotial 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: CHEMSAFETY@gtu.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:CHEMSAFETY@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.

e | £ hitps./chen

P —
it georgahealth... O = @ & & X || & p15a Login !
File Edt View Favontes Took Help x Google v Psearch - - - More» Signin % =

J £)PHMSA- £ PHMSA - ) PHMSA - oy Geargia EPD - Land Prote... T M v B v Y em v Pagew Sefetyw Tools~ v

Environmental Health & Safety Assistant Login |

Username [

Password
Changs Password
Login

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:  (700) 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 Requirements

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 ‘ZHElEl
Fle Edit View Favorites Tooks Help o

Qe - @ ¥ [B @ Osearn Frravies &) (- 2 [ J® 3

AddrEss@http:t[lﬂ.s‘11.1D7tEHSAWehtEHSAWehIsaD\‘dIUEXECIDtDJmsear1i22wgf18271m60m59tyt V| Beo ks ® | &-
Google - | v| |G sesrch 0 PRk Gosqblacked M Check + TR Autolink ~ [ options

Environmental Health & Safety Assistant Login

Change Passward
—
New Password
Show Build Date Confirm New Password
&] Done
Cancel | OK |

windows Internet Explor x|

New F ! E Password has been Changed.

Confirm New P III

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

Basic Commands wiill be:

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

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

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

Other Commands wiill be:

Words in “Blue” font color, sometimes underlined

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

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

Question Mark [?] oricon o

to indicate a search engine following the respective
field.

Menu bar,

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

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

O oo

6D Tuing 6 Ty T 8-@-

o

o pocjoe 0 8 0] @oumsn ™

EH&S Assistant
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MAIN MENU

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

=8 %
G‘ )[@ nttpsy/chemeb.georgishe... © ~ @ B © X || @ choosea Pl [
x Google v | *3 Search ~ |- More » Signln &, ~
5% £]PHMSA - Training Requir.. £ PHMSA - Training Requir.. £ PHMSA - Training Requir.. 7 Fa v B v @ v Pagev Sefetyv Tooksv @~
EH&S Assistant Log off
PI: 0911: Bridges, Dee Training
& CHEM
@ Inenton
(> Waste Pickup
j: Permit Worker Registration
%‘4 Order from Chemical Stockroom
:‘ Inventory Semi-Annual Review Statement
Last Inventory Review Date: 01/04/2013
B geoons
®100% ~
—— —

Access Choices from the Main Menu

1. Inventory — View, print, or 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 petiods 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.

12



CHEMICAL INVENTORY

Inventory Window
» From the main menu, under CHEM click on e S e i el
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) s Sl STIRE ey
o All Items e - ' ,
e  Show chemicals where e mm——— e ‘
¢ Show Chemicals by Location =
e Show Chemical’s by 1% Letter —; -
e Show DHS Chemicals et
¢  Show DEA Substances,

2. View Disposed Inventory
* Items Received/Ordered on (Date)
= Show All Items

®  Chemicals by Description look-up

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

®  Chemicals by Description look-up

4. Show Satellite Accumulation
=  Add Hazardous Waste Streams i

= Print Satellite Accumulation container labels :‘ e e
o - = i = - L .
Click on the Radio Button to the —— e TR
right of the item to select the view - .
you would like to see. SEEE
Default is the Current Inventory. —7r BBy O
13 =




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.

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.

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.

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’

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.

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

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

n

File Edt View Favoites Took Hep X Google v $Psearch~ | [+ @~ B Moe» Sgnln A -

s @) PrHMsa- ) prmsa - ) PrMsa - & Georgia EPD - Land Prote... T % - B -0 v Pagev Sefety~ Tookv

S All ltoms.
Show me Chemicals where
Show Chemicals by Location
Show Chemicals by 1st Letter
Show DHS Chemicals
Show DEA Substances

Add Chemical —Reports— v
Appendix A listed Chemicals are highlighted in Tan.

2 Soms| N cusens | gASe | DEAScwaus Shemion Quarstion e Building Name 8=
7 ey ‘BARBTAL FREE v
by 75 panas M2 |osisess s |V e ovnazety cs
vighight | Select | Remove | M52 | gyaery 67430 SOPROPYL ALCOMOL 10172012 | CS-Materal Safey Storage Bidg cs
Hiahliané | Selsst | Remeve Jf;” B3z 87.56-1 METHANOL 04082012 | CS-Material Safey Storage Bidg. cs
Hanign: | Selet  Samove m“"x 0835808 | 12345 144.55.8 SODMM BICARBONATE 03062013 | CS-Msteriel Safey Storage Bidg. cs

voniigns | Saieg  Ramove | M523 | ganers 144558 SODRIM BCARBONATE 101772012 | CS-Hateral Satey Storage B9y cs

®100% ~

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.

Ak

Q@ @ hitps://chemdb.georgiahealth... O ~ @ B & X || @ Chemical Inventory x
File Edit View Favorites Tools Help - % Google v 28 search -} - - | | More»  Signln X ~
5% &) PHMSA - Training Requir... &) PHMSA - Training Requir... £ PHMSA - Training Requir... day Georgia EPD - Land Prote... i v [ @ v Pagev Safetyv Tooksv @~
© Allitems

0 Show me Chemicals where

~ Show Chemicals by Location
2 Show Chemicals by 1st Letter
* Show DHS Chemicals

©) Show DEA Substances

Add Chemical —Reports— -
Appendix A listed Chemicals are highlighted in Tan.
Display 50~ rows per page

‘ m&‘ m!nm‘ Caiogs | cass | peaseese b ‘ S Building Name =
Highlignt | Select :m - ‘naams 1235 144558 'SODUM BICARBONATE ‘DSIOSIZDIS CS-Material Safey Storage 8dg. ‘
Highiant | Selet 3R6mvi e [un 148558 SODUM BICARBONATE ‘mnmm ‘csr.mmlsmy Storage Bidg ‘
Highlignt | Sslet !Ram ne | M03 is:za.u 67561 METHANOL ‘nszusrzmz ‘csmmul Safey Storage Bidg. ‘
g | Seteet | Bemore ‘ USO8 | 55472 |erss0 ISOPROPYL ALCOHOL 107012 ‘csr.mmlsmy Storage Bidg ‘

‘ |

Highlight | Sel 57443 v BARBITAL FREE ACID CRYSTALLINE [DEA SCHEDULE IV ITEM] ‘ 031132013 ‘ CS-Material Safey Storage Bidg.

Display 50~ rows per page.

< m

hitps://chemab.georgiahealth.edu/ chemdb/EhsaWeblsapi.dll/EXECE ®100% - I

Examples:
e Click on Inventory # to sort by Inventory number,
e Click on CAS# to sort by CAS number,
¢ Click on_ Chemical Description to sort by chemical name,
e C(lick on Lab to sort by room number,
e 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/print vatious formats of your chemical inventory provided in
the reports list. There are currently three formats for viewing your chemical inventory. Additional formats
may be presented. Suggestions are welcomed.

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

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

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

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.

v MSewch - - e W Morew
" RrRco -
LogOff

Pagew Sutety

5 Chemical Inventory by PLpd! - Adobe Acrobat Pro
Fie Edt View Window Help

==

S A -
T+ @

i
[

5 Chamical Inventory by Pl Bulking Lab et - Adobe Acrobet ro

Boeer | OB | @0o2L00

Fie Edt View Window Help

— Bowe- | B

[ h@o®en[]HB

Tools | Comment

8| gD B R

Share FAT;

T2com m (Cot-Piy
Chemical Inventory by PI

o e

Formrsencae

=
&

Gecrga Reguers Unwersty

Tools | Comment | Share

ansaos

Bridges, Des Traiming
rooge s

[Zoom in (Ctrl+Plus)
Chemical Inventory by Pl and Building Lab/Room

Georpa Regerts Unversty
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Preview/Print Chemical Fact Sheets

From the Inventory Window you may preview/ptint 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--] ficld, 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]

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

Command.

Moo=

o

e Wyl Sboke Bk Pon R

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.

e = s
T Chemical Inventory Audit.pdf - Adobe Acrobat Pro Bene oo aps * Do . o=

5

&) (3 /1 | L3 | ’9 "@‘ | 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 =
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
Rating Avg. Storage Pllastname Properly?
ChemicalName CASNumber HF R Special QtyDay Units Rec.Date Y N XN Deleted?
ISOPROPYLALCOHOL 67630 231 11 a 1017/12 oo oo a
METHANOL 67561 230 14 LT 080812 oo oo o
SODIUMBICARBONATE 144558 100 150 G 101712 oo oo [m]
Labeled &
CS:1006 NFPA Markedwith  Stored
Rating Avg. Storage PIlastname Properly?
Chemical Name CASNumber HF R Special QtyDay  Units Rec.Date Y N Y N Deleted?
BARBITALFREEACID 57443 300 B G 03/13/13 oo oo a
CRYSTALLINE [DEASCHEDULE IV
SODIUMBICARBONATE 144558 100 110 G 03/06/13 oo oo [m]

Ree- BE O | 202D B
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Web Search for Safety Data Sheets (SDS)

<]

© reps. chemek georgahesth.edu <he

— - e W
©0 - 880X | @ cremicalineertor

Click on [ MSDS Search | to the left of

Fle Ede Vew foootes Toos Hep x Google

[ —

the chemical name in the INVENTOTY SCIEEN || u b it o tmston 615 1o s it S vamrtas -1 -
to search for a Safety Data Sheet (SDS) r—— S —— =

for the chemical, without closing the T T

program. e

The program activates the web browser | I

and does an automatic search of the Web | & o v s e = =

St Satey Scrage 0

Anteca Sy Storage B

10172212 | C5dutere ey Storage 863

A o=

— . ca. W
- sewch s e B @shwer B A Ok e Moeew

site for the MSDS using Google, and e e i e
displays the search results. - 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

WG

wiox -

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

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

3. Notice that the Adding Chemical Screen and the Editing Chemical Screen contain the same fields.

The fields in both screens function exactly the same.

o . oo —— - oo
Fie v Psemch+ e e [ Mo Sgni N - | -8 st | B Signln A,
Mot oo cue Ty R m— A |Fen S s

) e s
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 [ 0 ] appears following a blank field, it indicates that a pick list or search engine is

available for that field. Click on the icon [ i ] ] 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
arrow 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

5 = e S YL [ —— - 2y
The Adding & Editing Windows contain the same fields which J, e e
also function in the same manner. If you learn the fields and e, 9
functions in one you are also learning the fields and functions in i
the other. The only difference between the two is access and N
contents. One window contains data, which you will edit. The 7 —  *=
other does not. Therefore, we are going to present the details of = = =
the [Adding Chemical] window in this next section.

-4
1

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 I
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 [0 ] 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”
is created and maintained in the database by the Chemical
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 ===
the chemical was purchased. Click on the [ o ] 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 dbtidges@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 O s

stored. 'This is a required field. You must selecta § "= "= "= PRy
lab for each chemical. Click the [ 0 ] to access [ w‘; e ot T ——

the Lab selection pick list. Only your authorized e ¢

labs will be displayed. If you do not see your lab . 1 e

on the lab selection list, contact EH&S Technical o .{o e - =

Support. (See page 3 for Support Information) | = e e
When you click on [SELECT] the building and = e —

room number for the lab selected will auto-load B -
into Adding Chemical lab field and the name of ) )
the building will auto-load in the following field. | ==

Note that [Last] follows the [0] after the Lab e m— =
field. If there are multiple chemicals to be added | e
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 i Sl
unique to each entry. Tab to the T
next required field. You may change
any field in the Editing or Adding
chemical Window, except the

Adding Chemical

NFPA 704 Codes

VS

Inventory #. *
PO# is your purchase order number

— this is optional, you may use it or ——— S |
leave it blank. T R == =

“Chemical Description.” The
“Chemical Description” is the name
of the chemical.

a. If you have left the default marker at “Search Catalog” and Click on the icon [ @ ] following the
Chemical Description field to activate a search engine to load the chemical name.

b. If you marked the “Not in Catalog”. Click on the blank field for Chemical Description and type
in the Name of your chemical, then Select a Vendor and enter the vendor’s Catalog #.

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:

Click on the icon [ @ ] to the right of the
Chemical Description field. This will open
the Chemical Search window. There are
four search options available:

o Show me Chemicals where
Vendor is,

o 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

v B -

LS

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”, [G - ¢ s prer—— NG 5
unmark the Show me Chemicals that are in |5 0 5 o B & s S Casras 4 a @
my "Personal Catalog" (previously < L e
received). P — .

Bl el s i etk dil =

c. “Show me Chemicals that are Appendix A | """ @ i 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
the database to let users know that special
requirements must be met to possess these
chemicals. Any facility that possesses a
chemical on this list, at or above the STQ for
any of the applicable security issues, must

& Local rtranet

H100%  ~

register with the DHS using the online Chemical Security Analysis Tool (CSAT) and complete and
submit an online report called “Top-Screen. DHS then uses this information to determine if the
facility must meet any other requirements as listed under the CFATS regulation. The CSAT
registration and Top-Screen Reports are completed by the Chemical Safety Officer. All chemicals
under this listing must be reported to the Chemical Safety Office immediately.
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12. Physical State [Solid, Liquid, or Gas] you
must mark one of these. Click the radio button
to the left of the Physical State that matches your
chemical. Tab to the next field.

13.

14.

d. “Show me Chemicals where”

c.

e [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. ‘

Show

e In the Blank field that follows [Starts with]

, 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.

and Molecular Weight loaded.

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

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 #.

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.

21 PHMSA - Tsining Requir. 5" PHMSA - Trsining Recur.

Bridges, Dee Training

ed abels micate requined eldy

Adding Chemical

NFPA 704 Codes.

S

Sava & Add Another Chemical | SavelRetum | | Cancel

For example, if you have 2 containers of Methanol and they
are all 1 liter in size, you may enter the number 2 in the “#

of Units” field. If one container is 1 liter and the other is
500 mL, then you will have to enter the two containers
separately. Type in the [#of Units] and Tab to the next
field.

The “Quantity per Unit” the numerical amount for the

container size. Type in the [Quantity per Unit] and Tab to
the next field.

7 Wty Happ. e ol hum b/t beaWebisapi, AIUTXEC/2 7100014 p0 75 By hemirry A1ich - Wiodiows bt Fxplo

(£]

i —r——— 8- P OTots - "
Pl 0911 Hobbs. Dolly E ‘Adding Chemical

NEPA 104 Codes

v

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 [ o ] 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.

o

[Storage Device] Storage Device is the type S =
of container in which the chemical is stored. A | *

pick list is provided for this information. Click
on the arrow to the right of the field, scroll
down the list and click on the item of choice.
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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

chemical into your inventory is a required field. o
The Default is the Current date. 1f you would e ————
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 i —= =

—

i georgishestth... 0~ @ & © X | & Chemical Inventory Edit

T ]|

.. . . G |2 retps cne W Sodium bic Wikpad | f
sensitive material (example: peroxides and s— S TR R

i B) PHMSA - Training Requi

) PHMSA - Trining Reque... ) PHMSA - Training Requi

peroxide forming compounds) you must e —
also enter the date the container was first
opened for use. The calendar works the
same as the Receipt Date. After you have
entered a date, Click [Calc] for Expiration
Date. The program will calculate an
expiration date for you, based upon the
time limit that the chemical can remain in S
storage. In addition, the inventory = | I
program is set up to notify you when a —

time sensitive material has expired and it I
should be disposed as hazardous waste. : T

PI 0911
Catalog # 12345

Bridges, Dee Training Adding Chemical
(i ] A

4 144558
o NFPA 704 Codes
0

@
last | [CSMatenal Safey Storage Bidg - 1006

i SOOUNBCABORTE @
Quantity par Unit
00

#0f Units Volume/Size
1 5 Grams.

0
hemical Save/Return | | Cancel

[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. ‘ e

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. Allitems highlighted in pink are
required fields. You may change information in these fields, but you may not delete information and
leave the field blank.

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

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

1. To delete a chemical from your i : —
inventory, Click on “Remove” to the left [§3 fm e Seiiiliom
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Are you sure you want to mark
Click on the item of choice, and a Confirmation Smesery § aee)
Window appears that asks “Are you sure you =7
want to mark Inventory # XXXXX as

Removedr” Click on “Yes” and the Inventory
screen will re-appear with the item removed.
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SATELLITE ACCUMULATION
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A Satellite Accumulation area is at or near the point of | =z
generation where wastes are initially accumulated in satellite
accumulation containers, which is under the control of the S StdiE At niiaucd
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
labels, and you waste stream information can be accessed and
used to identify container contents in the Waste Pickup
module.
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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 %
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.

3.

A Delete Personal Waste Stream window will appeatr.

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
your Satellite Accumulation window

To print a label:
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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The Training Module allows the Principal | s
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.

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

In the Training Screen, you will see a list of all workers T
attached to the Principal User. Above the list of names, you will see a button that reads [Attach New Worket]

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.
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Main Menu < BACK Pl 911 Hobbs, Dolly E Log Off
Done:
2' Tralmng mforrnatlon consists Of a]l Training Completed by Nelken, Ti mothy
classes complete, From the Training Date  Cowrse#  Course Name E PASSFAIL Cateqory Score
07/01/2006 CS-RTK  Chemical Specific Right to Know 12 months  Pass CHEM Pass
Completed status future recurrent 07/01/2006 HWA-RTK BOR Hazardous Waste Awareness 12 months  Pass CHEM Pass
tfalmﬂg requlrements can bC 06/01/2006 B-RTK BOR Basic Right to Know One-Time  Pass CHEM Pass
. 11/02/2005 HAZ § 8 hour hazwoper Refresher 12 months  Pass EH&S Pass
Calculated by add]‘ng d‘le course 12/06/2002 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
. Training Reqgirements for Nelken, Ti mothy. Training due dates within 1 month are
available under Reports. shown in RED,
Due Date Status Course # §0A1|se Name Fr Requi C
3. Click [BACK] to exit this user records
. (== o
and select another worker. Click @:]——JLMIr‘manEt

[MAIN MENU] to exit the training module.
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Adding a Worker to the Training List ——

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;Employee ID] This will open a pick list generated
rom the Lab Worker listing in the database.

1. Inthe 1st screen of the Worker search listing, Click

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

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

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

4. 1If you do not see your employee’s name in the list of

workers, then your worker is not in the database.

5. Go Back to the Main Menu and use the [Add New

T ——

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.

1. Click on the 0 following the Permit # field to

attach the P1 Permit #.
2. Click on [Select ] to attach the Permit #.

3. With all fields completed, Click on [Attach]
To add the worker to the P1 list of employees.

Employes 10 (Choose & “firstletier of bast navme” First)

ABCDEFGHIJKLMNOPQRSTUVWXYZ

EH&S Assistant oo

——— ¥ A Sy S n-0 @+ hpe ae s @

e s
com cren

4. The employee listing will appear with the
worker added.

5. You may now update the worker’s training.
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Updating the Workers Training Record

To update the workers training
information:

Click on [View] to the left of the worker’s
name

A screen will appear showing the training
the Worker has had. Annual training that is
past due will appear in red at the bottom of
the screen.

To update training click on the

InC IEAdd
Training] button at the top of t

€ screen

The [Adding Training History] Screen will
appear.

will be auto-loaded.

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.

The fields for Employee ID and Employee Name

2 Mtps: Happ.meg. eduichemdb/l hsaWeblsaph. dIVEXEC/1 471 bbghwn0 3 Sy) zm1 eyugy 0ol fynz - Windows Internet (xplores

+Add Training History+
Tramung Completed by Hobbs2, Doty £

Isnining Date Course ¢ Course Name Erequency

OG- (L v BCE
e (2 Vew fowrtes Tk b
Google v qsewctic o B+ ) Boclmets+ T Chack s A4 Trenslute + ¥ b * ) Sgaln -
WG s o s adihendTheimebisan SIDEC f- B 4l FT- OTots- "
Main Menu <BACK Pl 0911 Mobbs, Dolly € Log Off
[(Azach NawWorker |
—  LostName Elnst Home Dopartment
View Hardy Km Emionmental Health & Safety Dwisicn
Vigwr Hobbs Doty E Emaroamental Meath & Salety D
Viaw Hobbs2 Doty E Enwonmental Heath & Safety Deasicn
Vigw Joba Father Emaroamental Health & Safety Dasticn
Viawe Neken Ti mothy Envronmental Health & Safety Daisicn
Vigwe Nethes Damyt Emircamental Health & Safety Daisicn
(om0 W Mg, 8111151 bt e s Wi i pers = % |
G - [ rapeitgpocy i Taor Al ST v gyt rvgrieires. SRR B
v Hsewch - B+ ) Postmwla+ ' Check = i Transtata = SR
WS BN e ) a0 N Webisagh YDTC. BB it P OTet- "
Main Menu < BACK P1 0911 Hobbs, Dolly £ Log Of
e

Traiceng Requirements for Hobbs2, Dolly E _ Training due dates
within 1 moeth are shown in RED
Dus Dote Status Course # Courne Mame Frequency Requitement Comments

(= Witps:/fapp.meg e dulchemdblE hsaWeblsapi, dWEXECI 7/1 bégiwn035y) zm1 eyugy70sijynz - Windows Internet Explorer
%

2 ips:app.mcg, edulchemdblthsaWeblsapl, SI/EXEC/ 6/1b6ghwn03Sy) zm1 eyugy?Ooifynz - Windows laternet Explorer 1=Je3
6 v [E beps v B4 x £~
e Gl Vew Fowites Todk teb
Google v 2 Sewch - B+ (¥ Bockmeks® P Check = 34 Translate = » & Sgnin
* & apzc DB - irPages B OTotse ”
Adding Training
Empioyee [HOB80000 |7 [FobbeZ, Dolly €. 3 =
Category ?
Couse # 20
Teaning Date {j
Score ) Pass®
Conficate #
Authanzed Atematie Training
Commants
Sow | Cancel

G v @ bepsifppacg feblsapi QVEXEC/ /166, v 8| 4Ix P

Mo U& Vew Favortes Took Heb

Google v M Seach - B - ) Bookmaks = P Check > B8 Traalate + P % WSl

& & e BB &P P QTools~ ™
Cord
- (Cancel

Select Category

Category

Seled 8s0

Seled CHEM

Ssiedt 648

Seied -

AT S Local rtranet  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 #

£ hitps: /app,meg.eduichem b/t hsaWeblsap). dU/EXEC/1 B/1bbpwn035y1zm1 eyugy70ojynz - Windows Internet Explorer

To Select the Course taken: e - =
Google v M Sesch - o B - ¥ Bookmuks+ ¥ Check « 48 Translate = » 4 - (JSignln~
& & | @ hupsiioepncy ediichenciEhsaweblsool AT BB P~ BT - @Toos- *
1. Click on the [ ? ] following the [Course #] field to A T Ry
open the pick list. P
Couse 8 A
Traie ate =
2. This will include Chemical Safety Office Classes | —  coe
and Board of Regents Classes.
3. Click on [Select] to the left of the course name to —
add the Course.
G S 2 e Py > VI %)% Pl
4. The next field to complete is the date the course [+ cdeo@iasees seesneen 8
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 |== &85 SSi,
in the date_ £ hitps:/lapp.meg, edulchemdblt hsaWeblsapi, dIVEXECI20/1 b6gwn035y! zm1eyugyT0oijynz - Windows Internet Explarer
& - [0 psirapp acgesaichen W ebls gt AVEXEC/ VMG ghwellts Moogyra ¥| @ | 4 X pl-
[mm/dd/yyyy] A: : ‘;..S-urh B £ Bookmukss % Check ’.}..'..:..&.w' N‘-ﬂ\' ;::1-“.
Adding Training History
E_Lu..;: HOBB000O ; [Hobbs2, Dolly E
Enter Score & Mark the Course -
as Passed: r—— v >
- ‘
1. Type in the [Score] received for any quiz taken. 3
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?]. T ey ey ey o
:& :1‘ e v $fSearch - Bb - €y Bockmaks® % Check + 48 Transiate » » & Osgin- L]
2. [Certificate #] enter the number provided on the [+« « ac B-8 @-ire-M-OTw-
training certificate. This will be the training , ——
certificate number or the employee’s TA -
number. i v B
e e
3. Authorized Alternate Training — must be | =~ ==
approved in writing through the Chemical Safety
Officer, Kenneth Erondu. (Eoeed) (Comer]
Only training associated with Environmental Health
& Safety Division is documented in this database
system. This includes Environmental Health &
oone N Local ntranet S100% -

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
correction.

Forward a copy of all
Certificates to the Chemical Safety
Office and the Human Resources
Department with a note to file the

certificate in the Employee’s personnel
file.

Training

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.

(= https:/lapp.mcg.edulchemdb/EhsaWeblsapi. dIVEXEC/21/1 b6gtwn035y1zm1 eyugy7Ooijynz - Windows Internet Explorer

" =

O ) - | hupssmppmeg i AVEXEC/21/166, ylaml eyugyTloiigma ¥ & | #2/ X

Fle Ed View FavorRes Tooks Hep

Google v P Search - B - ¢ Bookmarks~ ‘%P Check » 3l Translate = » <, + (U Sigaln -

& & WEEC f - B & - rPge~ B - QTools~
Main Menu <BACK Pl 0911 Hobbs, Dolly E Log Off

+Add Training History+
Training Completed by Hobbs2, Dolly E
s — IminingDate Course# Course Nome Erequency Category  Score

Edd Delete 117202009 B-RTK BOR Basic Right to Know One-Time CHEM 100

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

Forward a copy of all Training

Dcne

4 Local intranet

#100% ~

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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WASTEPICKUP [f==— =

% 2)PHMSA- ) PHMSA - 5 PHMSA - ave -

=@ =

2 Sewch = More > Sgnin & -

* @ v Pagev Safetyv Tookv v

EH&S Assistant Log Off

PI: 0911: Bridges, Dee Training

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

#100% ~

—————r

MCG’s EH&S Web Applications. We will = mo

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

——
Awo

the P.I access to edit or delete existing waste pickup R o e
) s T e L ———
requests or enter a new waste pickup request. R s s i s OIS TP BRI e e
R s S e
‘s::: ;’;:&‘ ?‘-:;u’i}}‘!x{ai’::“‘“ =—
»  From the main menu, under CHEM click i o

on Waste Pickup - o

Submitting a Request for
Chemical Waste Pickup

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

s -

pickup chemical waste.

2. The P.I. code and name are inserted automatically. Request # [P070201013] is generated by the

program, do not change this

W=

1

information. [ —— :
& rops e g 0 > BB CX O sconisretheda w @ b
R Help x Google BB U 819 N g IR W e»  Sgm -
s 5)PHMSA. ToiningRequ. &) PHMSA- TriningRequ. 3)PHMSA-TainingReque, [ 21 2 B 2% 3 26 T {9 Lo g pagev Seyv Toosv @
3. Request Date: The Current date } : = P =
. . PLjostt [Badges, Dee Training
is inserted - —
=
Lab/Location CS-1006 7 [CSMaterial Safey Stoage Blog.
Contact Doly Hobbs A Cortacts Phone (7067218384
. . Comments wasce 15 #h the rumencod -
4. Lab/Location: Click on [?] for a \ _
list of your labs. Click on [Select] to ) e
choose your lab. E— e i e i T T Tl
o ik e AL g ‘Select Chvissy Johnson (706)721-7865 (706}721-9844 CIOHNSONS@gry odu
. —— N ——
Seachiy - Semine [ e e sl
5. Contact click on [?] to insert the = -
name of the lab contact, or type in e o sy -
Selet 1006 (CS-Matenial Safey Storage Bldg ce1 CHEM
Seledt 1007 CS-Material Satey Storage Bldg cs3 CHEM
the name

6. Contact’s Phone type in the

#100% ~

numbet.
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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

‘ Save

‘ Cancel ] To cancel your request

] 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.

€ 5 ErTmmm——E T Er——

Fle Bt Vew Favedtes Took Hep % Gogle

ds ) PHMSA - Trining Requic... 5] PHMSA - Trsining Requir. ] PHMSA - Training Requ... sl Georgia £7D - Land.

Prote.

Waste Pickup Request Detail
Request # [B130403001
Physical Form ) Liquid © Sekid © Gas
Total Quantty
# of Contaners |

Un#t o Selection —
Container Type —None —
Empty Replacement Contaners Replacement Containers Descigtion (f required)

Exchange Chemical?

% of Content
@ om0 Auch

Tan. ¥ Link

c Inveatory # Link
[ 0/

Chumical Description

%% of Content

Submit Cancel

100% ~

All question marks [ ? ], arrows, and icons | 0 ] 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.

© s chars georghelthedul= £+ 8 B G X | 2 georgabeatinedu

Fle Edt View Fovortes Tools Hep

x Google

5 5] PHMSA - Trining Requi. 5] PHMSA - Triing R

57 PHMSA - Trsning R b Geong

I Request # is assigned by the Database

Waste Pickup Request Detail

Physical Form @ Liquid © Soid © Gas

Request# [P13003001 ¥ /i Select Solid, Liquid, or Gas by Clicking on the left radio button I

Total Quantty 100

#of Containers |

Wil| Total Quantity is the Numerical Size of the container
Container Type ~ GLASS : Glass Container =
R o "

Empty Replacement Containers
Exchange Chen # of Containers = 1 - Details are per container
not change. You will enter details for each ind

Chemical

- this number will
ividual container.

Gemel |

N 4
[7 Chemical # Casz Chemical Description 96 of Content Tav. # Link.

Submit Cancel

o

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

(GL).

For Units - Click on the arrow to the left of the

blank field and Click on the desired unit of

measure.

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

item that applies

Waste Pickup Request Detail

Total Quantity 100
# of Containers 1

Empty Replacement Containers

Chemical

Request # [P130403001
Physical Form @ Liquid

Sobd
Unt — No Selection -
— No Selection —

CC - Cubic Centimeters
REFT3 - Cubic Feat

Gas

Exchange ChetFZ : Fluid Ounces
G : Grams

— Chemical # CAS#

Waste Pickup Request Detail

Request # [P130403001
Physical Form @ Liquid © Solid © Gas
Total Quantity 100 Unit ML - Milliliters -

# of Containers 1 Container Type =None~ =

Empty Replacement Containers Replacement Containers — None —

1H1 : 55 gal 1H1 ClosedTop Drum
30-1H: 30 gal 1H1

301H2: 30 gal 1H2

AER : Aerosol Container

BOX: Cardboard Box

] Exchange Chemical?

Chemical Inve
[ 1

‘Chemical Description

CON : Consumed in Process
DF : Drum Fiberboard

DP : Drum Plastic

DRA : Non-Haz Drain Disposal
EX-LD : Exchange to load
Gas: Gas Tank - small

- Chemical # CAsS#

LP : LABPACK

MDRUM : Metal Drum 55 gallon
|| MET : Metal Container

L Submit | CapAL - Plastic Pail

PLAST : Plastic Container
|PLBG : Plastic Bag

|PRACT : Practice Container
|WAS : WASTE AREA

CHEM : CHEMICAL EXCHANGE ,hz,

GLASS  Glass Container 1000

Chemi| T Liters
MG - Milligrams
ML - Milliliters
OZ : Ounces
PT : Pints
QT : Quarts
U : Units
uG - Micrograms
_uL - Microliters

Submit | Cancel

tion (if required)

nk % of Content
o 10000 Attach

of Content Inv. # Link

The following information is optional:

6.

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

Replacement Containers Description (if
required) type in a description of the type
container you would like us to bring ( example:
one gallon plastic, one gallon glass, 2.5 gallon
carboy, etc.).

~Land Prote..

B EEES

™ - Page-

Sgnin X, -

Sefety > Took~ @~

Waste Pickup Request Detail

Request # [P130403001
Physical Fom  Liqud © Soid © Gas
Total Quantty 100
# of Contaners 1
Empty Repiacement Containers

Exchangs Chemical?

Chemical
I

Unit ML - Militers.
Container Type  GLASS * Glass Container
Replacement Containers Description (f required)

inventory # Link % of Content

@ wow Aush

I T Chemical® | CASE

Chemical Descriprion

Submit

%% of Comtent Tav. & Link
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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.

Fle Edt View Fovorites Took Help x Go:gle ~ Wsearch | - | W Moe»  Sonin X -

d ) PHMSA-T Reque &) PHMSA- ) PHMSA - sy Georgia EPD - Land Prote.. %v B - 0 - Pagev Sefety~ Tookv v

Waste Pickup Request Detail
Request £ [P130403001

Physical Form @ Liquid © Sokd © Gas

Total Quantity 100 Unit ML - Militers -

# of Containers 1 Container Type GLASS - Glass Contamer
Empty Replacement Containers Replacement Containers Description (i required)

Exchange Chemical?
Chemscal Inventory # Link % of Content

[ @ 10000 Attach
F Chemical # CAS# Chemical Descriptien %6 of Content Tnv. # Link

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: ___ Inventory # Link % of Content
[ €@ 10000 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.

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

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 Chenicals
where 1V endor is to search by vendor — vendors
are not used as primary identifiers in the
Database Catalog,

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

- M sewch -

2 -8 -

- B roe»

Training Requi.. 4y Georga E9D - Land Prte. ® - Pager Sy~ Tookv @

imontory # Uik % of Content

% ofCon
O ww Auch

s chemcsgeorgiaheski e/ chemdy Ehsseblzap, AUDECE

ot Coment o # ik

ja ) PHMSA - Training Raquic.. &

Chemical Catalog
Show me Chemicals where Vendor is — No Selection -
Show me Chemicals where. Chemicel Description
Show me Chemicals that are Appendix A Listed
Show Persons! Woste Seams

Search By Chemical Description ~

Speciy you Search Criteria then Hit the *Show” buton.

Starts with... *
7. Show me Chemicals that are in my “Personal Catalog™ (previously received)

s -

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 #.

Cancel
[C] Show me Chemicals where Vendor is .- No Selection .- -
Show me Chemicals where Chemical Description n Starts with... v Show
[C] Show me Chemicals that =i¢al WL (previously received)
[] Show Personal Waste StrearShemical #
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.

Cancel
[] Show me Chemicals where Vendor is - No Selection — A
Show me Chemicals where Chemical Description ~ Starts with... H Show
[7] Show me Chemicals that are in my "Personal Catalog” (LA IER e )
] Show me Chemicals that are Appendix A Listed
[ Show Personal Waste Streams
Search By Chemical Description v
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
[] Show me Chemicals that are in my "Personal Catalog” (previously received)
[] Show me Chemicals that are Appendix A Listed
[] Show Personal Waste Streams
Search By Chemical Description =
53 Found. Click the Chemical's CAS# or Description to select it.
Chemical Description Catalog # Vendor ﬁm w Chemical Formula
(months) L
ETHANOL Acros Organics N.V. 46.06900 CIHGO
ETHANOL 46.06900 CIHG0
ETHANOL 46.06900 CIHG0
ETHANOL 46.06900 CIH60
ETHANOL 100% Acros Organics N.V. 46.06900 CIHGO
ETHANOL 100% 46.06900 CIHG0
ETHANOL 100% 46.06900 CIH60
ETHANOL 100% 46.06900 CIHGO
ETHANOL 200 FROOF Acros Organies N.V. 46.06900 CIHG0
ETHANOL 200 PROOF 46.06900 CIH60
ETHANOL 200 PROOF 46.06900 CIHGO
ETHANOL 200 FROOF 46.06900 CIHG0
ETHANOL ABSOLUTE Acros Organies N.V. 46.06900 CIHG0
ETHANOL ABSOLUTE 46.06900 CIH60
ETHANOL ABSOLUTE 46.06900 CIHGO
ETHANOL ABSOLUTE 46.06900 CIHG0
ETHANOL ABSOLUTE. 200 Acros Organics N.V. 46.06900 CIH60
PROOF. 99.5%
ETHANOL ABSOLUTE. 200 46.06900 CIHGO
PROOF. 90.3%
ETHANOL ABSOLUTE. 200 46.06900 CIHG0
PROOF. 29.5%
ETHANOT ARSQIITTE 200 456 06900 CIHA0

Inventory # Link: In this field you may link the chemical to your inventory, click on the [ o ]
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 Contaigfer -
Empty Replacement Containers Replacement Containers Description (if requirefl)

[7] Exchange Chemical?

Chemical: Inventary # Link % of Content
[METHANOL 1 [832334 @ 10000 Attach
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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 %0 ~ rows per page.

0911 Bridges, Dee Training

Show Satellite Accumulation

Inventory #

Google | lnvenlory | gopq cAs # DEA Schedule Chemical Desaiption Becmot Building Name
MSDS # Date

Ssieq |Remoe | Ao | 0335853 ST443 |V ?—?&?ML FREE ACD CRYSTALLINE [DEA SCHEDULE IV 03132013 | CS-Material Safey Storage Bidg
MSDS

Seledt |Remove | 2308 (533072 67630 ISOPROPYL ALCOHOL 1011712012 | CS-Material Safey Storage Bidg
MSDS

Select | Remove | B208 53530 67561 METHANOL 0BI0B/2012 | CS-Material Safey Storage Bidg
MSDS

Sclect |Remove | M08 pgasons | 12345 144558 SODIUM BICARBONATE 03082013 | CS-Material Safey Storage Bidg
MSDS

Select | Remove | 2208 533473 144558 SODIUM BICARBONATE 1011772012 | CS-Material Safey Storage Bidg

Log Off

Total # of chemicals in current inventory: &

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

Chemical:
[METHANOL

Inventory # Link

O [s32334

% of Content

50 Attach

If it is a mixture, you must identify the percent content

or concentration for each chemical in the containet:.

i [ bcied | P omck + D e

Calculate the approximate percentage. And type it in :'_3 = :f;,f’“"

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.

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 Pickup Request Detail
Request# [P130403002
Physical Form @
Total Quantity 1 Unit GL - Gallons -
# of Containers 1 Container Type GLASS : Glass Container -

Empty Replacement Containers Replacement Containers Description (if required)

[7] Exchange Chemical?
% of Content

Chemical- Inventory # Link

I o @ oo Atach
— Chemical # CAS# Chemical Description % of Content Iny. # Link
detach 1302 67-56-1 METHANOL 100/ 832334

100.00
Add Another Container
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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.

Search By

e In the Search for Chemical Name

window, Select Show Personal = el Do

Echt Delote HPLC Waste stream

Waste Streams, the Click on Show.
A list of your waste streams will

appear -

‘Show me Chemicals where Vendor is .- No Selection - -
Show me Chemicals where Chemical Description ~  Stans with... ~
Show me Chemicals that are in my "Personal Catalog” (previously received)
Show me Chemicals that are Appendix A Listed
7| Show Personal Waste Streams | Add |

Chemical Description ~

1 Found Click the Chemical's CAS# or Description to select it
Constiments Canalog # Vendor

90.00% SODIUM ACETATE
10.00% ACETONTTRILE

e Click on the waste stream you wish to select
and

e (lick on Attach it to add it to the details.

e (lick on Submit to submit the details.

e (lick on Add Another container to add the
details of another waste container.

e Click on Done when you have finished
adding the details of all your containers.

13. From the Request Detail window, you may:

a. 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.

Waste Pickup Request Detail

Request# |P130403002

Physical Form ) Liquid () Sofid ©) Gas
Unit — No Selection — -
Container Type —None — M

Total Quantity
# of Containers 1
Empty Replacement Containers Replacement Containers Description (if required)

[C] Exchange Chemical?

Chemical: Inventory # Link % of Content
[HPLC Waste stream [ ] @ o000 Attach
— |  Chemical# | cAS# | ‘Chemical ipti | %ofContent | Inv.#Link
[ [ [ [ [
000
Add Another Containe Submit ] [ Cancel

-

e Gt Ve Fomdn Tosk M Cogle - s e W Meew  Sge A -

57 VMSA - Towmng R ) PHOSA - Triring Rt ) FHAASA - Tonming it g D - Lamd Pre.. BB - - e Sy Tk @

11 Bridges. Dos Troiing Logont I

Main Menu  <BACK

T —

N Sy 2 ;
£t Caiete K550 D 20120403 Svage B 906 wast s in the hamehosd Doy tebes (106210834

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

You will print your Hazardous Waste Container Labels in the

Request Details window.

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

the last column to the right.
2. A small window will appear with a list of label
choices.

®* Avery8163—10up-2“x4”,
ten per page

°* Avery5164 -6 up-3.3"x4",
Six per page

(2 hitp://chemdbe.sdmeg edu/chemdEHS AW eblS APLAIVEXEC/9/1 6412ty1 510y

@ v @) hup: chemdbt ad mcg edu chemdb EHSAWebISAP! 4 EXEC 91 O RARTIP P
Fe Edt Vew Favomes Toos tep
®- Google G+ ¥ Go o €} Bookmarksw [ Tblocked % Check v % Autolink v » () Setungs~
W & fhHome - @hPriot () Tooks - @ Help~ B Messenger [JPaste L: Copy E)  Page =
Main Menu  <BACK G Hobbs, Dolly £ Log Off

+Add + Request Detail

I ulmm; Quantity ynig Physical Container o Chemical? Roports

Form  Iype
Eda Delste Chemical 2 50000000 G Llqud Glass Y Repots
Ed4 Delste Chemical 1 500.00000 ML Liquid Repods

Chemical Waste Label-Avery 8163 (10-up)
Chemical Waste Label-Avery 5164 { 6-up)
Chemical Waste Label-Avery 5125 { 2-up)
Chemical Exchange Label-Avery 8163 (10-up)

& Local nvaret
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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 Y2 pages — use this when you have more than 6 chemicals in the mixture.

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

VB e &

9| (G sewch - B © - N Aok - Fdcpties

4. When using labels, you will use this to identify WhetLaba vkt youpln satPNG 7
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.

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

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

7. 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.

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

a label.

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

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

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

5. Ifyou 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.

44



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
hazardous waste minimization and pollution prevention as described in P
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 Ofion
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 ' A ‘
Rense
Recycle

ecy
Pollution prevention and waste minimization requires cradle-to-grave analysis, ‘
tracking and redistribution processes. This is all managed under the Chemical
Exchange program through the Chemical Inventory Database . SR D e ot

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:

Is the chemical expired,

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:

e

e  Methyl Methacrylate - Polymerization by
internally formed Peroxides dispose within 12 month,

e  Diethyl Ether —Peroxide hazard dispose within 12 months,
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http://www.epa.gov/epawaste/hazard/wastemin/index.htm

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 Pyrophoric/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

All Exchange chemicals ate processed throueh the Chemical Tnventory Database for pickup.

For instructions on how to process an exchange chemical for pickup by the Chemical Safety Office go to the Waste Pickup section of
this document, PAGE43.

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

PI: 0911: Bridges, Dee Training

e} CHEM

From the Main Menu, Click on Waste Pickup.

Complete the Request for Pickup window just as you would if you 3 B
were requesting a pick up of chemical waste. B8 1ann

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

chemical to offer, you should enter two separate requests for ?E‘ e r——
pickup — one request for the chemical waste, and another request g Quderfrom Chemical Stockoom
for the exchange chemicals. Inventer: Sem-Annual Review Statement
Last Inventory Review Date: 01/04/2013
Reporls
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Completing the Exchange Chemical Container Details

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.

< B O Belnadas P Chack s ¥ - Wagpine

WS e e e e sl AITC B @ P e OTesk s 7|

To mark the entry:

=  Click on the check box to the right of the words

O
“Chemical Exchange?” to identify your entry as an 1/’
exchange chemical. ==
] Exchange Chemical?
(R84 Another Cotainer Subet & ]
Again, enter a separate request for your waste when you have both = e —

waste and exchange chemicals to pick up.

s e VXS

V| sench+ - @ o B L7 ocimuksr ' Chuck+ P &+ O Sgla
You may enter more than one exchange chemical on a request [« s 85 & ire-om-
. . o Main Menu  <BACK P 091 MobbsDolyE  Log Off
for pickup. There should be a detail for each container you e
. ~ — sty Tyge M Quaniry  yoi PRI COMRIN pogigcomem Compiners  EXDNSE  ugons
wish to offer to the Exchange program. a1 AT RS

e 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.

= & oot
—

I'é

*  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.

Delete any Detail you entered by clicking on Delete.

4. Print an Exchange Chemical Container Label.

el

i e S
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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.

/chemdb/EhsaWeblsapi. dIVEXECI23/1y6375u1 6tjtyw1eOpvdd1 wz7qn - Windows Internet Explorer  [= [ €

G e | [ s

®  Avery 8163 —10 up - 2“ x 4", ten per e st @ N 8 i | Zsa e A e
page U & | @rtosijannima cdichenchiBaWeblsanl SYEIEC... 8- 8 &0k OTa- "
® Avery 5164 —6 up —3.3" x 47, six per LDELEE GBS o AL S
page +Add + Request Deu“n_‘-gm R »
— — MeoTme M Oty s PSS COBMON oo o SIS g
® Avery 5124 -2 up-5"x 8", two per R T o T ¥ .
page
® Chemical Exchange Avery 8163 —
same size as the 10 up label, only to
be used for exchange chemicals
AEXE 4 Local intranet #100% -

Aen
- ns | e B Meww S A

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 (lick on OK at the bottom of the screen.

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

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

— —— view the labels. Use the Menu at the top of the

Adobe screen, to print the report —

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

30403001 1 HAZARDOUS CHEMICALWASTE

Des Training.
Lab Phone - (708)721.2663

61581 0%
N 1230 F003 0001 U184
17 %%
w1170 D00y
6%

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.

48



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.

Pl: 0911: Bridges, Dee Training

%

8 Inventorv

iy
<o

CHEM

Training

a Waste Pickup

X

% Order from Chemical Stockroom

Permit Worker Registration

e

N
{, Inventory Semi-Annual Review Statement

Last Inventory Review Date: 01/04/2013

=
Reports

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 e gt vew fovmes Tods b
. . . . Qe - ) BREK A ) search Sz Favertes €2 R g ®|-)® 3
by typmg n the ]ﬂformatlon. address | &) http:f10.6.11 b dIJEXECH v B ks > & -
Google - | v| [G] search ~ | §B Pasehark Bhosobiocked ¥ check ~ X Autolik + {|/uiori [ options »
2. ID Number is the worker’s TA# which is kg e i
printed on thC baCk Of thelr MCG ID Badge' 1If d:l:w:;’::;::r’ed Workers for 911: Hobbs, Dolly 1
=5
the wotker does not have a TA#, enter the last -~ Last Mame First Name Penit# Enty Date
five digits of their Social Security Number. Wrers crenly atahed o1 oo, Dl
Last Name First Name Permit
Nelken Ti mothy co
3. Inthe ID Type field, click on the [?] to accessa |™ ™™ "
pick list. Scroll down the list, Double Click on the
type that best desctibes your worker.
4. Email address, Fax, and Campus Box are R L
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
2 Registration - Microsoft Internet Explorer E
Name to select. Department Name will auto-load A R - »
Qui - © N[ G P frrome @ 2+ 15 8 L QRIS
when you select your department code. R T CIEECE
Google » | v (G search ~ b PaeRah Bosoblacked A check v T Autoliok ~ [ ] AutoFil e options &
FirstName [ LastName [
6. At the bottom of the window you may enter the Epsadiency LT i
Supetrvisor and the Training courses your worker oProns ——— Foc |
. . . . Stant Date |- New [ No v |
has received. Click on the [ ? ] to access a pick list O e AT
. Permit # 0911 ? Job/Function | 2]
for these ltems. After you have entered aﬂ of your Please enter all Supervisors you work for.
. . Add [+Add+ Supervisor Name
worket’s information, ;
. . . Please enter all previous training that this worker has completed.
7. Chck on [Submlt] at the bOttom Of the WlﬂdOW. Add [VAdds  [Cowrse #Course ompany (if other) Training Descii
[ Submit ][ Cancel ]

2 http://10.6.11.107/EHSAWeb/EHSAWeblsapi. dI/EXEC/T2/0f298yj0p9kh1q0zkip9alogj3io - Microsoft Internet Ex... [= |(E1)[)
a*
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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 o0 to the Main Menu listings
e (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 Pearmit Worker Registration

&

[,, i Inventory Semi-Annual Review Statement

f from Chemical Stockroom

Inventory Review 101 1

[ 2 https:/fapp.meg.edu/chemdb/EhsaWeblsapi. dI/EXEC/2/0yvpsaeOqyftdol 4qy5krl 1flrct - Windows Internet Explorer

To request a chemical from the ips:
G‘t}" &) nttpsifappm

Iflrct o] 8 | [%][x] [Live searcn |28

Exchange Inventory: Fo o Ve Fomes b b

Google v |2 gsearch - g2 - b B+ ¢¥ Bookmarks~ % Check - ] AutoFill - £ (1

() Signln -

% & |

amec.. ||

M- B - & - [ZPage v & Tools »

*  Click on the field where you see
“0” and type in the number of

Main Menu <BACK

Page 10f2. Display[10 %] rows per page

~

Pl 0911 Hobbs, Dolly E Log Off

containers you would like delivered

to your lab. pr— !--G.-gg
BROMOPHENOL BLUE SULFONE FORI e 1 56 2| [[To] | it
e Click on “Place Order.” womscommrnmme 0 1 mo 2[4 %
COOMASSE BRILLIANT BLUE R250 S 1 100 G 1| [ in]| e
COOMASSE BRILLIANT BLUE R250 g 2 10 G
. . DIMETHYLNTROSAMNE =l ) 16 -
A CSO staff member will deliver the S —— Y R
chemical to your lab, and transfer the — w ol ke

— i

item into your inventory.

7897-
NITRIC ACID 272 1 25| LT

& Local intranet. H100% v .

All of the Chemicals offered through the Chemical Exchange Program are free.
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INVENTORY SEMI-ANNUAL REVIEW
STATEMENT

Introduction:

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 Superfund) 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 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.

Review of Chemical Inventories:

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

that you review and update your chemical inventories, at 6} CHEM
minimum, twice a year..

You can maintain a current inventory by updating your
inventory as you receive new chemicals or as you
discontinue the use of current chemicals as the events occur
ot by conducting a review of your inventory at any time
during the 6 months periods from January to June and July ;
to December. % Order from Chemical Stockroom
You will use the [ Inventory Semi-Annual Review =
Statement ] in the Chemical Inventory Database to certify

8 Inventory

SRR
SCNDL

Training
G Waste Pickup

x Permit Worker Registration

=
| | Inventory Semi-Annual Review Statement

that you have updated your inventory. You are required to ORI o
review and update your inventories. at minimum twice a Reports

year, and certify that the updates have been completed
by January 1* and July 1* of every calendar year.

The review of your inventory should include a physical inspection of the chemical containers to ensure
that all containers are propetrly 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 & = = “or o
Statement.” i ) EH&S Assistant Logon
o=
- 3
To update the Inventory Semi-Annual | i:
i
Review Statement: M
1. At the [Main Menu], Click on the Module [Inventory
Review Statement]
{2 hitps:/fapp.mcg.edulchemdb/E hsaWeblsapi. dIVEXEC/4/1 ydmsg70spsycy1 91time1y6ubhu - Windows Internet Explorer
‘ OO - Bcrsiorns Ly SNEE ol
2. When  the [Inventory  Review |= @ w s o o
. Google v |2 Sesrch - o B+ ¥ Bookmarks* ' Check * 33 Translate = » €, * (U Signln *
Statement] window opens, S e N e
3. Type your name in the [Name] field,
Annual Chemical Review Statement
4. In the [Date] field, enter the date you e T ey cpogn s e
completed the review and update of your Jp—
chemical inventory by Clicking on the ows [z )
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]

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

PI: 0911: Bridges, Dee Training

¢

8 Inventory

CHEM

Last Inventory Review Date

ey i
. Iraining

G Waste Pickup

Notice the “Last Inventory Review Date” — this reflects when you *
completed you last chemical Inventory and updated the Inventory
Semi-Annual Review Statement. It is updated each time you
update your Inventory Semi-Annual Review Statement”.

Permit Worker Registration

% Order from Chemical Stockroom

E\
Inventory Semi-Annual Review Statement

Last Inventory Review Date: 01/04/2013

=)
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.I.

9. Acute Hazardous chemical Inventory Listing (P Listed)

10. Chemical Inventory Listing of DOT Hazard Class BIO- P Eﬁé(;'Assistam‘ - .,AL;W_ T
Web
11. Chemical Catalog Master Listing of DEA Controlled ——

Substances
12. Internal Permit Number

Database wusers are invited to contribute

o Topreview/ptinta teport, Click on the report name.

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

e When the report opens, use the commands at the top of
the preview screen to print or 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.

suggestions,
comments, and recommendations for additions to this section.
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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: ITSetvice@gru.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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