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INTRODUCTION

T his manual does not attempt to explain how to wawA/romponentiialog boxes, chdsbxes, pointers and cursors, list

boxesanddegpown | i st boxes. All these are common to al
them. Please refer to your Windows documentation for basic Windows training, or select Windows Tutorial from Program
Manageredus Hel p M

TheEnvironmental Health & Safety(EH&S) Assistantsoftwaras firewaland password protected. It
cannot be accessed fromazmpus resources. It cannot be accessed without a designated login name and
password. User access it limited. Youawttienable to access or view any information other than your own.

Purpose of the Program

Georgia Regenténiversity(GRU), Environmental Health & Safety Division (EH&S) worked withOn

Site Systems Inc. to develop this software package to sehezatoas chemicalhanagement and
regulatory compliance tooRAt our chemical usigrequest, we includééeb based chemical inventory and
waste management system, warigelinked to a catalagpntaining regulatory and safety information for over
15,000chamicals. The chemical cata®gontinuously updatedth all of the physical, chemical, and
regulatory information we could use to assist us in managing and tracking the chemicals from the time tt
arrive on campus until they are consumed in prot¢emssported off site for disposal as a hazardous waste.
Our chemical useege able tapdate their chemical inventoriesjew critical chemical health, safety, and
disposal information, request a pickup of the hazardous waste they produce, arghtellite
Accumul ationé and oOoOHazardous WasteO container
using the Web application.

TheChemical Inventory Databaseés designed to collect, store, maintain, and manage an avalanche of data
for usem compilingnformation andeports for our chemical users, institutional decision makers, and federal,
state, and local regulators.

Technical Support

Environmental Health & Safety Division help is available by:
Phone:(70§ 7212663 Monday thru Frigy 8:0@mad 5:00 pm
Fax: (709 7219844

Email: CHEMSAFETY@gru.edu

Information Technology Services help is available by:
Phone:(706) 724000 Monday thru Friday 8:00 &5:00 pm
Fax: (706) 7247296
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 panstiptmanh
regulatory compliance efforts, and use the Chemical Inventory pofivwded by EH&Sor collecting and
maintaining chemicadventories and fdnazardous chemical waste managgemtispbsaland container
lakeling operations.

Access to the Program

Access to thEH&S Chemical Safety Assistant Web Application is prdyideeChemical Safety Office.
Alink to the programisprovidedn t he Envi ronment al k& Safety Offic&dk Saf
web page at:

http://www.georgiahealth.edu/services/ehs/chemsafe/

To access the program, go to the above page and Clkhemical Inventory Databaséin the
left column.

The following screen will appear.

€D [ v serpaean £+ 8 8 ¢ X | 5 tegn [ :
File Edt View Favontess Took Help Google v search-| [ - @] More®»  Signin W\ -

) PHMSA - Trining Requir &) PHMSA - Trining Requir.. 5] PHMSA - Trening Requir.. G Georgia EPD - Land Prote. Bpov B -0 e v Pagev Seetyw Took+ @

Environmen tal Health & Safety Assistant Login

This is your Chemical Safety Assistant login window:

1 Typeinyour designatddser Name
1 Hit Tab and type in your desiggatPassword.
1 Then click ofLOGIN ]. This will log you onto the system.

Please contaitte Chemical Safety Offitgou have not been assigned a User ID and initial Password.

Dolly Bridgs

Phone:(706) 722663 Monday thru Friday 8:30 &5:00 pm CST
Fax: (706) 72844

Email: dbridges@qru.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, yosestmeughssword to login
and set your password to something you can remember. Your password requirements for this program are
the same as with @RU software.

Password Requirements

1. Must be at least 8 characters in length,
2. Must contain at leastthaacter ($)and one capitldtter (V).
3. Must not be shared with anyone else.

How to Change Your Passaord

1. Atthe login window, Type in your designbiset Name
2. Tab to the next field and type in your desigRatssivord.

3. Click on[Change PassworH

4. In the next window Type in yoNew Password tab to the next field, type in tNew Password
again taConfirm, thenclickon OK.

5. When the login window-egppearsype in youNew Passwordand Click orfiLogin].

| 3 EHSA Login - Microsaft Internet Explorer, (=1(E3]
Fie Edit View Faverites Tooks  Help o
Qe - © - [¥ [B @ O searn Fxravies &) L= [ J® 3
Address ] hetp:i10.6,11, 107/EHSAWeb/EHSAWebTsap dIfEXEC0{Djmsear 1jz22waf 1627 I metmsatyc V| Go | Links ¥ @~
Google - | v| |G sesrch 0 PRk Gosqblacked M Check + TR Autolink ~ [ options

Environmental Health & Safety Assistant Login

Change Passward
—
New Password
Show Buid Date. Confirm New Password
&] Done
Cancel | OK l

windows Internet Explorer

New F ! } Password has been Changed.

Confirm New P III
T

The next screen to appear will bdie Main Menu.
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Basic Navigation

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

Basic Commands wil be: E i
1. [<Main Menu>] to go back to the Main Menu for ;w
program module selection. 3=
2. [<Back>] to go back to the previous window. &=
3. [<Log Off>] to exit the program
4. The above commands ardaltl and in Redat the

top of the window.

Other Commands will be:

1. Wordsin 0Blue6 font color sometimesnderlined

2. Anarrowat the right end of a fidlublicating pick
list

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

4. Menu bar, Show |

5. Question Mark[?] oricon o — "
to indicate a search enginéollowing the respective == hEe
field. -

Note: Do not use the Windows Internet Explorer Menu [i.e., File, A
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 e

next

11



MAIN MENU

The Main Menu all ows controlled access to MCGO

o|B] %

a‘ [ nttps://chemdb.georgiahe... © ~ @ B & X || @ chooseaP! | ‘

gle v 2§ search ~ | More » Signin % ~

i £)PHMSA - Training Requir... & PHMSA - Training Requir... & ] PHMSA - Trainin g Requir... i B ~ I @ v Pagev Safetyv Toosv @~

EH&S Assistant Log Off

PL: 0911: Bridges, Dee Training

& CHEM

#100% v

| = —— P

Access Choices from the Main Menu

1. Inventory d View, print,or update your Chemical Inventgmeview/print a Chemical Fact Sheet for
each hemical in your inventory, add Hazardous Waste Streams and print Satellite Accumulation
Container labels

2. Training 6 View your staff training records

3. Waste Pickupd Request a chemical waste pickup from the Chemical SafegnOfficeduce a label
for thewaste container.

4. Permit Worker Registrationd Request to have a worker added to your lab

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

6. Inventory SemtAnnual Review Statemeind Certifythat your chemical inventory has been updated
as required completed in January and July of every calendar year.

7. Reportsd Viewor printselectreports hat have been added at our us

To Exit the progrand Click on[Log Off]

Time -OutSystem

If you are not working in the program, you musfLog Off]. You may not leave the program running
continuously. This program has a tiroat system that will automatically shut down your connection when
the program remains inactive for extended pefitdso Allowing the Tim@ut function to activate may

cause problems with your computer. This feature is part of the security systems. It is in your best interest t
[Log Off] and close the program when it is not in use.

12



CHEMICAL INVENTORY

Inventory  Window

A From the main menu, under CHEM click on
Inventory. e

e

The InventoryLog screen will appeaiThe Web Browser
commands do not function within the Chemical Program. Ug
the [Main Menu] to go back to the Main Memhere you
have the program selection cbgi|<BACK] to go back to
the previous window, arjlog Off] to exit the Chemical
Program

5]

Inventory Viewing Options

1. View Current Inventory

7 Iltems Received/Ordered on (Date) e TRy

T — A o —— Lagom

All ltems S itane i S i S

Show chemicals where I =
Show Chemicals by Location =

Show Chenlietteal 6s by 1 e =
Show DHS Chemicals e e —— .
Show DEA Substances, s

=A =4 =4 -4 -4 -4

2. View Disposed Inventory e
A Items Received/Ordered on (Date) e mm— e -
A Show All Items =E=
A Chemicals by Description lea el -

3. View Archived Inventory
A Items Received/Ordered on (Date)
A Show All ltems
A Chemicals by Description leg

4. Show Satellite Accumulation
A Add Hazardous Waste Streams mirrc
A Print Satellite Accumulation container labels P )T W S Ty g FE ] (et

Click on the Radio Button to the ——— e il s
right of the item to select the view s

you would like to see. SEEE

Default is the Current Inventory. — e T
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Inventory Sorting Options

1. Items Received/Ordered ond displays
chemicals orded/received on a specific date,
provides a mechanism for stihg the
Month, Day and Yedrclick on the arrow to
the right of each field to select the month, day
and year.

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

a. Show me Chemicals whee- This ===
command is followed by two search R —— —

parameter selection fields and a blank field== & = wmam s s
Using this option, you may display a specif; o
chemical, or a group of chemicals that cont

or start with the parameter you entesr

example: In the first field you may select
ChemicabDescription, CAS#,In the next
field you may choo&tarts with, Contains,
or Equals and In the Blank field, you will
type your search parameter, Chemical
Description/Name or CAS # (include the
hyphens wén you type this id)then click
on the 0Showdé bar.

3. Show me chemicals by Locatiod displays
chemicals groeg by building and room
number.Provides mechanism for selegti

the room you wish to dispiaglick on the
arrow to the right of the seledtield, select
the building/room t

4, Show Chemicals by 1st Lettdy allows you p—e—
to view chemicgiin alphabetical letter groups e
0 a mechanism appears allowing you to select
the alphabetical letter or number the chenfeeie—

begins witt® Clickon the letter or number tq- a— .
display the list.

5. Show DHs themical$ will display all items| - _
in your inventory that are regulated by the|===5= = = e
DHS (Department of Homeland Security)
under the Appendix A listed chemicals

6. Show me DEA Substan@esill display allemicals/drugs regulated by the DEA (Drug
Enforcement Agency]

14



Rows per Page and Sort by Column

7. You may determine the number of rowper pageyou would like to display in the window

File Edt View Favorites Tools Help x Google v MPsearch~ - P F More» Signin X v
s B)PHMSA- T R &) prmsa - &) pramsa - & Georgia EPD - Land Prote... " a-e - 0 v Pagew Seletyw Took<w v
S All ftems

Show me Chemicals where
Show Chemicals by Location
Show Chemicals by 1st Letter
Show DHS Chemicals

Show DEA Substances

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

2 oS cusiens | cASe | DEASeedus Shemion Quarstion e Building Name 8=
— s |V et Vo ovnans cs
usos 67630 SOPROPYL ALCOMOL - |
usos er.sa uEmHANOL cs

M5 1asss SODUM BCARBONATE cs
184555 SODUM BCARBONATE 10172012 | CS-tiseral Satey Storage B3 s
R100% ~

1 Click on the arrow to the right of the Display nmber 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 specific Column

QU (2 https//chemdb.georgiahealth... O ~ @ 2 ¢ X || @ Chemical Inventory . G
File Edit View Favorites Tools Help - x 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 @~
© Allltems

2 Show me Chemicals where

~ Show Chemicals by Location

~ 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

Highlight ' Select ‘m ﬁ } 0835906 | 12345 144558 SODIUM BICARBONATE ‘ 03/06/2013 | CS-Material Safey Storage Bidg. ‘
ve - i 833473 144558 SODIUM BICARBONATE 10/17/2012 | CS-Material Safey Storage Bidg. ‘

832334 67-56-1 METHANOL 08/08/2012 | CS-Material Safey Storage Bidg. ‘

u . 833472 67-63-0 ISOPROPYL ALCOHOL. 10/17/2012 | CS-Material Safey Storage Bidg. ‘

Mﬂ 0835883 57-44-3 v BARBITAL FREE ACID CRYSTALLINE [DEA SCHEDULE IV ITEM] [ 03/13/2013 | CS-Material Safey Storage Bidg. ‘

Display 50~ rows per page

gl
hitps://chemdb.georgiahealth.edu/chemdb/EhsaWeblsapi.dIl/EXEC#

H100% v

Examples:

Click on Inventory # to sort by Inventory number,

Click on CAS#to sort by CAS number,

Click on_Chemical Descriptionto sort by chemical name

Click on_Lab to sort by room numbey

Click on Storage Location to sort by where the chemical is stored in the lab,
Click on Storage Requirements to sort by segregatiocodes

=4 =4 4 -4 8 -9
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Preview/Print Inventory Reports

Fromthe Inventory?WVindow you magreviewprint various formats of your chemiogkentoryprovided in
thereportdist. There are currently three formats for viewing your chemical inventory. Additional formats
maybe presented. Suggestions are welcomed.

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

2. Chemical Inventory by Pl and Storage Locatiod inventory items are orderediy storage location
in your lab.

3. Chemical Inventory by Pl and Building Lab Roond inventory items are grouped by building and
Room number.

4. Chemical Inventory by Storage Requiremengsinventory items are grouped by hazard segregation
requirements.

To Preview/Print an Inventory Report

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

2. Scrollup or dowrand click on the report nawighe report you widio run.
3. When the file download window appears, ClifRpen] to view the report.

4. When theeport is displayed, you may exectlRer i nt 0 oundetHaFvi eCoafdarl.

1 Chemical Inventory by PLpdf - Adobe Acrobat Pro. =&

Fie Edt View Window Hel - 51 Chemical Inventory by P1 Bulding Lab.pdf - Adobe Acrobat Pro [=]E el
= —— oG - [Fie E8 View Window Tl 3
y Croate > | [ LD B ) —= -
Ree LBB.SE &0 = - B PDEOGE 0OPLOE %
’ - | 617% [~ A& R -
[1]rn] Ix [ + =] ools | Commen t | Share nnE| =@ o~ B B T |

[Zoom in (Ctrt+ Pus)

Chemical Inventory by Pl and Building Lab/Room  Gesrga Regens Unvesty

i
i
L
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Preview/Print Chemical Fact Sheets

From the Inventory Window you may preview/print a Chemical Fact Sheet for each chemical in your
chemical inventory. The Chathi€act Sheet contains all information that has been entered in the
programds Chemical Catal og. The information p
chemical properties, health hazards, storage recommendations, hazardous west@ensmeati

protection recommendations, and other information.

The Chemical Fact Sheetasa Material Safety Data Sheet (MSDS). It is a summary of information from
resources uch as t he v e niheoNIGBH PoSkatiGeide jo Clzmidazards the WSt

DOT Emergency Response Guide, the EPA Code of Federal Regulations, and various other regulatory anc
technical information resourcéshard copy of the Safety Data Sheet for all hazardous chencialpusn

arestill maintained by the @ical Safety Office, and are available upon refluesct sheet is simply a

quick reference information resource provided to our chemical users through the Chemical Inventory
Database.

To Preview/Printa Chemical Fact Sheet:

1. Clickonthe Al s to tisplay all of the chemicals in your inventory.
2. Clickono Hi g h Itoimgrk thedChemical,
3. At the[--Reports-] field,Click on the arrowto the right of the field and scroll down to the report
0 C h e mCatalaglFact SheeHighlighted Chemical4to run the report.
4. When the OFi 1l e downl o@gen] wi ndow wi ll appear s
5. When the Chemical Fact Sheé€tleepPrinappenr sFi
Command.

Owrvcsl Desciion + S Wi = how |

..........

If you would like to contribute to the Chemical Informatiowided in the Chemical Catalog, send a
copy of the MSDS for the product to any member of the Chemical Safety Offita],liyes: (9844)
or by intracampus mail (Chemical Safety Oficé&1011).
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Preview/Print Chemical Inventory Audit Report

Thisreport contains all of the information provided to the Chemical Safety OHiteefgency Contact,
andRoomPlacardingYou should review this information for accuracy and forward any corrections to the

Chemical Safety Office.

Included on the repdsa list of all the chemicals in your inverdtigg with the quantity and amount in
storage. You may use this for reviewing and updating your chemical imtieatdagabasé\t minimum,
you musteview and update your inventory twice aysaiune 30th and by December 31st of every

calendar year.
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