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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 weõve assumed you understand how to use 
them.  Please refer to your Windows documentation for basic Windows training, or select Windows Tutorial from Program 
Managerõs 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 userõs 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 
Accumulationó and òHazardous Wasteó 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 ð 5:00 pm  
Fax: (706) 721-9844 
Email:  CHEMSAFETY@gru.edu 
 
 
Information Technology Services help is available by: 

Phone: (706) 721-4000  Monday thru Friday 8:00 am ð 5:00 pm 
Fax: (706) 721-7296 
Email:  ITService@gru.edu 

! 

mailto:CHEMSAFETY@gru.edu
mailto:ITService@gru.edu
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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 Divisionõs 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:  òChemical Inventory Databaseó in the 
left column.  

 The following screen will appear. 

 

This is your Chemical Safety Assistant login window: 

¶ Type in your designated User Name.   

¶ Hit Tab and type in your designated Password.   

¶ 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 ð 5:00 pm CST 
Fax: (706) 721-9844 

Email: dbridges@gru.edu 

 

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

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

 

 

 

 

 

 

 

 

 

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

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

Basic Commands will be:  

 
1. [< Main Menu>] to go back to the Main Menu for 

program module selection. 

2. [<Back>] to go back to the previous window. 

3.  [<Log Off>] to exit the program  

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

Other Commands will be:  

 
1. Words in òBlueó font color, sometimes underlined 

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

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

4. Menu bar,   

                      
5. Question Mark [?]  or icon      

to indicate a search engine following the respective 
field.  

 
 
 Note:  Do not use the Windows Internet Explorer Menu [i.e., File, 
Edit, View, Favorites, Tools, Help, etc.] 
 
The web browser menu bar does not function once you 
have opened the program.   
 
You will use the commands in the blue menu bar that is at 
the top of each window to navigate from one screen to the 
next 
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MAIN MENU  

 
The Main Menu allows controlled access to MCGõs Chemical Safety Assistant Web Applications.   
 

 

Access Choices from the Main Menu  

 
1. Inventory ð View, print, or update your Chemical Inventory, preview/print a Chemical Fact Sheet for 

each chemical in your inventory, add Hazardous Waste Streams and print Satellite Accumulation 
Container labels 

2. Training ð View your staff training records 
3. Waste Pickup ð Request a chemical waste pickup from the Chemical Safety Office and produce a label 

for the waste container. 
4. Permit Worker Registration ð Request to have a worker added to your lab 
5. Order from Chemical Stockroom ð View list of Chemicals in Exchange Stockroom and request 

delivery for any item listed. 
6. Inventory Semi-Annual Review Statement ð Certify that your chemical inventory has been updated 

as required ð completed in January and July of every calendar year. 
7. Reports ð View or print select reports that have been added at our userõs request 
 
To Exit the program ð Click on [Log Off]  

 

Time -Out System  

 
If you are not working in the program, you must [Log Off].  You may not leave the program running 
continuously.   This program has a time-out system that will automatically shut down your connection when 
the program remains inactive for extended periods of time.  Allowing the Time-Out function to activate may 
cause problems with your computer.  This feature is part of the security systems.  It is in your best interest to 
[Log Off] and close the program when it is not in use. 
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CHEMICAL INVENTORY  

Inventory  Window  

 

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

The Inventory Log screen will appear.  The Web Browser 

commands do not function within the Chemical Program. Use 

the [Main Menu] to go back to the Main Menu where you 

have the program selection choices, [<BACK] to go back to 

the previous window, and [Log Off] to exit the Chemical 

Program. 

Inventory Viewing Options  

 
1. View Current Inventory 
¶ Items Received/Ordered on (Date) 
¶ All Items 
¶ Show chemicals where 
¶ Show Chemicals by Location 
¶ Show Chemicalõs by 1st Letter 
¶ Show DHS Chemicals 
¶ Show DEA Substances, 
 

2. View Disposed Inventory 

Á Items Received/Ordered on (Date) 

Á Show All Items 

Á Chemicals by Description look-up 
 

3. View Archived Inventory 

Á Items Received/Ordered on (Date) 

Á Show All Items 

Á Chemicals by Description look-up 
 

4. Show Satellite Accumulation 

Á Add Hazardous Waste Streams 

Á Print Satellite Accumulation container labels 
 
 
 
 
 

Click on the Radio Button to the 
right of the item to select the view 
you would like to see. 
 
Default is the Current Inventory. 
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Inventory Sorting Options   

 
1. Items Received/Ordered on ð displays 

chemicals ordered/received on a specific date, 
provides a mechanism for selecting the 
Month, Day and Year ð click on the arrow to 
the right of each field to select the month, day 
and year. 

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

a. Show me Chemicals whereó - 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) ð then click 
on the òShowó bar. 

 

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

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

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

6. Show me DEA  Substances ð 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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

¶ 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Examples: 

¶ Click on Inventory #  to sort by Inventory number, 

¶ Click on CAS# to sort by CAS number, 

¶ Click on Chemical Description to sort by chemical name, 

¶ Click on Lab to sort by room number, 

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

¶ Click on Storage Requirements to sort by segregation codes 
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Preview/Print Inventory  Reports  

From the Inventory Window you may preview/print various 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 ð inventory items are ordered by Inventory #.  
  
2. Chemical Inventory by PI and Storage Location ð inventory items are ordered by the storage location 

in your lab. 
 
3. Chemical Inventory by PI and Building Lab Room ð inventory items are grouped by building and 

Room number. 
 

4. Chemical Inventory by Storage Requirements ð 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 òPrintó or òSave Asó under the òFileó Command. 
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 Preview/Print Chemical Fact Sheets  

From the Inventory Window you may preview/print a Chemical Fact Sheet for each chemical in your 
chemical inventory.    The Chemical Fact Sheet contains all information that has been entered in the 
programõs 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).  It is a summary of information from 
resources such as the vendorõs Safety Data Sheet, the NIOSH Pocket Guide to Chemical Hazards, the US 
DOT Emergency Response Guide, the EPA Code of Federal Regulations, and various 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:: 

 
1. Click on the òAll Itemsó to display all of the chemicals in your inventory. 
2. Click on òHighlightó to mark the Chemical,  
3. At the [--Reports--] field, Click on the arrow to the right of the field and scroll down to the report 
òChemical Catalog Fact Sheet Highlighted Chemicaló to run the report.   

4. When the  òFile downloadó window will appears, Click on [Open]  
5. When the Chemical Fact Sheet report appears, you may execute the òFile> Printó or òFile>Saveó 

Command. 
 

 

 

 

 

 

 

 

 

 

 

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 ð 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.  

 
 
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 ð by June 30th and by December 31st of every 
calendar year. 


