SFS chemical safety, inc.
environmental - techaology - consulting

wwwi.chemicalsafety.com/support

GETTING STARTED WITH EMS

CREATING YOUR FACILITY HIERARCHY

Hello and welcome to the EMS Chemical Safety family. This document will give you key information on
how to get started and get the best benefit out of using the EMS software.

To get started please navigate to the chemical safety link and enter your user ID and password.
After your log in has been validated, EMS will immediately send you to the default Quick Start Menu.
The Quick Start (QS) Menu is a great tool that helps you to easily access and operate many key software

features with a single click. Before using the QS Menu, you have to get some of your information into
EMS as shown below.

If this is the first time you are accessing EMS, it is important to set up at least some of your facility or site
information so that your data is organized in a meaningful way.

Facility (Site)
MName

Building Name
or Number

Building Name
or Mumber

Room or Roomor

Location Location
Name MName

-
3 3 3
Ll mp % % %

Chemical Containers stored in different Locations:
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The chart you see here is very simple. You set up your facility hierarchy and you then add chemicals and
cross-reference them with SDS data.

So, in order for data to be properly organized in EMS, a hierarchy of your site or facility, the building or
buildings your facility has and all of its unique locations (rooms, floors, cabinets, chemical benches or
similar locations) must be created.

-The first step is creating or updating a facility record. When you first signed up, a record with your
company name was already created. You need to find it, update it, and save it. Here’s how:

- From the EMS main menu (on the left side of the screen), hover your mouse over the Facility Tab, and
then click the Facility button. Click on the search button.

# Chemical/(M)SD5 >
.i, Inventory ¥
| g r 5
# rTS »
FACILITY: witn
R [E2gme =]l =
! SYNOMYM: [Ezomewith [+ || ||
[ Documertts > ADDRESS: [Begnswin [ || |
23] Facility = CITY: [Begnewith |~ || |
|ﬁ —— v | STATE: [Bagmewin | < || ]
= Z1p; [BagnE with
(&) Parmils » |4 Location l el |
- EPAID: [Bagmewin v |
fey] Settings 2 | s STATE ID: [Bapmenin_ [o ]| |
1%] Log out Burit Builder PLANT NO.: [Begmewiin | w || ]
Task Mencgement OWNER: [Bagmewin | w || ]
= PARENT CO.: [Begnewitn [ | |
F Reports * PARENT CONTACT: [Bagine with |~ || ]
Tables ¥ LAST MAME: | E2gine with - P
)
( -
g

If this is the first time your EMS installation is being accessed, only one facility will be listed. Click on the

Chevron button to the right to open the detailed record of this facility.

Now click on the Edit button from the top right menu to launch the form to edit a facility record.
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ot [FEEFEFER
Facility: | SF2

| Pog=t | Pegez | Peges |

Synonym: |SFS Plant #: Country: Owirership Date:
Adiress: Inzctive: County/AR
Code:
City- Stat: Hame=:
Zigc Phane: F|I=:| |

Da not oopy Compatibility Rules:

Mailing Addr.: Chvner/Operaitor
City- Dun & BradStreet 2 -
Counby: Busine=ss Type :

Enter your company or Facility name, address and fill-in as much information as you have available.

Note that there are three pages; fill in the fields that you have information for and click Save on the tool
menu at the top of the screen.

EEEE RN EEEEFEEE

Save

-The next step is to create or Update building records.

From the EMS main menu (on the left side of the screen hover your mouse over the Facility Tab then
click the Building button. Click on the search button to select all building records in the database.

Building

BUILDING: [Beains with [~ || [~
NUMBER: |Begins with |~ ||
ADDRESS: [Begins with [~ ||

|
|
|
| #: Chemical/(M)sDS > | SYNONYM: [Begins with |+ | []
| @ Inventory > | FACILITY: [Begins with |~ || [
| g was= > | RESP.LAST: [Beginswith [+ [--]
| & rrs N | RESP.FIRST: [Begins with [+ || []
DEPARTMENT: |Beains with [+ || [--]
| ‘B adhoc Reports | e
[Qowomes 7]
] Facility »
| ﬂ Emplayes ¥
[ o . I |
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If this is the first time your EMS installation is being accessed only one building will be listed. Click on the
Chevron button to the right to open the detailed record of this building.

Now click on the Edit from the top right menu to launch the form to edit the building record.

=|[EIE]E
I T3

Change the building name to a name or number (you can use the building address as building name if no
other name exists) and fill-in as much information as you have available.

N EEEEFEEE
rl—:
| | _i.l

Click Save on the tool menu at the top of the screen.

Add additional buildings for your facility if there are any. To add records, click the add button.
==
(Add f

Your facility should already be listed in the facility record, but if it is not, select it by clicking on the box

next to the facility name and the click the I

Facility: [SFS @

Enter the new building name to a name or number (you can use the building address as building name if

to select it.

no other name exists) and fill-in as much information as you have available.

IW¢*WHﬂDJJﬂQ@§$
N

=

| | Save i

The next step is to create or update locations within buildings.
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From the EMS main menu (on the left side of the screen), hover your mouse over the Facility Tab then
click the Location button. Click on the search button to select all location records in the database.

S |

LOCATION ID: Begins with [ w || |

AREA: |Begins with [+ |

BUILDING: Beains with | w || []

| @ Chemical/(M)sDS > | DEPARTMENT: [Begins with | v || []

| @ tnventory > | FACILITY: [Begins with | || [

‘ F waste R ‘ FLOOR: Begins with [ ]| |

LOC./DESC.: Begins with [ v]| [-]

‘ 8 RTS ’ ‘ ROOM: [Begins with [ || |

T AdhocReports | CTRL AREA: [Begins witr [V ]| |

‘ Documents > ‘ COST CENTER: [Begins with |~ |

) Facility » | £ Facility PANSTOE Bogin wih 8| |

‘ﬁ Employes » | Ex) Building F
‘@ Permits » €0k Location

(I —

If this is the first time your EMS installation is being accessed, only one location will be listed.

Click on the Chevron button to the right to open the detailed record of this location, then click on the
Edit button from the top right menu to launch the form to edit the location record.
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Edit |

Facility: SFS

Dep=iment: Control Area
Building: |[BUILDING SFS .

Floor: Approved Storage Cabinat:
Room: Fire Sprinklers:
Location ID: | 20871 Inactive: Type:
Location/Desc: LOCATION 5F5
ArsafGrid:
Distance to Public Receptor: Do not copy Compatibility Rules:
RUA Location: CERS EPCRA Confidential: Cost Center:
Surplus/Storage Area: Reception: Mail Stop:
Holding Area: Restrict Access:

|J Employees | Regulations

Change the location description field to the name of your choice and fill-in as much information as you
have available. Note that the light red fields, Building and Location Description, are required fields and
the new location must be associated with an existing building. EMS will auto-generate a location ID
number for the new location.

The building lookup can be launched by using the auto fill feature or by clicking on the ... icon to the
right of the Building field. Fill in the remaining fields that you have data for and click Save on the tool
menu at the top of the screen.

EEEE RN EEEEFFEE

Save

Make sure to add additional locations for your facility if there are any.

Click on the Add button as shown earlier, enter all known information and click the save button.

el=]E [ | [ e |
[EL=[E] i

Save

A i

Creating or Updating Employee Records — The last step before EMS is set up and ready for you to
manage your chemicals!

From the EMS main menu (on the left side of the screen) hover your mouse over the Employee Tab then
click the Employee button. Click on the search button to select all employee records in the database.
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Employee

S |
LAST NAME: [Begins with [+ ||

FIRST NAME: [Begins with  [v ||

FACILITY: [Begins with  [v ||

DEPARTMENT: |Begins with [ ||

| & Chemical/(M)SD5 » |

| @ tnventory ¢ | BUILDING: [Begins with [~ ||
| B waste ? | ROOM: [Begins with [~ ]|
| & rTs 5 | EMPLOYEE ID: [Begins with | v || -

TITLE: [Begins with  [w ||
COST CENTER: [Begins with [+ ||

| *E} Adhoc Reports

| ) pocuments b | CONTACT SCHED. DATE: [Equals I~ I
i3] Facility > CONTACT CLOSED. DATE: |Equals [~ I

[-]
|
|
ﬁ Employes » 48 Employes
| & Permits > | [H Oass

If this is the first time your EMS installation is being accessed only one employee will be listed.

Click on the Chevron to the right to open the detailed record of this employee, and then click on the Edit
button from the top right menu to launch the form to edit the employee record. EMS will auto generate
an employee number. Fill in the employee’s name and link the employee to an existing location. The
employee’s location can be filled in by using the auto fill feature or by clicking on the ellipses icon to the
right of the Empl./Loc. field. Fill in all of the remaining information that you have available and click
Save on the tool menu at the top of the screen.

N = =

| ]
Last Name: DIAMANTIDIS First Name: TONY Middle Iniﬁd\&}/
["Main | Medical Information | Personal Information | Training
Empl.fLoc.: LOCATION SFS Building:| BUILDING SFS
Facility: 5F5 Floor: Room:
Department: Employes Badge: CHRFID:
Responsibility: Employee Number:| 2014555106
Approval Department: Approval Level:
Title:
Occupation: Inactive:
PI/Supervisor:
Cost Center:
‘Work Phone: Employment Status: m

Fill in all of the remaining information that you have available and click Save on the tool menu at the top
of the screen.
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|I2]

Save

1

Add additional employees as needed. This is something you can do at any time.

Click on the Add button as shown earlier, enter all known information and click the save button.

|LQIEJEJ

Add

el=l|l=[FE R

]

Sawve

Congratulations! You have now created your site’s hierarchy and are ready to add chemicals, add and
cross-reference SDS data, and search for, view and create reports on data you have entered.

ENTERING CHEMICALS IN YOUR INVENTORY

x @ Convert ~ [ Select

%
@ &

g
& Chemical/M)SDS
@ Inventory > [ (@ Chemical Inventory
¥ wase * |y Contziner
& RTS » @ Product Invantory
1 Adhoc Reports B Purchase Order
™ pocumants » | B Purchase Iems
<3 Facility 3 | & Pharmacy Chemical Request and Distribution
ﬁ Employes » View Contziner Handheld Log
@ P , Inventory Rules
l; Tz e Compatibility Rulzs
& user Forms B Tables
I Log out

BARCODE: [Begins witn [~ ]|

MATERIAL NAME: [Bsgins with | v ||

MANUFACT: [Begins with |||

SUPPLIER: [Beginswith [ ~]|

CAS: [Beginswith | v ]|

FACILITY: [Begins with [~ ]|

BUILDING: [Begins witn [ ]|

anlamajall

LOC/DESC.: [Begins witn [ w] |

ROOM: [Beginswith [ ~]|

QTY. ON HAND: Iz notblznk [~

DEPARTMENT: [Begins with [~ ]|

LAST NAME: [Beginzs with |~ |

FIRST MAME: [Segins witn |~ |

SYNONYM: [Beginz witr | ~]

SURPLUS:

Haz. Class: [Seginswith [~ |

R Phrases: [Begins with [ w]|

5 Phrases: |Begin5 with Il”

Record Date: [Equals ||

U oom:

Search
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From the EMS main menu (on the left side of the screen), hover your mouse over the Inventory Tab,
and then click the Container button. Click on the Add button on the top right of the page.

| Contminer | UDF
 Location
Loc./Desc.: [DEFAULT LOCATION | ... |Buikding: [ENERGY RESEARCH CENTER |
Facility: [AMERICAN CHEMICALS | Floor:| | Room:
Department: Control Areat |:|
- PRODUCT
Matzrial Name: | ]..]
Manufacturer: | |..] Suppliar:| [..]
Prod. Ref./Cham. Ref: CAS:
Phys. Seate: Pure/Mix/Dilution:
Part Number: | | -]
Post Date: Container Type: :El Bzrcode:
Moof Cc-nt.: F'rﬁsure:lzm P.0. Number: |:I
Surphus: Dl:l Temperatre: :El BOL:
Employes Mame: JOHN Specify Other Storage: | |
Employee ID: 2014554728 Process: | |..]
Rizquest Employes ID: Days on Site: |:|
Location Request: Rerord Date:
Request Date: Expiration Date:
Waste:[] Container Status:
Container Quantity: | |returmead: [
Cont. Unit: [GALLONS | »| LOT: | |..]
Container Siza: | |

The container screen includes several key elements:

1. Where the chemical is located. EMS has already populated the chemical location from the
employee location information. If the location of the chemical is not the same, erase the

_ , Loc.[Desc. | ]
Loc./Desc. Field and click on the button. Select

the desired location from the list and click on the

B T e e e T
e e omesTRY o aenowresRor |1 weow oo
i b ] ACH o)

FUCUTCTDY DECCAD U | 7177 AMICDTEAK CUCUTEAL ©
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" Containar |

r Location
Loc.(Desc.: I_' ||_| ldlng |ENERGY RESEARCH CENTER |
Facility AMERICAN CHEMICALS | Roomiinn |
Department: | [ ®
- PRODUCT

Material Name:

39 records
s T R R
Prod. Ref,/Chem, Ref: CHEMISTRY RESEARCH | CHEMISTRY CENTER CHEMICAL RESEARCH AMERICAN CHEMICAL®

Phys. State CHEMISTRY RESEARCH| 233 233 451 AMERICAN CHEMICALS
DEFAULT LOCATION | ENERGY RESEARCH CEN 5 100 AMERICAN CHEMICALS | -
Post Dite: DREW TEST LOCATIGN 1 L :’
No.of Cont. {1 ENGINEERING RESEAR( ENGINEERING RESEARC 4 AMERICAN CHEMICALS | -
Ll
S GREEN LABS GREEN CHEMISTRY CEN 2 AMERICAN CHEMICALS | -
Employee Namei{SMITI
Ermployee 10120545, | | HOLDMNG AREA IT CENTER 3 AMERICAN CHEMICALS | -
T IT CENTER IT CENTER 3 AMERICAN CHEMICALS | -

2. The material or Chemical name. You can select the name from the popup table or type-in a new

one.
|| cortarer || wuee
Location
Loc (Desc < [DEFRURT LOCATION I ... | suboing: [EnERGr AESEARDH ENTER.
Eaciy: [BHERICAN CHEMOCAS | Foor| | Foam: [100 |
Depertment: ool |
: FRODUCT
Materzi Name: [acE 1 !_. .
hmnm.m:|—| s x|
Prod. Rl iChem. R=f:
Prsm=[ Tv]
s e T e N
memime  memi m——m——E
e ADEMAPHTHERE HUPHA AEEAS 3 ) EI31R BACEATHTHILERE aLI0088 B
S-I'Iilll:“: ADEHAPHTHOGIINONE APHA AEEAR 5 ) E-ERD 1,2-ACENAPHTHYLERECUCHE | E0LSD mLaIDOLT [ > |
I | ACEHAPHTHODILINDTE Sgmodidnh | EmER 1,2-ACEMAPHTHYLERETIOHE B
e ADEHAPHTHOGIITNOTE =T -] 1,2-ACENAPHTHYLEREICHE > |
o = ACEMAPHTHYLENE Sgmodidnh | E31R BCEATHTHILERE ~aud | » |
et ADEHAPHTHYLENE HLPHA ARSAR, & 3 IDE-EED BCETAFHTHYLERE uuID ALImOLE | = |
T~ ADEmATE Sgmoidich | E901S-1 | ACETYLPHOSPHMORAMIDOTHY B
wese-[] azETaL TET Buropc: 10377 ETHARE, 1,1TOSTHONY- | LIQUID L=
ADETALDEWYDE Sgmcdidnh | TROTO ACETALDEHYDE Licpit] =
Cont. Unit | GALLONE. ADETALDEWYDR AMWORIA Sgrcmidnd TEIEE ACETALDESYDE ANMOMIA T
Continer Soa- AETALDEYDE MR mgra-didnd wmrass ACETALDEHYDE SHIME Ligad ?
ADETALCENNDE COTME TCT Burope 107155 BCETALDEHYTE, CHNIME Liegsdd [~ |
ACETANEDE Sgmo-aldndh =Rl FORMOTHION Ligud T
ADETANDOR TCT Burope b= v SORMOTHION Ly ?
ACETIC ACID, [GLACIAL] Sgmealdndh B 1ET ACETIC AT LU T
ADSTIC ACID, [GLACTAL] Il Ae=tyla Compa 81T ACETIC amD L ™
ACETIC ACID, (B BRANDHED ALSYL ESTERS szt FAIETEl | ACETIC AT, DE-SERANCHE LIQUID E :I
ACETIC ACID, CRHCE ESANCHED ALSYL BSTERS rrpeniel oil SOAIETR-D | ACETIC ADSD, DE-E-SRARCHE LIQUID
[pme [o] [Eegr et [ =

3. Allfields in light red are required fields and must be entered before the record can be saved.

They are:

- Physical State. Select value from the dropdown.

- Number of Containers. The system defaults this to 1, but you can change it to the number of
identical containers for this material that you want to enter. If you enter more than 1, EMS
will automatically create separate containers and assign the next available barcode number
value to the record.

- Container Quantity. Enter the container size.

- Container Unit (of measure). Use the dropdown and select the applicable unit.
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Contzinar UDF
~ Location
Loc./Desc.: [DEFAULT LOCATION | ... |Building:[ENERGY RESEARCH CENTER. |
Faxility: [AMERICAN CHEMICALS | Floor:| | Room:
Department: Control Ares |:|
~PRODUCT
Matzriz| Name: [ACETONE [..]
Manufacturer: [3M |..] Supplier: | [...]
Prod. Ref./Chem. Ref CAS:
Phys. State:| [w] Pure/Miy/Dilution:
Part Number: | [.]
Poatfiate, Container T','pe: Earcode: -
O w— prssurs[ L[] 0. WM
<l | Temperature; BOL:
Employss Name: JOHN Specify Other Storage: | |
Employee ID:| 2014554728 Process: | [..]
Request Employee ID: Diays on Site: |:|
Location Reguest: Record Date:
Request Date: Expiration Date:
‘Hmﬂ——_-"-‘ Container Status:
ntainer Quantity: | 4| retipad: [ ]
Cont. Unit: [LITERS LoT: | |..]

Contziner Size:|

Once this information has been entered, click he save button to save the record. If any of the required
information is missing, the system will alert you to correct the information before the record can be

saved.

=218 E=]E | B
.’\ }

] =N

Repeat the process for additional chemicals until your entire inventory has been entered. EMS has
many advanced features that help you update your inventories. Those are covered in other
documentation.

VIEWING PRODUCT RECORDS AND SAFETY DATA SHEETS

EMS comes loaded with many useful product and SDS records, and a lot more when you become a
subscriber.

To access SDS and hazard information:

From the EMS main menu (on the left side of the screen), hover your mouse over the Chemical/(M)SDS
Tab, and then click the MSDS/SDS button.
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e ——
#: Chemical/(M)505 »@. M5DS/{505 )
I
& Inventary ¥ chemical Reterence
¥ waste
ﬂ p— s Mew Chermical Request
T adhoc Reparts s
a Documents Storage Plan
=2 Facility 505 Authoring
»
Doz e g
# Permits
=
g Sattings = Tables
E User Forms
4 Log out

MAME:
PRODUCT-CAS-SYNONYMS:
GREEN ALTERMN. FOR:
MANUFACTURER:
SUPPLIER:

PART NUMBER:
MSDS/SDS #:
REVISIOMN DATE:
ENTRY DATE:
SYNOMNYMS:

CAS:

REGULATIOM:
LOCATIOMN:
FACILITY:

COMP REGUL.:
COMP-CHEM. NAME:
DEPARTMEMNT:
COMP-CAS:
HAZCLASS:

H Phrases:

P Phrases:

Begins with

Contains

Begins with

Beagins with

Begins with

Begins with

Begins with

Equals

Equals

Begins with

Begins with

Beagins with

Begins with

Begins with

Begins with

Beagins with

Begins with

Begins with

Begins with

Beagins with

Begins with

LI R B R R R B R RN R R RIAE B R R RIAE R R B I ]

To search for a specific product enter any desired search criteria and the click the search button.

Notice that most field searches are set up with the “Begins with” option. As you type-in information,

EMS has a type-ahead option that allows you to select a search field without having to type the entire

entry. You can also select search criteria by clicking the L] button when available.

Product /MSDS[SDS

ACETONE CYANOHYDRIN
ACETONE- DE

3 records
e, [wosiese | ronsouowr | omowte | 08|
R N T T - |

View/Print SDS and GHS Labels u

View M5DS detailed data elements

If there is data that matches your search criteria, a list view or summary of the (M)SDS records will

display.

Click on the L™= putton.
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13 Details of the suppier of the safety data shest

Company : Sigma-Addeh Chomia GmbH
Rudatrasse 2
089555 STENHEIM
Talasons i 498988131480
Fax i +49739.07.2319
E-mad aodreas :
14 Emergency tebephons number
Emargancy Prane : wa79.97.203
SECTION 2 Hazards entication

21 Classification of the substance o mixture.
Classteation sccording to No 127212008
Pimati bt (Catagery Sy Pazs !

[ English v ]| View MSDS/SDS
[ Engiish v s e v [ wiew Label [ Hazard / PPE Data:
View Shipping Info
HTTP MSDS/S05 Reference: [e]
Archived MSDS/ SDS files
Selact File
Eris en2008655_1.pdf 4/1/2014 9:10:00 PM
2n2008655_1.pdf 4/1/2014 9:09:24 PM
1 | »
SIGMA-ALDRICH somsane e
e DANGER
vk Ty
(GENERIC ELINSOS - NO COUNTRY SPECIFXC GATA - 40 OEL DATA
11 Product s
Product rame. : Acetone
Produt e esosor
Brand : Sigma-Addch
: Baaard Snatatts :
i i S e e B 3 serines v loriiation
case. £ Higaly Mammable 1Sy asd vapar

ey cadds Or esiiias Bf dlaalness

Pracirt|omry Stababakts:

asah i bl g i Tt

[ PSap— —— arfae = R m—ing

Eye irtaticn (Catagory 2), H3
H3%6
"
Click on the | = button
i LT S asiom Fes |
Priad Py ACET ONE
MG AL H PeE £ H0H
I et Chila UM P U™ M Rl b el . Chita Ermansada |
Sagmlir SN AALLILCH Coiuhanud Lishlrel, Az
Priath L Pyl Pl L2 PYRCIARCINE
Las #alad-L riahal Topss
irveaat Chilar a4 ey Sl L L kel &
Sy Chis EE ] s s U L Exparaaat [z
Ol Flsatirvn] FAETHE] Srsmpaxy # T gt Ungerse JUSSP. S¥5 OGS EYES SO0 S5
S Shimags Ml Eiry M £YE NG
Slmaang Merss Frwrsakels Anca A0 CONT B T MO G
Akl g Dz
Sy i
HFPAHHLS
il |1 Fearwnatde |4 hayop
Ol ¥ [P R RAS ) [}
L = S L T ANT &
EE I L ARdTa o
vl By | P (G WSS L
TLER LL Hagard Codax
|—‘L'.l.l')uw\.'" Fen e ¥ Przcare ¥ el Clrae ¥ s e ¥
2 Parwcn
Lol Py Pl Pl Tiks
Virh Piaans 29 hr Pl Moddet o &

1 Funpanaraapray
IF I8 IS Biaes castesaly sith water for several sisnse Bemove conlesl bamsed, |f predsat ad
ST S —

Display SDS

Display GHS and other
hazard labels
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Several Pages of information are available about this Safety Data Sheet. Click on each tab to view the
information.

If you want to update the information, click the Edit button, make all desired changes and click the Save
button.

: 2 || [ ] (E2]|E
=i ~
[Edit ] —
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