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MSDSpro ™ SOFTWARE LI CENSE AGREEMENT AND DI SCLAI MER

PLEASE READ THI S LICENSE CAREFULLY BEFORE USING THE SOFTWARE OR DATA CONTAINED ON THE CD AND/ OR
DI SK. BY USING THE SOFTWARE OR DATA, YOU AGREE TO BECOVE BOUND BY THE TERMS OF THI'S AGREEMENT, WHI CH
| NCLUDES THE SOFTWARE LI CENSE AND WARRANTY DI SCLAI MER (collectively referred to herein as the
“Agreement”).

THI'S AGREEMENT CONSTI TUTES THE COWMPLETE AGREEMENT BETWEEN YOU AND MSDSPRO, LLC. |IF YOU DO NOT AGREE
TO THE TERMS OF THIS AGREEMENT, DO NOT USE THE SOFTWARE AND PROWPTLY RETURN THE PACKAGE FOR A FULL
REFUND.

1. Owmnership of Software and Data. The enclosed manual and conputer prograns (“Software”) were
devel oped and are copyrighted by MSDSpro, LLC. (“MSDSPRO') and are licensed, not sold, to you by
MBDSPRO for use under the following terns, and MSDSPRO reserves any rights not expressly granted to
you. You own the disk(s) and CD(s) on which any software is recorded, but MSDSPRO retains ownership
of all copies of the Software itself. Neither the manual nor the Software may be copied in whole or
in part except as explicitly stated bel ow

2. License. MSDSPRO, as Licensor, grants to you, the LICENSEE, a non-exclusive, non-transferable
right to use this Software and Data subject to the terns of the license as follows: a. You may nake
backup copies of the Software for your use provided they bear the MSDSPRO copyright notice. b. You
may only use the denp version for a period of 60 days from the date of installation.

3. Restrictions. You may not use nore than one copy of the Software or Data at a tine. You may not
distribute copies of the Software to others or electronically transfer the Software from one
conputer to another over a network. You may not distribute copies of the Software or Data as part
of a commercial data base. The Software contains trade secrets and to protect them you may not
deconpil e, reverse engineer, disassenble, or otherwi se reduce the Software or Data to a hunan
perceivable form YOU MAY NOT MODI FY, ADAPT, TRANSLATE, RENT, LEASE, LOAN OR RESELL THE SOFTWARE,
DATA, OR ANY PART THERECF.

4, Termnation. This license is effective until termnated. This license will termnate inmediately
wi thout notice from MSDSPRO if you fail to conply with any of its provisions. Upon termnation you
nmust destroy the Software and Data and all copies thereof, and you may terminate this license at any
time by doing so.

5. Update Policy. MSDSPRO nmay create, from time to tine, updated versions of the Software or Data.
At its option, MSDSPRO will neke such updates available to the Licensee.

6. Warranty Disclainmer. THE SOFTWARE AND DATA |S PROVIDED “AS |S" WTHOUT WARRANTY OF ANY KIND,
El THER EXPRESS OR |MPLIED , |INCLUDING BUT NOT LIMTED TO THE |MPLIED WARRANTI ES OF MERCHANTABI LI TY
AND FI TNESS FOR A PARTI CULAR PURPCSE. MSDSPRO DOES NOT WARRANT, GUARANTEE, OR MAKE ANY REPRESENTATI ONS
REGARDING THE USE, OR THE RESULTS OF THE USE, OF THE SOFTWARE, DATA, OR WRITTEN MATERI ALS IN THE
TERVMS OF CORRECTNESS, ACCURACY, RELIABILITY, CURRENTNESS OR OTHERW SE. THE SOFTWARE OR DATA IS NOT
| NTENDED FOR USE I N ANY CASE WHERE THE FAI LURE OR | NACCURACY OF SOFTWARE OR DATA COULD LEAD TO DEATH,
PERSONAL | NJURY, OR SEVERE PHYSI CAL, EMOTI ONAL OR ENVI RONMVENTAL DAMAGE. THE ENTIRE RISK AS TO THE
RESULTS AND PERFORMANCE OF THE SOFTWARE |S ASSUMED BY YOU. |F THE SOFTWARE, DATA, OR WRITTEN
MATERI ALS ARE DEFECTIVE YOQU, AND NOT MSDSPRO OR | TGS DEALERS, DI STRIBUTORS, AGENTS, OR EMPLOYEES,
ASSUVME THE ENTIRE COST OF ALL NECESSARY SERVICING REPAIR OR CORRECTION. However, MSDSPRO warrants
to the original Licensee that the disk(s) or CD(s) on which the Software and Data is recorded is free
from defects in materials and worknanship under normal use and service for a period of thirty (30)
days from the date of delivery as evidenced by a copy of the receipt. THS IS THE ONLY WARRANT OF
ANY KIND, EITHER EXPRESS OR | MPLIED, THAT IS MADE BY MSDSPRO ON THI' S SOFTWARE PRODUCT. NO ORAL OR
WRI TTEN | NFORMATION OR ADVICE G VEN BY MSDSPRO, | TGOS DEALERS, DI STRIBUTORS, AGENTS, OR EMPLOYEES
SHALL CREATE A WARRANTY OR IN ANY WAY | NCREASE THE SCOPE OF THI'S WARRANTY, AND YOU MAY NOT RELY ON
SUCH | NFORMATION OR ADVICE. THI'S WARRANTY G VES YOU SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHER
RI GHTS, WHI CH VARY FROM STATE TO STATE.

7. Governing Law. This agreenent shall be governed by the laws of the State of Al aska.
MSDSpro is a tradenark of MSDSpro, LLC. Apple is a registered trademark of Apple Conputer, Inc.

Maci ntosh is a registered trademark of Apple Conmputer, Inc. 4th Dinension and 4D are trademarks of
ACl SA and ACI US, Inc. W ndows 98, 2000, XP, and NT 4.0 are trademarks of M crosoft.
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Section 1: Installation and Configuration

Installation and Configuration

System Requirements

MSDSpro is designed to function properly on many different computer hardware and operating system
configurations. Here are the minimum requirements:

MSDSpro CD Viewer, Web CD, Classic or Plusweb:

Windows 98/Windows NT 4.0/Windows 2000/Windows XP
Pentium 233 mHz

48MB RAM

Hard Drive with 100MB free (+Datafile size)

CD ROM

Windows MSDSpro Enterprise Client:

Windows 98/Windows NT 4.0/Windows 2000/Windows XP
Pentium 233 MHz

48MB RAM

Hard Drive with 10MB free

MSDSpro Enterprise Server:

Windows NT 4.0/Windows 2000/Windows XP Professional
Pentium 400 mHz

128MB RAM

Hard Drive with 100MB free (+Datafile size)

CD ROM
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Section 1: Installation and Configuration

Installation of MSDSpro 4D Server

In an MSDSpro Enterprise installation, MSDSpro 4D Server must be installed before MSDSpro Client
workstations will be able to access the MSDSpro Enterprise system. After installing MSDSpro 4D
Server, MSDSpro 4D Clients should be installed on workstations that will need to access the MSDSpro

Enterprise system.

Be sure that you have at least the minimum amount of required hard drive space to install MSDSpro

(see System Requirements.)

To install MSDSpro 4D Server, follow these steps:

1. Insertthe MSDSpro Installer CD into your CD-ROM drive.

2. Open the Install/Enterprise Server folder on the CD, as shown below in Explorer.

[EN Exploring - Enterprise Server
J File Edit Miew Go Favoites Tools  Help |
. i 4 2 = | X E
Back Fariard Up Cut Copy Pazte Undo Delete  Properties Wie
JAddress I[:I E:Mnstal\E nterprize Server j
&1l Folders x | [ Name [ sie
:\d Deskiop ~ _INST32I.E><_ 313KE
=) My Computer | |E_IsDELEXE BKE
é‘ 3% Floppy [4:] _SETUP.1 32.548KE
H-= [C] _SETUP.DLL EKB
--Q SYSTEM_S&VE (D) =] _SETUP.LIE 193KE
£ MSDSpro350 (E:) O KB
~{_1 Docurmnertation (S L1143
* -] Extras E] - 1KE
S st B SETUPINS BaKE
R E— SETUP.ISS KB
- [#] SETUP.PKG BKE
; {:I MSDSproData
-] Update -| 4] | |
|1 object(s] selected |44.2KB |_§‘ My Computer A

3. Double-click Setup.exe to begin the installation of MSDSpro 4D Server.

The default installation location is C:\Program Files\MSDSpro Server.

4. Complete the installation.
5. Launch MSDSpro 4D Server.

See Launching MSDSpro 4D Server in this section.
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Installation of MSDSpro 4D Client

In an MSDSpro Enterprise installation, MSDSpro 4D Clients must be installed on computer worksta-

tions that need access to MSDSpro Enterprise after installing the MSDSpro 4D Server.

Be sure that you have at least the minimum amount of required hard drive space to install MSDSpro

(see System Requirements.)

NOTE:

MSDSpro 4D Client should not normally be installed on the same computer that runs the MSDSpro

Server application. Please contact MSDSpro Technical Support if this is required.

To install MSDSpro 4D Client, follow these steps:

1. Insertthe MSDSpro Installer CD into your CD-ROM drive.

2. Open the Install/Enterprise Client folder on the CD, as shown below in Explorer.

Administrator Guide

B¥ Exploring - Enterprize Client
J Ele Edit “iew Go Favorites Tool: Help |
R S~ I B | =w | X H
Back Fanxard Up Cut Copy Paste Undao Delete  Properties e
J Address I[:I E:MnstalEnterprize Client j
&Il Folders x | [ Hame | Size
7] Desktop of | =] _NsT32IER BECG)
=12 My Computer | |E]_isDELE=E BKE
- 3% Floppy (&) =] _SETUP.1 4,995KB
= _SETUPDLL EKE
- SYSTEM_SAVE (D) 190KE
&% M5DSpro350 (E:) KB
{:I Docurnentation AFKE
-] Extras 1KE
=] Ingts BIKE
- Ertmpise DD ] SETUPISS 1KB
-1 Enferpse Server _ =] SETUP.PKG KB
i -] Plusweh. ClasicwebCD. COViewer
{:I M5DSproD ata
-] Update | |4] | i
|'I object(z] zelected 44 2KB |_,%l My Computer 7

Double-click Setup.exe to begin the installation of MSDSpro 4D Client.
The default installation location is C:\Program Files\MSDSpro Client.
Complete the installation.

Launch MSDSpro 4D Client.

See Launching MSDSpro Client in this section.




Section 1: Installation and Configuration

Installation of MSDSpro Standalone Applications

MSDSpro standalone applications consist of MSDSpro PlusWeb, MSDSpro Classic, MSDSpro CD

Viewer, and MSDSpro WebCD.

Be sure that you have at least the minimum amount of required hard drive space to install MSDSpro

(see System Requirements.)

To install MSDSpro standalone applications, follow these steps:

1. Insertthe MSDSpro Installer CD into your CD-ROM drive as shown below in Explorer.

2. Locatethe\Install\PlusWeb.Clasic.WebCD.CDViewer folder.

[EN Exploring - PlusWeb.Clasic.webCD.CDViewer
J File Edit “iew Go Favontes Toolz  Help |
N - R 4 B | » | X H
Back Fartward Up Cuit Copy Paste Undo Delete  Properties Wie
| ddess |1 E:unstallPlusiwieb. Clasic.webCD.COViewer =
&Il Folders % | [Hame | Size
[ Desklop B EREEE BET)
-2 My Computer 1 IsDELEXE BKE
i+ 3% Floppy (&) [#] _SETUP1 34 319KE
He (0 _SETUP.DLL EKE
- SYSTEM_SAVE (D] 8] _SETUPLIE 193KE
B¢ MSDSpradsi [E:) =] [ 1KE
{1 Documentation g 45KE
B Ewtras ETH 1KE
=0 Instal B SETURING BBKB
i T Enterprize Clisnt SETUPISS 1KE
{7 Enterprize Server i
SETUP.PKG EKE
‘] Plusweb.Clasic.'\WelrD. CDViewer
{:I MSDSpro0ata
-] Update a| | |
|‘I object(z] selected |44.2KB |_,%‘ My Computer i

3. Double-click Setup.exe to begin the installation of MSDSpro.

The default installation location is C:\Program Files\MSDSpro.

4. Complete the installation.

5. Launch MSDSpro.

See Launching MSDSpro in this section.
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Launching MSDSpro Enterprise

MSDSpro Enterprise is version of MSDSpro designed for administration over a computer network.
MSDSpro Enterprise is a Client/Server relational database system (RDBMS), and consists of two
applications which work together:

B MSDSpro 4D Server
B MSDSpro 4D Client

MSDSpro 4D Server contains the MSDSpro database and Web Server, and allows users to access the
MSDSpro database. The server should always be available for use.

The client workstations contain the MSDSpro 4D Client application, which connect to the MSDSpro
4D Server to use the system.

Launching MSDSpro 4D Server

WARNING: Windows® NT must be configured for optimal performance before launching MSDSpro 4D
Server for the first time. See Configuring Windows® NT for MSDSpro 4D Server later in this
section for more information.

The MSDSpro 4D Server must be launched first, which will then allow Web users and MSDSpro 4D
Clients to connect and use the system.

MSDSpro 4D Server must be installed on the server computer. The application can be launched by
selecting MSDSpro Server / 4D_SERV from the Start Menu, or by choosing the default installation
location of C:\Program Files\MSDSpro Server\4D_Serv.exe as shown below in Explorer:

BX Exploring - C:\Program Files\M5DSpro Server

Fie Edt View Tools Help

=3 MSDSpro Server =] el & BB =] X = [

Al Folders Contenits of 'C:\Progiam Files\MSDSpio Server’
- 3% Floppy () =] [Name [ Size [ Type | Mc
o (L) (1 Program File Fal E

{21 4D_Backup_E05 [#] _deisreqist 1KB ISR File 10,

{0 4D_Tooks %] _isregaz.di 4O0KE  Applca.. 4/
8 Aci Delsl Lisy KB ISUFile 10,
{Z31 Acrobatd 2483KB  Applica.. 11,

£ Customizer_606

{1 DOyw202

{1 EPDAgent

{Z hparaphics

=22 Program Files
{20 4D Tools
(3 Adaptec
®-[Z3 Commen Files

. Customizer_E06

{.[Z] DBG_Setup
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Launching MSDSpro 4D Server (contd)

WARNING:

To launch MSDSpro 4D Server:

1. Select MSDSpro Server / 4D_Serv from the Start menu.

After successfully launching MSDSpro 4D Server, the screen below is shown. No modifications to the

settings are required for standard operation of the MSDSpro Enterprise system. For optimization, see
Configuring Database Cache Memory Settings later in this section.

@ 4D Server [_ O]
% MSD5pro 4DC 4D Server version 6.0.5
@ AC] SA 19851998
Data File: S0 S pro. 400 Total Memory: 15685 K
Log File: Cache Memory: 20480 K
P Connected Useds): Achivity: [

@ Processes Running:

Cache Hit Ratic. el |

| ﬂ Users

Bl K.ernel
e #7 1 User Interface

i #2 1 Client Manager
w3 Cache Manager

Stored Procedures

& Time

00:00:05

Status

Ewecuting
Executing
Delayed

One (1) Windows® NT Server setting must be modified to function properly with MSDSpro 4D

Server before launching the application.
Applications later in this section.

See Windows® NT: Configuration for Network
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Configuring MSDSpro 4D Server

Configuring Database Cache Memory Settings

MSDSpro maintains an internal Database Cache Memory, independent of any Operating System
cache. It can be modified to improve performance.

To modify the size of the Database Cache Memory:
1. Launch 4D Server as shown in this section.
2. Choose Database Properties... from the File menu.

Choose the 5th tab (“Tune Up”) from the Database Properties window. The Maximum Cache
setting is shown with 20 MB (20480 KB) of RAM dedicated to the database cache. As a
general rule, adding more memory to this setting will increase performance as long as the
server computer has enough physical memory to support the specified setting. The Database
Cache Memory is in addition to the Application Main Memory, which is set at 14 MB (2
blocks of 7168 KB each). Therefore, the settings shown require at least 34MB of physical
memory dedicated to the server operation.

BlRk o s =2 el

rScheduler
Mumber of ticks between calls to 05: I—'I
b aximum number of ticks per call to O5: I—S
Minirum number of ticks per call to O5: I—D

r D atabaze Cache Memory

[~ Use Mew Memary Allozation 5cheme on Macintosh
b aximum Cache( I 20480k )

rApplication Main Memary

I 2 Blocks of | Y168 K Each

rScreen Updates

[~ &ccelerated Screen Updates [Requires Extra Memory)

Cancel R
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Section 1: Installation and Configuration

Configuring Database Cache Memory Settings (Cont'd)

3. Click OK to accept the changes, or CANCEL to leave the settings unchanged.

4. Quit and re-launch the MSDSpro 4D Server application for changes to take effect.

Windows® NT: Registering as a Service

MSDSpro 4D Server can be registered as a Windows® NT Service. When a MSDSpro 4D Server
database is registered as a service, it can be launched automatically at system startup and is not shut
down when the user terminates the current Windows® Log session.

No more than one instance of a service can be running at a time.

NOTE: Registering MSDSpro 4D Server as a service is only available on Windows® NT 3.x, 4.x, 2000 and XP.
The three menu items are disabled on other versions of Windows®.

To register MSDSpro 4D Server as a Windows® NT Service:

1. Select Register as Service from the 4D Server File menu.

Select Log File
i [l e [

Update Licenze... Cirl+LI
LDiataBase Properties. .. Ctrl+F

e
[rregistenEument Watabase
Unregister all 4D Server Services

Duit Chil+

The Windows® NT Services Control Panel will display an entry for 4D Server:MSDSpro

Services

Status

Close

Alerter

Started Automatic Start
ClipBook Server Manual
Computer Browser Started Automatic St
DHCF Clignt Disabled
Directony Replicator Manual Bz
EventLog Started Ayutomatic G
Licenze Logging Service Started Automatic —
Messenger Started Automatic el
Net Lagon Started Automatic ;I -

Hi Profiles. .
Startup Parameters:

POELLLEE

Help
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Windows® NT: Registering as a Service (Cont'd)

2. Double-click the entry to display the 4D Server:MSDSpro Service Properties window,
or click the STARTUP button.

Within the Service Properties window, you can specify the MSDSpro 4D Server service to
automatically start at system startup and provide login information. You can also specify the
service to be hidden (so it doesn't interact with the Desktop). We recommend allowing the
service to interact with the desktop for ease of server administration.

Service

Service: 40 Server MSDSPRO

0K I
Cancel

e |

" Disabled

—Log On As;
& System Account

W &llow Service to Interact with Desktop

€ This Account: J
Eassnnnd:
Earifim I—
Eassi;

3. Click OK to acceptthe changes, or CANCEL to leave the Service Properties unchanged.
4. Clickthe CLOSE button to close the Windows® NT Services Control Panel.

To unregister the database as a service, select Unregister Current Database from the MSDSpro
4D Server File menu.

The service registration status of MSDSpro 4D Server cannot be changed from within 4D Server, if the
application has been launched as a service when Windows® NT was started. In this case, the three
menu items are disabled. To stop the service, use the Windows® NT Services Control Panel.

WARNING: The full pathname for your database structure file cannot exceed 250 characters.
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Windows® NT: Configuration for Network Applications

WARNING:

When MSDSpro 4D Server is installed on Windows® NT, the configuration of a specific Operating

System setting is required before launching the application.

By default, Windows® NT will attempt to provide maximum performance for File Sharing. This means
that Windows® NT will attempt to store large amounts of hard disk information in RAM, which is much
faster to access than the hard disk. This default setting can dramatically increase the amount of

physical memory occupied by the Windows® NT Operating System itself.

However, MSDSpro 4D Server has an internal disk cache mechanism which optimizes queries and
sorts which have been performed by the database. This requires that Windows® NT must not cache
the same disk activity (as this will eventually cause degraded performance and can lead to the system

becoming unresponsive until the server machine is restarted.)

To configure Windows® NT memory for Network Applications:

1. Openthe Windows® NT Control Panel.

2. Select the Network Control Panel.

Hi[E

*._;,
=

3. Select the Services tab.

4. Select the Server service.

Network [ 7] %]
Identification  Services |Protocols| Adaplelsl Bindingsl
Network Services:
Computer Browser
NetBI0S Interface
RPL Configuration
Server
Workstation
Add | Remove Properties Wpdate:
i~ Description:
Installs suppart far the SME [Server Message Block) pratacal, the
core of Microsoft networking.
Carcel_ |

5. Select MAXIMIZE THROUGHPUT FOR NETWORK APPLICATIONS.

Server

Optimization:
' Minimize Memory Used
" Balance
' Maximize Throughput for File Sharing
& Magimize Throughput for Network &pplications

™ take Browser Broadeasts to LAN Manager 2.x Clients

Cancel |
Help |

6. Click the OK button to save changes and restart the server machine if required.
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Launching MSDSpro 4D Client

The MSDSpro 4D Server must be launched first, which enables MSDSpro 4D Clients to connect and
use the system.

The first time an MSDSpro 4D Client is connected to MSDSpro 4D Server, it must be registered. Enter
product registration information (as supplied on the Registration Card which was included in the initial

shipment.) You must enter the information exactly as shown on your Registration Card (using capital
letters and zero’s):

1. Enter the Name exactly as shown on your Registration Card.
2. Enter the Organization exactly as shown on your Registration Card.

3. Enter the ID exactly as shown on your Registration Card.

Identification

‘ MSD% Welcome to M5D5pro

By clicking Demo, you will enter MSDSpro
in demonstration mode to begin your B0 day
free tial.

~Hame
IMatthew Cohen

~Orgamization

|Matthew Cohen Enterprizes, Inc.

~1D
|AW435D43%\-"E45435Q 2CH4WETREVE 46F

Cluit | Dema | Reqister I

4. Store the Registration Card in a safe place for future reference.
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Launching MSDSpro 4D Client (cont'd)

MSDSpro 4D Client application should be installed on workstations. The default installation location is
C:\Program Files\MSDSpro Client, as shown below in Explorer.

[EX Exploring - C:\Program Files\M5D5pro Client\Program

J File Edit Wiew Go Favortes Tool: Help

Folders ® | | Name | -
=] Program Files =] (2] PhotoshopPluging
B Accessonies (1 Plugins
77 Adobe Asifont.fon
{] Comman Files [ azifont.map
1 InstallShield [#] ASINTRRC.AI
1 Internet Explarer Asiportrst

-
e T Y P RUVRT P 1

|1 object(z] zelected |3.1 OB |§j My Computer

To launch MSDSpro 4D Client:

1. Select MSDSpro Client from the Start menu, or double-click MSDSproClient.exe in

the MSDSpro Client\Program folder as shown above in Explorer.

2. Fromthe 4D Network Component/Connect to 4D Server window, select “MSDSpro.4DC”.

4D Network Component

Connect to 4D Server
[TCRAR)

| |
tare Choices »» |
Other... LCancel q/ OF. | )
v

3. Click the OK button to connect to the MSDSpro 4D Server.

Administrator Guide



Section 1: Installation and Configuration

Launching MSDSpro 4D Client (cont'd)

If you don't see a listing showing Msdspro.4dc, one or
more of the following factors may be contributing to the
problem:

4D Network Component

Connect to 40 Server
[TCRAP)

B The Network may not be functioning.

B The MSDSpro 4D Client application may
not be configured properly to communicate
on the network.

B The MSDSpro 4D Server may not be
started. [,

B The MSDSpro 4D Server may not be
configured properly to communicate on
the network. Dther... Cancel Ml |

tore Choices = |

See the next topic for information on how to select a
network component and configure the network settings.

Selecting MSDSpro 4D Client Network Components

To select an alternate Network Component to communicate over the computer network:

1. Click OTHER from the Connect to 4D Server window.

4D Metwork Component E
Connect to 40 Server
[TCPAP)
[
H
More Chaices »» |
Select Network Component —————— bther.. Carcel |
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Selecting MSDSpro 4D Client Network Components (Cont'd)

The Select Network Component window will appear and a list of available Network Compo-

nents will be shown.

2. Select the correct module (either TCP/IP or IPX/SPX).

@ rSelect Metwork, Component—————

Cancel (’Tr)

~.

3. Click the OK button.

Configuring MSDSpro 4D Client Network Settings

To Configure MSDSpro 4D Client Network Settings:

1. Click MORE CHOICES from the Connect to 4D Server window.

4D MNetwork Component E

Connect to 40 Server
[TCPAF)

Configure Network Settings ——— More Choices >> |

Other.... Lancel ke |
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Configuring MSDSpro 4D Client Network Settings (cont'd)

2. Name should be Msdspro.4dc@machinename.

This information should be supplied by your network administrator.

3. Address should be the MSDSpro Server network address.

This information should be supplied by your network administrator.

4D Metwork Component [ ]
Connect to 40 Server
[TCRAR)

MEDSpio ADCEADS_NTZ |

o 400

[Elete |

J -
<< Fewer Choices |

Mame: SDSpro.4DCEADS_NT2
Other... Cancel Ok | AddressN192.168.0.25

4. Click the NEW button to add it to the list at the top right.

5. Click OK to connect to MSDSpro Server.
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Launching MSDSpro Standalone Applications

To launch MSDSpro PlusWeb or MSDSpro Classic, select it from within Start menu / Programs or
double-click MSDSpro.exe.

Registration

The first time you use MSDSpro, you will be required to enter product registration information (as
supplied on the Registration Card which was included in the initial shipment):

1.

2.

Enter the Name exactly as shown on your Registration Card.
Enter the Organization exactly as shown on your Registration Card.
Enter the ID exactly as shown on your Registration Card.

‘ MSD%N Welcome to MSD5pro

By clicking Derma, you will enter M50 S pro
i demanstration made to begin your B0 day
free trial

rName
poe Srith

rOrganization
JACME Chemicals, Inc.

riD

Gt | Dema | Register I

4. Store the Registration Card in a safe place for future reference.

Demo Mode

MSDSpro will function in Demo mode without a Registration ID for a period of 60 days from activation.
Each time you access MSDSpro, it will present the registration screen.

While in Demo mode, the printing and save/export functions are disabled, and web served documents
are limited in how much of the document is shown to the web browser.

After a period of 60 days, MSDSpro will no longer function in Demo mode. You must purchase a
license to continue using the system.
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Choosing your database

When launched MSDSpro will automatically load the most recently used database. If more than one
database exists the user can load the database of their choosing using the following steps.

1. Launch either MSDSpro Server or MSDSpro.
From the Start menu select either MSDSpro Server/ 4D_Serv or MSDSpro/ MSDSpro.

2. Hold down the ALT key immediately after launching MSDSpro. An Open window will

appear.
Dpen 21|
Lok, jr: Ianglam j o ¥ ER-
(Ext
Images
Hiztary Logs
" n/ PhatozhopPluging
Fluginz
Searches
A Windds
L) % MS0Spra_Data 40D
My Documents
File: narne: I j Open I
Files of type: IData File: [*.4dd] j Cancel |

MHew. .

3. Select the database to be accessed by MSDSpro.

4. Click the OPEN button.
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User Name and Password

After successfully launching MSDSpro, the appropriate password must be entered to use the User
Names shown.

B DBA, EHS, Supervisor and DBO User Names require passwords.
The DBA password is “dba”.
The EHS password is “ehs”.
The Supervisor password is “supervisor”.
The DBO password is “dbo” (DBO is an optional User Name that may be created.)

B Viewer/User does not require a password.

NOTE: Passwords can be modified by the DBA, or the optional DBO. See the Special Functions section.

To enter a User Name and Password:
1. Select the appropriate User Name
2. Enter the Password
3. Click the OK button

Clicking the QUIT button will close the application.

MSD%N Password Entry

rUzer Mame

EHS
Supervisor
Yiewer/Uszer

rPassword
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Accepting the License and Disclaimer

The first time you use MSDSpro, MSDSpro PlusWeb, or MSDSpro Enterprise, you must agree to the
terms and conditions contained within the License Agreement and Disclaimer. If you do not agree to
the terms and conditions set forth within the License Agreement and Disclaimer, you may click the
QUIT button to quit the application.

@ License Agreement and Disclaimer

M5S0 Sprost S0 Spro Enterprize M5 0Spro CO Wiewer LICEWSE AGREEMEMT AMD DISCLAIMER -

PLEASE READ THIS LICENSE CAREFULLY BEFORE USING THE SOFTWARE OR DATA CONTAINED ON THE CD
AMD/OR DISK. BY USING THE SOFTWARE OR DATA, YOU AGREE TO BECOME BOUND BY THE TERMS OF THIS
AGREEMENT, WHICH INCLUDES THE SOFTWARE LICENSE AND WaARRANTY DISCLAIMER [collectively referred to

of ingtallation.

herein as the “Agreement'’).

THIS AGREEMENT CONSTITUTES THE COMPLETE AGREEMENT BETWEEN v'OU AND AURORA DATA
SVSTEMS, IMC. IFvOU DO MOT AGREE TO THE TERMS OF THIS AGREEMENT, DO NOT USE THE SOFTWARE
AMND FROMPTLY RETURN THE PACKAGE FOR A FULL REFUND.

1. Dwnership of Software and Data. The enclosed manual and computer programs [*Software'"] were developed and are
copyrighted by Aurora D ata Systems, Inc. [“AD5"] and are licenzed. not zold, to you by ADS for uze under the fallowing
termz, and A0S reserves any rights not expressly granted to you. You own the disk(s) and CD(s] on which any software is
recorded, but ADS retaing ownership of all copies of the Software itself. Meither the manual nor the 5 oftware map be
copied in whole or in part except as explicity stated below.

2 License. A0S, az Licensor, grants to you, the LICEMSEE ., a non-exclusive, non-iransferable right to use this Software
and D ata subject to the terms of the license as follows: a. ou may make backup copies of the Saftware for your use
provided they bear the ADS copyright notice. b, You may only use the demo vergsion for a period of 30 daps from the date

3. Restrictions. "'ou may not uze more than one copy of the Software or Data at a time. v'ou may not distibute copies of

the Software to athers or electronically transfer the Software from one computer to anather aver a nebwork. You may nat
dickiba ke corias of Hae Cofhmare or Daba ac nark of 2 commarcial datba bace The Gofliars conbaine brade sanrabe and bo _I

Guit Prirt | Agree |

Contacting MSDSpro

e-mail
Website

NOTE:

Technical Support
Fax

Contacting by Mail

Administrator Guide

support@MSDSpro.com

www.MSDSpro.com

Be sure to visit the MSDSpro Software Development website at
www.MSDSpro.com to review our Online Knowledge Base (OKB) within
our Support area for the latest information about MSDSpro and related
technologies.

(907) 334-4271

(907) 274-6635

MSDSpro

4720 Business Park Blvd, Suite G-42
Anchorage, AK 99503
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Section 2: Admin User Access

Admin User Access

User Roles

Multiple User Roles are available, allowing different workgroups to access the system with different
privileges.

The ability to add, modify, and delete data depends on the authorization granted to the User Role:

User Role Access Group Privilege
Database Database Owner Password Editor Only (DBO is optional)
Owner (DBO)
Database DB Admin View Records
Administrator (DBA) Add Records
Edit Records

Delete Records

Import/Export from all tables

Archives

Password Editor (If DBO not engaged)
System Preferences

All Update Options

Reports

EHS Edit View Records
Add Records
Edit Records
Delete Records
Import/Export from all tables
Archives
All Update Options
Reports

Supervisor Browse View Records
Basic Reports & Labels

Viewer/User & - Read-only MSDS viewing interface
Web User
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Section 2: Admin User Access

Floating Toolbar

The Floating Toolbar floats above other open windows, and is positioned in the top-left corner of the
screen. Clicking Find, Admin, or Reports will bring up the associated windows. Clicking Quit will
exit the application.

You can select from a list of open windows by clicking the Windows pull-down menu, as shown.
If the Floating Toolbar interferes with an active window, simply double-click the small left arrow. The

Floating Toolbar will be minimized and become a small right arrow. Double-click the right arrow to
show the Floating Toolbar bar once again.

HINT: Drag the Floating Toolbar to any location onscreen by clicking on the arrow and dragging.
)&D Fird | Admin Reparts guit  |['windows L”
fl arufact |
Double-click the left arrow IE F-;Eﬂftc L)
to minimize the Floating “weh Server Control Panel
Toolbar, or drag it to any
location onscreen L&dmin Caontrol Panel /

Double-click the right arrow to \

expand the Floating Toolbar

List of open Windows

Admin Control Panel

The Admin Control Panel allows Admin users to access specific Data Access screens, Special
Functions and Updates to the data within MSDSpro.

B Data Access tab: These areas use conventions to consistently present data in a
standardized, understandable format (see Database Conventions).

i=d| Admin Control Panel x|

Data Access |Human Flescuun:esl Special Funu:tiu:un&! Llpdatesl

= 5l ' Phrase Library
" Companies " Containers

' Locations C Assets

) Irwventary £ Lzers

' Chemicals ) M5D5 Requests

5 Chemical &uthonization Beguests. £ Waste Codes

MSD%, Wwhizard. . | Cancel I Select I
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Section 2: Admin User Access

Admin Control Panel (contd)

B Human Resources tab: These areas allow the update of information relating to an

organization’s Departments, Employees and Groups.

\=i| &dmin Control Panel x|
Data écoess  Human Resources ISpeciaI Functionsl Updatesl
! Employees
! Groups
MSD% Cancel ”WI

B Special Functions tab: Import/Export and Archives follow the same database
conventions as Data Access areas. Password Editor and Preferences are special areas
that control how MSDSpro functions and can only be accessed by users with

administrator access.

|=8| Admin Control Panel x|
Data decess | Human Resources  Special Functions IUpdalesI
: 0 Weh Server Configuration
' Aichives 0 Create Product Package
' Paszword Editor C Impart Product Package
' Preferences ' Edit Logs
' Dictionary O Edit User lists
O Wizard Setup
MSD% Cancel I Select I
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Admin Control Panel (contd)

B Updates tab: These areas allow the update of specific database information from
different sources.

\=i| Admin Control Panel x|

Data .-’-‘«c:cessl Human Hesourcesl Special Functions  Updates |

@ illpdate M5S0 from Hard Disk:
' Update MSDS from Internet
' Launch 'Web Browser to MSDS Links

& Update MSDSEme 0 ndes

MSD%V Cancel | Select I

Reports Control Panel

The Reports Control Panel allows users to create various comprehensive reports with the data stored
within MSDSpro. The Reports Control Panel is divided into four areas:

B  Product and Inventory tab: Reports that Admin Users may regularly access. See
Section 7: Reports for more information on each report.

\=i| Reports Control Panel x|
Product and Inventary IChemicaII Fegulator | Ad Hoe |
(¢ MSOSHazards by Location; O Manufacturer Request
' Inventomy by Location ' MSDS Aging Report
) Praduct Summary ) Praducts without MSDS
) Periodic Mew Products ) Products without Location
0 Container by Location 0 Praduct Labels
O Inventory past end Date ! M5DS Binder
MSD% Canricel | Select I
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Reports Control Panel (contd)

B Chemical tab: Reports detailing information about specific chemicals as they are
used within Products at specific Locations.

\=i| Reports Control Panel 1 x|

Product and Inventary  Chemical lHeguIator_l,lI Ad HDCI

) Chemical Hazards
) DSLAMDSL Report
O Imported Products with chemicals not on DSL

' Mon Imported Products with Chemicals not on DSL

MSD?N Canicel | Select I

B  Regulatory tab: Reports for Regulatory Agencies, such as SARA reports for the local

and state emergency planning authorities. See Section 7: Reports for more information
on each report.

|=d| Reports Control Panel ;i x|

Product and Inventoryl Chermical Regulaton IAd Hoc:l

) SARA Inventory Checklist
€ S4RA Summary Feports
) PA Hazardous Substance Survey Form [HSSF)

0 P Ernvironmental Hazard Survey Farm [EHSF)

MSD% Canricel | Select I

B Ad Hoc tab: Access to producereports and container labeling for custom needs. See
Section 7: Reports for more information on each report.

\=i| Reports Control Panel 3 x|

Product and Invertary | Chemical | Regulatory Ad Hoo |

' Custorn Reports

MSD% Canicel | Select I
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Section 3: Database Conventions and Operations

Database Conventions and Operations

The design of screens, the placement and names of buttons, and the available menus conform to
specific database conventions that were designed into MSDSpro. All forms that allow MSDSpro
administrator access to the database tables for data entry and browsing use the same conventions as
shown.

Output Forms

Output forms list records, showing only a small summary of the data contained within the records.
The title at the top of the window displays the name of the table currently being accessed, the number
of records in the current selection, and the total number of records within the table. The current
selection refers to the currently selected records in the Output form, in a sorted order. Most Output
forms allow for seven actions.

Tabl/eName: Current Selection of Records of Total Number of Records in Table

)

(|.24| Manufacturer: 10 of 10
S - -
M anufa AT Address City State/Proy Postal Code =
BOLC Gases 575 Mountain Avenue  Murray Hill MJ 07974 —
Cak2 il Products Company 380 West Butler Avenu New Britain P 18801
CERTIFIED LABS DIV NCH CORP 101 West Highway IRVING T 78015
Chevron USA Products Company 575 Market 5t.. Room 2 San Francisco  CA 94105-2856
Colonial Chemical Company F.0. Box 1254 Jonesvile bl BE254
Discus Dental, Inc 433 Morth Camden Diiv Beverly Hills CA 0210
Hewlett-Packard Company 1000 ME Circle Bouleva Corvaliiz OR 97330-4239
HUMTERS SPECIALTIES IMC E000 Huntington Courty CEDAR BAPIDS |4 52402
TEXACO REFIMING & MARKETING IN 1038 Pacific Coast Hig Universal City  Ca& 91608
w/D-40 COMPANY 1081 Cudahy Place  SAN DIEGO Ca 92138-0507

Mew I Delete Al I Search Sort I Cloge I
7 ﬂJ

B Click on the NEW button to create a new record.

B Click on the DELETE button to remove the highlighted record.

B Click on the EDIT button to modify the information relating to the highlighted record.
B Click on the ALL button to view the entire list of records.

B Click on the SEARCH button to search for records matching a specific criteria.

B Click on the SORT button to sort the records.

B Click on the CLOSE button to close the Output form.
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Data Entry Forms

Data Entry forms allow you to modify or browse the entire record in detail. Double-clicking a record
from the Output form will present the record in the Data Entry form. If the current user’s User Role
allows modification, the record will be editable.

The record navigation buttons allow movement between records, and will save any modifications to the
record before displaying the next record. The buttons (left to right) are FIRST record, PREVIOUS
record, NEXT record, and LAST record.

The record modification buttons are DELETE, CANCEL, and SAVE. DELETE will delete the current
record shown and return to the Output form. CANCEL will cancel any changes to this record and
return to the Output form. SAVE will save changes to the record and return to the Output form.

EDIT LOG will display a list of modifications made to the record, listed by date, time, and username.
If the EDIT LOG button is not visible, this preference has been turned off by the DBA.

The title at the top of the window shows the hame of the table, and the currently selected record out of
the total number of records.

Table Name: Current Record Number of Total Number of Records in Table

‘ |=i| Manufacturer: 1 of 10

b anufacturer Mame PO Box

|DOC Gases |

Address

[575 Hill Avenue

City State/Prow FPostal Code Country
[Blueberny Hill M J07354 |
FPhone Mumber Emergency Phone Fax Mumber

|[9EIT-"] 454-5555 | |[BDEI] 424-5555 | |[EIU?] 454-5558

Contact Mame Local Yendor

|Har0|d Guttenberg |B.JE Inc

MS0S E-Mail &ddress Maotes
|msdsrequest@docgases.com ;I
MS0S UAL

|www.docgases.comx’msdsdocsfindex.htm Launch |

wiebsite URL

|wwwae. docgases.com Launch | ;I
(l | |’irrr~!'"rrr~f| ) Edit Log | Delete | Cancel | Save

Record navigation buttons Record modification buttons

Edit Log to display listing of modifications to this record

Window Resize Thumb
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Menus
File Menu
- | |
File
Preferences
| |
Eurchase u
Hegister
Impart... Ctrl+| ]
Esport... Chril+E n
Fane Setun
Frint... Ctrl+P u
Report Editor  Ctrl+R
Guit Chrl+3 u
Edit Menu
Edit -
Edi n
Undo Ctrl+2
Cut Crl+ ]
Coopy Chi+C
Easte [et7{He
Clear
Select Al Chrl+d,
Show Clipboard
Selection Menu
|
|
|
|
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Preferences allows workstation-specific settings to be modified.

Import... presents the Import editor for the current table.
Export... presents the Export editor for the current table.

Page Setup allows changes to the default printer setup.
Print... presents the Print Choices window.

Report Editor... presents the Report editor for the current table.

Quit exits the application.

Cut, Copy, Paste, Clear perform clipboard operations.
Select All from an Output form will highlight all records shown.

Show Clipboard displays the contents of the Clipboard.

Show All displays all records in the current table.

Show Subset selects only the highlighted records for the current
selection.

Omit Subset removes the highlighted records from the current
selection.

Add Records allows anew record to be added within the current
table.
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Selection Menu (cont'd)

Selection

Show &l Chrl+ G
Show Subset Ctrl+H
Ot Subset Ctrl+J
&dd Records Chrl+h
Delete Reconds Chrl+k,
Copy Records

Search Editar... Ctil+5
Sart Editar... Chrl+T

Apply Formula...

Archive Selected Products

Close

Delete Record deletes the highlighted records in the current
open window.

Copy Records

Search Editor... presents the Query editor to search for records.
Sort Editor... presents the Order By editor to sort the current
selection.

Apply Formula presents the Formula editor to apply aformula.

Archive Selected Products only functions within the Product
table.

Close closes the current open window.
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Searching

Searching is one of the most common database operations. A search is often the most convenient
way to select the records with which you want to work.

The term searching refers to finding a group of records in the database based on the contents of one or
more fields. You perform a search by specifying a search condition. Aquery is a set of instructions that
tells MSDSpro which records to include in the current selection.

A query always has three elements: field name, comparison operator, and value. The field name is
from the current table or a related table. The comparison operator tells MSDSpro how to compare the
contents of the field to the value you specify (equal to, greater than, less than.) The value specifies the
number, string, or other value to which each record is compared.

Suppose you want to see all the records for products with revision dates before 1/1/95. The search
condition you would use is “Revision_Date is less than 1/1/95.” “Revision_Date” is the field, “is less
than” is the comparison operator, and “1/1/95” is the value.

When you search a database, MSDSpro compares the contents of the field in the search condition to
the value you specify. The new current selection is made up of records that satisfy the rules stated in
the query. The new current selection can be no records, one record, a group of records, or all the
records in the table.

You can search on fields from other tables, provided that a relationship exists between the tables.
When you do the search, the new current selection is displayed in the Output form. You can reset the

current selection to all the records in the current table by choosing Show All from the Selection menu,
or clicking the ALL button at the bottom of the Output form.

Indexed and Sequential Searches

MSDSpro can carry out queries very quickly if it has an ordered list of records to work from. An ordered
listis called an Index. Anindex is associated with a particular field and is stored on disk as part of the
datafile.

A query that is performed without an index is slower than an indexed query because the MSDSpro
must start at the beginning of the table and examine each record until it finds the records that meet the
criteria you have set. To be sure that it has found all the records you are looking for, it must examine
every record in the table sequentially. This process is called a sequential search.

If an index is available, the program “knows” where the target records are located. If you are searching
for all products with a product name of Lead, the program will know where in the file the Lead records
are located. Thus, it doesn’'t need to examine every record in the file, and is very efficient. This process
is called an indexed search.
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Indexed and Sequential Searches (cont'd)

A good analogy for an index is a card catalog in a library. The card catalog is an alphabetized list of all
the books in the library. Each record in the catalog contains information about where the book is
physically located. If you are looking for a particular book, it would be very inefficient to conduct a
sequential search of the library’s entire holdings. It is much faster to consult the card catalog, obtain
the location of the book, and then search the particular shelf on which the book is stored.

As you enter or import records, MSDSpro automatically updates all indexes. When you do searches,
MSDSpro automatically uses indexes if they are available.

Comparison Operators

NOTE:

When you write a query, you tell MSDSpro how to compare the value you specify to the contents of the
database. For example, the query, “Name is equal to ‘Lead’ uses the “is equal to” comparison opera-
tor. It tells MSDSpro to compare the values in the product name field to the string “Lead.”

Comparisons involving alphanumeric values are not case sensitive. A search on the product name
“Lead” will find records containing “lead,” “LEAD,” “LEad,” and so on.

The following comparison operators are available:

Is equal to

Is not equal to

Is greater than

Is greater than or equal to
Is less than

Is less than or equal to
Contains

Does not contain

Queries using the Contains and Does not contain operators are always sequential queries.

MSDSpro also has a wildcard character (@) that substitutes for one or more characters in the value
being searched for. You use the wildcard character to do a “begins with” search. For example, to find
products whose product name begins with “L,” you would use the search condition, “Name is equal to
L@." That is, you use “L@" as the value to be searched for. Using the wildcard character with the “is
equal to” comparison operator is equivalent to a “begins with” comparison.

The @ symbol is used throughout MSDSpro as the wildcard character and is not limited to search
conditions.

The wildcard character can be used only with Alpha or Text fields; it cannot be used in a Numeric or
Date search.
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Simple and Compound Searches

You can search on one or more fields. A query on one field is called a simple query. For example, the
search “Name is equal to ‘Lead’ ” is a simple query. When you do a simple query, MSDSpro examines
the contents of one field when searching the database.

A query on two or more fields is called a compound query. When you do a compound query, you
combine separate queries using a conjunction operator. The conjunction operator tells MSDSpro how
to combine the results of the individual queries. There are three conjunction operators:

B And: This operator finds all the records that meet two conditions simultaneously. For
example, the query “Find all the products that have a hazard rating of 2 and that are
older than 1/1/95” will find the records of only those products that have a hazard
rating of 2 and that have revision dates older than 1/1/95.

Or: This operator finds all the records that meet either of two conditions. For example,

the query “Find all the products that have a hazard rating of 2 or that are older than
1/1/95” will find the records of all the products with a hazard rating of 2, as well as all
the products that are older than 1/1/95, regardless of their hazard rating.

Except: This operator is the equivalent of “not.” The query “Find all the products that

have a hazard rating of 2 except those which are older than 1/1/95” will exclude the
all of the products that are older than the date 1/1/95.

The conjunction operators let you create compound queries such as “Find the manufacturers named
MSDSpro who don’t have an area code of 99501 but whose phone number contains the digits 907”.

The figure below shows this query being specified in the Query editor:

~Query Editor

Company Mame
And Poztal Code
Except  Phone Mumber

iz equal to
iz not equal to
contains

MS0Spro LLC
33501
307

Available Fields:

Cormparizons:

|Helated Tables
A

Phone Humber

iz equal to
iz not equal ko
iz greater than

A Emergency Phane ey iz greater than or equal to
A% Contact Mame 1= less than
A Fa Mumber iz less than or equal to
4 Manufacturer 1D LI |ldoes not contain LI
~Walue
[903
ard | or [ Ewcent Cleardl | Delline | Insetline | addLine |

Save.. Load...

Cancel

| Guery I

Query in selection

Administrator Guide



Section 3: Database Conventions and Operations

The Query Editor

The Query editor is accessed from the Selection menu, or by clicking the SEARCH button in the
Output form. The one exception to this is when a user clicks the SEARCH button on the Product
Output form. Clicking on the SEARCH button on the Product Output form loads the Advanced Search

editor.

The Query editor is a general-purpose editor that can be used to create simple or compound queries.
The Query editor lets you create compound queries linked with the And, Or, or Except conjunctions.
For example, you can use the Query editor to perform a query for all products which have a hazard

rating of 2 or are newer than 1/1/97.

Criteria area

B The Query editor gives you the choice of searching through the current selection of

records or all the records in the table.

The Query editor lets you save queries to disk and open them when you want to
repeat the query.

The Query editor allows you to search on any field in the current table and any fields
in related tables. Related tables are other tables within the database that have a
Many to One relationship to the current table. An example of this is the relationship
that exists between the product table and the manufacturer table. One manufacturer
can make many products. Likewise, many products (and many product records) can
be associated with one manufacturer. Since this many to one relationship exists
between the product table and the manufacturer table then information in the
manufacturer table can be searched from the product table.

Searches on related tables are always sequential, even if the field being searched on is indexed,
which is slower than a search only within the same table.

@ ~Query Editor

Compary Mame iz equal to MSDSpra LLC ;I
ind Postal Code iz not equal ko 35501

Except  Phone Number containg

Fields list

Value area

Conjunction buttons

Available Fields:

Comparizons:

AE mergency Phane

':\u"aluc
Ifl

A Contact Name
4 Fax Number
/% Manufacturer 1D

|Related Tables

;I iz equal to =
iz hot equal to
iz greater than

" is greater than or equal to
is less than

is less than of eiual to
LI ldoes not contain LI

__énd |0 [ Excent

Cleatall | DelLine | Insertline | AddLine |

Save... | Load..

Cancel | Guery in selection | Guery I

Comparison
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The Query Editor (contd)

The Query editor contains the following areas:

Criteria area: This area displays your query as you create it or after you load it from
a disk file.

Fields list: This area displays a hierarchical list of the fields in the current table.
Indexed fields are shown in boldface. If there are related tables, the foreign key
fields in the current table can be expanded to display the fields in the related tables.
Comparison Operator area: This area displays a list of comparison operators.
Conjunction buttons: This area contains three buttons that correspond to conjunction
operators you can use to join current simple query to the previous simple query.
Value area: You enter values for which you want to search in this area.

Query in selection button: This button performs the query only on the records in the
current selection.

Query editor buttons: You use this areato save your queries, load other queries from
disk, cancel the query, or execute the query.

To create a query:

Administrator Guide

1.

Select Search from the Select menu, or click the SEARCH button from an Output form
other than the Product Output form.

MSDSpro displays the Query editor, highlighting the first row of the Criteria area.

Click a field name to use in the query. If you don’'t want to use the “is equal to”
operator, click the desired comparison operator.

@ r Cluerny E ditar
Awailable Fields: Comparisons
|F|e|ated Tables ll iz equal to
iz not equal to

O A MS5D5_ID = iz greater than
T is greater than or egual to
/% Manufacturer_ID & :BSS :Ea” "
O g Revision_D ate J Eoﬁ?ginsan orequatio
O LA MFPA hal does not contain 'l
W alue

And | O | Excent] Cleardl | Delline | Insettline | AddLine |

Save.. | Load... | Cancel | Query in selection | Query I
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The Query Editor (contd)

Value

Comparison operator choices:

m Is equal to

B Is not equal to

B Is greater than

B |Is greater than or equal to

B [slessthan

B Is less than or equal to

B Contains (Alpha and Text fields only)

B Does not contain (Alpha and Text fields only)

3. Type the value for which you want to search for in the Value area.

containg lead -~
iz greater than or equal to 01/01/97

’@ rQuery Editor

Awailable Fields: Comparisons
|Related Tables =l i equal to =
" iz not equal to
O A MSDS_ID ﬂ is greater than
O A Hame greater than or equal to
I Manufacturer_ID 18 less than
— - iz legs than or equal to
e containg
OEd PP = dogsnotcortain =]
Walue
’7|1 A/97
Fnd | O | Except| Cleardll |  Delline | Insertline| addLine |

Save.. | Laad... | Cancel | Query in selection | Query I

In a Text or Alpha field you can use the wildcard character (@) at the end of the value to request a
“Begins with” search.

If the field you selected is a Boolean field, MSDSpro displays a pair of radio buttons.
4. To add another simple query, click ADD LINE.
MSDSpro adds a new line using the “And” conjunction operator.
5. To use the “Or” or “Except” operator, click the desired conjunction operator button.

Repeat steps 2 and 3 to build the second simple query.
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The Query Editor (cont'd)

Administrator Guide

@ rQuery Editor

[ am containg lzad &
iz greater than or equal o 01/01/97

And Fevizion_[ate

[
Available Fields: Comparisons
|Helated Tables LI is equal to =
is not equal to
O /4 MSDS_ID 3 i greater than
0O /% Mame :5: greater than or equal to
2 Manufacturer_ID iz lese than
is less than or equal to
cohtaing ) |
’7|1 /97
Bnd | Or | Except | Clesréll | DelLine | Insetline | addLine |

Save... I Load... | Cancel | Query in selection | Query I

When you build a compound search condition, MSDSpro evaluates the conditions in the order in
which they appear in the Criteria area (i.e. from top to bottom).

There is no precedence among the conjunctions. Thus, if you have used more than two simple
gueries in building the compound query, the order in which you enter the simple queries can affect
the results of the query.

As you build a compound query, you can modify existing parts of the query by clicking the line you
want to change and clicking a new field or operator or typing a new value.

You can remove a simple query by selecting the line and clicking DEL LINE. In a compound
guery, you can remove one line of the query by clicking the DEL LINE button.

. To save the query to disk file, click SAVE and enter a filename in the Create File window.

You do not need to save your query to perform the search.

Click QUERY to search the entire table, or Query in Selection to restrict the query to the
current selection.

Or, click CANCEL to close the Query editor.
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The Query Editor (cont'd)

You can use the Query editor to search on related tables. If the field you want to search on is in a
related table, click on the plus sign to the left of the appropriate field name to display all the fields
available from the related table. The following illustration shows available fields from the related table,
Manufacturer.

To select a field from another table:
1. Expand the related table fields by clicking the plus sign.

The fields belonging to the related table appear in the hierarchical list.

@ rQuery Editar

[ amne cortaing lzad -
And iz greater than or equal ko 01/01/97

Revizion [ate

Ay ailable Fields: Comparizons
|Related Tables =] is equal to -
= iz not equal to
O A MSDS_ID ﬂ is greater than
O /% Hame :5: qreater than or equal o
I Manufacturer_ID s :ESS :Ea” "
P3| R evision_Date Eoﬁtsjinsan orequato
O NFPa | ldoesnotcomsn =]
Yalue
"|1 /97
Ard | O | Ewcept] Cleardl | Delline | Insettline| AddLine |

Save... I Load... | Cancel | Query in selection | Query I

2. Click to the desired field in the related table.

3. Follow the steps 3 through 7 for directions on creating the rest of the query.

To save a query to disk:
1. Click the SAVE button.
2. Click OK.
The query is saved to disk. Simply load it next time to use the same query again.

To load a saved query from disk:

1. Click LOAD and select the desired file.
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Advanced Search

Clicking on the SEARCH button along the bottom of the Product Output form loads the Advanced
Search Editor. The Advanced Search Editor is similar to The Query Editor. However, while The Query
Editor only has the ability to search tables linked directly to the table from which the search is being
conducted, the Advanced Search Editor has the ability to search fields in tables with only an indirect
association to the Product table.

To query using the Advanced Search Editor:

1.

Click on the (+) sign to
reveal fields contained
in this table.

Highlight the field
containing the data
to be searched.

Click on the SEARCH button along the bottom of the Product Output form OR choose
Search for Records after selecting Products from the Admin Control Panel.

Select Master Table from the Available Fields pull-down menu if the information to
be searched for is located in the product table, otherwise select Other Tables.

Highlight the field name that contains the information to be searched for, clicking on
the plus or minus signs to show and hide fields as necessary.

Select the appropriate comparison operator to determine how the information to be
searched for should compare to the data in the value field.

Enter into the value field the data to be compared to the information contained in the
highlighted field.

Click on the AND, OR, or EXCEPT button(s) to combine the search on the current field
with a search on another field or fields.

|z Advanced Search - 10| x|
~&dvanced Search Editor
[ChemicallChemical Mame contains gas and -

Enter here the
information to be
compared to the data
in the highlighted field.
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[ComparyCarmpary M ame contains MS0Spra
hd
Available Fields
||Dther Tables ;l Comparisons
[ -MNFRI -
\ | D5 = does not contain
[ Container iz equal to
\| Bl Inventory is hiot equal bo
- Location 1 iz greater than
El- Compan iz greater than or equal to
M nany Name it less than
i Addre | is 33 than or equal to ;I
W alue
___|M5D5pro
And I Or I EHceptI Clear &l I Delete Line |
Save... | Laad... I Cancel [uery Selection I Cluem I
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Advanced Search (contd)

Click on the (+) sign to
reveal fields contained
in this table

Highlight the field
containing the data

|=i| Advanced Search

rAdvanced Search Editar

=10l x|

to be searched for

Enter here the
information to be
compared to the data
in the highlighted field

fid |
\ Available Fields
taster Table Comparizons
¥ prmer— ;I
~M505 1D does not contain
- Product Mame iz equal to
Manufacturer 1D iz not equal to
-~ Revizsion Date is greater than
- NFP& Rating iz greater than or equal to
- HMIS Fating iz lezz than
- WEPS Heslth | is less than or equal to ;I
~Walue
And | Or | Exceptl Clear Al | Delete Line |
Save... I Cancel Buery Selection | Guemy |

ADD, OR, EXCEPT add additional Lines for searches with multiple criteria.

Click on the CANCEL button to cancel the query.

Click on the CLEAR ALL button to remove all information from the Search Criteria

area.

Click on the DELETE LINE button to remove the highlighted line from the Search

Criteria area.

Click on the QUERY button to execute the query.

SAVE Allows you to save Search criteria to a file.

The LOAD button allows you to load a previously saved search.
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Advanced Search (contd)
Save and Load Searches : SAVING YOUR ADVANCED SEARCH

|=i| Advanced Search 100 x|
rédvanced Search Editar
Click on the (+) sign to [Chemical]Chemical Name containg gas and =
reveal fields contained [Campary]Camparny Name cantaing
in this table
Available Fields
||Dthel Tables LI Comparizons
N\ [T ner B ]
ngh|lght the field Nl | ~D5L does not contain
i E Container iz equal to
containing the data B Inventory is ot equal o
B Location iz greater than
to be searched for — El-Compan - is greater than or equal to
— s less than
i - Addre LI is less than or equal o LI

Enter here the

information to be [ale
compared to the data—— [M5D5pe
inthe hlghllghted field And I Or I E:-cc:eptl Clear All | Delete Line |
. Load... | Cancel Query Selection | Querny |
IR
savens 20|
Savein: [ ) MSDSpro SAVED QUERY = & of B

File name: [ouer o1l =] save |
Saveastyps:  [ASCH Fie [ ) (] | Cariel

o)

B Build your query using steps listed on 3-13.
B Click on the Click the SAVE button.
B Select the path and file name.

B Press SAVE.
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Advanced Search (contd):
Save and Load Searches: LOADING YOUR ADVANCED SEARCH

jzi| Advanced Search =3 x|
rédvanced Search Editor
=
Available Fislds
||Mastel Table =] Comparisans
e —— ;I
M5D5 1D does not contain
- Product Hame iz equal to
-~ Manufacturer 1D iz nat equal ta
- Revigion D ate iz greater than
~MFPA Rating iz greater than or equal to
- HMIS Rating iz lesz than
i NFPA Health | iz less than or equal bo ;I
Walue
and | 0 | Escept| Clearéll | Delete Line |
Save.. | Caticel Cuery Selection | [uem |
N\
\_ 2
Look in: | (5 MSDSpro SAVED BUERY J [ eF E-

[
File name: [Query_o01 B4} Open
Files of type: [Custom 7 = Cancel

o)

B Click on the LOAD button.
B Select The Query that you want to run.

B Press OPEN.
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Sorting Records

A sort reorders records according to the values in the table. It is common to sort records to view
records on screen in a particular order, or before printing a report or exporting data.

As you enter data into the database, MSDSpro stores the records in the order in which they are
entered or imported. When you list records in an output form or print records, they appear in this order.
Often, you want to view records in another order. For example, you might want to alphabetize a list of
Product Names in a report - a sort on the Product Name field reorders the records alphabetically by
Product Name.

MSDSpro conducts indexed sorts very quickly. If you are sorting on only one field and that field is
indexed, MSDSpro uses the index.

You can sort records on up to 30 different fields or formulas. Each field or formula you sort on is
referred to as a sort level. For example, the results of a two-level ascending sort on the Product
Revision Date and Name would product a list such as this:

04/22/91, Acetone

04/22/91, Crude QOil

09/25/98, Acetylene

09/25/98, Green Stuff Absorbent

When sorting the contents of fields, MSDSpro is not case sensitive.

You can specify either an ascending or descending order for each field or formula that you are sorting
on. Sorting from A to Z or smallest to largest is known as an ascending sort. Sorting in the reverse

order is called a descending sort - largest to smallest, latest to earliest, and Z to A.

If you are sorting on more than one level, you can freely mix ascending and descending sort orders. A
multiple-level sort can mix fields and formulas and ascending and descending sort orders.
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The Order By Editor

You use the Sort Editor item in the Selection menu to sort the records in the current selection. Sorting
the current selection changes the order in which records are displayed or printed. This is atemporary
sort; it does not affect the order in which the records are stored on disk.

When you choose Sort Editor, the Order By editor enables you to specify the sort you want to perform.

Indexed fields
Shown in Bold

Order by

|% Anailable Fields Ordered by Fieldz/Faormulaz

Foreign Key Feild

Field List

[ MFP4 Rating
F ating

- /% MSDS ID -
«/% Product Name
LE- A Company ID

- 2% NFPA Health

- 2% NFP& Fire

~ 22 NFP4 Reactivi
- /% NFPA Special

EEE

23 HMIS Health
-2 HMIS Fire
-~ 23 HMIS Feactivity

Sortarea

- /% HMIS Special
- SARA Fire
- 54RA Release
- B SARA Reactivit Q
- SARA Acute Xl
[ SARA Chionic =

-

AddFamula.. | Modiy.. |

Cancel I Crder by I

Fields list: This area displays a list of fields in the current table. Indexed fields are
shown in boldface. You can sort on fields from related tables. To use afield from a
related table, click on the plus sign to display the fields from the related table.

Sort area: The Sort area displays the sort fields or sort formulas and the direction of
each sort. The arrows on the right of this area are used to specify an ascending or
descending sort.

ADD FORMULA button: The ADD FORMULA button to write a formula as one of the
sort criteria.

Button panel: The Button Panel has buttons for adding or removing fields from the
sortlist.

MODIFY button: The MODIFY button displays the selected sort criterion in the Formula
editor. If the selected criterion is a formula, the formula is presented for editing. If
the criterion is a field, the field name appears in the editing window of the Formula
editor.
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Sorting a Selection

You select Sort Editor from the Selection menu, or click SORT in any Output form to sort the records
in the current selection. Sorting the current selection changes the order in which records are displayed
or printed. This is a temporary sort; it does not affect the order in which the records are stored on disk.

When you select Sort Editor, the Order By editor appears, allowing you to specify the sort to perform.

Selection

Show Al Chrl+3
Show Subset Cirl+H
Ot Subset Crl+)
Add Records Chrl+h
Delete Recordz Chrl+k.
Copy Fecards

Search Editar. . Chrl+5

Sort Editar...

Chrl+T

Apply Formula. .

Archive Selected Praducts

Cloze

Use the Sort Editor menu item to sort the current selection of records. This sort is temporary and
applies only to the current selection; it does not affect the order in which records are stored in the

database. Sorting is commonly used immediately after a query and before printing a report.

To sort the current selection:

1. Choose Sort Editor from the Selection menu.

2. Double-click the name of a field on which you want to sort, or drag the field name
from the Fields list to the Sort area, or to sort on a formula, click the ADD FORMULA

button.

When you open the Order By editor, the Fields list displays the fields from the master table.

You can choose fields from related tables by expanding a foreign key field.

If you clicked the ADD FORMULA button, MSDSpro displays the Formula editor. For information

on writing a formula, see The Formula Editor later in this section.

The field name or formula appears with a sort direction arrow in the Criteria area.

3. Ifnecessary, click the sort direction arrow in the Sort areato switch between ascending

and descending sort order.
Up is ascending; down is descending.
4. If necessary, repeat steps 2 and 3to add secondary sort levels to the list.

For each sort level, you can specify ascending or descending order.

Administrator Guide



Section 3: Database Conventions and Operations

Sorting a Selection (cont'd)

Ascending sort

Axwailable Fields

Ordered by Fieldz/Farmulas \

- /% M5DS ID
- /% Product Name

G Conpany D

Ed MEP® Bating

|[Product]MFPA Rating

Decending sort
-4 HMIS Rating

- 23 NFP& Health
2% NFP2, Fire

- 23 NFP& Feactiviy
- /% NFPA Special

- 23 HMIS Health
2% HMIS Fire

- 23 HMIS Reactivity
- /% HMIS Special
- SARA Fire

- 54RA Release
-4 SARA Reactivity
- SARA Acute
[ SARA Chronic

-

BEE

=

|

Add Formula... | Modiy.. |

Cancel

|| Crder by I

FOR EXAMPLE:

5. Click onthe ORDER BY button.

MSDSpro sorts the current selection.

The sort order shown lists Products sorted by date, then by Product name.

Administrator Guide



Section 3: Database Conventions and Operations

Quick Reports (Ad-Hoc Reports)

One of the most important tasks in data management is the generation of reports. Frequently used
“built-in” reports are accessed from the Reports Control Panel. However, for ad-hoc reporting capabilities,

you can use the Quick Report editor to create a wide variety of columnar reports.

Using the Quick Report editor you can do the following:

Producelists of records
Create break areas between groups of sorted records
Compute summary calculations

Use fonts and styles in the report

The Quick Report editor produces reports from the current selection of records. Before you print a
report, you must select the records you want to include in your report (usually by performing a search
from the Selection menu in an Output form.)

MSDSpro’s Quick Report editor lets you create and print tabular reports. Output from a typical Quick
Report is shown below:

BEquip_Location

Mame

Start_Date

ALL LIMITS

RULTIF AR AFB 2 (009407
Subtotal for ALL UMITS

11580

BOHD

ACTIWATED ALURMINAS

ADVANTAGE PLUS 1050 DEPOSIT
INHIBITOR

Subtotal for BOHOD

810006
18087

COOLING TOUWER S (ALL)

DREWSPERSE 2675 ANTISCALANT
Subtotal for COOLING TOWERS (ALLY

152007

CPO

ATTACE
CHARCOAL, ACTIVATED
OOCTORS SOLUTION
ORTHO-TOLIOINE SOLUTION
Subtotal for CPD

142007
11506
112006
1001 /96

CRU-Z

SULFRZ0OL 40
UOP R-56 CATALYST
U0P R-56% CATALY ST
Subtotal for CRU-3

624105
01006
01006

When you create a Quick Report, you can specify the following:

B Columns displaying fields or formulas, either from the current table or from related

tables

Administrator Guide

Sort levels and order
Break levels
Summary calculations
Text for labels
Formats for numeric and Boolean data
Font, font size, style, and justification for labels, summary calculations, and data
Page headers and footers



Section 3: Database Conventions and Operations

Quick Reports (Ad-Hoc Reports) (contd)

A Quick Report can be printed/output to:

[ | A Printer
[ | A Disk File
u A Graph

These options are discussed in Selecting an Output Device later in this section.

Creating a New Quick Report
The Quick Report editor lets you create reports in the User environment. To create a Quick Report
design, choose Report Editor from the Selection menu on any Output form. MSDSpro displays the

Quick Report editor. If an existing design is displayed, choose New from the File menu to begin a new
Quick Report design.

Loading and Saving a Quick Report Design

You can save a Quick Report design as a file that you can open from the Quick Report editor. The
Quick Report design includes all your specifications, but not the data. By saving report designs, you
can maintain a library of Quick Reports that you can use depending on your needs.

NOTE: If you do not save your design, it will not be displayed the next time you open the Quick Report editor.
To save a Quick Report design, follow these steps:

1. Choose Save from the File menu.

MSDSpro displays a Save File window.

Mew Ctrl+M
Open... Ctrl+0

Cloze Clrl+af

Save as...
Bewvert to S ayved

Print Destination »
Headers & Footers. ..

FPage Setup...

Pring Preview...

Frint... Ctrl+P
it [l
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Quick Reports (Ad-Hoc Reports) (contd)

2. Enter afilename for the Quick Report and click on the SAVE button.

MSDSpro saves the report as a file that you can open with the Quick Report editor. You can
save the file to any hard disk available to you.

NOTE: If you are saving a report previously saved or loaded, it replaces the previous report.

Loading a Quick Report Design

When the Quick Report editor is open, you can load a saved design and use it to print a new report.
The same Quick Report design can be used repeatedly to print different selections of records.

To load a report design:
1. Choose Open from the File menu.

MSDSpro displays an Open File window displaying a list of available quick report designs.

Mew Chrl+M
Open... Chrl+0
Cloze Chrl+iad
Save Ctil+5

Save 3.
FEevert to/ Saved

Print Destination 3
Headers & Footers...

Page Setup...

Print Preview. ..

Frint... Chil+P
[t [l

2. Select a file from the list and click OPEN.

MSDSpro replaces the current report design with the design you opened.
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The Quick Report Editor

Fields List

Expanded foreign
key field

Sort List

Cell

Header, Detail,
Break, and Totals
rows

Row label bar
Column divider

Summary calculation buttons Column properties

\
\

|z Quick Report Editor
Selactthe fields: Sort arder: ~Cell

O A MSDS_ID - [Manufacturerjia a =
O A Name [Product]Name ¥
ﬂl Connt

El A Manufacturer_ID

~Zalumn

Sy Manufacturer ;I Min = | Soried
- /% Address
e AL Cily o e 0| Repeated Yalues
e M State ;I Sum [ At v atic Vi
- M Zip_Code =
- A% Phone_Murnber IR
- M Errergency_Phon
- M Contact Mame 7| =l
[Prnduct]l'ulSDS_Ib\ [Product]Name : [Mamufacturer]Manufacturer : [Product]Revision_Date ;I 7
— Header MEDS_ID Mme Manufacturer Rewizion_Date
‘ Detail A Quick
‘ Break 1 Subtotal M Count —Report
L Total Total M Count area
| ....:lJ.l./...'IUEl...15'3...QUU...25?...SUU....350....400....45'1...500....55%'*

Column headers

The Quick Report editor contains the following elements:

B Fields list: This list displays fields in the current table. You can view the names of

fields in other tables by expanding the foreign key fields. A foreign key field has a
plus sign to its left.

Sort list: This list displays the sort order assigned to the report and indicates whether
each sort level is ascending or descending. If your report will contain summary
calculations from groups of records, you must sort the current selection on one or
more fields. You can change the order of fields in the Sort list by dragging the field
name vertically to the desired position in the list.

Quick Report area: You use this area to design the report by dragging fields, adding
formulas, adjusting column widths, and adding or deleting breaks.

Summary calculation buttons: You use these buttons to place summary calculations
in the Break and Total areas of the report.

Column properties: You use these check boxes to set the following characteristics for
each column in the report:

m  Sorted: Click this check box if you want the records to be sorted on the selected
column.

Administrator Guide



Section 3: Database Conventions and Operations

The Quick Report Editor (contd)
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= Repeated Values: Use this check box to tell the Quick Report editor to repeat the
values in a Break column. If you do not select the Repeated Values check box,
each Break value is displayed only once.

= Automatic Width: Click this check box to request that the Quick Report editor
calculate the column width of the selected column based on the maximum length
of the contents of the column. The sizing is done only at the time the report is
printed. This option can be checked for each column individually. The check box
does not refer to the entire report. If the Auto Column Width check box is not
checked for a column, you can modify that column’s width by dragging column
indicators, and your reports may print much faster.

Column Dividers: These lines indicate the boundaries between columns of the report.

Right margin marker: This marker indicates the right margin of the report. The right
margin marker is meaningful only when no columns have the Auto Column Width
check box selected. You may have to scroll horizontally to view the right margin
marker.

Column header: The column header displays names of fields or formulas in the report.

Row label bar: This bar shows the different areas of the report: the Header, Detail,
Break, and Total rows.

Header row: This row contains information that appears in the printed report above
the records. The Quick Report editor automatically places field names in the Header
row, but you can modify its contents.

Detail row: This row prints information from individual records and will be repeated
in the printed report for each break.

Break and Totals rows: These rows display summary calculations and any associated
labeling. The Break row displays summary calculations for each group of sorted
records in thereport and the Totals row displays summary calculations obtained from
all records in the current selection.

Cells: Cells are the intersection of arow and a column.

Scroll bars: You use the scroll bars to view parts of the quick report design that extend
beyond the area of the quick report form.
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The Quick Report Editor (contd)

The various list and display areas in the Quick Report editor can be resized. Areas that can be resized
are bordered by a raised line.

The Quick Report Pop-up Menus

The Quick Report editor has “hidden” pop-up menus that make it easy to access certain row, column,
and cell operations. Instead of making menu selections or working with the Cell or Column properties
areas, you can perform certain operations by displaying a Quick Report pop-up menu. There are
separate pop-up menus for row, column, and cell operations.

To use a pop-up menu:

1. Position the pointer in a cell, a row label, or a column heading and hold down the
right mouse button.

A pop-up menu appears. The commands in the pop-up menu depend on where your pointer is
(i.e., arow label, column heading, or cell). Also, menu commands that are inappropriate for
the particular row, column, or cell are disabled.

The three Quick Report pop-up menus consist of:

B Cells
Ef“”‘ Summary Calculations
M::H —+— (valid only in Break and Total rows)
Auerage Format
Famat  ——+——— (valid only if a display format can be applied)
Fant 3
Size 4
Style P TextAttributes
Alignment  »

B  Rows

Dupicate Bresk | Break row operations

Hide | Hide row

Fort r

Size Y TextAttributes
Style r

Alignment r
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The Quick Report Editor (contd)

Selecting Rows, Columns, and Cells

B Columns

Inzert Colurmi
Delete Colurmnn
Hide

Edit Colurnn...

Ordered by
Repeated Yalues
v Automatic Width

Alpha

Fant
Size
Style
Aligrment

- T‘T -

Column operations

Column Properties

Format
valid if a display format can be applied

Text Attributes

2. Choose the desired menu command.

When designing a Quick Report, you need to select rows, columns, and cells in the Quick Report
layout. A cell is the intersection of a row and a column.

To select a row:

1. Click onthe H, D, B, or T markers on the row label bar to the left of the Quick Report

layout. Or, click in a row to the right of all columns in the Quick Report layout.

To select a column:

1. Click above the Header row of a column.

To select a cell:
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1.

Click the cell.
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The Quick Report Editor (contd)

Adding and Modifying Text

You can add or modify text in the Quick Report layout. Text can be used to label parts of the report. For
example, if you requested summary calculations, you can add text to other cells in the Break and Total
rows to label the summary calculations.

You can do the following:

Edit the text that MSDSpro automatically adds to the Header row of the report
Insert text in empty cells of the Break and Totals rows

Insert the value of a Break field in the Break rows

Specify the font, font size, justification, and style for any text that appears in the
report

To add text:

1. Click twice on an empty cell in the Quick Report layout.
Atextinsertion point appears in the cell. If you are entering a label for a summary calculation,
select a cell in the same row as the cell containing the calculation icons. You cannot enter

text into the same cell that contains summary calculations.

2. Type the text in the cell.

To modify text:

1. Drag across the text in the cell to modify. MSDSpro highlights the selected text.

2. Type the new text in the cell.

Specifying Font, Font Size, Justification, and Style

While designing your Quick Report, you can specify different fonts, font sizes, justification, and styles.
You can apply these specifications to rows, columns, or cells in the Quick Report. These specifications
can be applied to text, data, and summary calculations.

If you assign specifications to the Detail row of the report, you will not see the results until you preview
or print the report.
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The Quick Report Editor (contd)

To specify a font, font size, style, or justification:
1. Select the column, row, or cell where you want to apply the font.
2. Choose afont from the Font menu or choose afont size, style, or justification
from the Style menu, or hold down the right mouse button to display the

Quick Report pop-up menu to select text attributes.

MSDSpro applies the font to text, data, and summary calculations in the selected

area.
\=d] Quick Report Editor
Selectthe fields: Sort order: Cell Column
O /% MSDS_ID f’ [Manufacturer|Manufactun & = ] count
Product]Name A )
ﬁ Hame [ ] | win I=|Sarted
| Max = Fepeated
O nFPa g sum I Autoratic
O Hwmis il a
O 23 NFPA_Health =l | | 11| Awerage

: [Product]Name E[Manufacturer]nﬂanufacturer : [Product]Revision_Date ;I
& D EManufacturer Revision_Date
Duplicate Break: H

Delete Breal

Hide

Font 3

Size 3
Plain

Aligrment »
Fae

....sn....m%llzsu..sou..ssu...40&...45&..50&..Jd
[ 3

|

Adding Columns to the Report
You create columns by dragging field names from the Fields area to the Quick Report layout. You can

add fields from related tables, provided the relationship exists. To add fields from related tables, click
the plus sign on the Foreign key field to expand the list of available related fields.

To add a column:

B Drag the name of a field to the right of existing columns in the Quick Report layout
and release the mouse button.

MSDSpro creates a column for the field and places the field name in both the column header
and the cell in the Header row.
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The Quick Report Editor (contd)

The figure below shows the Product Name field added as a column to the Quick Report layout:

\=d] Quick Report Editor
Selectthe fields: Sort order: Cell Column
O A MSDS_ID Al =] | | M count
oA ¢ win [~ Sorted
/4 Manufacturer_ID EI e
0.2 Revision_Date Mz [~ Rep .
O nFpa El Sum 7 Automatic
OB Hmis
023 MFPA Health =] -] & average
[Product]Name ;I

..150...200...250...30'1..?50....400....4'

Inserting Columns

You can insert a column in a Quick Report.

To insert a column:

1. Select a column.

2. Chooselnsert Column from the Edit menu, or hold down the mouse button to display
the Quick Report pop-up menu and choose Insert Column.

Font Style Help

Urdo Chr+Z
Cut Crl+
Copy il
Faste [Ehrlh,

Chrl+l

Delete Calumn

Edit Colum...

Add Break

[Duplicate Break CiildE
[elete Break

Hide Ctrl+H

Set Fane Break
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The Quick Report Editor (contd)

@ﬂuick Report Editor E
Selectthe fields: Sort order: Cell Column
O /% MSDS_ID i’ [Manufacturer]Manufactun 4 = M| count
Product]Name i )
O /¢ Name I ] ﬁl Min " Sorted
/% Manufacturer_ID = = -
o4 n_Date _I M0t [~ Repea e
O nFPa g T I Automatic
OB Hwis E
0 23 NFPA_Health ~| E Average

[Product]MSDS_ID FIRGDITTRY R

Header |MSDS_ID Name
Detail
Tatal

ufacturer : [Product]Revision_Date ;I
Revision_Date

Hide
Edit Column

Ordered by
Fepeated Values
Autarnatic 'Width

-

Alpha

Font
Size
Style

| - Alignment .35D...4Uﬂ...45ﬂ..50ﬂ.jﬂ
] _ »

v v

MSDSpro inserts a blank column to the left of the column you selected. You can then assign
a field to the empty column by dragging a field name to it. Or, you can choose to assign a
formula to the column. For information on assigning a formula to a column, see Adding Formulas
to the Report later in this section.

Deleting Columns

As you specify fields for your Quick Report, you may want to remove some columns so that
they can be placed elsewhere. You also might want to delete the column from the report.

To delete a column:

1. Select the column you want to delete. T Font Stle Help

Undo Chil=
2. Choose Delete Column from the Edit menu, ot Cirl
: . Capy [t +C
or hold down the right mouse button to display Pagte vy
the Quick Report pop-up menu and choose Clear
Delete Column. Ingert Calumn— Crll
L : Column
Edit Column...
Add Break
Duplizate Break ChiE
[lelete Break
Hide Chi+H

Set Page Break
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The Quick Report Editor (cont'd)

|28 Quick Report Editor

Select the fields: Sort order: Cell Caolumn

0O At MSDS_ID Al [Manufacturer]Manufactur = | M count
o & 4] win I=|Eored

A Manufacturer_ID

0.2 Revision_Date 3' M r Repeate.d
OB rEPA gl B i
OB Hmig EI .
00 2% NFPA_Health AINN =] WErame
|[Pruduct]MSDS_ID [Product]Nagss l'“"'ET’"“""‘"“?nufacturer [Product]Revision_Date j
]
Header  [MSDS_ID Revision_Date
Detail
Total Edit Calumn..
Ordered by
Repeated alues
Avttomatic Width
Alpha 3
Font »
Size »
Style »
| Lo 80,00, 150, Alignment » ..35&...40&...45&..50&.?
[ P — m—————— »

MSDSpro removes the selected column from the Quick Report layout.

Replacing Columns

You can replace a column in the Quick Report by dragging another field over it. You can also replace
a field with a formula.

To replace a column:

1. Drag a field from the Fields area to the column you want to replace, or select the
column you want to replace and choose Edit Column from the Edit menu.

When you print the Quick Report, MSDSpro prints the results of the formula for each record
that appears in the Detail row.

See Adding Formulas to the Report later in this section for information on adding a formula to a Quick
Report.

Sizing Columns

By default, the Quick Report editor sizes columns automatically (as reflected in the Automatic Width
check box). It sizes each column based on the maximum length of data displayed in the column and
any labels typed into the column. The Quick Report editor sizes columns at the time the report is
printed.

To view the widths of each column, preview the report to the screen. See Printing the Quick Report
later in this section for more information about previewing the report.
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The Quick Report Editor (cont'd)

Because the Auto Column Width check box will change the width of a column based on the maximum
width of data in the records being printed, selecting different records can change the size of the
columns.

You can resize a column manually after turning off the Auto Column Width check box. When a column
is set manually, text in the column wraps within the specified area. Print speed may also be much
faster because the Quick Report editor will not have to calculate the maximum width of each record
value being printed.

To resize a column manually:

1.

Select the column you want to resize.

Deselect the Auto Column Width check box either in the Column Properties or in the
Quick Report pop-up menu for the column.

Move the pointer over the column indicator in the column header to change the
pointer into a column width cursor.

Drag the column indicator to the left or right to size the column.

Adding Formulas to a Quick Report

You can add a formula to a column in a Quick Report. For example, you can add a formula that
calculates Inventory quantities from a quantity field.

To add a formula:
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Insert an empty column or click an existing column and choose Edit Column... from
the Edit menu, or hold down the mouse button to display the Quick Report pop-up
menu and choose Edit Column...

MSDSpro displays the Formula editor where you can build a formula. If you selected an
existing column, the formula you create will replace the previous contents of the column.

Build the formula by clicking fields, keywords, and commands and entering values.
To save the formula as a disk file that you can recall and use in another column or in
another report, click the SAVE button and enter a filename in the Save File window.

For more information on using the Formula editor, refer to The Formula Editor in Database
Conventions.
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The Quick Report Editor (contd)

3. Click OK to assign the formula to the column.

MSDSpro adds a new label to the column that identifies it as a formula. You can relabel the
column by typing a label into the header cell for that column. Formulas are labeled C1 through
Cn. The labels are the names of variables that contain the column’s value. You can use these
variables in other formulas.

Sorting Records and Creating Breaks

An important feature of the Quick Report editor is the ability to sort the records in your report. You sort
records for two reasons:

B To view records in a particular order.

B Tocreate groups of records and Break areas in the report for the purpose of reporting
summary calculations for groups.

See the section Setting Break Levels later in this section for information on summary calculations.

Specifying a Sort Order

After you specify the columns for your report, you can specify a sort order. You set a sort order by
selecting the column to sort, and then set the Sorted property. For example, if you wanted to sort the
records of Inventory by the Storage_Location field, you would select the Sorted property for the
Storage_Location column.

You can also sort on a formula by selecting the column that contains the formula and then clicking the
Sorted check box or choosing Sorted from the Quick Report pop-up menu for that column. See Adding
Formulas to the Report earlier in this section for more information on adding formulas to Quick Reports.

To specify the sort order using the Sorted check box:

1. Select the column that contains the field or formula you want to specify as the first
sort level.

2. Click the Sorted check box.
To specify the sort order by dragging:
1. Drag afield from the Fields list to the Sort Order list.

If the field is not already in the Quick Report design, MSDSpro adds it as the last field in the
design.
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The Quick Report Editor (contd)

To specify a sort order using the Quick Report pop-up menu:
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Hold down the right mouse button on the column header belonging to the column to
sort.

The Quick Report pop-up menu appears.
Choose Sorted from the pop-up menu.

MSDSpro displays the name of the field in the Sort list. To the right of the name is an arrow,
indicating an ascending sort order. By default, all sorts are performed in ascending sort order.

If necessary, click the sort direction arrow to sort the column in descending order.

|=i] Quick Report Editor
Select the fields: Sort order: Cell _Column Sort direction
0O A MSDS_ID - [ManufacturerJManufactur 4~ = arrow
0O /% Name [Product]Name
&1 A Manufacturer_ID EI Caunt
ot un o Sorted check
M Address - o o
A City _I Mz I~ Repeate box
A State gl Surmn I~ Autarmatic Width
A Zip_Code
% Phane_Mumber EI Average
A Ermergency_Phon
e M Contact Mame 7| =]
[Product]Revision_Date =
Header Revision_Date
Detail S
Break 1 M Count
Total W Count

..40&...45&..50&..55&..Jj
»

If desired, select additional fields or formula columns and add the Sorted property
using either the Sorted check box or pop-up menu command.

You can specify ascending or descending sort order for any additional fields or formulas you
specify.

When you specify multiple sort levels, MSDSpro sorts the records on the first field in the Sort
field list, then on other fields in the order that they appear in the list. For example, if you
specify the Manufacturer field as the primary sort field and Product Name as the secondary
sort field, your design might look like the Quick Report design shown above.
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The Quick Report Editor (contd)

To change the level of a Sort field:

1. Drag the name of a field or formula up or down within the sort list to the
desired sort level.

You can delete any field or formula from the Sort list.
To delete a field or formula from the sort order:

1. Select the column and deselect the Sorted check box, or hold down the right
mouse button on the column header to display the Quick Report pop-up menu
and deselect the Sorted menu command.

MSDSpro removes the field or formula in the Sort field list. It does not delete the

column itself from the report. When you print the report, MSDSpro will no longer use
that field or formula to sort the records.

Setting Break Levels

In a Quick Report, you set Break levels to separate or “break” records into groups according
to values in one or more sort fields. A Break area is printed at each break level. You can print
summary calculations in the Break area. The summary calculations - sum, average, minimum,
maximum, and count - are calculated for each group of records.

Break levels are determined by the sort levels and Break rows. For example, if you tell MSDSpro
to sortrecords by Storage_Location and create a Break row, MSDSpro inserts a break between
each group of records that have the same Storage_Location.

After you add a Break row to the Quick Report, you can request summary calculations on
each break. For example, you can insert a summary calculation in a Break row to display
Count subtotals for each Storage_Location. Refer to “Adding Summary Calculations” later in
this chapter for more information on adding summary calculations to Break and Total rows.

Toinsert a Break row:
1. Choose Add Break from the Edit menu, or hold down the right mouse button

on the Total row label in the Row label bar and choose the Duplicate Break
menu command.
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The Quick Report Editor (cont'd)

MSDSpro adds a Break row. The figure shows a Break row in a quick report design:

|z Quick Report Editor
Selectthe fields: Sort order: ~Cell ~Column
O A MSDS_ID ﬂ [Manufacturer]Manufacturs 4 =~
O /4 Mame [Product]Name ¥
& A Manufacturer_ID ﬁl Count
BN Menutacturer | i _—
A address
A City | ha = |Repeated
A State il surn = sutrmaticiiidt
A Zip_code =
A Phone_Murnber JUNEETATE
A Emergency_Phon
=
[Product]MSDS_ID : [Product]Name : [Manufacturer]Manufacturer : [Product]Revision_Date ;I
Header [MSDS_ID Marme Manufacturer Revision_Date
Detail EeiE s e
Break row Break 1 Subtatal W Count
Total Total M Count

1]

..SJJ....1UEl...15&..20'1..25ﬂ.|.30ﬂ..35&...40&...45&..50&..55ﬂ.f
3

2. |If desired, add additional Break rows by repeating step 1.
There should be at least as many sort levels as Break levels.

MSDSpro adds a sequential number to each new Break label in the row label bar, for example,
Break1, Break2, Break3, and so forth.

Using the Values of Break Fields in Labels

You can improve the appearance and comprehensibility of your reports by labeling each Break row
using the value of the Break field.

To request that the value of a Break field be printed in a label placed in the Break area, use the number
sign (#) in the label. For example, the text “Subtotal for #” will insert the Storage_Location (in this
case, the value of the Storage_Location field) in place of the number sign when the report is printed.

The number sign does not need to be placed in the same column as the Break field. It will display the
value of the Break field in any cell in the Break row.
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The figure below illustrates the use of the number sign in a label in the Break row:

|=i| Quick Report Editor
Selectthe fields: Sort order: el —— Column
0 A MSDS_ID ﬂ [Manufacturer]Manufactur & =
0 /% Name [Pruduct]Name ¥
= /% Manufacturer_ID ﬂl Count
BN vionutacturer | =1 win _—
- M Address
- A City - | Max = | Eepeated
- M State il Bl [ At Y
- A Fip_tode -l average
- A Phone_MNurmber g
- A Emergency_Phon
id|
[Product]MSDS_ID : [Product]Name | [Manufacturer]Manuracturer : [Product]Revision_Date ;I
Header (MSDS_ID Mame Manufacturer Revision_Date
Detail
Break 1 Subtotal for # M Count
Total Total M Count
Number sign
| R IRARITRRNT SR IT RN o 30&..ssu...40&...45&..50&..55u.f used in label
1 »

Adding Summary Calculations

Summary calculations on the contents of fields and formulas can be added to each Break row and to
the Totals row.

The check boxes in the Cell area of the Quick Report editor identify the summary calculation options
available for quick reports. The following types of summary calculations are available.

Sum: Totals the values in the report or Break.

Minimum: Displays the lowest value in the report or Break.
Maximum: Displays the highest value in the report or Break.
Average: Calculates the average of the values in the report or Break.
Count: Calculates the number of records in the report or Break.

These options also appear in the Quick Report pop-up menu for cells in the Break and Total rows.
When you place a summary calculation in the Totals row, the calculation is done for all records in the

report. If you place the summary calculation in a Break row, the calculation is done for the records in
the Break.
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The Quick Report Editor (contd)

To add a summary calculation:

1. SelectacellinaBreak row orinthe Totals row where you want to insert the summary
calculation.

The Sum, Minimum, Maximum, and Average calculations work only on a numeric field or
formula.

2. Click as many summary calculation check boxes as you like, or hold down the mouse
button and choose the desired summary calculations from the Quick Report pop-up
menu for cells.

MSDSpro displays a calculation icon in the selected cell for each type of summary calculation
you request. The figure below shows a Count icon in the Break 1 and Total rows.

=i Quick Report Editor
Select the fields: Sort order: el —— Column
O /4 MSDS_ID - [Manufacturer]Manufactur & =
O A Name [Product]Name ¥
B /% Manufacturer_ID IH Count
------ e o i o
------ ress
+, Repaated
...... F City ﬂ (Y I~ Rep
...... Al State EI B [~ Automatic Width
------ A Zip_code
------ A Phone_NWumber E HTBTREE
------ A Emergency_Phon
------ A Cantact Mame 7| |
[Product]MSDS_ID : [Product]dame ;| [Manufacturer]Manufacturer
Header |MSDS_|D Marne Manufacturer
Calculation Detail ~
icons in Break Break 1 Subtotal for #
and Total rows Total Tofal

&, a0a 150, 200, 250, 300, , 330,

If you add more than one summary calculation to a cell, MSDSpro stacks the calculation icons on top
of each other.
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Displaying Repeated Values for Break Columns

In a report with Breaks, the columns which are used to group records so that summary calculations
can be done are called Break columns. In the report shown below, the Storage_Location field is a

Break column since the records in the report are grouped by Storage_Location.

When a report like this is printed, the values for the Break column are printed only once per Break. In
other words, a Storage_Location is printed only for the first record in the group and is not repeated until

the Storage_Location changes.

FPraduct Mame

Storage_Location

Revision_Date

3 BRAND TYFE 409 TOMER (M-F)
RED FLUORESCEMNT PAINT, 7201

Fod oo

Blue Room

Total far Blue Raaom

arraray

arzay

ARMOR ALL PROTECTANT
SCOAP & SCUM REMOVER

Broom Closet

Total for Broom Closet;

A
f R R

11/

ACETOME

AR94

Chemical Staorage

Total for Chemical Storage

415194

FLOOR Wax - PARADE LIQUID

Cleaning Room
Total for Cleaning Room

1117194

In some cases you may want to repeat the values for the Break columns so that they appear for every
record in the Break area. To do so, select the Repeated Values column property. You can do so either
by clicking the Repeated Values check box in the Column Properties area or by choosing the Re-
peated Values menu command in the Quick Reports pop-up menu for that column.

To display repeated values for fields in Break columns, follow these steps:

1. Select the Break column by clicking above the Header row for that column and click
the Repeated Values check box, or hold down the mouse button on the Header row
of the Break column and choose Repeated Values from the Quick Reports pop-up

menu.

The figure shows the report at
the top of this page after the

Repeated Values check box —

has been checked for the
Storage_Location column:

Product Kame Starage_Location Revision_Date
3M BRAMD TYPE 409 TOMER (M-F) Blue Room 619591
RED FLUORESCENT PAINT, 7201 Blue Room Qr2eT
. Total for Blue Room; z
ARMOR ALL PROTECTANT Broom Closet 916194
SOAP & SCUM REMOVER Broom Closet 1
Total for Broom Closet: 2
AMCETOME Chemical Storage 415194
Chemical Storage 4i5194
Total for Chemical Storage: 2
FLOOR WA - PARADE LIQUID Cleaning Roam 11194
Total for Cleaning Room 1
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The Quick Report Editor (contd)

Setting Display Formats

You can specify display formats for columns that contain Numeric, Alphanumeric, or Boolean data.
For example, if you are displaying salaries in a column, you can add a numeric format to the Detail cell
for the quantity field. If your report includes Alpha fields such as a telephone number or Social Security
number, you can use an Alpha format. If your report displays values for a Boolean field such as true/
false or yes/no, you can use a Boolean format.

This section explains how to use Numeric, Alpha, and Boolean formats. It then shows you how to
specify a format for a particular field by entering the format into the Quick Report layout.

Numeric Formats

The following format places a dollar sign to the left of the number and allows up to 6 digits:
B i

This format can display dollar amounts up to $999,999.

Alpha Formats

You can use an Alpha format for fields that contain string information. For example, social security
number or telephone number fields can be formatted with an Alpha format.

The following format would be used to format Social Security numbers:
HHHH-HH-HHHE
Boolean Formats

You can specify a Boolean format for fields that contain information which can be evaluated as either
TRUE or FALSE or as only one of two values (e.g. Yes or No).

If you do not apply a display format to a Boolean field, the values are displayed as either TRUE or
FALSE.

To substitute different values for TRUE and FALSE, separate the two values you want to display with a
semicolon. The example below shows a display format for a field in an invoicing database.
Paid;Unpaid

Entering the Display Format for a field

To enter a display format for a Numeric, Alpha, or Boolean field:

1. Click twice in the Detail cell for a Numeric, Alpha, or Boolean column.
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2. Type adisplay format.

If you have also requested summary calculations for that column, the format specified in the
Detail cell will automatically be applied to the summary calculations. The count is always
displayed as an integer without formatting symbols such as the dollar sign. Different formats
can be applied to different columns in the report.

To enter a display format from the Quick Report pop-up menu:

1. Position the pointer over the Detail cell for a column and hold down the right mouse
button and choose a display format from the hierarchical menu.

|=i| Quick Report Editor
Selectthe fields: Sort order: Cell Column ——
O Gas -]
0 02 Average_Daily [Inventan]Murmber_Can
O 07 Maximurm_Daily ﬂ! Count
O A Unit
O 07 Temperature _I - :
O ()2 Weight_Gallan T - -

HEHHRO HEH HHO- A

oA Archive_Prod_iD $HH HHO.00 1, #40.00-

g I]A Ihlt i, HHOHHH, D)
O 05 Size_Container HiHE BHOHE £00.00)

O A Cantainer Unit vI HEH HH0.00 HEE #H0.00CR

SHH U0 -SHEY HAD

[Product]Name JUIESL00L 00 o FHIEHE HHD (R HHO) =
Insert Column FHEH HH0.00-$HEE H10.00 —
Header |Name
B Delete Calurnn i B0 00 ($HHE #40.00] |
a Hide FUSETND [
Total | Edit Column.. $70NT0ET00)

Ordered by
Repeated Values
Autornatic Width

e == 00 OID
Font 3
Size 3
Style 3
| . Alignment v ( 350 . . 400, . 450 . 5uuﬁ
4 — (3

The hierarchical menu will show display formats that are appropriate for the data type of the
column. For example, if the field was an Alpha format, the menu command would be “Alpha”
instead of “Numeric” and the submenu would list only Alpha formats.

After you make your selection, you can edit the format normally.

If you have also requested summary calculations for that column, the format specified in the
Detail cell will automatically be applied to the summary calculations. Regardless of the
display format, the count is always displayed as an integer without formatting symbols such
as the dollar sign.

Different formats can be applied to different columns in the report.
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Hiding Rows and Columns

MSDSpro lets you hide rows or columns when printing a Quick Report. If desired, you can show a

hidden column or row.

Hiding rows is useful, for example, when you want the report to include only summary calculations.
For example, hide the Detail row if you want to display only the summary calculations that appear in
the Totals and Break rows. You can also use this feature to hide a Break row or the Totals row.

You can hide a column if you need to use the column as a sort column, but do not want the report to
display the column.

You can hide a row using either a Quick Report menu command or the Quick Reports pop-up menu.

To hide a row using the menu command:

1. Select the row you want to hide.

2. Choose Hide from the Edit menu.

To hide a row using the pop-up menu:

Administrator Guide

1. Hold down the right mouse button over the row label in the Row label bar.

The Quick Reports pop-up menu appears.

2. Choose Hide from the pop-up menu.

MSDSpro displays the row in gray to remind you that the row will not appear when you print or
preview the quick report.

@I}luick Report Editor
Selectthe fields:

Sort order:

~Cell

OB Gas

O 02 Average_Daily
O 02 Maxirnurn_Daily
O A Unit

O 02 Temperature

O (7 Weight_allon
O A Archive_Prod_ID
W& Murmber_Cont
O A Type_Container
O 02 Size_Container
O A Cantainer Unit

| | [[Product]Name

|

A
[InventondMumber_Cont A

ﬂ Count
] wan

2| Mz

=] sum

m HAverag

AColumn ——

I Sored
= Reneated
& Autnriatic

MNarme

Number_Cont

Header
w Duglicate Break
Total

Delete Break
Hide:

Font
Size
Style
Alignment

v v

[ProductiName | [Imentory]Number_Cont :

..o200

ZGU...SUU...IBGU..‘AUHH

250, , 5uu._lj
»
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Hidden row

@Quick Report Editor [ ]
Selectthe fields: Sort order: ~Cell ~Column ——
OM Gas | | [ProductiName a =
0O 02 Average_Daily [InventordMumber_Cont
0 02 Maxirmurn_Daily ﬂl Count
0 A unit ;I Min [N Eorted
0O 02 Temperature  Repeated
O (9 Weight_callon 7] s peale
O A Archive_Prod_ID | sum L et
(Wl B Mumber_Cont o avera
O A Type_Container §

O 02 Size_Container
O A Container Unit | |
[Product]Hame : [Inventory]Humber_Cont ;I

Header Mame Mumber_Caont

| ..5D....1DEl...15El..20&..250..BDEL..I35El...4DEl...45ﬂ..5UElf
1 r

You can also use a menu command or the Quick Reports pop-up menu to hide a column.
To hide a column using the menu command:

1. Select the column you want to hide.

2. Choose Hide from the Edit menu.
To hide a column using the pop-up menu:

1. Hold down the right mouse button over the column header.

The Quick Reports pop-up menu appears.
2. Choose Hide from the pop-up menu.

MSDSpro displays the column in gray to remind you that the row will not appear when
you print or preview the quick report.

Showing a Hidden Row or Column

When a row or column is hidden, the Hide menu command in the Edit menu and Quick Report
pop-up menu becomes Show. You can display a hidden row or column choosing Show from
either the Edit or pop-up menu. When you do so, the row or column is displayed normally in
the Quick Report area.
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Adding Page Headers and Footers

Before printing a Quick Report, you can add page headers and footers. You specify page headers and
footers in the Headers and Footers window. Use this dialog box to do the following:

Add page header and footer text

Specify the size of the page header and footer areas

Specify fonts, font sizes, and font styles for page header and footer text
Insert codes that add page numbers and the date and time to your reports

Page headers can only be specified when printing to a printer. See Printing a Quick Report later in this
section for more information about alternate output devices.

To add page headers and footers:
1. Choose Headers and Footers from the File menu.

The Headers and Footers window appears.

<& —Editﬂw_j
Edit drop-down list
P Left I = Header and Footer
entry areas
Center: I I~
Measurement scale Riight: | I~
drop-down list : |
P Height: | 25 [paints =l
Hei g ht ~Font Attribut
Font: I ;I
Fant Size: |12 Points ;I .
Syle: WP T e Page preview area
" Bold ™ Underline
¥ Add aFrame Around Data Cancel | ’TI

The Header and Footers window lets you specify both headers and footers from the same screen. You
use the Edit drop-down list to specify either the header or footer.

2. Choose Header or Footer from the Edit menu.
3. Enter the header or footer height in the Height area.

When you first enter the dialog box, the header and footer are set to 25 pixels each. You can
change values for the height and can use the measurement scale to enter values in inches or
centimeters. As you enter the header and footer height, the dotted lines on the page preview
area change to indicate the size of the header and footer as they will appear on the printed
report.
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4. Select an entry area and type the header or footer text.

\{;‘ —Edit—'Headers vli —
Left: I =]
Center: -
Paste Page Number Header and footer
L Paste Time of Printing . b|
Right: , Jate of Printing variables
Height: | 25 | points =]
Fiont Attributes
Font: |Arial ;I
Fort Size: |12 Paints LI
Style: ¥ Plain ™ iz
" Bold ™ Underline

¥ &dd & Frame Around Data

Cancel | ak I

To the right of each entry area is a pop-up menu that lets you insert variables into the entry area.
You can insert the current Page Number, Time of Printing, or Date of Printing.

Toinsert a variable, choose it from the pop-up menu. MSDSpro inserts the variable in the entry area at
the insertion point. You can combine variables with text.

Specifying Font, Font Size, Justification, and Style
You can specify different fonts, font sizes, justification, and styles for page headers and footers.
To specify font attributes:

1. Choose a font and font size from the drop-down lists and click one or more Style
check boxes.

Specified attributes are applied to all three entry areas. You cannot apply different font attributes

to different areas of the header or footer. Some Style combinations are not valid. For example,
you can choose Bold and Italic, but you cannot choose both Plain and Bold.
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Printing a Quick Report

After you have completed your report design, you can print the Quick Report. You can print a Quick
Report to a variety of output devices:

B Printer
B Disk File
B Graph

To select an output device:
1. Choose Print Destination from the File menu.

The Print Destination hierarchical menu contains three items:

Digk File
Graph

Printer

This option uses the default printer you have chosen. You can print to a printer without using the Print
Destination item by choosing Print from the File menu. If you are printing to a printer, you can preview
the report before printing it.

To print to a printer:
1. Choose Print from the File menu.

2. Click the OK button and follow the standard MSDSpro procedure for previewing and
printing your report.

3. Choosethe settings that are appropriate for your report and click the OK button.

Disk File

This option sends your Quick Report to a disk file that you can open and modify with other applica-
tions, including text editors and spreadsheets. This option exports the records in the Quick Report to
a text file.

When you use this option, MSDSpro automatically uses the column headings as the first “record” that
is exported.
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To print to a disk file:
1. Choose Disk File from the Print Destination hierarchical menu.
2. Choose Print from the File menu.
MSDSpro displays a standard Create File window to enter a filename for the new file.
3. Enter afilename and click the OK button.

MSDSpro displays a dialog box that keeps you informed of the progress of the operation.
Click the STOP PRINTING button to cancel the operation.

After the report is printed to a file, MSDSpro returns you to the Quick Report editor. Remember

to change the output device if you want to resume sending a Quick Report to a standard
printer.

Graph

This option directs the report to a 4D Chart, MSDSpro’s plug-in for plotting data. When you choose the
Graph item in the Print Destination hierarchical menu, your report is presented as a graph rather than
in tabular form. 4D Chart uses only the summary calculations and labels in the Break row. It uses the
left-most non-numeric column for the Values axis (the horizontal axis).

To use the graph feature, the report should do the following:

B Include from one to five numeric fields or formulas. These columns will be assigned
to the values axis in the graph.

B Use one type of summary calculation per numeric field.

For example, if you want to graph average quantities by Storage_Location, you should create a Quick
Report with two columns, Storage_Location and Number_Containers. Use the Average summary
calculation for Number_Containers.
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Selectthe fields: ~Cell ~Column
I storage Loc I BN
A MSDS_ID
O .2 start_Date !I Count
O & End_Date ﬁl hin Iv Sorted
0O A Container_cd
- Repeated
O /A Temperature_Cd ﬁl i I Rep .
O A Pressure_Cd El Sum I™ Automatic
O /% Method_of_Use
OE solid | average
O Liguid
Ol Gas
([0 ey TETE [Inventory]Mumber _Cont
Header Marne
Detail
Break 1
Total
| LLan, .SUU...ISSD.... . 450, A00
1
To printto a graph:

@ Quick Report Editor

2. Choose Print from the File menu.

MSDSpro graphs your data as a column graph.

1. Choose Graph from the Print Destination hierarchical menu.

Value to be graphed

The following figure shows the graph produced from the Quick Report design shown on the previous
page:
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Printing From Output Forms

To print the current selection of records shown in the Output form of the current table, select Print from
the File menu.

| Eile

Preferences

Irnpaort... Ctrl+l
Expaort... Ctril+E

Fage Setup
Frirt... Ctil+P

Report Editor Crl+R

Cluit Chrl+0)

Printing From Data Entry Forms

To print the current record that is shown in the Data Entry form, select Print from the File menu.

Eile.

Ereferennes

| .. [t
Ermort.. (Bt

Fage Setup
Frirt... Ctil+P

Eeport Bditon Bk

Cluit Chrl+0)

Importing Data

The import of external data into MSDSpro is a simple process. MSDSpro automatically removes
extraneous characters from the data being imported (control characters, escape codes, and quotes).

To import data into MSDSpro:

1. Select Import/Export from the Admin Control Panel Special Functions tab.
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2. Select the Import Table.

The Output form will display all records for the selected table.

3. Select Import Data from the File menu to display the Import editor, as shown:

|=i| Import [_ (O]
Fields from Product: Fields to Import:
Product_ID ﬂ Product_|D ﬂ
Product_Hame 3 d Product_Mame
M anufacturer_ID ﬂl M anufacturer_|ID
Revizion_Date Revizion_Date
WFP4_Hazard_Fating [FiEErt>> | MFP4,_Hazard_Fating
HMIS_Hazard_Fating HMIS_Hazard_Rating
MFP4_Health NFP4_Health
MFP,_Fire Fiemove | MFPe,_Fire
MNFPA_Reactivity MFPA_Reactivity
MNFPa_Special MFPa&,_Special
HMIS_Health HHIS_Health
HMIS_Fire HHIS_Fire
HMIS_Reactivip HMIS_Reactivity
HMIS_Special HMIS_S pecial
SARA_Fire LI SARA_Fire LI

Field Delimiter: [252 | [>]

™ Skip Header Recard

Record Delimiter: [253  [X]

Cancel

Select from the Fields List on the left side to APPEND or INSERT into the Fields to
Import list on the right side.

The order shown in Fields to Import must be the same order that the data columns are stored
in the file to be imported.

Select fields that need to be removed from the Fields to Import and click REMOVE.
Select the proper field and record delimiters.

If you are importing data that contains free-flowing text fields (like Notes fields in the Product
table, or the Document field), you must use a non-standard delimiter in the file to import. The
reason is that a Tab (ASCII Code 9) or Return (ASCII Code 13) could be typed in the free-
flowing text fields, but are sometimes also used as field and record delimiters. You must
choose delimiters that were used to create the file to import, and will not be contained in the
data itself.

Click Skip Header Record if header information exists in the data being imported.

Click IMPORT to import the data from disk file.
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Exporting Data

The exporting of data from MSDSpro is a simple process. To export data from MSDSpro:

1.

Select Import/Export from the Admin Control Panel Special Functions tab.
Select the Export Table.

The Output form will display all records for the selected table.

Search for the records that will be exported using the Search editor.

Sort the records in the order required in the final disk file using the Sort editor.

Select Export Data from the File menu to display the Export editor, as shown:

@ Export [_[O]
Fields from Product: Fields to Export:
Product_ID ﬂ Product_ID ﬂ
Product_Mame A d Product_Mame
Manufacturer_ID ﬂl Manufacturer_|D
Revision_Date Revizion_D ate
MFP#,_Hazard_Rating izt | MFP4_Hazard Rating
HMIS_Hazard_Rating HMIS_Hazard_R ating
MFP4_Health MFP4_Health

MHFP&,_Fire Eemioye | MFPRA_Fire

MFPA_Reactivitby HFPA_Reactiviy

MFPA_Special MFPA_Special

HMIS_Health HMIS_Health

HMI5_Fire HMIS_Fire

HMIS_Reactivity HMIS_Reactivity

HMIS_Special HMIS_Special

E.?E.ﬁ_glrjﬁ L ;I SaR&_Fire LI

Field Delimiter: [252 | [x]
Record Delimiter: |253 EI

Cancel | Export I

6. Select from the Fields List on the left side to APPEND or INSERT into the Fields to

Export list on the right side.

The order shown in Fields to Export will be the same order when they are exported.

Select fields that need to be removed from the Fields to Export, and click REMOVE.
Select the proper field and record delimiters.

If you are exporting data that contains free-flowing text fields (like Notes fields in the Product
table, or the Document field), select Special from the choice list of available delimiters, and be

sure to not use Tab (ASCII Code 9) or Return (ASCII Code 13) because they may be contained
in the data itself and would not be useful as delimiters.
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9. Click Include Header Record if you want to include headers in the exported data.

10. Click EXPORT to export the data to a new file.

Apply Formula
You do a global update when you want to make a special change to a group of records or to automate
changes to a database that would otherwise be tedious and time-consuming. For example, you would
perform a global update if you wanted to do the following:

B Change all End Dates in the Inventory table to a certain date

B Format a Numeric or Alpha field

The global update is done by “applying” a formula to the current selection of records. That is, the
formula is used to make the change to each record in the current selection.

Here are two example formulas and explanations of the functions they perform:
End Date:=112/31/97!
This formula applies the date of 12/31/97 (contained within “1” on each side of the date) to the End
Date field. The 112/31/97! format is how MSDSpro recognizes the value specified as a date value.
A null date would be typed as !00/00/00!, for example.

Product Name := Uppercase (Product Name)

This formula uses a built-in function to make the contents of the Product Name field uppercase. It
ensures uniformity in the way Product Name appears in labels and reports.

To perform a global update, you use the Formula editor to write a formula that is applied to each record
in the current selection in the current table only.

You use MSDSpro’s built-in commands to create formulas.

The Formula Editor

The Formula editor provides many shortcuts for writing formulas. You can click field names, operators,
and commands to add them to the formula.

The Formula editor contains the following areas:

B Editing area: This area displays the formula as you build and edit it. You create the
formula in this area.
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The Formula Editor (contd)

B Keywords list: This area contains a list of operators used to build a formula.

B Fields list: This area displays the names of the fields and layouts in the current table.
The cycle arrows at the top of the fields list allow you to view the contents of other
tables in the database. Click between the cycle arrows to display a complete list of
all table names to select from.

B Routines list: This area contains an alphabetical listing of all MSDSpro built-in
commands and functions.

B Buttons area: This area contains buttons for saving your formula, loading other formulas
from disk, canceling an editing session, and applying the formula.

You build a formula by clicking keywords, field names, and commands. When you click an item, it
automatically appears in the Editing area, where you can modify it with standard cut, copy, and paste
techniques. You can also type directly into the Editing area. A formula can be only one logical line
long. You cannot press Return and type another line.

To perform a global update to all records in the current selection:

1. Setthecurrent selectionto therecords to be updated using searches or Show Subset
from the Output form of the current table.

2. Choose Apply Formula from the Selection menu.

3. Use the Formula editor to build the formula. Or, click the LOAD button to retrieve an
existing formula from disk.

If you click the Load button, MSDSpro displays an Open File window and asks you to select
a file. When you load a file, it replaces any formula that currently appears in the Formula
editor. After you load a formula, you can modify it in the editing area.

4. If you want to save a new formula in a disk file, click the SAVE button.

MSDSpro displays a Save File window and asks you to name a file to store the new formula.
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The Formula Editor (contd)

5. Click the OK button to apply the formula to the current selection.

MSDSpro closes the editor and applies the formula to the records in the current selection.
Click the CANCEL button to close the editor and return to the Output form without applying

the formula.
@Apply Formula [_ (O] %]
Enter Formula:
[Product]M ates: =[Product]M atez+char(13)+ Entered by KJP from source TAW"1
Keypwords - Product +] Routines
+ a |Expected_Endlze ;lABDF!T -
- Drescription Abs
* Owner ACCEPT
/ Shelf_Life ACCUMULATE
~ Maotes AL folder
= Doc_Awvailable Activated
[ ANSI_ID ADD DATA SEGMENT
] = |Doc_Type = |ADD RECORD 4|
Cancel | ()8 I

The formula shown will append a carriage return (char(13) is the ASCII value of 13) and “Entered
by KJP from Source TAW” to the existing contents of the Notes field in the Product table, for

each record in the current selection.
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The Find Function

The Find Function is used to search the MSDSpro database and/or the MSDSpro CD library for
MSDSs. It is only available on those computers upon which MSDSpro has been installed. The Find
Function is accessed by clicking on the Find button located on the floating toolbar. Clicking on the
Find button brings up the Find MSDS dialog. The Find MSDS dialog consists of three tabs, the
Simple Search tab, the Complex Search tab, and the Location Criteria tab.

Simple Search Tab: The Simple Search tab allows users of the Find Function to search either the
MSDSpro database, the MSDSpro CD library, or both simultaneously. The Simple Search tab consists
of the following components.

x

Simple Search I Complex Search | Lacation Criteria | I™ Include Library

Search Far l
= Al " Either

Search Method % "word beqgirs with
" Ward contains

Search By & Product Mame [ Sounds Like
" Compary Mame
{7 Ingredient CAS Murmber

Include Products i I—ﬁ
‘ MSD?’” r without docurnents Limit |5000 Cancel | Search I

Search Methods: Search Methods defines how searching will occur. Search Methods available
under the simple search tab include:

Word Begins With/Word Contains: Controls whether the information being searched
upon must match the beginning of aword or be contained within that word. Selecting
“Word Begins With” and searching for “ace” will only return records in which “ace”
is in the beginning of the field being searched. For example, if the search was
performed on the Product Name field then the product “Acetone” would be returned
but the product “Formace” would not.

Exclude/Include CD-ROM MSDS library: Controls whether or not the MSDSpro CD
library will be included in the search. If the checkbox is checked, the MSDSpro CD
library will be included in the search.

Include products without documents: Controls whether or not product records with
no attached MSDS will be included in the search.

NOTE: Include products without documents is only available to users logged in as DBA.
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The Find Function (contd)

B Limit: Sets the maximum number of search results that will be returned in a search.
For example, if the limit pull down menu is set to 1000, then only the first 1000 matches
to the information being searched upon will be returned, regardless of the total number
of matches in the database.

Search Criteria: Search Criteria define which fields will be searched. Performing a search with the
Search Criteria “Product Name” selected will return matches only to entries made in the Product
Name field within the Product record. Search Criteria for performing a Simple Search include:

B Product Name: Searches the Product Name field. This field is found under the Product
tab within the Product record.

B Sounds Like: Searches for product names that are phonetically similar to the search
criteria.

B Manufacturer: Searches the Manufacturer Name field. This field is found under the
Product tab within the Product record.

B Ingredient CAS #: Designates the Ingredient CAS # field as the field to be searched
upon. This field is found under the Ingredient tab within the Product record.

Complex Search tab: The Complex Search tab allows users of the Find Function to perform much
more specific searches. Whereas in the simple search mode a user can search on only one field at a
time, under the Complex Search tab a user can search multiple fields simultaneously. For example,
a user could search for product “acetone” made by manufacturer “Example Corporation” within a single
search. The Complex Search tab is useful when significant information is known about a specific
product to be searched upon and greatly reduces the number of search results the end user will have
to look through in order to find the information desired.

x

Simple Search Complex Search I Location Eriterial I™ Include Library
Product Mame I [ Sounds Like
Lo {* “ord beginz with
{1 Either {0 word containg

Company Mame I

* Beqging with " Contains

M5DS ID |
% Beqging with " Contains

|nzlude Products Ao I—ﬁ
‘ MSD?’” u| without documents Limit |5000 Cancel I Search I
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The Find Function (cont'd)

Search Methods: Search Methods available under the Complex Search tab include:

Word Begins With/Word Contains: Controls whether the information being searched
upon must match the beginning of aword or be contained within that word. Selecting
“Word Begins With” and searching for “ace” will only return records in which “ace”
is in the beginning of the field being searched. For example, if the search was
performed on the Product Name field then the product “Acetone” would be returned
but the product “Formace” would not.

All words/Either word: Controls whether MSDSpro will try to match all the words or
any word entered into the search field.

Exclude/Include CD-ROM MSDS library: Controls whether or not the MSDSpro CD
library will be included in the search. If the checkbox is checked, the MSDSpro CD
library will be included in the search.

Include Products without documents: Controls whether or not a product record that
does not have an attached MSDS will be included in the search.

Limit: Sets the maximum number of search results that will be returned in a search.
If the limit is set to 1000, then only the first 1000 matches to the search criteria will be
returned regardless of the total number of matches in the database.

Search Criteria: Search Criteria available under the Complex Search tab include:

Product Name: Searches the Product Name field. This field is found under the Product
tab within the Product Record.

Sounds Like: Searches for words that sound similar to the search criteria.

Manufacturer: Searches the Manufacturer Name field. This field is found under the
Product tab within the Product Record.

MSDS ID: Searches the MSDS ID field. This field is found under the Product tab within
the Product Record.
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The Find Function (contd)

Location Criteria tab: The Location Criteria tab allows users to search for MSDSs based on the
location at which the product is stored. This tab is used when users not only want to find an MSDS but
also want to know to which locations, if any, it has been assigned as inventory. The Location Criteria

tab is only used to further refine the criteria under which either a simple or a complex search will be
performed.

x

Simple Searchl Complex Search  Location Criteria | I™ Include Library

% & Location: O Thiz Location O All Sub Locations

Select Storage Locations

- Main Plart - L& = |
B Main Plant - WY
El Coantral Center 1
WERLntl
: - Equipment 1
L E quipment 2
L Unit 2
- Contral Certer 2

(- b ain Plant Carporate

|nzlude Productz e I—ﬂ
‘ MSD?,” | | S Limit |5000 Cancel |

Search Methods: Search methods available under the Location Criteria tab include:

B All Locations/This Location/All Sub Locations: Controls which locations will be searched
for MSDSs matching the information searched upon. Choosing “This location” will
only search the location selected but will not search any sublocations of that location.
Choosing “All Sublocations” will search all the sublocations of the location selected.
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Section 4: Data Access

Data Access

Data Access allows access to the following tables/data entry areas within MSDSpro:
B Product Entry Wizard
B Products
B Company
B Locations
B Inventory
B Chemicals
B Chemical Authorization Requests
B  Phrase Library
B Containers
B Assets
m  Users
B  MSDS Requests

B  Waste Codes

Admin Control Panel

Data Access areas are accessed from the Admin Control Panel.

@ndmin Control Panel ll

[ata Access | Hurman Hesourcesl Special Funu:tinnsl Update&l

) Phrase Libramy

C Eumpar;i;s 0 Containers

" Locations 1 Assets

O Inventory O Usgers

) Chemizals ) M5D5 Requests

% Chemical Authorization Fequests 1 Waste Codes

MSD% wizard. . I Cancel | Select I
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Product Entry Wizard

The Product Entry Wizard allows the end user to add new product records to the MSDSpro database
quickly and easily with basic information. When new product records are created using the Wizard,
information can be added to the following fields within the Product record.

B  Document: Documents of many types and sources may be imported into the system.

B Product Information: Product Name, MSDS ID and Product Properties or
characteristics such as PH and Specific Gravity can be added in this field.

B Details: Specific information such as Synonyms, specific flagging, can be added in
this field.

B  Company: Manufacturer Information.

B Ingredients: Ingredient Name, CAS number and Weight percents can be added in
this field.

B Inventory: Detailed Inventory information on each product can be entered into this
field.

The Wizard requires only the Product Name and Manufacturer Name fields to be populated. The
Wizard is accessed from the Data Access tab on the Admin Control Panel.

|=d| Admin Control Panel ’ x|

Data Access | Human Flesoun:esl Special Funclionsl Updatesl

@ : ' Phraze Libram
' Manufacturers ' Containers

C Locations O Assets

C! Inventory ! Users

! Chemicals ! M5D5 Requests

! Chemical Authorization Requests  © “waste Codes

MSD%N Gizard.m Canricel | Select I

Click the WIZARD button to access
the Product Entry Wizard
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Product Entry Wizard (cont'd)

Document Tab:

-iaix

MSDSpro Wizard

Document Prod

% |mpart/Create C M5D5pro CD Document

Arquire | Yigw

uct Details Manufacturer Ingredient Inventory

This is the default setting for the MSDSpro Wizard.

Revizion D ate
E‘l A

Import Date

I'I 211402

You can customize it for your particular needs if
you require rmore initial information for products.

The first step is o get the MSDS you want. Press
the  Acquie | button fo get the MSDS.

TIP - If you download an M3SDS from the Internet,
you can copy the URL of the document to

he clipboard and MEDSpro will get it for you

Import/Create:

CD Document:

Revision Date:

Import Date:

Inside the Document tab you can Import Supported Document files from your hard Drive,
the Manufacturers web site or create an ANSI Text Document.

Import a MSDS from the CD library. Product Ingredient and manufacturer information will be
populated automatically.

This is the date the MSDS was revised.

The date that the MSDS was entered into your system.

Special Instructions:  Additional information from the administrator regarding specific fields.
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Product Entry Wizard (cont'd)

WIZARD PRODUCT TAB

-lolx|
MSDSpro Wizard

L1

Document Product Details Manufacturer Ingredient Inventory

F'rdu-:t M ame* Here is where you enter the name of the product.
TOLUENE If you wish to assign a unigue MSDS ID, such as an
M5D5 |D* internal company number, you can later search

TE by this number to bring up the MSDS.

You can also add more fields to this section later.

TIP - Enter the whole product name, such as
X¥123 Spray Adhesive. M3DSpro assigns

an ID for you that can be edited.

Product Name: Enter the name of your product here.

MSDS ID: If you currently have a tracking number devised for your MSDSs you may enter in that
number into this field. Otherwise you may let the database automatically assign new
tracking numbers for your MSDS.

Special Instructions:  Additional information from the administrator regarding specific fields.

4-4 Administrator Guide



Section 4: Data Access

Product Entry Wizard (cont'd)

Details Tab

@ MSDSpro Wizard

MSDSpro Wizard

Document

Product Details Manufacturer Ingredient Inventory

This is the details page. If you would like to track
additional information such as synonyms, NFPA,
or HMIS ratings, this allows you to search and
report on MSDSs and chemicals later.

=10l x|

LI

LI TIF - There is no limit to the amount of synonyms
Add I Remove I for ¢ roduct, You can use both letters
and numobers.
MFPA Rating Jv':
ey | O [ ey cheen
NFP Fire: =l B
NFP&Reactivity [0 =]
NFP& Special |
HMIS Rating r
HMIS Health [ =l
HMIS Fire ] =
HMIS Feactivity a -
HMIS Special ]
KN of
Synonyms: Enter all synonyms for your MSDS here.

NFPA Ratings: Enter in the NFPA symbol rating here, if relevant.

HMIS Ratings: Enter in the HMIS symbol ratings here, if relevant.
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Product Entry Wizard (cont'd)

Manufacturer Tab

il x]
. =
MsDSpro Wizard =
Document Product Details Manufacturer Ingredient Inwventory
Select | Wi |
Company Name® Here is where you select which manufacturer

ULTRAMAR. IMC. made the product. It is recommended to use
MSDSs from the specific manufacturer and not
a generic MSDS. This ensures your compliance.

KN Llﬂ

Company Name: When you enter in the Company name, MSDSpro will automatically complete this field, if
the company has already been entered into your system. If it is a new entry, type in the company name, hit next
and you will be prompted to enter in that manufactures information. See MANUFACTURE DATAENTRY FORM 4-
50 (this page number will/has changed update for final review)

=
Ingredient Tab  wspsprowizara 3
Document Product Details Manufacturer Ingredient Inventory
C4S Mumber This is the Ingredient page. If you want to search by

chemical Ingredients, CAS numbers, etc., you can
either select each chemical from the list or add
new ones as you go along.

Ingredient Mame*

[Tohuens

Min Weight % TIP - MS

Man Weight %

Wiight %

100

New | &dd Femove

NAME CAS WEIGHT %0 | MIN WA

™ Order Manualy
Move Up | Move Down
Al A_I

The Ingredient tab allows you to enter the chemical components of each product that you enter.

CAS Number: Enter inthe designated chemical number.
Ingredient Name: Enter in the chemical name of the chemical.
Min Weight:  Enter in the Minimum Weight Percentage of this chemical.

Max Weight: Enter in the Maximum Weight Percentage of the chemical.
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Product Entry Wizard (cont'd)

Inventory Tab

@MSDSprD Wizard -0l x|
MSDSpro Wizard j
Document Product Details  Manufacturer Ingredient Inventory

B Main Plant - NY

B Main Plant Corporate If you have entered locations, here you can assign
where edch product is used or stored. Press the
sign next to each location to see sub- locations, such
as raoms within a building. Highlight the lecation(s)

you want to assign MSDSs to and press "Add”.

j This allows you to frack inventory, search by locations,
¥
generdate reports and print back-up M3DS binders.

i Add to all Locations Remove |

TIF- You can select multiple locations by holding
Start Date® down the "Ctrl" key while highlightfing an area.
End Date

—
|

4

This is where you will assign your product to specific locations. Use the Location Drill Down to find the locations
where the product is used or stored.
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The Wizard Setup

The Administrator may modify the information presented within the Wizard. New wizard configurations may also be
created.

The Wizard Setup can be found by going to ADMIN, Special Functions.

i=d] Admin Control Panel x|

Data Access | Human Resources  Special Functions | Updates |

' Import/E sport " "Web Server Configuration
70 Archives " Create Product Package

" Pazeword Editar " Import Product Package

' Preferences " Edit Logs

) Dictinrary 0 Edit User lists

@ Wwizard Setup

MSD§’, Cancel I Select a

=Tk
Job Hame ﬂ
S 0S5 pro wizard
i F=10 I [elete I Duplicate Export |rpart Cloze I i
K1 ﬂJ
New: Create a new Wizard job.
Delete: Delete an existing Wizard job.
Duplicate: Duplicate an existing Wizard format job.
Export: Save your Wizard job to a file.
Import: Import a saved job from afile.
Close: Close this window.
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The Wizard Setup (cont'd)
Title Page

To customize a new Wizard job, first select the pages that will be available. PRODUCT, DETAILS,
MANUFACTURER, INGREDIENT, INVENTORY or DOCUMENT.

RI=I

Wizard Configuration

Title or Dezcrption for thiz Wizard Configuration

|MSDSpro Wizard

Set the Order in which Data will be Entered

:Product Table Mame
Detailz [Synorymz, MFPA, PPE. etc.]
M anufacturer Product
Ingredient Details
Inzert |
Irwentory hanufacturer
Docurnent Ingrediant
Remove |
Invertary
= =1
~Help Type
& DefaultHelp & Special Instructions Continue |

u Default Help: By selecting the Default Help button, the pre-designed help menus will be
visible.
u Special Instructions: By selecting the Special Instructions button, the administrator will have the

ability to add specific instructions for each feild.
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The Wizard Setup (cont'd)

Choose which fields to track in the Document Tab, Revision Date, Import Date or Path.
=k
MSDSpro Wizard ﬁ
Save |
Document Product Details Manufacturer Ingredient Inventory
Default Yalue | Spesial Instrustions
Optional
Import Date Optional __[) Date this product was impor
Append |
Insert |
Remove |
|
= d |
& Import/Create € MSDSpio CO Document
- - This is the default setting for the MSDSpro Wizard, W|th Default He|p on Special |nStI‘UC—
AL i You can customize it for your particular needs if X X S
Original Location you require more initial information for products tions W|” not be V|S|b|e.
\
The first step is to get the MSDS you want. Press
Revision Date the = fcquie | button to getthe MSDS
To verify the MSDS download click =~ Yiew
Impart Date
0721704 TIP- Ify the Internet,
LI LIJ

=]

-
MSDSpro Wizard
Save |
Document Product Details  Manufacturer Ingredient  Inventory
Field State Default Value | Special Instructions
Revigion Date Optional @ Enter the M30S Rewision d «
Import Date Optional @ Date thiz product waz impor
Append
Insert |
Remorve |
-
| d 2

Default Help is off, and the Special
@ |mpoit/Cieate & W50 Spro ED Document

Instructions are now visible. :
Aoauie i |

Original Location

Special Instructions
Enter the M5DS Revision date here. ‘

Revision Date

Impart Date

01/21/04

i o

With each field that you select, the Database Administrator has the ability to check those fields as being Optional or
Required. The Database Administrator will also be able to enter default values and any Special Instructions to aid in the
entry process. Double click within the cell to enter information.

default is today's date.

Date this product was imported into MSDSpra, ‘
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The Wizard Setup (cont'd)

Product

The Product Tab of the Wizard setup will allow the Database Administrator to select specific information to enter into
MSDSpro from the MSDS. Special Instructions can be added for each entry for Product Name, MSDS ID, Date Entered,
Notes, Specific Gravity, Melting/Freezing Point, Boiling/Cond. Point, pH, Oder, Viscosity, ,Color/Apperance, Physical
State, Vapor Pressure, Vapor Density, UEL, FP Method, Flash Point, Density Ibs/Gal., Molecular Weight, Solubility,

Evaporation Rate, VOC%, Percent VVolatile and Molecular Formula.

MSDSpro Wizard

Document

Product

:Produ
MSDS D
[rate Entered

Entered By

Motes

Specific Gravity
Melting/Freezing Point
Buailing/Cond. Paoint

pH
Odor
Yizcosity |

Details

Append |

Manufacturer

Save |

Ingredient Inventory

red

Required

Default Value Special Instructions
 Bntter Product Mame listed oS

Inzert |

Remove |

Product M anme”

|
MSDS ID*

e

50

=10l x|

L1

Here is where you enter the name of the praduct.

If you wish o assign a unique MSDS ID, such as an
internal company number, you can later search
by this number to bring up the M3SDS.

You can also add more fields to this section later.
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The Wizard Setup (cont'd)

Details

The Details Tab of the Wizard setup will allow the Database Administrator to select specific information to enter into
MSDSpro from the MSDS. Special Instructions can be added for each entry for Synonyms, NFPA, HMIS, PPE,
Route of Entry, Target Organs & Effects, Health Hazards and Physical Hazards.

@MSDSpro Wizard

MSDSpro Wizard

Document

MFP2,
HMIS
FPE
Route of Entry

Target Organs & Effects
Health Hazards
Physzical Hazards

Product Details

Manufacturer

Save |

Ingredient Inventory

ﬂ Field

Special Instructions |

Synonyms

Cther common names ugers may search by.
| MFPA Label settings

Inzert |

Remove |
- 4 i
Synanym IJ This is the details page. If you would like to frack
= addifienal information such as synonyms, NFPA,
or HMIS ratings, this allows you to search and
report on M3DS8s and chemicals later.
Add Remove |
NFPA Rating
NFPA Health i =l e A dnd MBS rafings
MFP&, Fire |IJ vl
MFP& Reactrity ID "I
MFP4 Special I 'I
KIN LH

=181

Ll»
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Section 4: Data Access

The Wizard Setup (cont'd)

Manufacturer

The Manufacturer Tab of the Wizard setup will allow the Database Administrator to select specific information to
enter into MSDSpro from the MSDS regarding the Manufacturer. Each field can be marked as Required or Optional,
and Special Instructions can be added for each entry for Company Name, Address, City, State, Prov., Postal Code,
Phone number, Phone Extension, Emergency Phone, Fax Number, Contact name, Country, Notes and Website

URL.

@ MSDSpro Wizard

MSDSpro Wizard

Document Product

Address

City

State/Prov

Postal Code
Phone WNumber
Phone Estension
Emergency Phone
Emergency Extenzion
Fan Mumber
Contact Mame
Count

Details

Append |

Manufacturer

Save |

Ingredient Inventory

Compary Name

Required

Default Value pecial Instructions

Inzert |

Femove |

Select | ity |

Cormpany Marme*

<

=13l

LI

Here is where you select which manufacturer
made the product. It is recommended to use
M5DSs from the specific manufacturer and not
a generic MSDS. This ensures your compliance.

TIP - If th
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Section 4: Data Access

The Wizard Setup (cont'd)

Ingredient

The Ingredient Tab of the Wizard Setup will allow the Database Administrator to select specific information to enter
into MSDSpro regarding key ingredient information. Each field can be marked as Required or Optional, and Special
Instructions can be added for each entry for Ingredient Name, CAS Number, Min Weight %, Max Weight % and
Weight %.

1ol x|
MSDSpro Wizard
Save I

Document Product Details Manufacturer Ingredient Inventory
] - | Default Walue
CaS Mumber Humber 3 o Bal
Min Wei_ght E4 Ingredient Marms
M aw weight % n Nisight % Opticnal - Humenical b
“'eight % ot iight & Dptianal - Hurmerioal e
Inzert I Wreight & Opticnal - Atemate Ap
Remove I
[~ L |
CasS Mumber This is the Ingredient page. If you want to search by
chemical ingredients, CAS numbers, etc., you can
X either select each chemical from the list or add
IlngrEd'ent flsmel new ones as you go along.
Min Y eight =2 TIP - MSDSpro

fields ar

ight % .
Maw wieight Order Manually”, you can arange
he order of the chemicals.

wheight 22

[dEws I Aidd I Hemove I

MAME | cas | wEGHT2: [ Min | max |_‘
-

L _>I:|
towe Up I tove Downl -
4 | 2
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The Wizard Setup (cont'd)

Inventory

The Inventory Tab of the Wizard Setup will allow the Database Administrator to select specific information to enter
regarding Inventory. Each field can be marked as Required or Optional, and Special Instructions can be added for
each entry for Start Date, End Date and Notes.

@MSDSpru Yizard

MSDSpro Wizard

Document Product Details

Manufacturer

Save |

Ingredient Inventory

art Date ﬂ Default Walue | Special Instructions
End Date { Required [=E { Default iz today's date.
Motes End Date Optional (=) Should be 00000 if produ:
bppend |
Inzert |
Remave |
w

Bl Main Plart - Ny
B Main Plant Corporate

Add | [£dd o &l Lacatians

Remove

Start Date®

|D1 £21404
EndDate
4l |

=0l x|

If you have entered locations, here you can assign
where each praduct is used or stored. Press the
sign next to each location to see sub- locations, such
as rooms within a buillding. Highlight the location(s)
you want to assign M3DSs to and press "Add".

This allows you to frack inventary, search by locations,
generate reports and print back-up M3DS binders.

TIP - You can select multiple lecations by holding

down the "Ctrl" key while highlighting an area.
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Products

Product records are the basis for the entire MSDSpro system. The Product record itself consists of
the data needed to describe the MSDS product represented. There are many data tables that are
related to the Product table.

Product Output Form

@Pmducl: Bof 8 M=l E3
M5D5 1D Product Name Manufacturer Hame Type =
CGEMYG 00321 AVIATION GASOLIME 100 LL Texaco Refining & Marketing, Inc. Text —
CBYOR 00452 LEAF GREEM AEROSOL TAOUCH UP PAl Hunters Specialties ne. Text
MS0OS00000  Battery Fluid, Acid  10% - 51% Colonial Chemical Compary AMS| Test
MSDS00004  CAB224/C4B8474/CAB7AL/CAR924 Heswlett-Pack ard Compary FOF
MSDSO00006  CAMZ Soluble Cil CAMZ 0il Praducts Compary HTHL
MS0S00002  Chevron Machine Qil R&0 [S0 150 Chevron USA Products Company Image
MSDS00005  Mite White® Excel Take Home Tooth Whitener  Dizcus Dental, [nc HTHL
MSDS00003  Phosgene DOC Gazes FDF

Mew Delete All Search Sort Cloze l
=l ;IJ

By choosing Print from the File menu, the displayed Product records can be printed. In addition to the
contents of the current window, the MSDS Documents and Product Summaries can also be printed.

From the Product Data Entry form, the MSDS Documents and Product Summary for the current
Product record can be printed.
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Section 4: Data Access

Product Data Entry Form

The Product record consists of the MSDS Product information that is only stored once. For example,
Product Name, Manufacturer, Revision Date, Intended Use, Shelf Life, Description, etc.

The CANCEL and SAVE buttons will function on any form page and affect the data on all other form
pages.

Product Data Entry Form - Product Tab

jzi| Product: 20 of 24 i ] 4|
Product IDDcumentI S_I,Jnon_l,lml Inventoryl Ingredientl FPE & Hazaldsl F'hrasesl Stockl Specificl Labell UsersrI [ZII
Product Marne
TOLUEME E0-FTk
MS0S 1D Company Name

|DD1 ] |ULTF|.|‘-\M.&FL IMLC. Select |
Wigw |

Product Dates | Characteristics | Properties |

Date Entered Start Date Expected End

|03x'I38x'1 930 |EIEI;’EID.:’DD |EIEI;’EID.:’DD

Entered By End Date Shelf Life

| |DD.:"DDHDD |

Feview D ate Feview Mumber Reviewsd By

|DDHDDHDD | |
[ Libram Documet Duplicate | Delete Manufacturer Requests |
|"rfrr e [ R | Cancel Save |

&

B Click on the CD-ROM button to search for the MSDSpro CD Library for an MSDS.

B Click on the SELECT button to select from a list of all existing company records.

B Click on the VIEW button to view the information associated with the selected company.
B Click on the DELETE button to delete this product record from the database.

B Click on the DUPLICATE button to create a second copy of this product record.

B Click on the EDIT LOG button to manually view the text log tracking changes to this
product record.
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Section 4: Data Access

Product Data Entry Form (cont'd)

Product Data Entry Form - Product Dates subtab

The Product Dates subtab displays and stores important dates associated with a particular product.

Froduct Dates | Characteristics | Properties |

Date Ertered Start Date Evpected End
|EI1 £28/42000 |D2/D2/2DDS |DD/DD/DD
Entered By End Date Shelf Life
| |EIDHEID/'DD |

Review Date Rewview Murber Reviewed By

|00/00/00

The Date Entered field displays the date the product record was created.
The Entered By field displays the name of the person who created the product record.

The Review Date field displays the date on which the MSDS was last reviewed for
accuracy.

The Start Date field displays the date on which usage of the product began.
The End Date field displays the date on which usage of the product was terminated.

The Review Number field displays aunique numeric identifier designed to differentiate
the review of this MSDS from others.

The Expected End Date field displays the date on which usage of the product is
expected to cease.

The Shelf Life field displays how long the product can be stored before it must be
disposed of.

The Reviewed By field lists the name of the person who last reviewed the document.
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Section 4: Data Access

Product Data Entry Form (cont'd)

Product Data Entry Form - Characteristics subtab

The Characteristics subtab displays and stores important characteristics of a particular product.

Administrator Guide

Product Dates  Characteristics | Properties |

Specific: Gravity Flash Paint LEL
[0.866300 [o [0.0000
Denszity be/Gal. FP tethod LIEL
[3-740000 | [0.0000

Pounds Per Cubic Foot

Pure isture  Product CAS5 MNumber Tonooon
v r [

The Specific Gravity fields displays the ratio of the density of the product to the density
of water.

The Density field indicates the how many pounds one gallon of the product weighs.

The Flash Point field displays the temperature at which the product is expected to
ignite or explode.

The FP Method field displays the proper storage to prevent the product from causing
a fire.

The LEL field displays the lower exposure limit for the product.
The UEL field displays the upper exposure limit for the product.

The Pure and Mixture checkboxes indicate whether the product is a pure substance
or a mixture of 2 or more substances.

The Product CAS Number field displays the associated Chemical Abstract Service
number for this product, if one exists.

The Pounds per Cubic Foot field indicates the how many pounds one cubic foot of the
product weighs.



Section 4: Data Access

Product Data Entry Form (cont'd)

Product Data Entry Form - Properties subtab

The Properties subtab displays and stores important properties of a particular product.

Product Dates | Characteristics  Properties I

Physzical State Bailing/Cond. Paint Wapor Density
Coloréfppearance teling/Freezing Point Yapor Pressure
Vizcosity IS alubilit IF'er-:ent “olatile
I_— I_;

Odar Evaporation R ate taolecular Farmuls
IpH I\;DC < IMD|BCU|EII “Weight

| | | 0

The Physical State field displays whether the product exists and a solid, liquid or gas.

The Color/Appearance and Odor fields indicate the appearance and smell of the
product.

The Viscosity field lists the products associated resistance to flow.
The pH field lists the acidity of the product.

The Boiling Point and Melting Point fields indicate at what temperature the product
converts from a solid to a liquid and from a liquid to a gas.

The Solubility field displays the products capacity to be dissolved.
The Evaporation Rate field displays the products potential for evaporation.

The VOC % field displays the percentage of the product classified as volatile organic
compounds.

The Vapor Density and Vapor Pressure fields display the density of and pressure
exerted by the product’s evaporate at normal atmospheric pressure.

The Percent Volatile field lists the percentage of the product with the potential to
evaporate at normal atmospheric and temperature ranges.

The Molecular Formula field displays the chemical makeup of the product.

The Molecular Weight field displays the weight of one mole of a compound.
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Section 4: Data Access

Product Data Entry Form - Document Tab

The Document tab displays a list of MSDSs or other documents attached to the product record and
information associated with each one.

|zi|Product: 8 of 24 10| =l
Product  Document | Synonyml Invenloryl Ingredientl FFPE &Hazardsl Phrases| Stockl Specificl Labell Users| Hegulatoryl Autharization’ EI
The attached GASOLINE. AUTOMOTIVE. UNLEADED [RFG) 0008
. Supplier | Rev.Date |Type wHMIS | Language [ Status Classification
documents window LLTRA . 0410 POF USEnglish  Available

lists each MSDS ULTRAAAR, NG, Vi ATt Fase  UStaen  Avaicbe
attached to the
product record and
its related
information

L of]

Mew | Import Wiew Duplicate | Delete ||_ Shaw Archived
Manufacturer

[ULTRAMAR, INC. Select | Wiew |
Supplier

| Select | Wiew |
Revision Date

IDMD‘I /2003
Document Language Document Status Clazsification

[USEngish = | x| [stemap

I NoAuto gt Original Location:

I ‘WHIMIS Document [E:\Documents and Settingz\AdministratorsDesktophFull page fax print PDF |

] v _|_soe_|
4

m Click on the NEW button to create a new document for the current product.
B Click on the IMPORT button to attach a MSDS to the highlighted document.
m Click on the VIEW button to view the highlighted document.

The EDIT button appears when either the selected Document is a Text or ANSI text.
B Click on the DELETE button to delete the highlighted document.

B Check the Show Archived checkbox to list MSDSs that have been archived for this
product.

B Clickonthe SELECT button to choose the appropriate Manufacturer or Supplier record
from a list of all existing records.
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Section 4: Data Access

Product Data Entry Form - Document Tab (cont'd)

Click on the VIEW button (to the right of the Company Name and Document Supplier fields) to
view the record associated with the entry in the Manufacturer Name or Supplier field.

Check the No Auto Update checkbox to prevent this document from being included in any of
MSDSpro’s automatic update functions.

Check the WHIMIS Document checkbox to indicate that this product is covered under WHIMIS.
The Revision Date field displays the date the highlighted document was last revised.
In the Document Language field, select the language the highlighted document is written in.

In the Document Status field, select whether the highlighted document is available or
unailable.

If the Document Status is set as unavailable, this document will not be returned in search
results.

The Classification field shows what kind of document is associated with the highlighted line
item.

The Classification field defaults to MSDS but will show proper text if the attachment is a Site
Map, Technical Data Sheet, or Data Sheet.
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Section 4: Data Access

Adding a document to the product record

To add a document to the product record
1. Within the Document Tab, Click on the NEW button.
2. Click Import.

3. Select your import Source.

B k|

~How would you like to create thiz document?

%! {|mport document from dizk or the Web [FOF. HTHML, Images);

' Author an AMS1 16 format document,

0 Authar or Impart a Plain Test document.

—Import Source

& Intermet " Hard Dizk File ' Scanning Device

Irmport Date IEI'I A2/2004 |

[ Archive Existing Documents

Cancel [ et %l

Import Source
There are three ways to import documents.

1. Internet
2. Hard Disk File
3. Scanning Devices

Internet - Adding a web page document to the product record

To add a document to the Product Record from the Internet, choose the Internet option from Import
Source. Aprompt will appear asking for a URL. To acquire a URL see section 4-24

I =

|'Internet Location [URL)

I
To open your default web browser. click the Launch button. Launch |

To download the document at the Intemet Location [URL). click Download.

Cancel I Download I
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Section 4: Data Access

Adding a web document to the Product Record

Acquiring the URL for MSDSpro:

To download:

1. Copy the URL from your Web Browser.
This is accomplished either of two ways:

B View the HTML document through
your Web Browser. Highlight the Lo-
cation (URL) shown and copy to the
clipboard (Ctrl-C).

M |Instead of viewing the HTML
document, right-mouse click on the
Link, and select Copy Link Location
(URL), which will copy the URL to the
clipboard.

2. Select INTERNET as Import Source.

3. Click DOWNLOAD.

4. MSDSpro will automatically add the
URL to the Internet Location (URL) field.
MSDSpro will automatically detect the
type of document that is being down
loaded. (PDF, HTML)

5. Click DOWNLQAD.
If errors are encountered, the Proxy settings may

need to be configured in the Preferences area. See
Preferences within the Special Functions section.

~How would you like to create this

3% MSDS Product Name: KODAK 18 DN-V-250 D eveloper, Working Solution - Netscape [-[olx]
e Edi View Go Window Hep
» A ]
| Back  uvsd  Rebad  Home  Seach Netseape Pt Secuiy  Son
if " Bookmarks 4 Netsie: BTN 15+D N-V-250+

ﬂ

MSDS Product Name: KODAK 18 DN-V-250 Developer, Working
Solution

MATERTLL SAFETY DATA SHEET

200000160/ F/ US A
Approval Date: 12/13/1995
Print Date: 10/30/1999
Page 1

1. CHENICAL PRODUCT AND COMPANY IDENTIFICATION
Product Neme: KODAK 18 DN-V-250 Developer, Vorking Selution

Bl [Document Dane

NI

3 KODAK: Material Safety Data Sheets Search Results - Netscape
Fie Edct View Go Window Help

4 & A 4 » & & @
Back. ard  Reload Home Search tscape  Print Securit ity Stop!
U “Bookmarks 4 Netsite [ /7w odak comiegrbin/ DS /weboearch WSDSProduct o1 =] 7 Whats Rceted
. 18 DN--250 Developer, Part B |
18 DN--250 Developer, Part
NV o Soluion
= |
ev
-, pa
N
plenisher
2 fper Replenisher
CCL L pdd Bookmark
AQUATMAC  [ieqie Shotcut foo- Off" Solution
AQUAIMAC  SengPage d
AQUA-IMAC -~ hchine)
CINEFLURE | As. n
CINEFLURE
CINEFLURE = 1
COM Professional Developer and Replenisher DRC
CONTRACT Color Proofing Developer
. Color Developer Replenisher, Process E-6 |
Copy this link's location 4
I ]

d. =

& limport document from disk. or the Web (POF . HT ML, imagesh

£ Author an AMSI 16 format document.

0 Author o Import a Plain Text document.

~Import Source

@ Interneat € Hard Disk File € Scanring Devics

Import D ate |D1 A1RA2004

Cancel Ne%

L

_Internet Location [URL)
||www.blgcheml\:alcumpany.cumﬂ‘msdssheetsfsuperd\ssulvumag\c.HTML

To open your default web browser, dlick the Launch button Launch

Tao download the document at the Internet Location [URL). click Download.
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Section 4: Data Access

Adding a document to the Product Record from Hard Disk

Acquiring file from the Hard Disk:

Select Hard Disk from the Import Source.

Locate the file on your computer, select the
file to be linked to the Product.

Press OPEN.

—How would you like to create this document?

{* |mport document from disk or the 'eb [FOF, HTHL, Images)
€ Authar an AMSI 16 format document.

0 Author or Import a Plain Text document,

~Import Source

O Intemet % Hard Dizk File ' Scanning Device

Impart D ate |D1 ABS2004

Cancel |

open 2%

Lok in: IL’f} East Plant j Lol = E-

Desktop

File: name:

Files of type:

Ihydloc\onc acid.pdf j Open
=l

I Customn (7.7

Adding a document from a Scanning Device

Select Scanning Device from the Import Source

Administrator Guide

~How would pou like to create this document?

@ Impart document from disk o the ‘web (PDF, HTML, Images)
0 Author an AMSTHE format document.

' Author or Impart a Plain Text document.

~Import Source

0 Intemet ' Hard Disk File

Import Date ID'I ME/2004

@ {Scanning Device:

[ Archive Existing Documerts

Cancel | Mext [!




Section 4: Data Access

Adding a document from a Scanning Device (cont'd)

@Hew Document .

PURFLE K

Image File List to Import

=10l =

0ms

—lmport Source
' Hard Disk File
¥ Scanning Device
I ;I Location Irmport D ate
O et ¥ Append IEI'I F2202004
IEEIEI LI [ Auto Document Feeder

Femove F'agel Aoouine F'agel

Presiew Du:n:umentl

Cancel |

u Hard Disk:

u Scanning Device:
u Remove Pages:

u Acquire Pages:

u Preview Document:

Import images from your hard drive.

Access the scanner to be used by selecting it from the drop down menu.

Pages selected will be removed.
Activate your scanner.

View your image before accepting
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Section 4: Data Access

Author an ANSI 16 format document

To author an ANSI Text document to the product record:

1.

Note:

Administrator Guide

Within the Document tab, click on the NEW button.

A new line item is displayed. The new line item is automatically highlighted.

Click on the Author an ANSI 16 format document button.

Click on NEXT.

Enter MSDS information under the relevant sections.

Product and Ingredient information cannot be added in the ANSI 16 Section Document Data
Entry form. Enter this information under the Product tab and the Ingredient tab within the

product record.

Usethe Phrase Library to enter as much information as possible. To learn how to use
the Phrase Library to add phrases to an ANSI 16 Section Document, see Section 4-84.

Enter the remaining information by manually typing into the lower text feild of each
section.

o

Product Informationl Ingredients Hazards IFirstAidI Fire Fightingl Releaze Measuresl Handling and Storager Ez

Section 03 Hazard ldentification
Phrase Heading Phraze Text
Target organ Pralonged or repeated IEUne MAy o el errous system, kidney, liver 29
Inhalation Sligl ating to ey respiratory tract.
EYE COMTACT: Immediately flush with clean water for 15 minstes, Sesk medical attention.

Phrase Library | Delete Phrase I SpellCheck | Savefs. . | Cancel | Save H

4

Once all the information has been entered, click the SAVE button in the lower right
hand corner.

ANSI documents are exported to a PDF document. The PDF version of the document
will be used for display over the Intranet and in any printing or reports.



Section 4: Data Access

Exporting ANSI MSDS Documents

The SAVE AS... button allows for the exporting of the MSDS document. The file is created after using
the Save File window to select the name for the new disk file and the location to save. Use this button
to save a copy of the MSDS outside the MSDSpro database

The different export options are:

~Save Document as

B PDF 16 Section

Create an ANSI 16 section format MSDS. C PDF 10 Section
B PDF 10 Section ) Rich Text [[RTF)

Create a 10 section format MSDS will be created. ) ASCI Test [ THT]
B Rich Text ((RTF) ) HTML Fils [.HTH]

Create a Text file with rich text formatting.

B ASCII Text (.TXT) Cancel [ Save EI

Create a plain text file.
B HTML file (HTM)
Create a Web based file.

Author or import a Plain Text document

@New Document ;Iglﬂ
1. Select Author or Import a Plain
WILLIAMS JET FUEL 0023
Text document. | ;|
2. Enter in the MSDS information
as needed.
Document Edit | Cancell Save | SpelCheck | Impart |A|‘
Cancel |

There are two Import Source options for Text MSDS documents:

I =
| Hard Disk: Imports .TXT files from the hard drive. Import Source 1|
u Internet: Imports .TXT files from the web. € Hard Disk File [oT7zi7z004 |
& Internet

& Scanning Device

Cancel | Irnpaort !
1

4-28 Administrator Guide



Section 4: Data Access

Product Data Entry Form - Synonym Tab

The Synonym tab displays the current Synonyms for this Product. An unlimited number of Synonyms

may exist for each Product. By default, there is always one Synonym that matches the Product
Name, which cannot be modified or deleted.

When searching MSDSpro by Product Name, the Synonyms are searched for matching keywords.
Sounds-Like Phonetic searching is also used in conjunction with Synonym keywords.

m  Click the ADD button to create a new Synonym record.

B Click the DELETE button to remove a highlighted Synonym record.

B Double-click a Synonym to modify the record.

@Pmduct: 2of 9 _ (O]

F'ru:uduc:tl Document  Synonym | Invenh:ur_l,ll Ingredientl FFE &Hazardsl Phra$E$I Stnckl Specificl Labell i EI

00482 LEAF GREEN AEROSOL TOUCH UP PAINT CBYQP
Synonym J
00482 LEAF GREEMN AEROQSOL TOLICH LIP PAINT =
Green Spray Paint
Spray Paint
Green Paint
|
L, Add EEmuwE

|r«'rr|='rrr|rrrr~|rrr~r| / Letoel | save_| y

@Add Synonym record

Product Mame IF’UHF’LE K

Synonym I

Delete Cancel | Save I
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Section 4: Data Access

Product Data Entry Form - Inventory Tab

The Inventory tab is used to add, modify, or delete Inventory and Container records for each Product.
An unlimited number of Inventory and Container records may exist for a Product. The Product is stored
as Inventory at the Locations shown in bold under the Inventory tab.

B Click the ADD button to add an Inventory record.
B Click the DELETE button to remove a highlighted Inventory record.

B Click the EDIT button or double-click to modify an Inventory record.

@Pmducl: 18 of 25 3 ||:||1|
F'roduc:t' Documentl Synonym  [nventany IIngredientl FPE & Hazardsl Phrasesl Stockl Specificl Label' Usersr Elz
PURPLE K 0015

: s R 3 Start Date
- Storage Room
EF Main Plart - L& [0/00/00
E \;\u":ehoqse > End Date
uilding 2
Ewarehouse C IUWUU"’UU
Building 6 ax Smount O aily
E}-tain Plant - NY' I—D
El-Contral Center 1
“Unit 1
E} Main Plant Corporate Itern Mames
[ Administration d
B} Control Center 1

Unit 1

Unit 2
Control Center 2
i Building 2

o g

add | Edty | Remove |
\

T T R N Cancel | Save | y
&

Edit Inventary recard

Froduct Mame |Ani|ine blue SEleet |

Storage Mame |E0ntr0| Center 2 Select |

Description Storage Location

| |Main Plant Corporate » Adminiztration > Control Center 2

Physical Inventory |SAF|A In\-'entor_l,ll SR Containersl

Start Date End Date Mon Perodic Temperature
[nd00.00 [0o./00.00 I~ T
Inventary Person
Clicking on the ADD or EDIT button Notes Galid Ll G
loads the Inventory Data Entry form. B r r
The Inventory Data Entry form is Digess] Mtz

Denzity bz!  Specific Gravity

j 4E92 0
Delete | Cancel | Save I

covered on pp. 4-61 through 4-56.

4-30 Administrator Guide



Section 4: Data Access

Adding a Inventory Location

Clicking on the ADD or EDIT button on the Inventory tab loads the Inventory Data Entry form. The
Inventory Data Entry form is covered on pp. 4-61 and 4-62.

Edit Inventary record = x|

Praduct Marne IF'UHF'LE K Select |
Storage Mame IBuiIding 2 Select |

Description Storage Location
[Main Plant - LA > Warshause & » Building 2

Phyzical Inventary |5,.-:-._F|A Inventnr_l,ll SAaRA Eontainersl

Start Date End D ate Maon Periodic Temperature

/3042000 |DD.*'DDHDD r IEI

Inwentory Perzon

Rl

MHotes Solid Liquid Gas
= | r
Dispozal Method

Denzity Ibz!  Specific Gravity

< I [
Delete | Cancel | Save I

1. ToaddtheProductas Inventory to aLocation, click on the SELECT button to theright
of the Storage Name field.

This loads a list of all Locations known as the Select Location Output form.
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Section 4: Data Access

Adding a Inventory Location (contd)

The Select Location Output form:

Click SELECT on the Inventory Data Entry form to display a list of all Storage Locations, arranged
within Locations and Sublocations. MSDSpro can accommodate several thousand levels of Inventory

Locations. An Inventory item can be assigned to any Location at any level.

4| Select Location

Select Location

=' L T|:||:|:::-
- Chermical W arehousze
- Main Plant - LA
- tain Flant - MY
- Main Flant Corporate
hest

=100 x|

Select Hemove

Cancel

Cane

*Hold Chrl buttan to zelect multiple items

B Click the plus sign (+) to the left of a Location name to display its Sublocations.

B Click the minus sign (-) to the left of a Location name to hide its Sublocations.

2. To add a Product as Inventory, highlight a Storage Location and click the SELECT

button .

To select multiple locations at a single time, hold down the CTRL key and select each location.
Once all of the desired locatoins are highlighted, click on the SELECT button. Once selected,

a Location will appear as bold in the Location list.

3. Click on the DONE button to finish adding the Products as Inventory.

Administrator Guide



Section 4: Data Access

Product Data Entry Form - Ingredient Tab

The Ingredient tab displays the current Ingredients for this Product. An unlimited number of Ingredients
may exist for each Product.

B Click the ADD button to create a new Ingredient record.
B Click the DELETE button to remove a highlighted Ingredient record.

B Double-click an Ingredient to modify the record.

=4 Product: 13 of 1699 ] =101 %]

F'rnu:luctl Dncumentl S_I.Jnnn_l,lrnl Inventory  Ingredient IF'F'E b Hazardsl F'hrasesl Stnckl Specific| Labell { EII

19258567 == 00539
CAS Number |Ingredient Hame Weight % |Min Weight % | Max Weight %
100-25-4 p-Dinitrobenzene

Mo 100-47-0 Benzonitrile 20 0.00 0.00

Mo 10022-T0-5 Sodium hypochlorite 14 0.00 0.00

0 of]

| I~ Pure Product CAS Mumber

W Mixture !
| 1 j"frrr_.j'-irr P"»I:HH-I / Cancel | Save I -
e

[V Order Marualy  Mave Up IMl:l'v'E.' Downl g Add I Remove

Indicate if Chemical is Trade Secret
(Printing is restricted on MSDS)

@Add Ingredient record x|
Product Mame
. . [PURPLE K
To view the Ils_,t of CAS Numpers 5 Kot i waight
and associated Chemical L Select | [ Trade Seciet | D
1 Ingredient Mame b ax wieight %
records, click the Select button. i
. . e Wweight %
A list will appears listing all CAS [0 [o
Numbers in the Chemical Table.
If the CAS Number iS not found, I EHs lllmﬂ ¥ SARA 313 Reportabls
the Administrator must enter the TR TP Pounds B S SR B
new I|St|ng |n the Chemlcal Table ¥ Haz Substance List 1} I SARA 313 Exempt
(see Chemicals in Data Access).
Delete Cancel | Save I
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Section 4: Data Access

Product Data Entry Form - Ingredient Tab (cont'd)

Ordering Ingredients:

MSDSpro administrators have the ability to list ingredients in any order they desire. By default,
ingredients are listed in descending order by weight percent. Checking the Order Manually
checkbox allows MSDSpro administrators to list ingredients in any order they desire.

To change the order of ingredients:

1.

2.

Place a check in the Order Manually checkbox.
Click on the first ingredient whose position is to be changed.

Click on the MOVE UP or MOVE DOWN buttons to move the selected ingredient up
or down the list.

Repeat this process until the ingredients are listed in the order desired.

=10l x|

=i Product: 13 of 1699 1

F'ru:uduu:tl Du:u:umenti S_I.Jnu:un_l.JmI Ireventary  Ingredient ! FFE &Hazard3| Phra$E$I Stu:u:k| Specific| Labeli i EI
19265B567 == 00539

CAS Humber |Ingredient Hame Weight % | Min Weight % | Max Weight %

ko 100-47-0 Benzonitrile 20 n.oo 0.00
Mo 10022-70-5 Sodium hypochlorite 15 Q.00 0.00

£ of]

[~ Pue Froduct CA5 Mumber
v  isture

| 'r-*rr. J"-*rrr__’]'.]"rr r»fI:'rrHlI Cancel | Save I /

i

[V Order Manually _ Move Up | tdovee Dhoven Add Remove |
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Section 4: Data Access

Product Data Entry Form - PPE & Hazards Tab

The PPE & Hazards tab displays the current PPE and Hazards for this Product. Click all Hazard or

PPE flags that apply to this Product.

Selections made here will be visible from the Product Hazard Summary report.

@Pruduct: T of 23 = | Ellll

F'ru:u:luu:tl Dcu:umentl S_I,lnon_l,lml Inventoryl Inaredient PFE & Hazards |F'hra$esl Sh:u:kl Specificl Lahell Llsersr' EI

FERRIC MITRATE ooz
~PPE
[ Gloves ¥ Goggles [~ Face Shield v Apron [+ Respiratar
—Health Hazards —Houte of Entry
™ WoHazard [T Comrosive [T Inhalation W Skin or Eye Contact
[ Toxic [ Sensitizer ¥ Ingestion ¥ Skin Abzorption
™ Highly T owic W Carcinogen
™ Reproductive Tosin ™ Acute [ Ustieli Bl i s
¥+ Irmitant ™ Chroric ™ Lungs r CentlraINewcnus Suztem
™ Hear [ Cardiowascular system
I~ Kidney I~ Mucous Membranes
~Physzical Hazards ¥ Eyes [T Autonomic Mervous System
[T MoPhpsical Hazard [~ Explasive [ Skin ™ Respiratary System
™ Combustible Liguid I Pyropharic [T Frostate ¥ Effects Blood
v Comprezzed Gas I~ Organic Peroxide ¥ Blood ™ Mutagen
™ Ouidizer I~ “water Reactive [ Liver [ Teratogen
[ Flammable [T Unstable/Fieactive [ Bone
|’r«'rr i e Canicel Save
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Section 4: Data Access

Product Data Entry Form - Phrases Tab

The Phrases tab displays the current Phrase Library records that are associated with this Product.
An unlimited number of Phrase records may exist for each Product.

B Click the ADD button to create a new Phrase record.
B Click the DELETE button to remove a highlighted Phrase record.

B Double-click a Phrase record to modify the record.

B Clickthe PHRASE LIBRARY button to drag and drop phrases directly into the product
record.

@Product: 1ofl o ] A
Productl Documentl S_l,lnon_l,lml Inventor}ll Ingredient| PPE & Hazards Phrases |Stock| Speaific | Labell Usersr EZ
Gasoline MS5D500002
Category |Phrase ID |Phrase Text IJ
-

Hazards Eye Substance causes slight eye irritation.
First Aid Do notinduc mitine milk o

. Getimmediate mec

Release Clean-up Weara selfcontained breathing apparatus and appropriate Pe

o of]

kove Up | Move Down Add I Femove Phraze Library |

A
@Add Product Phrase record x|
Fioduct Name
[PURPLE K
Phrase |0 Title
12345 |W’aar Goggles
Categony
FPE Phrase vI
Phiaze Test
‘wiear Goggles at all times when using this product :l
SpelCheck, Delete Cancel | Save I
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Section 4: Data Access

Product Data Entry Form - Phrases Tab (cont'd)

Ordering Phrases
MSDSpro administrators have the ability to list phrases in any order they desire.

To change the order of phrases:
1. Click onthe firstingredient whose position is to be changed.

2. Click on the MOVE UP or MOVE DOWN buttons to move the selected ingredient up
or down the list.

3. Repeat this process until the phrases are listed in the order desired.

=i Product: 1 of 1 101 x|
F'roduu:tl Documentl S_l,lnonyml Invenlor_l,ll Ingredientl PPE & Hazards FPhrases ISlockl Specificl Labell Usersp EI
Gasoline M5D500002
Category |Phrase 1D |Phrase Text IJ
Hazards Eve Substance causes slinht eve irritation. o

First Aid Ingestion Do not induce vomiting /e milk orwater. Get immediate meq
Releaze Clean-up Wiear a selfcontained hreathing apparatus and appropriate Pea

Move Up | Move Down Add I Remowve I Phrasze Libraryl

| T=11; | =T | rrrr~| FI'"“-'I Cancel Save |
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Section 4: Data Access

Product Data Entry Form - Stock Number Tab

The Stock Number tab displays the current Stock Numbers for this Product. An unlimited number of
Stock Numbers may exist for each Product. There can be an internal Stock number entered, as well
as a manufacturer Stock Number (which can use the same Stock Number record) and a Bar Code ID.

B Click the ADD button to create a new Stock Number record.
m Click the DELETE button to remove a highlighted Stock Number record.

B Double-click a Stock Number to modify the record.

@Pmduct: 1of9 M= E3
F'ru:uductl Du:ucumentl S_l,lnon_l,lml Inventu:uryl Ingredientl FFE % Hazardsl Phrases Shock |S|:uecific| Labell i EI
00321 AVIATION GASOLINE 100 LL CaMYG
Internal Number |Manufac1urer Number |Bar Code ID _‘
CPD-0123 Fhx01101 1019171627181 =

Eemove

| | |rrrr~|rrr~r| / Cancel | Save | y

|zt Edit Stock_Mumber record

Product Mame |I]I]321 AVIATION GASOLINE 100 LL

Internal Murmber |

M anufacturer Mumnber |DE|321

Bar Cade ID f

Delete Cancel | Save I
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Section 4: Data Access

Product Data Entry Form - Specific Tab

The Specific tab displays the specific information relating to this Product record.

The Definable Fields are defined by the DBA in the Preferences area, and are completely customizable
for your installed version of MSDSpro. Changes made are retained in your local data file for future use.

Froduct | Documert | Spnonwm | Irventory | Ingredient | PPE & Hazards | Phrases | Stock  Specific I Label] ! EII
00321 AVIATION GASOLINE 100 LL CGMYG
Description Product Dwner
JvGias for use in Tuibo shap JOPMS
Mates _I
a
rDefinable Fields
Bob's no updater r Alert v
EHS &pproved [IF 0170772000 Amount 141/33 |

Ops Approved |

tgmt Approved |

| | |rI'I'P*|ITI“=II Cancel | Save I/

"
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Section 4: Data Access

Product Data Entry Form - Label Tab

The Label tab displays the current NFPA or HMIS hazard rating for this Product. Either the NFPA or
the HMIS hazard rating can be used at any time, but when presenting the hazard rating to the end
user, the use of the NFPA rating will default if both are specified.

1. Click NFPA or HMIS to allow entry into the hazard rating fields for the appropriate
type of hazard.

2. Select the NFPA or HMIS hazard ratings from the pull-down lists.

3. Click CREATE LABEL to create a container label using blank or preprinted forms.

|| Product: 7 of 23 N =] 1]

F'mductl Doc:umentl S_l,lnon_l,lml Inventor_l,ll Ingredientl FPE & Hazardsl F'hrasesl Stoc:kl Specific  Label IUsersr EII
FERRIC NITRATE 0007

NFPA Rating 1 HMIS Rating v
MFPA Health [ = HMIS Health [ =
NFP Fire | EE HMIS Fire N
MFP& Reactiity [0 =] HMIS Reactivity [0 =]
MFRA Special [oaDzER = HMIS Special 1

UM Humber
[ |

Create Label Create Label |

Print Labels using MFPA or HMIS farmat]

B i Cancel Save
P
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Section 4: Data Access

Printing Labels for a Specific Product

1. Click CREATE LABEL to select a label style.

=i 4

Label Stock

AVERY_B163.5663

LZA011
LAR010
5 1 & Labels per Page
Includes: Product, Manufacturer, P.P.E
5 B
fmm:l 1 ta :I B

Cancel |

2 Select Label Style.
Some labels have pre-printed stock, others print on plain stock. Use the descriptions and
sock numbers to select the correct label.

3. Select the labels on the page to print.

4. Click OK.
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Section 4: Data Access

Product Data Entry Form - Users Tab

The Users tab displays the currently assigned Product Users.

Product Users can have associated distribution information, which streamlines the update process for
those users of specific products. For example, fax number, mailing address or e-mail address can be
utilized to automatically update Product Users when new updates occur to the MSDS document.

B Click the ADD button to create a new Product User record.

B Click the DELETE button to remove a highlighted Product User record.

B Double-click a Product User to modify the record.

iz Product: 1 of 9 [_ O] x|

S_I,Jnonyml Inventu:ur_l,ll Ingredientl PPE & Hazardsl F'hrasesl Stockl Specificl Label Users I Hegulatnr_l,ll

00321 AVIATION GASOLINE 100 LL

[4]2]

CGHYG

Current Version |Currem Revision Date |User Name

0 121019596

ACME Trucking Corp Milwaukee

5

17
bl Femaye
| | | ffff““'l fff““'ll Save |
&
@Add Product User record x|

Froduct Mame [00321 AATION GASOLIME 100 LL Select |
Uzer Mame | Select |
Address City State/Praov  Fax Mumber EMail Addiess
| | | | I

Current Revision Date Curent Yersion Start Date End Date

|1 2/10/1336 [ 1 [o0/00./00 [o0/00./00

Distributed By

Motes

Delete

Cancel | Save I
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Section 4: Data Access

Product Data Entry Form - Regulatory Tab
The Regulatory tab displays the associated SARA Report codes. These codes are required if SARA
reporting is utilized within MSDSpro.

SARA Reporting is an optional and powerful function available within MSDSpro, and may not be
required for the purposes of your organization.

i=d| Product: 18 of 25 : (=]
FFE & Hazaldsl F'hrasesl Stockl Specificl Labell lgers Fegulatory .t’-‘«uthorizationl Wastel WHMISI EII
PURPLE K % (111} 1

SARA Report Codes
SaRA Fire r SARE Reactivity [ SR Chionic I
SARA Release I SARA Acute '

Impart Source | =]
[ Trademarked
[ TDG

Clazz of Tranzportation

|"r/rr |'/rrr |"frrr~ |i'rrr~r| Cancel Save |

B The Import Source pull down menu allows the MSDSpro Administrator to indicate
whether this product was purchased from inside or outside of Canada or manufactured
onsite.

B The Trademarked checkbox indicates if this product is trademarked by the owner
company.

B The TDG checkbox indicates if this productis regulated under the Canadian Dangerous
Goods Transportation Act.

B  The Class of Transportation field allows for the entry of additional information relating
to proper procedures governing transportation of the product.
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Section 4: Data Access

Product Data Entry Form - Authorization Tab

The Authorization tab displays the departments currently authorized to use the product.

j=i| Product: 2 of 25 (=]
FFE & Hazaldsl F'hrasesl Stockl Specificl Labell Llsersl Regulatory  Authorization IWastel WHMISI EII
ACETYLENE 0003

Department

[ authorization Exempted View CAR |

|"r/rr |'/rrr |"frrr~ |i'rrr~r| Cancel Save |

B Check the Authorization Exempted checkbox if this product does not require a
Chemical Authorization Request (C.A.R.) to be submitted before being used.

m  Click on the VIEW CAR button to view the C.A.R. submitted by the highlighted
department.
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Section 4: Data Access

Product Data Entry Form - Waste Tab

The Waste tab displays the Waste Codes associated with the product. A Waste Code describes the
proper method for disposing of a product.

j=i| Product: 2 of 25 (=]
FFE & Hazaldsl F'hrasesl Stockl Specificl Labell Llsersl Hegulatol}ll Zuthorization W aste IWHMISI EII
ACETYLEME ooo3
Waste Codes
Wifaste Code |Descrip‘tion | Specific Description | State |J

L of]

Delete |
St | B { e [t Cancel Save
[l \ s |,
|z Add Product User record x|
Praoduct Marme MEDS 1D
[ACETYLENE | [oo03
Clicking on the ADD button *iaste Code

[Durnp i the Fond | [£3
Wazte Code Descrption Spesific Description
Dump in the Figh Pond out behind the plant

loads the Add Product User
Record Data Entry form.

Click on the SELECT button
to attach a Waste Code. “waste Label

Label: Per Fage
w1 4 OF

Prirt Label |

™ Advanced Optionz

Enter additional information
into the Specific Description
field if desired.

Cancel | Save |
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Section 4: Data Access

Product Data Entry Form - WHMIS Tab

The WHMIS tab provides for the selection of WHMIS categories associated with the product and for
the printing of WHMIS labels.

j=i| Product: 2 of 25 (=]
FFE & Hazaldsl F'hrasesl Stockl Specificl Labell Llsersl Hegulatol}ll .t’-‘«uthorizationl Waste WHHMIS | EII
ACETYLENE 0003
¥ WHMIS Label ™ Mot awHMIS product
[ WHMIS A W WHMIS D14 ™t Mon Manufacturer Label
T wHMISET W WHMISD1B e
M owHMisez T wHMIS D24
™ WHMIS B2 ™ WHMIS D2B WwHHIS Date of Mon-Compliance IDDHDD;’DD
I wHMISE4 [ WwHMIS D3
I~ wHMises [ WHMISE
I wHMisEs [ WHMISF Supplier Label
™ WHMIS T Label Revizion I_D & wHMIS
Labels Per Page 0 MonwHMIS
Recommended Starage Container =1 C4 CF
| . Pririt Label |
[ Advanced Options
i i e T e Caricel Save
o] |,

W Ifthis productis notrequired to carry a WHMIS label, check the Not a WHMIS product
checkbox.

m If the product is covered under WHMIS, check the WHMIS label checkbox and check
the WHMIS classification checkboxes that apply to this product.

B Select the Non manufacturer checkbox if the WHMIS information comes from a source
other than the product’s manufacturer.

B Enterinto the WHMIS date of Non-Compliance field the date WHMIS information from
asource other than the product’s manufacturer was entered into the product record.
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Section 4: Data Access

Product Data Entry Form - WHMIS Tab (cont'd)

To printa WHMIS label:

Administrator Guide

1.

Enter into the Label Revision field the number of times that this label has been revised
since it was first created.

Select the number of labels that will be printed on each page.
Select whether the labels to be printed will be either WHMIS or non-WHMIS labels.
Check the Advanced Options checkbox to configure additional options.

Click on the PRINT LABEL button to print the label(s).



Section 4: Data Access

Adding ANSI MSDS Documents from the MSDSpro CD

In order for MSDSpro to access the CD Library, the MSDSpro CD must be in the server CD-ROM drive
before the MSDSpro application is started. MSDSs in the MSDSpro CD Library are formatted as ANSI
text documents. To locate the desired MSDS in the CD Library and attach it to the product record,
click the CD-ROM button on the Product Data Entry form Product tab.

Click here

& 4D Client - [Product: 1 of 1]

m File Edit Selection Help

Product Name
MSDS 1D Company Name
[om1s [ansuL

The Select a CD product to add output form appears.

Search Results Limit
Click Column Heading to Sort Search Found Records New Search

gﬁelect a CD Product to Add

Search For Jred paint @Al € Either \ Limit [5000 \ =

Method * word beging with\ ¢ "wWord containg

Field {% Product Mame ™ SoundsLike O Manufacturer Mame Search Selection | Search’| Ascending or
= Descending

MSDS # |CD Product Name \ |Manufacturer | RevDate |= Sort Order

CFhN) 174 MARKING PAINT ALL COLORS 220 RED AERWOE FACIFIC CO ING 073001002 -

COMWORE 174 MARKING PAINT ALL COLORS 220 RED FLUORESC AERWVOE PACIFIC CO ING 08419/1287

COWRE 174 MARKING PAINT ALL COLORS 230 RED MERWVOE FACIFIC CO INC oanamagr

COMRH 174 MARKING FAINT ALL COLORS 251 RED INVERTA C. AERVOE FACIFIC CO ING 08191207

COWRD 174 MARKING PAINT ALL COLORS 270 RED FLUORESC AERVOE PACIFIC CO ING 08/19/1357

COWRT 174 MARKING PAINT ALL COLORS 275 RED MERWVOE FACIFIC CO INC 08/19/1997

COMRI 174 MARKING FAINT ALL COLORS 281 RED HIGH DELIW AERVOE FACIFIC CO ING 08191207

CEWSHE ATA MARKING PAINT ALL COLORS 237 RED FLUORESC AERWOE PACIFIC CO INC 03s18/1987
18A1 STRIFING PAINT 730 RED AERWOE PACIFIC CO INC 0 0g1

GO KM 1841 STRIPING PAINT 730 TRAFFIC RED AERVWVOE PACIFIC CO INC 0208904

BFH 1841 STRIPING PAINT 785 FLUORESCENT RED ORANG AERWOE PACIFIC CO INC 01s19/1993
BORXN 1941 TREE MARKIMNG PAINT RED G10 AERWOE PACIFIC CO INC 01241992
BEQQ 202 13 RR RED PAINT SEE SUFF DATA TYFE LAY &LO COLOR CORF 12/29/1988
BZCH. 21 217 WAGON RED NOW SPRAY PAINT KRYLOM O OF SHERWIN WwiLLlA 05/01/1992
CFRCR 2101 CHERRY RED SFPRAY PAINT AERCSOL 200702 KRYLOM THE SHERWUIMN WMALLIAME 04410929
CEHEFG 2107 HI HEAT RED KRYLOM HIGH HEAT RESISTANT PA KRYLOM PRODUCTS GROUP 03/01/1935 LI
222 Records Found Wiew Previous Cancel Add |

i

B The Search For entry areais used to specify keywords used in the CD Product Name
and Manufacturer search.

Typing more than one word will search for CD Products that either contain all words entered,
or either of the words entered, depending on the method chosen.
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Section 4: Data Access

Adding ANSI MSDS Documents from the MSDSpro CD (cont'd)

Search Results Limit
Click Column Heading to Sort Search Found Records

gﬁelect a CD Product to Add

New Search

Search For Jred paint @Al ¢ Either  \ Limit [5000 \ =

Method * word beging with\ ¢ "wWord containg

Field {% Product Mame ™ SoundsLike O Manufacturer Mame Search Selection | Search'| Ascending or
— Descending

MSDS # |CD Product Name \ |Manufacturer | RevDate | Sort Order

CFMNJ  17AMARKING PAINT ALL COLORS 220 RED AERWOE FACIFIC CO ING 07/30/1082 |4

COWDX  17A MARKING PAINT ALL COLORS 220 RED FLUORESC AERVOE PACIFIC GO INC 08:418/1907

COWRG 174 MARKING PAINT ALL COLORS 230 RED AERVOE PACIFIC CO INC oanamagr

COWRH  1TA MARKING PAINT ALL COLORS 261 RED INVERTA C. AERVOE PACIFIC CO INC 08418/1007

COWRE 174 MARKING PAINT ALL COLORS 270 RED FLUORESC AERWOE PACIFIC GO INC 08:418/1907

COWRT 174 MARKING PAINT ALL COLORS 275 RED AERVOE PACIFIC CO INC 08:418/1997

COWRW  1TA MARKING PAINT ALL COLORS 281 RED HIGH DELIW AERVOE PACIFIC GO ING 08418/1007

COWSE 174 MARKING PAINT ALL COLORS 287 RED FLUORESC AERWVOE PACIFIC GO INC

STRIFING FAINT 730 RED AERWOE PACIFIC CO INC

03s18/1987
0 0g1
0208904

[HLan | 1841 STRIFING PAINT 730 TRAFFIC RED AERWOE PACIFIC CO INC

BFH 1841 STRIPING PAINT 785 FLUORESCENT RED ORANG AERWOE PACIFIC CO INC 01s19/1993
BORXN 1941 TREE MARKIMNG PAINT RED G10 AERWOE PACIFIC CO INC 01241992
BEQQ 202 13 RR RED PAINT SEE SUFF DATA TYFE LAY &LO COLOR CORF 12/29/1988
BZCH. 21 217 WAGON RED NOW SPRAY PAINT KRYLOM O OF SHERWIN WwiLLlA 05/01/1992
CFRCR 2101 CHERRY RED SFPRAY PAINT AERCSOL 200702 KRYLOM THE SHERWUIMN WMALLIAME 04410929
CEHEFG 2107 HI HEAT RED KRYLOM HIGH HEAT RESISTANT PA KRYLOM PRODUCTS GROUP 03/01/1935 LI
222 Records Found Wiew Previous Cancel Add

|/
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The Method choice allows a search that will find word(s) in the Product Name that begin with
the specified word(s), or word(s) that are contained within a larger word string.

Note: choosing the Word begins with is a much faster search than Word contains.
The Field choice allows a search for a Product Name that matches the specified word(s)
typed (optionally using the Sounds Like phonetic search), or a search for Manufacturer Name

that matches the specified word(s).

After clicking the SEARCH button, a resulting list of matches will appear (limited to the se-
lected Limit pull-down choice).

Using SEARCH SELECTION will narrow the search within the currently found records only.
For example, searching for “red paint” first, then specifying a Manufacturer Name of “krylon”
and clicking SEARCH SELECTION will search the currently found “red paint” records for only
the records belonging to the new manufacturer specified.

Click PREVIOUS to restore the previous records.

Simply select the Product and click the ADD button to add it as a new Product and ANSI
MSDS, or double-click the Product to preview the document (previewing the document does

not save it within MSDSpro).
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Section 4: Data Access

Company

The Company table stores all data for Manufacturers and Suppliers. Acompany is entered only once.
The record is then referenced by the Product table, where many Products may exist that relate to only
one Company record.

A modification to the Company record is then immediately available to Products that are related to the
Company record.

Note: In Versions prior to 4.1 this table was called Manufacturer.

Company Output Form

-lolx
Company Hame Address City StatefProv Postal Code =~|
AIR FRODUCTS 208 Radnor-Chester Ro B adnor Fa, 19087-5240
AMSIL One Stanton Street arinette 5414 2
CHEYROM G007 Ballinger Canvon S an Barmaon Ch 34533
EM SCIEMCE 480 Democrat Road  Gibbstown MJ 02027
HUMTERS SPECIALTIES INC G000 HUMTINGTOM C CEDAR RAPIDS 1A 52402
J.T. BAKER 222 Red School Lane  Phillipsburg M. (3865
LIMCOLM 22801 5t. Claire Avenu Cleveland OH 44117
LOCTITE 1007 Traut Brock Crozs Raocky Hill CT Oe0&Y
PAGMNAFLLEE 3624 West Lake Avent Glenview IL BO025
MALLINCERODT 222 Red School Lane  Phillipzburg P& 03865
MG IMDUSTRIES 3 Great Yallew Parkway Malvern P, 19355
PHILLIFS BE COMPAMNY P.0. Box 25376 Santa Ana Ca 92793
5. C.JOHWSON & SOM, INC. 1 "webster St Brantford OMTARID MaT BR1
TE=ALCO REFIMIMG & MARKETIMNG IN Bowx: 7812 UMIVERSAL CIT Ca 91608
ULTRAMAR, IMC. F.0. BOx 93102 LOMNG BEACH CA 0809-3102
Wh-40 1067 Cudahy San Diego LA 32110
WLLLAKMS ALASKA PETROLEUM, IMC. 1100 H & H Lane Morth Pole il 93705

Mew I Delete Al Search I Sort Cloze I -

4 LIJ
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Section 4: Data Access

Company Data Entry Form

The Company name is required to be entered before saving the record.

B Enter the electronic contact information for each Company to take advantage of
efficiencies, such as Fax number, E-mail address, and Internet URL locations.

i

Company Mame Company Revizion Date
AMSUL |EIEI.-’I:IEI..’I:IEI

Addrezs PO Box

{One Stanton Street |

City State/Praw Postal Code Courtry
IMarinette |'W'I | |54'I 43-2542 |L|.S..-“-‘-..
Phane Mumber Ermergency Phone Fax Mumber

|[.'-"'I B)735-7411 | |[EEIEI]424-E|3DEI | | -

[ Dizable Formatting [ Disable Farmatting [ Dizable Farmatting
Contact Mame Local Wendor

k505 E-bdal Addreszs
Motes

| 2
MSDS URL j

|http:a’a’www. anzul.comddocs/mads/ME0S55E20T ablef20) Launch

YWebsite LIRL
[http: # Avnanar. ansul.com Launch |

rf”r_r '.'-"“r”.; I (s Delete Cancel | S ave I
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Section 4: Data Access

Locations

The Modify Locations window allows modification of existing Location records and association of
various hierarchies within each Location. Sublocations may be several thousand levels deep within
each Location.

Adding a Location

1. Click the ADMIN button on the Floating Toolbar.

The Data Access tab of the Admin Control Panel is presented.

|=d| Admin Control Panel .' x|

Data Access | Human Flesoun:esl Special Funclionsl Updatesl

' Products ' Phraze Libram
' Manufacturers ' Containers
! O Assets
C! Inventory ! Users
! Chemicals ! M5D5 Requests

! Chemical Authorization Requests  © “waste Codes

MSD% Wizard... I Canricel | Select I

2. Select Locations.
3. Clickthe SELECT button.

The Modify Locations screen is displayed.

@Hodil}l Locations =1a] x|

Locations

H-Main Plant - L&
- M ain Plant - MY
- Main Plant Corporate

| Mew | Delete | Edt | a0 [ Seach| Sot [IE0
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Section 4: Data Access

Adding a Location (contra)

Administrator Guide

Click on the Location to add a Location to.

If there is a plus sign to the left of any of the existing Locations, you can click on it and drill

down to the next level. Click on <TOP> to add a top level Location.
Click the NEW button.

The Edit Location screen is presented.

=i Edit Location I

Location Mame  SuEIEaBE-F

Parent Location [Main Plant - LA

Location Bar Code |

™ Contact Information_Edit I
[~ Storage Information | Edit |

™ Asset Information

Azset Mame | Selectl

Cancel | Save I

Type the name of the new level in the LOCATION NAME field.
Click the SAVE button.
You are returned to the Modify Locations screen.

Click CLOSE to exit.

This information also displays when you are in the Inventory tab of a Product.



Section 4: Data Access

Editing a Location

1. Click onthe ADMIN button of the Floating Toolbar.

The Data Access tab of the Admin Control Panel is presented.

|=d| Admin Control Panel x|

Data Access | Human Flesoun:esl Special Funclionsl Updatesl

' Products ' Phraze Libram
' Manufacturers ' Containers
O Assets
C! Inventory ! Users
! Chemicals ! M5D5 Requests

! Chemical Authorization Requests  © “waste Codes

MSD% Wizard... I Canricel | Select I

2. Select Locations.
3. Clickthe SELECT button.

The Modify Locations screen is displayed.

@ Modify Locations g | I:Ilil

Locations

-Main Plant - La
- Main Plant - N
- Main Plant Corporate

| New [ Delete | Edt [ an [ Seach| son [
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Section 4: Data Access

Editing a Location (cont'd)

4. Click on the Location to edit.

If there is a plus sign to the left of any of the existing Locations, you can click on it and drill
down to the next level. A Location can be moved from one level to another by clicking and

dragging it.
5. Click the EDIT button.

The Edit Location screen is presented.

|4 Edit Location

Location Mame ID:-ntroI Center 1

Farent Location [Main Plant - NY |

Location Bar Code |

[ Contact Information _ Edit I I~ Hide fromweb

[ Storage Information Edit I
Inventony Review Date IDD.I"DD.I"DEI

Reviewed By I
™ Asset Information
Agzet Mame | Selectl

Caticel | Save |

6. Edit the Location name, the Location Bar Code, who to contact in an emergency,

how to store the material, Asset Information and Asset Name.

The Location Bar Code is for scanning and tracking stored material and relevant MSDS

information.

7. Click hide from Web if web users should not see this location and related

inventory.

8. Inventory review Date and Reviewed by are the last time inventory at this location

was reviewed.

9. Click the SAVE button.

Deleting a Location

1. Click on the ADMIN button of the Floating Toolbar.

The Data Access tab of the Admin Control Panel is presented.

2. Select Locations.
3. Clickthe SELECT button.

The Modify Locations screen is displayed.
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Section 4: Data Access

Deleting a Location (contd)

@ Modify Locations : o ]

Main Plant - L&
- M ain Plant - MY
- Main Plant Corporate

| Mew | Delete | Edit | a0 [ Seach| Sot [

Click on the Location you want to delete.

If there is a plus sign to the left of any of the existing Locations, you can click on it and drill
down to the next level.

Click the DELETE button.
Confirm the delete action.

The Location and all related Inventory records are deleted.

Click the CLOSE button.

Moving Locations

Click on the ADMIN button of the Floating Toolbar.

The Data Access tab of the Admin Control Panel is presented.
Select Locations.

Click the SELECT button.

The Modify Locations screen is displayed.
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Section 4: Data Access

Moving Locations (Cont'd)

|=i| Modify Locations

1 [=] 3

Locations

O «<Top:

B Main Plant - L&
-] Wwarehouse &
Building 1
Building 2
Bl Warehouse B
Building 3
Building 4
- Wwarehouse C

B Contral Center 2

Unit 2
Unit 3
Unit 5
tain Plant Corporate

[ Mew [ Detete [ Edit |

Al ISearchI Sort I Cloge I

4. Select the Location you want to move

If there is a plus sign to the left of a Location, you can click on it to drill down to the next

level.

5. Drag the Location to move it from one level to another
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Section 4: Data Access

Inventory

The Inventory section allows access to Inventory records, the records that identify which products are
stored at which locations.

Accessing Inventory Records

1. Click the ADMIN button on the Floating Toolbar.

The Data Access tab of the Admin Control Panel is presented.

j=i| Admin Control Panel : x|

Data Access | Hurman Hesourcesl Special Functionsl Llpclatesl

O Praducts ' Phrase Library
i Manufacturers i Cantainers

' Locations ' Assets

@i C Users

i Chemicals i M5D05 Requests
O Chemical Authorization Fequests O Waste Codes

MSD?N Wizard... I Cancel | Select I

2. Select Inventory.
3. Click the SELECT button.

The Select Inventory View screen appears

Select Inventory Yiew

% Inventory by Product

0 Inventory by Location

Cancel

To access Inventory information listed by Product Name, select Inventory by Product:
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Inventory by Product Output Form

Choosing Inventory by Product will display the Inventory by Product Output form. By double-clicking
on one of the listed Product records, the inventory locations for that given product are listed in the
Inventory by Product Data Entry form.

@Inventul}l by Product: 8 of 8 |_ (O] x|
M5D5 1D Product Hame Manufacturer Name ;I
CGMYG 00327 &WIATION GASOLIME 100 LL Teraco Refining & Marketing, [nc. —I
CEYEP (0482 LEAF GREEN AEROSOL TOUCH UP PAIM Hunters Specialties Inc.
MS0S00001 Battery Fluid, &cid 10% - 51% Colonial Chemical Compary
MSDS00004  C4B224/C4B474/C48744/C48924 Hewlett-Packard Company
MEDS00008 CAMZ Soluble Ol Cak2 Oil Products Compary
MSDS00002 Chevran Machine Oil R0 1SO 150 Chevran JSA Products Company
MSD500005 Hite White® Excel Take Home Tooth *Whitener  Dizcus Dental, Inc
MSDS00003 Phozgene DOC Gazes
e Delete all Search Sort Cloze l z
£ LIJ
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Inventory by Product Data Entry Form

The Inventory by Product Data Entry form displays one Product and all of its associated Inventory

records.

@Inventm}l by Product: 1 of 9 M=l E3

Product Mame
|l]l]321 AYIATION GASOLINE 100 LL
M anufacturer Mame MSDS D
|TEXAED REFIMING & MARKETING INC |EEM\FE
Bl Facilty BT =

B E ast Forge Start Date

01./01/98
i = Met Lab [B] )
L West Forge I a% Aot Caily
& Die Inspection [J] 2111.11
Garage [0]

i Maintenance [M)

=

add | Edit

Femove

| | |rrrr~| rrr~r|

Cancel | Save I

i

B The Start Date field displays the date the Product was first stored at this Location.

B  The Maximum Amount Daily field lists the maximum amount of the Product that has

ever been stored at a Location.

B Click the ADD button to add the Product to any Location.

B Click the DELETE button to delete the Product from the selected Location.

B Click the EDIT button or Double-click a Location to modify information on the selected

Location.

Clicking on the ADD or EDIT buttons loads the Inventory Data Entry form.
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Section 4: Data Access

Inventory Data Entry Form

The Inventory Data Entry form is where Products are added as Inventory to a Location. Additional
information related to Product Inventory and the SARA Title Ill (Tier 2) report is also added or modified
on this form. The Inventory Data Entry form contains three internal tabs; the Physical Inventory tab,
the SARA Inventory tab and the SARA Containers tab.

Click here to view alist ~ Click here to view a list
of all existing locations  of all existing products

Edit Inwentary record x|
Product Name [FURFLE K Select |
Enter start and Storage Mame |Building 2 }Elect |

[rescription Storage Location
|t ain Flant - L& » Warehause A » Building 2

end dates here

Phyzic:atewgntary ISAHA Invenlor_l,ll SARA Eontainersl
art Date hd D ate Man Penaodic Temperature
|/30/2000 |00400/00 I |D—
Check here to flag the Ineentory Eetsan
product as Non-Periodic I
MHaotes Solid Liquid Gasz
| m r r
Enter additional Disposal Methad
information [
about Product Density Ibs/  Specilic Gravity
Inventory here = |0 o

Delete | Cancel | Save I

The Physical Inventory tab:

The Physical Inventory tab is where all the information relating to storing the Product at this Location
is entered.

B Click the SELECT button to the right of the Product Name field, a list of all Product
records in the MSDSpro database will appear.

From this list, select the Product to be added as Inventory. If a Product does not appear in the
listing, the Product has not yet been created within MSDSpro.

B Click the SELECT button to theright of the Storage Name field and alist of all Storage
Locations will appear.

From this list, select the Location to which the Product is to be added as Inventory. If a

Location does not appear in the listing, the Location has not yet been created within MSDSpro.
Locations are covered on pp. 4-43 through 4-48.
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Inventory Data Entry Form (contd)

Enter into the Start and End Date fields the dates that the Product started and stopped
being stored at that Location.

Check the Non-Periodic checkbox if the Product should be included in the SARA Title
Il (Tier 2) regardless of start and end dates.

The Temperature field lists at what temperature the Product is stored.

The Temperature field is usually only used if the Product will be stored in a chilled or heated
state. For SARA reporting the containers have SARA codes related to temperature.

Enter into the Inventory Person field the name of the individual responsible for tracking
the inventory of the product at this location.

The Solid, Liquid or Gas checkboxes list the state(s) of the Product.
The Disposal Method field details how the Product will be discarded.

The Notes field is used to enter additional information relating to Product Inventory.
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Section 4: Data Access

Inventory Data Entry Form (contd)

The Sara Inventory tab:

The fields on the SARA Inventory tab are used in calculating Inventory quantities for the SARA Title
Il (Tier 2) report.

Administrator Guide

Edit Irventary recard x|

Praduct Name [JETWELD LH-70 Select |
Starage Mame IEuiIding 3 Select |

Dezcription Storage Location
| |Main Flant - L& » W arehouse B > Building 3

Physical nventory SARA Inventary ISAH.-’-‘« Euntainersl

Calculate Inventor Quantities Fram———— SARA Motes
’7 ' Containers % tanual Only

Daps On Site Total Imported this year (Kl
|355 ||:|

b &% Anount Daily

ISDEI Calzulate | LI

Awerage Amount D aily

|3U Caleulate | SARA Report Uzage Irventary Type
| 2 =l

Delete | Carcel | Save I

Selecting the Containers radio button will set MSDSpro to automatically calculate
the quantity of the Product stored at the selected Location.

If the Manual Only radio button is selected, MSDSpro will not calculate Product
guantities.

Use this option if the Product quantities are to be entered manually into MSDSpro.

The Days on Site field lists the total number of days a Product has been stored at a
Location.

The Maximum Amount Daily field lists the maximum amount of the Product that has
been stored at the specified Location.

The Average Amount Daily field lists the average amount of the Product that has
been stored as Inventory.

The Inventory Type field gives information on how the Product is used.



Section 4: Data Access

Inventory Data Entry Form (contd)

The Sara Inventory tab (cont'd):

B The SARA Report Usage Field controls whether MSDSpro should include this Product
when a SARA Title Il (Tier 2) report.

By default MSDSpro will automatically will compare product quantities stored with minimum
amounts required for inclusion in the SARA Title Il (Tier 2) report. If this Product is to be
included or excluded in the SARA Title Ill (Tier 2) report by default, select that option from this
field.

The Sara Containers tab:

The fields on the SARA Containers tab report information relating to the physical containers that are
used to store a Product as Inventory. Some of these fields are also used in calculating quantities for
SARA Title IIl (Tier 2) reporting. MSDSpro can track a Product stored in many different types of
containers at one Location. To begin entering information on the type of containers used to store a
Product, click on the ADD button.

Edit |nventory record

Product Mame IAniIine hlue
Storage Mame Main Flant Corporate Select I
Dezcription Storage Location

| EMain Flant Corporate

Phwsical Inventar_l,li SARA Inventory  SARA Containers |

Select lham Ibern Mumber Responsible Person Start Date
[— ' [ seest | Joo/o0ro
Mumber Containers  Container Size Container Lnit Expires Date
o fo | =] [00/00700
rSaRaA Codes
Cantainer Type Container Prezsure Caontainer Temperature
: _ | x| =1 ]
Click here to begin : :
entering information =] Gentainer Froperties
on the type of Dayz on Site  Current Amount bl ax Aot Average Amont
. | —Add ! Delete | 1 0 0 0
containers used to ! I | |

store a Product

Delete | Cancel ! Save I

B Theltem Number field stores an internal company code assigned to a Product for the
purpose of tracking Inventory.
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Inventory Data Entry Form (contd)

The Sara Containers tab (cont’d):

Administrator Guide

The Responsible Person field lists the name of the person responsible for tracking
product inventory in the selected container type.

The Start and Expires Date fields list the dates in which this product began and
ceased being stored at this location in the selected container type.

The Number of Containers field lists the quantity of containers that are used to store
the Product as Inventory.

For example, if a Product is stored at a Location in ten 55-gallon drums, the Number of
Containers field should contain the number ten.

The Container Size field lists the size of each container.
Using the previous example, the Container Size field should contain the number fifty-five.

The Container Unit field lists the units of weight or volume that the Inventory quantity
is measured in.

Using the previous example, the Container Unit field should contain the word gallons.
The Days on Site field lists the number of days that the product is stored as Inventory.

The Current Amount field lists the current amount of the Product stored at the specified
Location.

The Maximum Amount field lists the maximum amount of the Product that has ever
been stored at the specified Location.

The Average Amount field lists the average amount of the Product that has been
stored at the specified Location.

The Container Type field lists the type of container used to store the Product.

The Container Pressure field details whether the Product will be compressed, expanded
or stored at the ambient pressure.

The Container Temperature field details whether the product will be heated, chilled
or stored at the ambient temperature.



Section 4: Data Access

Inventory by Location

The Inventory section allows access to Inventory records (the records that link a Product to a Storage
Location).

To access Inventory information listed by Location Name, select Inventory by Location:

Select Inventory Yiew —————

' Inventary by Product

= |nventory by Location

Choosing Inventory by Location will display the Inventory by Location display form.

Inventory by Location Display Form

To modify or view an Inventory record by using the Inventory by Location window:
1. Select (highlight) the Location with associated Inventory to edit or view.

2. Click the INVENTORY button.

The Inventory by Location Data Entry form is displayed

I=i] Inventory by Location M=l E3

Select Location
Bl Facilty 2BC =]
Administration
5] East Forge
e 11 K Forge [C)
Heat Treat [4)

+H West Fonge
O kain Flant - WY

I All I Search I Inwentary Cloge I
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Section 4: Data Access

Inventory by Location Data Entry Form

The Inventory by Location Data Entry form displays one Storage Location and all of its associated
Inventory records.

B Click the ADD button to add a new Inventory record.
B Click the DELETE button to delete a highlighted Inventory record.

B Double-click an Inventory record to modify it.

B Inventroy review date and reviewed by are the last time inventory was revised at this
location.

izd|Inventory by Location: 1 of 1 i |m] |

Location Mame
|Main Plant - HY
Diezcription

Inwentory Review Date  Reviewed By

Geographic Location

| T |
Start Date |MSDS 1D |Product Name | Company Nalﬂ
00/00/00 0004 003241 AVIATION GASOLINE 100 L TEXACO REFINING & MARKETING [N =

0 of

Add Femoyve
/ Cancel | Save I
4
A
Product Mame | Select
SloiageMame  [Main Plant-NY Select Double-clicking an existing Product
Description Storage Location Name diSplayS the |nvent0ry Data
[Main Pl - NY Entry form for edit.
Physical Invertory | SARA Invertory | SARA Cortainers|
Start Date End Date Won Periodic Temperature
[oT722r2006 | [00730700 r 0

Inventory Person

Motes Solid  Liquid Gas
= r r I
Dispozal Method

Density e/ Specific Graviy

/]
Delete | Cancel | Save |
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Chemical

The Chemical table records information about Chemicals. Chemical CAS numbers are not considered
unique. Two or more Chemical records may share the same CAS number if needed.

Chemical records contain information that is stored only once. Many Products may use each Chemical
through the use of Ingredients (available within the Products Data Entry form Ingredient tab.)

Chemical Output Form

@[ﬁhemical: 46 of 46 =] E3
Chemical Hame CAS Number EHS TPQ Pounds =
ETHYL BENZEME *3B-2% 100-41-4 ' a —
BUTAMNE 10E-97-8 I a
FROFYLEMEGLYCOL MOMNOMETHYL ETHER ACETATE, 108-85-E I a
TOLUEME 108-88-3 u a
HE¥&ME 110-54-3 I_ a
2-BUTO=YETHAMOL 111-76-2 ' a
SILICA, AMORPHOUS 112945-52-5 I a
ETHYLEME, TETRAFLUORO-, POLYMER 116-14-3 I a
CARBOM DIO=IDE 124-38-9 u a
Urea Hydrogen Peroxide 124-43-6 ' i}

MOLYEDATE ORAMGE 12ERE-85-8 ' a
#YLEME 1330-20-7 v a
TITAMILIM O=IDE 134E3-E7-7 u a
POLYETHYLEME GLvCOL DIMETHACHYLATE 25E52-47-5 ¥ a
M -DIALESLT OLUIDINE E13-439 o a
2-pyrrolidone B16-45-5 ' 1]
DIMETHYL POLTSILOMANE E3148-62-9 I a
HYDROTREATED MIDDLE PETROLEUM DISTILLATE  B4742-4E-7 u a
Diztillates [petroleumn]. hydrotreated heavy napthenic E4742-525 'l i}
Miztllabtes Imetealrnrm] bodrabreabad kb nanthenie FA7ADRAR r n

I Hew I Delete All Search Sort I Cloze l

il ﬂJ
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Chemical Data Entry Form - Chemicals Tab

The Chemicals tab allows the CAS number to be entered for a Chemical Name, as well as EHS
(Extremely Hazardous Substance), EHS TPQ, TSCA, Carcinogen, TLV ACGIH, OSHA PEL, and
various SARA flags. CAS Number data entry is checked to verify that the CAS Number is valid.

j=i| Chemical: 11 of 55 (] ]
Chemicals IFieguIatDly Flagsl Definable Fieldsl F'roductsl Inventor_l,ll
CAS5 Mumber Chemical Marme
3 ] |Sadiurn hydroside
[~ EHsS
TPQ Pounds TLY ACGIH R Pounds
I I I a I a
TFO Special State Pounds OSHA PEL CERCLA SARA Haz RO Pounds
I I I I 1000
STEL RCR& D Reference Levels  RCRA D Maximum Concentration
Motes
. y Update Code
[T Duplicate GAS Exists [T Moduta Update |2EIDEID'I =T
N e (it Dielete Cancel Save
[Flalrelr] oo o ]

Chemical Data Entry Form - Regulatory Flags Tab

The Regulatory Flags tab displays the federal and state qualifications for this Chemical.

j=i| Chemical: 11 of 55

Chemicals Fegulatory Flags I Disfinable Figlds | Products | Irventar |

=10] x|

CA5 Number Chemical Wame
[1310-73-2 |Sadium hydroxide

[ ¢ Carcinogen ™ S&RA 311/312 Exempt [~ RCRAF Series
[~ Possible Carcinogen [T S&R4 313 Reportable I~ RCRAEK Series
W TSCA List SaRA 313 Deminimus I~ RCRAP Series
¥ Haz Substance List I L [ RCRA U Series
W WHMIS Ingredient Disclosure [ S&F& 313 Exemnpt

[~ Califoria Prop 65 [V Minnesata List DEL/NDSL

v California List V¥ Mew Jersey List [ DsL

¥ Florida List ¥ Pennsylvania RTE List ™ NDSL

¥ Massachusetts List [T Penmsylvania Special Hazardous [~ Mot Listed

[~ Michigan List [~ Pennsplvania Ervironmental Hazard C Palyrer O Chemical

(e [ e et Delete

Cancel | Save I

i
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Section 4: Data Access

Chemical Data Entry Form - Definable Fields Tab

The Definable Fields tab displays all fields created by MSDSpro Administrator(s) for use in the

chemical record.

@Ehemical: 11 of 55 -0 x|
Chemicals | Fegulaton Flags  Definable Fields IF'rodu-:tsl Ireeembor |
CAS Murnber Chemical Mame
|1 30732 |Sodium hydrozide
W i L e Delete Cancel T Bave i
[l )
Chemical Data Entry Form - Products Tab
The Products tab displays all Products which contain this Chemical as an Ingredient.
j=i| Chemical: 11 of 55 1Ol =|
Ehemicalsl Reagulatary FIagsI Definable Fields Froducts |Inventory|
CAS Mumber Chemical Mame
|'I 310-73-2 |Sodium hydroxide
MSDSID |Product Name |Cumpany Name |Weigm U |
0017 2004 LIME AT, BAKER <200 % N

K7 _'Iﬂ
4-70 e K il | Delete Concel || save |
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Section 4: Data Access

Chemical Data Entry Form - Inventory Tab

The Inventory tab displays the locations where this Chemical is stored.

|zi| Chemical: 11 of 55

Ehemicalsl Eegulatony Flagsl Definable Fieldsl Froducts  Irwentony

=0l x|

A5 Murnber Cherical Marme
[1310-73:2 |5 adium hydrozide
[Promuct Rame TCocation |
5004 LIME higin Plant - LA > Warehouse B » Building 4 -
5004 LIME gin Plant Comporate » Administration » Control Center 1 > Unit 2
S00A LIME hin Plant Corporate * Administration » Control Center 2 > Building 1
SOD0A LIME Ivigin Plant - LA > Warehouse A Building 2
SOD0A LIME Iwiin Plant Corporate * Administration
5004 LIME Iviin Plant Corporate * Administration * Control Certer 1 > Unit 1
S00A LIME Wiin Plant - MY * Control Center 1 » Unit 2
5004 LIME hgin Plant Corporate » Administration » Control Center 2+ Building 1

k7|

CH

|="ifrré|?>rrr;|%‘?rr~,.|$rr~r1 Delste

Cancel | Save I

&
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Section 4: Data Access

Containers

The Containers section stores information about the different types of containers used to store products
as inventory.
Accessing Container Records

1. Click the ADMIN button on the Floating Toolbar.

The Data Access tab of the Admin Control Panel is presented.

i=d] Admin Control Panel x|

Data Access |Humar'| Hesaurcesl Special Funn::tin:nnsl Llpdatesl

' Products ' Phrase Library
C Comparies @ Containers

0 Locations 0 Aszets

C |rventony ' Users

" Chemicals " MSD5 Requests
€ Chemical Suthonization Fequests 0 W asta Codes

MSD%, Wizard... | Cancel ” Select ;«EI

2. Select Containers.

3. Clickthe SELECT button.

The Select Records screen appears.

~5Select Hecords

£ Search for Records

" Add Records

Cancel I Select I

3. Select whether to list all container records, search for container records or add new
records.
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Containers Output Form

Choosing List All Records from the Select Records screen will display the Containers Output form.
Double-clicking on one of the listed records loads the Containers Data Entry form. This form contains
the information regarding individual containers.

_ipix
Item Number Product Hame Location Name Amount -
MERCURIC BEROMIDE Building & I
ACETYLEMWE Building & ] 15
UMOCAL MULTIPURPOSE ATF DEXROMN [ Building 1 ]
ADHESIVE 404, QUICK SET Building 1 1]
GASOLIME, AUTOMOTIVE, UNLEADED [ Building 1 ]
SO0 LIME Building 1 ]
ADHESIVE 404, QUICK SET Building 2 1]
ISOBUTAME Building 1 ]
|SOPROPYL ALCOHOL Building 1 ]
WD-40, SPR&Y Urit 2 ]
SO0 LIME Uit 2 ]
FYROGALLIC ACID Urit 2 ]
FLIRPLE K Urit 2 ]
MERCLRIC BROMIDE it 2 0
ISOBUTAME Urit 1 ]
JETWELD LH-70 Urit 1 ]
[SOBUTAME Equipment 1 0
FERRIC NITRATE E quipment 1 ]
Mew Delete il Search Sort Cloge I
A LIJ

B Click on the NEW button to create a new container record.

m Click on the DELETE button to remove the highlighted container record.

B Double-click the highlighted container record to edit that record’s information.

B Click on the ALL button to view the entire list of container records.

B Click onthe SEARCH button to search for container records matching a specific criteria.
B Click on the SORT button to sort container records by different criteria.

B Click onthe CLOSE button to close the Containers Output form.
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Containers Data Entry Form

The Containers Data Entry form allows for the entry of container information relating to a specific

product being stored at a specific location.

@[untainer: 22 of 143

=10/ x|

MSDSID 0008

Froduct Mame |I3ﬁ3.SDLINE,f-".LITDMDT|\-‘E,LINLE.&DED (RF(]

Location Name [ arehouse C > Building 5

Select |

[tern Mumber Rezponzible Perzon
| | Select | [™ futo Generated
Start Date Expires Date  DaysonSite  Last Updated
| 00/00/00 | 00/00/00 |385 |00/00/00

Mumber Containers  Container Size Container Lnit
|1 |5EIDEI U5 Gallons x|
~SARA Codes

Container Tupe Container Pressure Container Temperature

|C Tank inside buiding ] | =l ]
~Container Properties

Current Araunt Maw Aok Awerage Amount

|31 125 |31,1 25 |31 A28

Duplicate | Cancel Save

Container information that can be entered into the Container Data Entry form includes:

B  Theltem Number field stores an optional internal company code assigned to a specific
container for the purpose of tracking Inventory.

B The Responsible Person field lists the name of the person responsible for the current
container.

B The Auto Generated checkbox indicates whether the container record was
automatically created by MSDSpro or created manually by a user.

B The Start Date field displays the date the Container was first stored at this Location.

[ ]

The Expires Date field displays the date the Container stopped or will stop being
stored at this Location.
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Section 4: Data Access

Containers contd

Administrator Guide

The Days on Site field lists the total number of days the listed container has been
stored at the listed Location.

The Last Updated field shows the date the information in a container record was last
updated.

The Number of Containers field lists the quantity of containers that are used to store
the Product as Inventory at the listed Location.

For example, if a Product is stored at a Location in ten 55-gallon drums, the Number of
Containers field should contain the number ten.

The Container Size field lists the size of each container .
Using the previous example, the Container Size field should contain the number fifty-five.

The Container Unit field lists the units of weight or volume that the Inventory quantity
is measured in.

Using the previous example, the Container Unit field should contain the word gallons.

The Container Type field lists the type of container used to store the Product at the
listed location.

The Container Pressure field details whether the Product will be compressed, expanded
or stored at the ambient pressure.

The Container Temperature field details whether the product will be heated, chilled
or stored at the ambient temperature.

The Current Amount field lists the current Product quantity in pounds for this container
record.

The Maximum Amount field lists the maximum Product quantity in pounds for this
container record.

The Average Amount field lists the average Product quantity in pounds for this container
record.



Section 4: Data Access

Chemical Authorization Requests

The Chemical Authorization Requests selection tracks and stores information about which employee
has requested and received or been denied authorization for the use of a specific chemical. Chemical
Authorization Requests are also referred to as C.A.R.s.

|zi| Admin Control Panel X|

Data Access | Special Functionsl Llpdatesl

O Products
! Manufacturers
C Locations
C Inventory
1 Chermicals

¢! iChemical Authorization Requestss © 'waste Codes

! Phrase Library
O

O Assets

C Users

0 M5D5S Requests

MSDg,,

Wizard.. |

Canicel | Select I

Selecting Chemical Authorization Requests from the Admin Control Panel prompts the user to list all
C.A.R. records, search for a specific C.A.R. record or add a new C.A.R. record. Selecting Search for
Records loads the Query Editor, covered on pp. 3-8 through 3-12. Selecting Add Records loads the
Chemical Authorization Entry Form, covered on pp. 4-77 through 4-83. Selecting List All records loads
the Chemical Authorization Output form. The Chemical Authorization Output form allows for seven
actions.

|=d| Chemical Authorization: 8 of 8 =10 x|
E
CAR MWumber MSDS ID Product Mame Statuz Type Department _I
il Approved Standard Product Engineering
2 anon3 ACETYLEME Approved Standard Product East Coast
[ asd Mot Submitted  Standard Froduct
] o003 ACETYLEWE Submitted Standard Product Development
7 Submitted Standard Product Sales
a a1t ISOFROPYL ALCOHOL Approved Standard Product Engineering
11 ame PYROGALLIC ACID Approved Standard Product
12 Standard Product
I Mew I Delete I All Search Sort Close I
il ﬂJ
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Section 4: Data Access

Chemical Authorization Requests (contd)

B Click on the NEW button to create a new request.

B Click on the DELETE button to remove the highlighted request.

B Double click on a specific record to modify it’s information.

B Click on the ALL button to view the entire list of requests.

B Click on the SEARCH button to search for requests matching a specific criteria.
B Click on the SORT button to sort the requests alphabetically.

B Click on the CLOSE button to close the Chemical Authorization Output form.

@Chemical Authorization: Adding new record to 10 existing = |I:I|l|

Specific Information | Requestor Infarmation | Lacation Used | Usage Infomation | Approvers |

CaR Mumber: Status Department
[15 | =] Select |
MSOS 1D Product Mame Mat Linked to Product
Gl it} Create Product Flec:ordl
Suppli LRL Revision Date
[ | [00/00/00
: Initial Comment: _Final Comment
Submitted D ate
00,0000

Approved Date
IUU;’DUHDD

| =T | =T | = | |'”““f| Wiewy Froduct Force Resubmit Cancel Save

The Chemical Authorization Entry Form consists of five tabs; Specific Information, Requestor
Information, Location Used, Usage Information, & Approvers. These five tabs contain all the
information pertinent to a single request made for authorization to use a chemical.
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Chemical Authorization Requests (contd)

Specific Information Tab: The Specific Information tab contains information about the chemical for

which authorization is being requested. The following fields are available for population under the
Specific Information tab.

@Chemical Authorization: Adding new record to 10 existing = |El|l|
Specific Information | Requestor Infarmation | Lacation Used | Usage Infomation | Approvers |
CaR Mumber: Status Department
1o | =l __Sekest |
505 D Product Mame Mot Linked to Product
e Create Product Record I
Suppli LRL Revision Date
[ | [00/00/00
. il 7 FinalC 2
Submitted D ate
00,0000
Approved Date
IUD;’DUHDD
I i e Yiew Prohict Force Resubmit | Cancel Save

The C.A.R. record will only be editable if the current user has logged in as a member of the Chemical
Manager Group. Users who have not logged in as a member of the Chemical Manager Group will only
be able to view the C.A.R.. Members of the Approvers group will be able to approve C.A.R.s.

B CARNumber: Aunique number designed to identify a specific Chemical Authorization
Request (CAR) and keep it separate from other CARs.

B Status: Displays at what step in the chemical authorization process the request
currently resides.

B Department: Lists the name of the Department for which the chemical is to be
authorized.

B MSDSID: The MSDS ID field is aunique number assigned to identify and differentiate
one Product record from other product records.

B Product Name: The name of the chemical for which Authorization is being requested.
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Section 4: Data Access

Chemical Authorization Requests (cont'd)
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Select Product button: Clicking on the SELECT PRODUCT button produces alist of all
productrecords.

Click on the desired product to link the request to a specific product.

Create Product Record: Clicking on the CREATE PRODUCT RECORD button will create
a new product record.

Use this button if a product record does not currently exist for the chemical being authorized.
Manufacturer: The name of the company that manufactures the chemical.

Supplier: The name of the company from which the chemical was purchased.

URL of MSDS: The Internet Address of the MSDS for the requested chemical.
Revision Date: The date the chemicals MSDS was most recently revised.

Submitted Date: The date the chemical authorization was submitted.

Approved date: The date chemical authorization was approved.

Initial/Final Comments: Comments made during the submission of the authorization
or upon approval of the authorization.

Initial comments are emailed to the selected approvers. Final comments are emailed to the
requestor.
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Chemical Authorization Requests (contd)

Requestor Information Tab: The Requestor Information tab provides additional information about
the employee requesting authorization to use a chemical. The following fields are available for population
under the Requestor Information tab.

@Ehemical Authorization: ¥ of 8 ;IQIEI

S pecific Information  Fequestar Informatiar ILocatiDn Usedl Uzage Informationl .&pprovelsl

CaR Mumber: Status Department
11 |Approved B! I Select I

Requestor Information

Employee Number  Emploves Mame Fhane Departrment T echnical Contact

[~ Rush

Contractar MNarme Fuzh Feazon

|rf’I'I' |'frrr |'"rrrr~ |'I'I'T“"II WView Praduct Cancel I Save I

B Employee Number: A unigue number assigned to a employee to help differentiate,
identify and distinguish one employee from other employees.

B Employee Name: The name of the employee requesting the chemical authorization.
B  Phone: The phone number of the employee requesting the chemical authorization.

B Department: The department in which the employee requesting the chemical
authorization works.

B Technical Contact: Contact information for someone who can answer technical
guestions on the chemical or request.

B Contractor name: The name of the contractor for whom the employee works if
applicable.

B Check the Rush checkbox if this C.A.R. is especially urgent.

B Enter the reason why this request is especially urgent in the Rush Reason field.
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Chemical Authorization Requests (contd)

Location Used Tab: Fields under the Location Used tab provide additional information about the
location at which the chemical will be used. The following fields are available for population under the
Location Used tab.

@Ehemical Authorization: 7 of 8 : -0l x|

Specific Informationl Requestor Information  Location Used IUsage Informationl .&pprovelsl

CaR Mumber: Status Department
11 |Approved LII Select I

Building

|"rfrr e i et | Yiew Product Cancel |[ Save |
u Building: Lists the building in which the chemical will be used.
u CAR definable fields will also show up on this tab.
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Chemical Authorization Requests (cont'd)

Approvers Tab: The Approvers tab lists persons who must authorize the use of the chemical. The
order in which each employee must approve the chemical is listed along with the status of that
employee’s review of the authorization and their comments on it. Clicking on the ADD button allows
current employee records to be imported into the approvers list.

@Ehemical Authorization: 7 of 8 : -0l x|

Specific Informationl Requestar Informationl Location Usedl Ugage Information ADPTDVEWI

CaR Mumber: Status Department
1 |Approved B! I Select I
Order |.ﬂpprouer | Status | Commerts |
0 Cohen Approved ;I

e o]

Add | [elete I Edit [~ Set Default &pprovers List

S e i | View Product | Cancel |[ Save |

B Status: The status field shows at what step in the approval process the chemical
currently resides.

B Set Default Approvers List Check Box: Selecting the Set Default Approvers List check
box will set the list of approvers currently displayed as a default list.

The default approvers list will be automatically loaded into future new C.A.R.s.

4-82 Administrator Guide



Section 4: Data Access

Chemical Authorization Requests (cont'd)

To add an employee as an approver (the employee must already have an MSDSpro employee record):
1. Click onthe ADD button at the bottom of the Approvers tab.
Clicking on the ADD button loads the Select Approver Entry form.
2. Click on the SELECT APPROVER button to choose from all employee records.
Clicking on the SELECT APPROVER button loads the Select Employee Output form. To

review and approve a C.A.R. an employee record must be a part of either the Chemical
Manager or Approver group.

@Empluree: Tof 7 - | Dlﬂ

Employee Humber Last Hame First Hame Phone bl
1000 Azorn Barbara [338) 67 3-77 76
F00 Barkley Janet [8E8) BF 3-F7 76
a0o Carrier Eill [8E8) 67 3-F 776
| 300 Baob [858] 67 3-77 76
GO0 Harper Fioy [B88) EF 3-FF7E
a00 Jones kike [888) 67 3-F 776
1100 "t alf "Wirginia [888] B73-7776
| MHew Delete Al Search Sort Cloze I

E[E LIﬂ

3. Highlight the Employee record to be added as an approver.
B Click on the NEW button to create a new Employee record.
B Click on the SEARCH button to search for a specific Employee record.

B Click on the VIEW button to view the information contained in the highlighted
Employee record.

B Click on the CANCEL button to close the Select Employee Output form.

4. Click onthe OK button to add the highlighted Employee record to the Select Approver
Entry form.

5. Select the appropriate Status from the Status pull down menu.

6. Enter any additional comments in the Comments field and click on the SAVE button.
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Phrase Library

The Phrase Library is used to store commonly used phrases that describe characteristics of one or
more products. Using the Phrase Library is the fastest and easiest way to add common information to
a product record or ANSI Document. A phrase library record may be associated with any product
record. When a phrase library record is modified, all product records or ANSI Documents using that
phrase will also be updated.

Phrase Library Output Form

Phrase Text Window

Iz Phrase Library =13l x|
Category Heading Text Towic: to fish and other water organisms.
E rviranmental Towic: ba fish ano
E hvironmental HighlyAvery toic
E nvironmental Harmful ta fizh a
E rviranniental Keep out of wat
Enviranniental Tavic to plants.
/ Environmental Taxic to wildlife .
Phrase E rvironmental Erwironmental b
Library Fire Fighting Measures  Flammable Properties  Reacts widlently
phrases Fire Fighting Measures  Flammable Properties  Yapors may formr
Fire Fighting Measures  Flammable Properties  Exposure to hea Used By
Fire Fighting Measures  Flammable Properties  Yapors can traw
Fire Fighting Measures  Flammable Properties  Diusts at sufficiel
Fire Fighting Measures  Flammable Propertiez  Material can spc
Fire Fighting Measurez  Flammable Propertiez  Combustion gen
Fire Fighting Measures  Flammable Properties  “aporizes eazily j
Select Category Tewxt contain Language
a phrase——l =l | [DSEnglish —
categor
9O ™ New | Deee | Al | Sewch | Edt | Cose |
/ | \ Y
/ List all Edit the Click h\ere to seein
phrases selected phrase .
Create a new which products the
phrase highlighted phrase is used
Delete the Search for a Close the
selected phrase  specific phrase Phrase Library
B Click on an individual phrase to view the phrase text in the Phrase Text Window.
B  Open the Phrase Category pull down menu to select a specific phrase library
category. This will cause only phrases in that category to be listed.
B Click on the NEW button to begin adding a new phrase to the phrase library. See
pp. 4-57) on adding a new phrase to the phrase library.
B Click on the DELETE button to delete the highlighted phrase from the phrase
library.
B  Use the Text Contains field to search all phrases for a specific string of text.
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Phrase Library (contd)

B  Upon opening the Phrase Library Output form, only active Phrase Library records are
shown.

To view all records (including inactive Phrase Library records), click on the ALL button.
B Click on the EDIT button to modify an existing phrase.

B Click on the SEARCH button to search the Phrase Library. See pp. 4-58 on searching
the phrase library.

B The USED BY button reveals which product records contain the selected phrase.

Adding a new phrase to the Phrase Library:

New phrases can be added to the Phrase Library by clicking on the NEW button in the lower left hand
corner of the Phrase Library Output form. Clicking on the NEW button brings up the Phrase Library:

Adding new record Data Entry form.

I=|Phrase Library: Adding new record to 1389 existing

ISEnglish I Francais | Deutsch | Espanal |

Heading Title
Category Wersion Language Active
_ | Mew Jn [USEngiish =+
Click here to T Date Ended
create a new [11/15/2002 [00/00/00

category

SpelCheck |
Cancel | Save I

Vi

1. Select the category that describes the phrase most accurately. If desired, create a
new category by clicking on the NEW button, typing in the name of the new category
and clicking the OK button.

Administrator Guide 4-85



Section 4: Data Access

Phrase Library (contd)

Fill in the Heading and Title fields so that the new phrase is accurately summarized.
The Heading field acts as a subcategory to the Category field and provides additional information
as to the subject of the phrase. The Title field gives a brief description as to what the
phrase will describe.

Enter today’s date in the Date Started field. If the phrase is to become inactive on a
set date, enter that date into the Date Ended field.

Select the language in which the new phrase will be written.
Click on the Phrase Text tab. Enter the new phrase into the Phrase Text field.

Click on the SAVE button to finish adding the new phrase to the Phrase Library.

Adding a new foreign language phrase to the Phrase Library:

MSDSpro has the ability to store phrases in French, German, and Spanish. These phrases can then
be added to any new or existing product record or used to author MSDSs in their respective languages.
To create a new phrase in a foreign language:

1.

Click on the NEW button on the Phrase Library Output form to add a new foreign
language phrase OR select the phrase and click on the EDIT button to add a foreign
language translation.

Clicking on the NEW or EDIT button brings up the Phrase Library Data Entry form.

|=|Phrase Library: Adding new record to 1389 existing

USEnglish IFlancaisl Deutschl Espanoll

Heading Title

| |

Categony ersion Language Active
| > MWew | |1 |U5English = ¥
Date Started Date Ended

|11£15a’2002 |EIEI;’DD;"DD

SpelCheck |
Cancel | Save I

ot
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Phrase Library (contd)

2. Click on the tab of the language in which the new phrase will be created.
3. Click on the O.K. button to translate the phrase into the language desired.
4. Enter the new translation into the Heading, Title and Phrase Text fields.

5. Select the category to which the new foreign language phrase belongs or create a
new category by clicking on the NEW button.

6. If the dates in which the phrase will be active are known, enter them in the Date
Started and Date Ended fields.

7. Click on the SAVE button in the lower right hand corner to save the new foreign
language phrase.

Editing an existing Phrase

Existing phrases can be modified by clicking on the EDIT button along the bottom of the Phrase
Library Output form. The process for editing an existing phrase is the same as creating a new phrase.
Rather than entering new information however, modify the existing information as necessary.

Searching the Phrase Library

To locate a specific phrase within the Phrase Library click on the SEARCH button along the bottom of
the Phrase Library Output form. To search all phrases for a specific string of text type the words into
the Text Contains field and hit the Enter key to start the search.

Clicking on the SEARCH button along the bottom of the Phrase Library Output form loads the Query
Editor. Use of the Query Editor is covered on pp 3-8 through 3-12.

Adding Existing Phrases to the Product Record

To add an existing phrase to the Product Record:

1. From the Phrase Library Output form select the phrase to be added. The Product
Record must be at least partially visible behind the Phrase Library.

2. Holding down the left mouse button, move the mouse cursor over the Product Record.
3. Release the left mouse key.

The phrase will now appear in the Product Record. This procedure is known as drag and drop.
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Phrase Library (contd)

Adding Existing Phrases to an ANSI 16 Section Document

To add an existing phrase to an ANSI 16 Section Document:
1. Open the desired Product record.
2. Make sure ANSI Document is selected as the Document Type.
3. Click on the Document tab.

4. Select the tab under which the phrase(s) will be added. Phrases can be added to
sections 3-16.

5. Click on the PHRASE LIBRARY button in the lower left hand corner of the ANSI 16
Section Document.

6. The ANSI 16 Section Document must be at least partially visible behind the Phrase
Library.

7. Holding down the left mouse button, move the mouse cursor over the ANSI 16 Section
Document.

8. Release the left mouse key.

The phrase will now appear in the ANSI 16 Section Document. This procedure is known as
drag and drop.
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Asset

The Asset table is used to categorize any Location records. By modifying a record in the Asset table,

changes willimmediately take effect in the Location lookup values.

Asset records are helpful to categorize Location records (and subsequently, all Sublocations and
Inventory records that are associated with them), but Asset records are not mandatory to be assigned

to a Location record.

Asset Output Form

@Asset: 3of3 [_ O] %
Azzet Name Deszcription ;I
G ET Facility Maintenance —I
Ops Facility Operations
Shipping Production Shipping

Mew Delete All Search Sort Cloze I
) ﬂJ
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Asset Data Entry Form

The Asset Data Entry form allows the entry of the Asset Name and Description fields.

@Asset: I | _ (O] x|

Azzet Mame
|M airit

Drescription
F acility b aintenance ﬂ

|

| | |"|"rrr~ |'"rrr~r| Delete Cancel | Save I

4

4-90 Administrator Guide



Section 4: Data Access

User

The User table is used to link Users (Individuals or Organizations) to a specific MSDS Product.

User records allow for streamlined updates for users of a specific MSDS Product.

User Output Form

l=g|User: 1 of 1
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User Data Entry Form - User Information Tab

The User Information tab displays information that is entered only once for a specific User record.

@User: 1 of1

User Information | Linked Products I

I[=] E3

Uszer Mame
JACME Trucking Corp

Address

[1432 45th Street

City States/Prow Postal Code Country
|Mi|waukee |MT |4'| ) | |
Phone Nurnber Fax Mumber

Ji143) 125-4354 | |[143) 128-4355

EMail Address

Contact Mame

|H arold Peterson

MSDS URL

|hpeterson@acmetruck.com

MSDS5 E-Mail &ddress

Website URL

Launch ||msds@acmetruck.com

|www.acmetruck.com

Launch |

Ll and

Cancel | Save I

Delete

7%

User Data Entry Form - Linked Products Tab

The Linked Products tab allows viewing, addition, or removal of specific MSDS Products for a User:

@Uselﬂ of 1 M=l E3
User Information  Linked Products |
ACME Trucking Corp
Current Version |Current Revision Date |Product Name Manufacturer Name
1 084141993 Chewron hachine 0il R&0 150 150 Chewron USA Produsts Companny e

1
1

OGAO7M1996  Phosgens DOC Gazes
12101996 00321 AATION GASOLINE 100 LL Texaco Refining & hiareting, Inc.

o

Add Hemve I

Cancel | Save I y

7%
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MSDS Request

MSDS Requests are automatically provided from the web interfaces built into MSDSpro Enterprise
and MSDSpro PlusWeb, allowing any user of the system to request an MSDS, by and providing basic

information about the required document.

MSDS Request Output Form

~iDix
M5D5 Product Hame M anufacturer Manufacturer Phone Date Requested ;I
White Lightening White Products Corp. 101 ] 114 03
Actetane Azhland 11/22/2002
Mew Delete &l Search Sort Close l &
i of

Upon opening the MSDS Requests Output form (as shown above), only unfulfiled MSDS Requests
are shown. To view all records (including fulfiled MSDS Requests), click ALL.

Double-click an entry to view the MSDS Request detail information in the MSDS Request Data Entry
form and make any modifications to the record.
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MSDS Request Data Entry Form - MSDS Request Tab

The MSDS Request tab displays information about the MSDS request.

|=i|MSDS Request: 1 of 2

M5D5 Request I Fequestor Infarmation |

MSDS Product Mame

['white Lightening
Manufacturer
|W'hite Products Corp.
I ahfacturer Phane
|1 01-202-3303
Supplier
|Mi||er's Depo.

Date MNeeded
|IJ‘I A01/2004
Description of Use

| need to clean out the main tank. Mo product avail ﬂ

[ate Requested
|1 1/23/2003

Time Requested
|1 342

Fulfilled
r

Marufacturer Stock Humber  Fulfilled By
[wILGS |
Date Fulfill=d
|DD£DD£DD

Tirne Fulfilled
|DD:DD

Time MNeeded
|DS: 1]

Admiristratar's Comments

[]

=10l x|

| = | =]} |"|"rrr~ |"rrr~r| Create Product | Delete |

MSDS Request Data Entry Form - Requestor Information Tab

The Requestor Information tab displays information about the MSDS requestor.

|=i|MSDS Request: 1 of 2

M50S Request Requestor Information I

=101 ]

Fequestor Mame

Fiequestar Phone Mumber Requestar Fax Mumber

|Steve Tharmbure |9EI?-334EI-421 3 |
Requestor Address Regquestor Location
|'I'I'I'I South Drive |h-1ain Plant 1

Fequestor City

Reguestor Department

I.-’-‘«nchorage

Requestar State/Prov

Requestor Postal Code

|h-1aint.
Requestar E Mail

|&lazka

Full Location

|EEEE

|SThornburg@madeup.com

[Mat attached to a location.

Maotes

nfa

| i i i |’rrr-r|

Create Product

Cancel | Save I

Delete
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Waste Codes

Waste Codes are unique identifiers designed to identify a method by which a product should be
disposed.

Waste Code Output form

Selecting Waste Codes from the Admin Control Panel loads the Waste Code Output form. The
Waste Code Output form lists all active Waste Code records.

Iz Waste Code: 1 of 1 E I ]
‘Waste Code State Active Description ;I
ABCDE Sohd 7 Put in a Hefty Bag and throw in the garbage

R [ielete Al Search Sart I Cloge I
1 LlJ
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Waste Code tab

The Waste Code tab describes the method of disposal to which this Waste Code relates.

I ]
Waste Code I Froducts |
wiaste Code 18]S

State |50Iid =]
Active v
Diescription|Put in & Hefty Bag and throw in the garbage

Cancel | Save I

B Waste Code: The Waste Code field holds the alphanumeric string that uniquely
identifies this Waste Code.

B State: The State field indicates whether the waste is a solid or a liquid.
B Active: The Active checkbox indicates whether or not this Waste Code is currently
used. If the Active checkbox is not checked the Waste Code will not show up on the

Waste Code Output form.

B Description: The Description field indicates the method of disposal to which this Waste
Code relates.
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Waste Codes Products tab

The Products tab displays which products are currently linked to this Waste Code.

@W’asle Code: 1 of 1 ;IEIEI

Waste Code  Products |

W aste EUdeI.’-‘«EEDE

MSDS ID IPruducl Name |Cumpan‘y Hame |
1473 3 3700 KOLOR POXY THINMER KEELER & LOMG, INC -
SPO01GSS I 160 WP FULLY REFINED & Calumet Lubrcants Co. - §
o030 2-[N-horpholincdethane sulfonic Acid Calbiozhem

D064 400009-31F LIQUI-JET AiSCO INTERMATIOMNAL
D0G06 Loctite(R) 430 Prism(R) Instant Adhesive  LoctiterR) 480 Prism(R) Inst  LOCTITE CORF

MSDS10014  20-20-20 WATER SOLUBLE FERTILIZER A CLEARY CHBWICAL
10004 00321 AWATION GASOLINE 100 LL TEXACO INC

e of]

Cancel | Save I
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Section 5: Human Resources

Human Resources

The Human Resources tab allows access to the following tables/data entry areas within MSDSpro:
B Departments
B Employees

B Groups

Admin Control Panel

Human Resources are accessed from the Admin Control Panel.

|=i| Admin Control Panel x|
Data dccess Human Resources ISpeciaI Functions | Updates |
' Employees
' Groups
MSD% Cancel ”WI
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Section 5: Human Resources

Departments

The Departments selection, under the Human Resources tab, tracks and organizes information relating
to company departments. Selecting Departments from the Admin Control Panel prompts the user to
list all department records, search for a specific department record or add a new department record.
Selecting Search for Records loads the Query Editor, covered on pp. 3-8 through 3-12. Selecting Add
Records loads the Department Data Entry Form, covered on pp. 5-4. Selecting List All records loads
the Department Output form. The Department Output form allows for seven actions.

Iz Modify Departments

Locations

[

<Tops
Bl-Achats + labs [KHS)
- Aménagement [S55)
Bl Cdorg et FT PBGA[KHW) i
FB9
- HaN
B} Interconnexion [KDZ)
~KDB
B-KDG

FKDU ~|

| e | Deletel Edit | Al |Search| Sort I Elosel

B Click on the NEW button to create a new department.

B Click on the DELETE button to remove the highlighted department.

B Click on the EDIT button to modify the information relating to the highlighted
department.

B Click on the ALL button to view the entire list of departments.

B Click on the SEARCH button to search for departments matching a specific criteria.

B Click on the SORT button to sort the departments alphabetically.

B Click on the CLOSE button to close the Modify Departments Output form.
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Moving Departments

The Modify Departments Output form allows the user to move departments within the hierarchy.
Users can:

B Make one department a subsidiary of another department.
B Change a subdepartment to a parent department.

B  Move a subdepartment from one parent department to another.

iz Modify Departments (O] x]

Locations

[

B
<Tops

Bl-Achats + labs [KHS)

- Aménagement [S55)

Bl Cdorg et FT PBGA[KHW) i
FB9

- HaN
B} Interconnexion [KDZ)

~KDB
B-KDG

FKDU ~|

| e | Deletel Edit | Al |Search| Sort I Elosel

To move a department from one Parent department to another:
1. Highlight the department to be moved.

2. Click the left mouse button and drag the department on top of the desired Parent
department.

To make a subdepartment a parent department, move the subdepartment on top of the word <Top>.
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Adding or Editing Departments

Clicking on the NEW or EDIT button on the Modify Departments Output form loads the Department

Data Entry form.

|=i| Edit Department

Departrnent Murnber IEE4

Department Mame [Technical Suppart

Parent Department |Engineering

Frimary Contact

M anager
Employee D |1 23
(o] Name [Carpenter, Clint ]
Email [ccarpenter@medsprocom |
Contact
Employes D [130 Select I
o] Narne [Cohen, Matt |
Email [ |
Cancel | Save

To Add or Edit a Department:

1. Enter or Edit the number representing the Department in the Department Number

field.

2. Enter or Edit the name of the Department in the Department Name field.

3. Select whether the primary contact will be the manager or the employee.

4. Click on the SELECT button to populate the Manager and Contact sections.

If the Manager is set as the primary contact, the contact section is not available for population.

5. Click on the SAVE button to save the newly created information.
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Employees

The Employees selection, under the Human Resources tab, tracks and organizes information relating
to employees. Selecting Employees from the Admin Control Panel prompts the user to list all employee
records, search for a specific employee record or add a new employee record. Selecting Search for
Records loads the Query Editor, covered on pp. 3-8 through 3-12. Selecting Add Records loads the
Employee Data Entry Form, covered on pp. 5-6. Selecting List All records loads the Employee Output
form. The Employee Output form allows for seven actions.

i=i| Employee: 3466 of 3466 _ O] x|

Emplopee Humber Last Hame First Hame Initial _‘_;
00333 COLLARD PASCAL P jin
oo3a7 MOISELR YWALERIE i

00240 MAILLOLE, JOSEE J

00233 JUTRAS DENIS D

nozza RACINE DOMIMIGUE D

00191 CHAGMOM KAREN K

00184 GEYRY JOHAMME J

0oz CHABOT ISABELLE |

00163 EERGEROM DEMISE D

00164 BOLDLIC PRISCILLLA P

00155 PARENT CAROLINE C

00138 LUSSIER LYME L

00137 DEMERS JULIE J

00136 BEALILIEL PIERRE P

noa12 LAROUCHE MARIE-CLALIDE ML

I Mew Delete All Search Sont Cloge I |

] *

B Click on the NEW button to create a new employee record.

B Click on the DELETE button to remove the highlighted employee record.

B Double-click the highlighted employee record to edit that record’s information.
B Click on the ALL button to view the entire list of employees.

B Click on the SEARCH button to search for employees matching a specific criteria.
B Click on the SORT button to sort the employees alphabetically.

B Click on the CLOSE button to close the Employees Output form.
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Adding or Editing Employee records

Employee records can be added or modified in three different ways.

1. By clicking on the NEW button on the Employee Output form.

2. By double clicking on an existing employee record in the Employee Output form.

3. By selecting add records after selecting Employees from the Admin Control Panel.

M [m] 5|
Emploves Number First Name Last Mame Iitial
IDD45855 [Janet [Barkley IL
Ermail Phone Number
|ibarkle}'@msdspro.com 123 456-6783
Department
ITechnicaI Support Select | Clear |
MSDSpro Account
I Select | Clzar |
Group:
|
R&D s
Delete |
Cancel | Save |

To Add or Edit an Employee record:

1.

2.

Enter the employee’s name, email address & phone number in the appropriate fields.

Click on the SELECT button to choose the Department to which the employee will
belong.

Click on the SELECT button to choose the MSDSpro Account the employee will use to
log in to MSDSpro.

Clicking on the CLEAR button clears the contents of the Department or MSDSpro Account
fields.

Click on the ADD button to add the employee to a group.

Clicking on the ADD button will load the Select Group Output form. Highlight the desired
group and click on the OK button.

Click on the DELETE button to remove the employee from the highlighted group.

Once the information desired has been added, click on the SAVE button.
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Groups

The Groups selection, under the Human Resources tab, organizes and stores information detailing
employee group membership. A group as defined within MSDSpro is a discrete set of employees
whom share a common responsibility, privilege or other characteristic relating to the company. Selecting
Groups from the Admin Control Panel prompts the user to list all group records, search for a specific
group record or add a new group record. Selecting Search for Records loads the Query Editor, covered
on pp. 3-8 through 3-12. Selecting Add Records loads the Group Data Entry Form, covered on pp. 5-
8. Selecting List All Records loads the Group Output form. The Group Output form allows for seven
actions.

FETTTE _Iojx
Group Hame :I
Chemical kanagement
R&D
Approver

I Hew | Delete Al Search Sart Cloze |
[T} LH

B Click on the NEW button to create a new group record.

B Click on the DELETE button to remove the highlighted group record.

B Double-click the highlighted group record to edit that record’s information.
B Click on the ALL button to view the entire list of groups.

B Click on the SEARCH button to search for groups matching a specific criteria.
B Click on the SORT button to sort groups by different criteria.

B Click on the CLOSE button to close the Groups Output form.
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Adding or Editing Group records

Group records can be added or modified in three different ways.
1. By clicking on the NEW button on the Group Output form.
2. By double clicking on an existing employee record in the Group Output form.
3. By selecting add records after selecting Groups from the Admin Control Panel.

The addition or modification of Group records is performed on the Group Data Entry form.

i=i|Group: Adding new record to 3 existing ] 5

Group Name | I~ Locked

Description

Cancel | Save I

To add a new group:
1. Enter into the Group Name field the name of the Group to be created.

2. Enter into the Description field a description of the new group including the roles,
responsibilities, privileges and authorities group members will have.

3. Some Groups are used by the system and cannot be changed. These Groups are
locked and the Locked checkbox will be checked.

4. Click on the SAVE button to save the new group.
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Section 6: Special Functions

Special Functions

Special Functions consist of:

Admin Control

Import/Export
Archives
Password Editor
Preferences
Dictionary

Wizard Setup

Panel

Web Server Configuration
Create Product Package
Import Product Package
Edit Logs

Edit User Lists

Special Functions are accessed from the Admin Control Panel.

Administrator Guide

@Admin Control Panel x|
Data decess | Human Resources  Special Functions IUpdatesl
1 (! 'web Server Canfiguration
' fnchives (' Create Product Package
' Password Editor O Import Product Package
' Preferences ) Edit Logs
) Dictionary O Edit User lists
C ‘Wizard Setup
MSD;,, Cancel I Select I




Section 6: Special Functions

Import/Export

To Import data into or Export data out of any table in the database:

1.

Select Import/Export from the Administration Control Panel.
A scrolling list of tables is presented in alphabetical order.

Select the table to import data into, or to export data out of.

Click OK.

All records will be listed for the table selected in the associated Output form.

Table Mame _l
Hazard -
Ingredient

Irwentary

b atufacturer

MEDS_Reguest
Paraaraph_Library
FFE

Froduct

Product_U zer
Stock_Mumber
Storage_Location
Syunonym
Unit_Lozation
User

-

Cancel | QK. I

4. Select Import Data or Export Data from the Selection menu (see Importing Data and

Exporting Datain Database Conventions and Operations).

Perform any necessary searches or sorts prior to starting an export.
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Archives
The database archive is available to browse Products, MSDS Document, and associated information
that has been archived at some pointin the past. Any Product may be archived. The MSDS document,
Synonyms, Inventory, Ingredients, and other related information are also archived automatically.
The archival of MSDS data (not the simple deletion of unused MSDS records) is important to determine
the contents of the database at any time during the past. This makes it simple to satisfy regulations
that require the availability of previous information, whether or not the data is currently active in the
database.
Another reason to archive unused data is to improve the performance of the database system. The
data records are physically moved into an alternate set of data tables located internally in the data file,
which increases the performance of searches and sorts on the active data tables, and increases the
security of the data which has been archived.
The interface for the Archive is identical to the interface for the Product Output and Data Entry forms,
however it is not possible to modify any data or to import into the Archive tables.
Archiving Products
To archive active Products:
Selection
1. Openthe Products Output form. Show Al Chl+G
Show Subszet Ctrl+H
2. Select Product records. et Eifs
Add Records Chrl+M
3. Choose Archive Selected Products from the Selection  Delste Records Chrl+k.
menu. Copy Records
Search Editar... Chrl+5
4. Confirm the archive date and click OK to continue. Sort Editor... Chl+T
Apply Formula...
Archive Selected Products
Activating Archived Products -

To activate archived Products:

. Selection
1. Open the Archive Output form. S e
. . Show Subset Ctrl+H
2. Select (highlight) Product records. Ot Subset Chiled
. . Add Records Clrl+M
3. Choose Activate Selected Products from the Selection it Chlsk
menu. Copy Fecords
. . .. . Search Editor... Chrl+S
The selected Products will be available once again in the active R ChieT
Product Output form.
Apply Formula. ..

cted Products

Cloze
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Password Editor

User Profiles, Passwords, and System Policies are edited from the Password editor.

Users & Groups

Multiple User Roles are available, allowing persons accessing MSDSpro to be permitted or limited to
performing certain functions within the software.

The ability to add, modify, and delete data depends on the authorization granted to the specific user
name:

User Role Access Group Privilege

Database Database Owner Password Editor Only (DBO is optional)
Owner (DBO)

Database DB Admin View Records
Administrator (DBA) Add Records
Edit Records
Delete Records
Import/Export from all tables
Archives
Password Editor (If DBO not engaged)
System Preferences
All Update Options
Reports

EHS Edit View Records
Add Records
Edit Records
Delete Records
Import/Export from all tables
Archives
All Update Options
Reports

Supervisor Browse View Records
Basic Reports & Labels

Viewer/User & - Read-only MSDS viewing interface
Web User
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Password Editor - User Profiles Tab

The User Profiles tab allows an MSDSpro Administrator to create new User Names and link them to
specific employees. The Administrator can also specify other characteristics of the User Names such
as the dates the User Name begins and ceases to be valid.

The default installation of MSDSpro contains specific User Names and Groups that contain those
User Names. Each User belongs to one Group. Each Group can have many Users.

Standard password modification features and profile settings are supported.

To create or modify a User Profile:

1.

Administrator Guide

Select the User Name in the scrolling list from the User Name field OR click on the
NEW button.

Enter the User Name for a new profile or edit the existing User Name to modify an
existing profile.

Enter or Edit Assigned Group, Password, and associated Date fields.
Click on the SELECT button to choose an employee record to link to the User Name.
Click on the SAVE button to save changes or the CANCEL button to discard changes.

Modification of these settings apply immediately after choosing to SAVE the modifications.

|| Password E ditor x|
User Prafiles | System Policies | DDBC Connections |

User Names User Name Account Use Start Date

DB& =] [00/00/00

EHS 5 Group Account Expires Date

upervisor
| >| [0o/00/00
Password Password Use Start Date
| |00/00/a0
Canfirm Pazzword Pazsword Expires Date
| |00/00/ad
Emplayes
| Select Clear |
[~ User Must Change Passwerd at Nest Logon
[~ Account Disabled
LI MNew | Delete | Cance | Save |
Done |

Check the User Must Change Password at Next Logon checkbox to force the MSDSpro
Administrator to change the password associated with the User Profile the next time
they login.

Check the Account Disabled checkbox to prevent alogin using this User Profile.



Section 6: Special Functions

Password Editor - System Policies Tab

The System Policies tab allows global password behaviors to be implemented.

By selecting Database Owner Manages Security, a special User Name will be created called
“Database Owner”. This will be the only User Name which will have access to the Password editor
after being created. By default, the Database Owner password is “dbo” and must be changed the first
time the Database Owner successfully logs on. Once created, only the Database Owner will have
privileges to access the Password editor.

To remove the Database Owner after being created, the Database Owner must successfully logon to
the system and deselect Database Owner Manages Security.

Modification of these settings apply immediately after choosing to SAVE the modifications.

@ Password Editor E2

User Profiles  System Policies I ODEC Connections |

imimum Pagsword Length MHumber of Lagt Unigue Pazswords
IB |3
Pazswords Expire After [Days] Max Unsuccessful Logon Attempts
IBU |5

[atabase Dwner Manages: Security

r

Eancell Save |
Dione |
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Password Editor - ODBC Connections Tab

The ODBC Connections tab allows specific privileges to be assigned to incoming ODBC connections
from other application systems. ODBC is the Open DataBase Connectivity standard that allows

databases of various design and technology to share data.

ODBC is available with MSDSpro Enterprise Server. Contact your MSDSpro representative for more
information on how to enable ODBC data access from your MSDSpro database system.

Allow ODBC Select: Allows an ODBC connection to view records.
Allow ODBC Update: Allows an ODBC connection to edit records.
Allow ODBC Insert: Allows an ODBC connection to add records.

Allow ODBC Delete: Allows an ODBC connection to delete records.

Modification of these settings apply immediately after choosing to SAVE the modifications.

Iz Password Editor E3

User Profiles | Sustem Policies ODBC Connections I

Allow ODBC Select
I~

Al ODBC Update

Allow ODEC Ingert
-

Allow DDBC Delete
I

Cancel | Save |

Done |

Administrator Guide



Section 6: Special Functions

Preferences

Preferences are available to the DBA system role to modify certain behaviors and selections. Any
modification to preferences willimmediately effect other MSDSpro users.

Preferences - Company Information Tab

@Administralive Preferences =] B3

Company |nformation IBusiness Infolmationl tSDS Documentl F'lintingl Eunfiguratinnl Intelfacel Definable ../ EII

Company Mame

|Sn0wf|0wer, Ihc.
Address

|1 23 Main Street
City

|Dk|ahoma City Snowflower, Inc.

State or Province Prstal Code S
joK. [F7ege .&.

Contact Mame Phone
|Sam Smith |[EID?] BER-1212

Contact E-Mail &ddress
|samsmith@$n0wflowerinc.c:u:um Load Logo... | Clear Logo |

r Compary Logo

Document Preparer Freparer Phone
|07 Jores |(307) 5551212

Compary Federal |dentification Mumber

|EI1 -0N23456

Cancel | Save I y

5

B Company Information fields are used on various reports generated by the system.

B Contact Name and E-Mail address are used when sending an Manufacturer Update
Request E-Mail.

B Company Logo is the graphic image used on some reports that are generated by
MSDSpro. Click CLEAR LOGO to clear the graphic image.

To load and use the Company Logo:
1. Click LOAD LOGO... to select an image file from hard disk.

NOTE: The Company Logo is also used by MSDSpro Enterprise and PlusWeb web browser interfaces
if the Web Server Control Panel does not specify an existing alternate graphic image.
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Section 6: Special Functions

Preferences - Business Information Tab

Business Information fields are used by various reports generated by MSDSpro.

|t Administrative Preferences

123-456783

0123456
BT

25437261
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Preferences - MSDS Document Tab

|=i| Administrative Preferences [_ O] =]

Compary Irformation | Business Information. M3DS Dacument I Frirting | Configuration | Interface | Definable ./ [A]¥]
WMSDS Footer
|F'rovided far the Employees of Snoflower, Inc.

IJpdate Document Folder rM5SD5po CD
IE’:"TEMPI m Exclude CD
Comprezs Text MSDS Comprezs Image MSDS L
CD Yolume
v ¥ ]
Create web GIF Image Man-Library Search Default
o r

Cancel | Save I
v

il

MSDS Footer: A single line of text that will be printed in the footer of each MSDS
document page (ANSI or Text MSDS documents only.)

Update Document Folder: The location of the folder on the local hard disk in which
the system expects to find the import disk files containing MSDS documents, used by

Update MSDS From Hard Disk, located in the Updates area.

Compress Text MSDS: Turns ON or OFF the internal compression of Text MSDS
documents. Default is ON.

Compress Image MSDS: Turns ON or OFF the internal compression of Image MSDS
documents. Defaultis ON.

Create Web GIF Image: Turns ON or OFF the internal creation of GIF images for
display of Image MSDS documents for Web users. Default is ON.

Exclude CD: Turns ON or OFF use of the MSDSpro CD. Default is OFF.
CD Volume: The letter of the drive containing the MSDSpro CD.

Non-Library Search Default: Turns ON or OFF library searches as search default. Default
is OFF.
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Preferences - Printing Tab

i=d| Administrative Preferences [_ O] =]

Compary Infolmatiunl Buziness Informationl MSDS Document  Printing |E0nfigurati0n| Interfacel Definable Elz

rANSI Document

AMSI Print Style

-

AMSI Header Font AMS| Label Font AMS| Data Font

|MS Sanz Senf LI |MS Sans Serif LI |MS Sanz Senf LI
Headers and Sections Field Labels MSDS Field Data

rANSI Document

Surarnany Header Fant Surarmary Data Fant Surnrnary Label Fant
M5 Sans Serif LI |MS Sans Serif LI IMS Sanz Serf ;l
Headers and Sections Field Labels MSDS Field Data

Cancel | Save I y

o

B ANSI Print Style: Determines which printing template to use when printing ANSI
MSDS documents. Defaultis 1.

B ANSI Fonts: Determines which fonts to use on the 3 ANSI document template areas.

B Summary Fonts: Determines which fonts to use on the 3 Summary template areas.

Administrator Guide 6-11



Section 6: Special Functions

Preferences - Configuration Tab

|z Administiative Preferences —10]=l
Company Infnlmatinnl Buziness Infnlmationl MS0S Dncumentl Printing Configuration I Interfacel Diefinable ./ EII
Auto Log Off Time [Minutes]  Max Search Results WS05 1D Prefis Murnber of M5D5 10 Places
15 |EDDD ~| |M5D5 |5 |
~Inventory Synchronization
[T Enable Synchronization  Synchronization Time Synchronization File
|EIEI:EIEI I Brawse... |
~Year Entry ; ~Dialog Dptions
Eiépen I~ Keep Adrin and Reports Dislags 0
gep Admin and Reparts Dislogs Open
[ 4 DigitYear Ertry |5':'
i ~5ARA Reporting
rLogging [~ Disable SARA Reports
tdaw Log File Days Mo Edit Log SaRd Hazardous Report
|2 I~ Huantity SARA Manufactured/FProcesszed
; 10,000.0 Pounds IIJ.D Pounds
Fmallreue: Chisages Hereductibon SARA EHS Feport Quantty AR Otherwise Used
V¥ I IEEIEI.D Pounds ID_D Poundz
Rezet Reqistration | Cancel | Save I i
&

Auto Logoff Time: Specifies the length in minutes that the system will wait before
logging off an inactive user. Default is 15.

Max Search Results: The default number of records to return when performing
searches. Default is 1000.

MSDS ID Prefix: The alphanumeric beginning to each MSDS ID.

Number of MSDS ID Places: The number of places to use when automatically
numbering MSDS ID values for new Product records.

Inventory Synchronization: Specific fields for an integrated Inventory synchronization
routine.

4 Digit Year Entry: Turns ON or OFF the forced 4 digit entry of years. When OFF, a
pivot year is used (see next item, Pivot Year). When ON, the user must enter all 4
digits of the year during date entry. Default is OFF.

Pivot Year: Specifies which year to use as a pivot during date entry. If the year
entered is equal to the pivot year or higher, the current century (1900) will be used. If
the year entered is less than the pivot year, the next century will be used (2000).
Default is 50.

Max Log File Days: The number of days in which to keep log files of system activity.
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Preferences - Configuration Tab (cont'd)

Administrator Guide

No Edit Log: Turns ON or OFF the internal edit log system. When turned OFF, MSDSpro
will create alog record for each modification to any record within the system. When
turned ON, no edit log records will be created, and the EDIT LOG buttons are hidden
on all screens. Default is OFF.

Product Log: Create a log file tracking changes made to a product record

Email Product Changes: Automatically generates an email to be sent to a specified
user or users when changes are made to a product record.

Dialog Options: Determines whether the Admin and Reports Control Panel remain
open until closed by the user. If unchecked the Control Panels close once a selection
has been made from them.

Disable SARA Reports: Disables the SARA Reporting functions within MSDSpro.

SARA Hazardous Reports: Specifies product quantities in pounds above which a
product will be included in the SARA Report.

RESET REGISTRATION: Reset the registration information originally entered for
MSDSpro. Contact MSDSpro for the reset password and your organization’s new
registration information if this is required.
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Preferences - Interface Tab

@Administrative Preferences

Buziness Infolmationl MS0S Documentl Printingl Configuration  Interface I Definable Fieldsl TCPAR & E-Mail| [III

=101

Suppress Tool Tips Jze Logon Name for Logon Message

r Entered by ﬂ
-

Suppress SpellCheck  Dizable Typeahead

r r

Applization Date Format ! Before Login Screen %1 &fter Login Screan

IMMIDD!‘N vI

Application Decimal Separator

= Edit Kepalues. .. Execute Method...

V¥ Use Muli-Lingual Phrases

Cancel | Save I y.

.

Suppress Tool Tips: Turns ON or OFF tool tips present on screens.

Default is OFF.

Suppress Spell Check: Turns ON or OFF Spell Checking throughout data entry screens

within MSDSpro. Default is OFF.

Use Logon Name For Entered by: Display the User Name when a MSDS is entered.

Disable Typeahead: Turns off Typeahead functionality

Execute Method: Enter in commands for advanced programming.
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Preferences - Interface Tab (cont'd)

B Application Decimal Separator: Determines the default decimal separator. Default
iS “ .”

B Logon Message: Allows ageneric message to be displayed when auser successfully
logs into MSDSpro. The user must click the OK button to continue after reading the
Logon Message.

B Before/After Login Screen: Determines whether the Logon Message is displayed

before or after the user has successfully logged onto MSDSpro. Defaultis AFTER.

Preferences - Definable Fields Tab

MSDSpro provides for 13 customizable fields to be added to the Product table, and 12 to the Chemical
table, and 8 to the CAR table. These fields can be used to store any additional product or chemical
information the company that has purchased MSDSpro would like to have.
The Definable fields on the Product subtab consist of:

B (2)Boolean fields (Yes/No, True/False)

B (4) Number fields (Real number, with decimal precision to 15 places)

H  (4) Alpha (Alphanumeric up to 80 characters)

B (2) Definable PPE (Yes/No, True/False)

B Definable Special (Yes/No, True/False) If defined products with this flagging will appear
with an * on searches from the web.

@ndministrative Preferences i [m] |

Business Infurmaliunl 505 Ducumenll F'rinlingl CUnfiguratiUn' Interface  Definable Figlds | TCRAP & E-Mailr EI
Praduct | Chemical | C4R |

Product Field Name * Indexed
Definable Boolean 1 [ False i‘
Definable Boolean 2 False
Definable Mumber 1 False
Definable Mumber 2 False
Definable Mumber 3 False
Definable Mumber 4 False
Definable Alpha 1 False
Definable Alpha 2 False
Definable Alpha 3 False
Definable Alpha 4 False
Definable Special 1 False
Definable PPE 1 False -|
* Hamed definable fields will appear on the Product Entry Form

coes Lo ]
e

Z
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Preferences - Definable Fields Tab (cont'd)

The Definable fields on the Chemical subtab consist of: )
Click themouse

B (10) Boolean fields (Yes/No, True/False) cursor hereand
dart typingto
B (2) Alpha (Alphanumeric up to 80 characters) add aChemical
DefinableFidd.
-Ioix

Busineszs Informationl MSDS Documentl F'lintingl Configuration Ziface Definable Figlds | TCRAP & E-Maill E'Z

Product Chemical I CoR |

Chemical Field Name * / _l

Definable Boolean 1

Definable Boolean 2
Definable Boolean 3
Definable Boalean 4
Definable Boolean &

Definable Boolean &
Definable Boolean 7
Definable Boolean 8
Definable Boolean 9

Definable Boolean 10
Cefinable Alpha 1
Definable Alpha 2 j

* Mamed definable fields will appear on the Chemical Entiy Form

Cancel | Save I/

i

B Thedefinable fields listed on the Product subtab are physically located in the Product
table and appear on the Product Data Entry form Specific tab.

B The definable fields listed on the Chemical subtab are physically located in the
Chemical table and appear on the Chemical Data Entry form Definable Fields tab.

The Definable field names must be customized before the fields will appear on the associated Data
Entry form. Simply type the name the field should appear with, and it will be reflected in the Data Entry
form, Query editor, Sort editor, and Quick Report editor.

Any of the Definable fields may be indexed. This will make searches using the Definable field much

faster than a normal field. Note: Anindexed field can use considerably more space on the hard drive
when indexed.
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Preferences - Definable Fields Tab (cont'd)

The Definable fields on the CAR tab consist of:
B (4) Boolean fields (Yes/No, True/False)

B (4) Alpha (Alphanumeric up to 80 characters)

@Administrative Preferences

Buginess Informationl MS0S Documentl Printingl Eonfigurationl Interface  Definable Fields | TCRAP & E-Maill Elz

Product| Chemical CAR I

=10 x|

CAR Field Name *

Definable Boolean 1 ||

N

Definable Boolean 2

Definable Boalean 3

Definable Boolean 4

Cefinable Alpha 1

Cefinable Alpha 2

Definable Alpha 3

Definable Alpha 4

|

* HMamed definable fields will appear on the CAR form

Cancel | Save I y

'
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Preferences - TCP/IP & E-Mail Tab

MSDSpro can automatically e-mail a notification when an MSDS Request is submitted by an MSDSpro

user.

MSDSpro e-mail functions through use of SMTP (Simple Mail Transfer Protocol), the Internet standard
e-mail protocol. Virtually any e-mail server will allow SMTP e-mail to be sent and received. After
entering the appropriate SMTP Server Address and SMTP Sender Address, click TEST E-MAIL to
allow MSDSpro to send a test e-mail and verify the connection. If the test is successful, SMTP
Verified will be “Yes”. If the test is not successful, SMTP Verified will remain as “No” and the e-mail

system is not activated.

[v Connect to Internet using Proxy Server

[152767.01 [ r

|=i| Administrative Preferences H=E
Business Informationl MSDS Documenll F'rintingl Configurationl Interfacel Definable Fields  TCPAP & E-Mail;l EI
rE-tdail Settings
ST et s P SendMSDS Request E-Mai
|‘I 92.160.01
MS0S Request Motification E-b ail Addreszes
SMTP Sender Address [Separate addresses with Retumn key)
|msdspro@snowf|owerinc.com
suzypqiEsnowllowerine, com d
. SMTP Yerified charlisbrawn@snowflowering. com
Test E-Mail... | £ Yes & Mo ﬂ
r TCR/IF Settings
HTTF Prouy Port Debug TCP

Cancel | Save I

Administrator Guide



Section 6: Special Functions

Preferences - TCP/IP & E-Mail Tab (contd)

B SMTP Server Address: The SMTP server name. Example: domino.acme.com, or
192.168.0.1.

B SMTP Sender Address: The SMTP address of the sender’s e-mail account. Example:
msdspro@snowflowerinc.com. This is the e-mail account the messages will originate
from.

B  Send MSDS Request E-Mail: Turns on the capability to send an e-mail notification
when an MSDS Request has been submitted (only after the SMTP settings have been
verified.)

B  MSDS Request Notification E-Mail Addresses: The e-mail address(es) to notify when
an MSDS Request is submitted (separate addresses by typing the Return key between
addresses.)

B TEST E-MAIL: Used to test the SMTP settings, after SMTP Server Address and SMTP
Sender Address have been entered. If the test is successful, SMTP Verified will be
“Yes”. If the test is not successful, SMTP Verified will remain as “No” and the e-mail
system is not activated.

Optional settings can be configured if your organization requires the use of a Proxy Server to access
the Internet:

B Connectto Internet Using Proxy Server: Is used when the company network requires
that a Proxy Server is used to connect to the Internet (for security purposes, as a
firewall).

B HTTP Proxy: Is the address of the Proxy Server.

B Port: The port which the Proxy Server will permit HTTP traffic on (usually 80).

B TCP Debug: Selecting this option will turn on the debug mode for TCP/IP requests.
This option requires a password and should only be used to troubleshoot problems
that may be occurring with the TCP/IP Internet requests. Contact MSDSpro Technical
Support for assistance.

If your organization uses a Proxy Server, MSDSpro must be configured to function with it in order to

use the Internet. The following are two examples of how to acquire the settings used for the Proxy
Server configuration (both Netscape Navigator and Internet Explorer are used as examples.)
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Preferences - TCP/IP & E-Mail Tab (contd)

Using Netscape Navigator®:

Select Preferences... from the Edit menu.

Choose to expand Advanced.
Select Proxies.

Click VIEW.

Configure proxies to access the Intemet

Manual Proxy Configuration
— Server
Type o | il Fart
~
_HTTE: |192.188.EI.1 ED Py

A network prosy iz uzed to provide additional security between paur
computer and the Internet [usually along with a firewall] and/ar to
increase performance between networks by reducing redundant traffic
via caching.

" Direct connection ta the nter

" Manual proxy configuratio

€ Autornatic prosy configuration
Configuration lacation [URL):

Eelmad

Using Internet Explorer®:

Security: |1 92 TEETT
ETF: |1 92.168.0.1
Sooks |1 92.168.0.1

[
=

NEEKK

Gopher:  [192162.0.1
was: |

i~ Exception:

Do not use proxy servers for domaing beginning with:

Jsl

Use commas [] to separate entries

Cancel |

Select Internet Options... from the Tools menu

Choose the Connections tab

Click LAN SETTINGS

Click ADVANCED

Prosy server

¥ Lse a piogy server
Address: I Bart: I

I Bypass prosy server for local addresses

Proxy Settings
— Server
Type Prox Port
~
HTTF |182158.D.1 a0 >
Secure: [T TERTTT |BD

ETP |192188.D.1 80
Gopher: |1 92168.0.1 1080
Socks I

™ Use the same prowy server for all protocols

— Exception:

Dia not uze prowy server for addresses beginning with:
=
Gl

= ]

Use semicolons [ ; ] to separate entries.

Cancel |
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Preferences - Applications Tab

The Applications tab specifies the default location of additional “helper” applications which may be
used to open and/or print external documents.

Click on the BROWSE button to locate the application executable (.exe) file for each application type,

if required.
@ Administrative Preferences I [=]
MSDS Document| Frinting | Canfiguration| Interface | Difinable Fields | TCR/IP & E-Mail Appiications | [« ]

rapplication Locations

FDF Vlewer Path

|C: \acrobat?Readerhacrord32 exe Browse... |

HTML Yiewer Path
|C:\Pragram Files'MetscapetCommunicatarProgram'netscape. exe i Browze.

Cancel Save

NOTE: It is important to locate and specify the PDF Viewer Path and HTML Viewer Path in order to print
PDF and HTML documents correctly.
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Dictionary

The Dictionary table is used to store commonly used words and definitions. These definitions are
made available to the system users through the MSDS Document Define Word button.

The NFPA/HMIS Hazard Definitions are also stored in the Dictionary table, and can be edited at any
time.

Dictionary Output Form

@ Dictionary: 452 of 452 [_ (O] x|
Word Definition [E
Abgolute A chemical substance that iz relatively free of impurities. —I
Abgorb Tozuck up. The penetration of a sohid substance by a liquid a= by capillary, ozmot
ACGIH Amernican Conference of Governmental Industrial Hypgienists, An organization of pr
Arid An inorganic or arganic compound that (1) reacts with metals to vield hydrogen; [2]
Acidozis A condition of decreased alkalinity of the blood and tizzues marked by sickly swee
Acrid Irritating and hitter.

Action Lewel The exposure level [concentration of the material in air] at which O5HA regulation
Active [ngredient The ingredient of a product that actually does what the product iz designed to do.
Acute Health Effect An adverse effect on a human or animal body, with severe symptoms developing r
Acute Lethaliy The death of animals immediately or within 14 daps after a zsingle doze of or expoz
Acute Tomicity The adverze [acute] effects rezulting from a single doze of or exposure o a mater
Adsarb Ta caollect gas or iquid molecules on the surface of another material. Cf Absaorb.
Agrozal A fine aerial [in air or other gas] suspension of liquid [mist, fog] or solid [dust, fume,
Agent Any substance, force, radiation, organisn, or influence that affects the body. The
ALARS Acronym for as low az reasonably achievable. Usged in radiation control,

Alkali Broadly, any compound having highly basic properties; i.e.. one that readily ionizes|
Alopecia Logz of hair,

Al D Allmrmmanin b
MNew Delete All Search Sort Cloze I
-
i ﬂJ
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Dictionary Data Entry Form
The Dictionary table is used to store commonly used words and definitions. These definitions are
made available to the system users through the MSDS Document Define Word button.
The NFPA/HMIS Hazard Definitions are also stored in the Dictionary table.

The NFPArecords are stored with words starting with “N”. The Type of Rating is “H", “F”, or “R”". For
example, the definition for NFPA Health 2 is stored in the Dictionary record as word “NH2”", etc.

The HMIS records are stored with words starting with “H”. The Type of Rating is “H”, “F”, or “R". For
example, the definition for HMIS Health 2 is stored in the Dictionary record as word “HH2", etc.

@ Dictionary: 3 of 452

word JACGIH

ltrnerican Conference of Governmental Industrial Hygienizts. An organization of professionals in governmental &
agenciez or educational ingtitutions engaged in occupational safety and health programs. ACGIH develops

and publizhes recommended ocoupational exposure limits for chemical substances and physical agents [zee
TLW). [B500 Glerway Avenue, Bldg. D-7, Cincinnati, OH 45211 [513] 661-7381)

|
|"rxrr |'xrrr |'.I"I'I'I“‘~ |"rrr-r I SpellCheck Delete Caticel | Save I y
i
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Download from B

ar Code Scanner

The Download from Bar Code Scanner function allows Inventory information that has been loaded into
a hand-held Bar Code scanner to be downloaded into MSDSpro Inventory. The Inventory created is a

“snapshot”

of the current Inventory. MSDSpro assumes that the amount scanned is the total amount

of the Product that is currently stored at the specified Location.

To Download Inventory information from a Bar Code Scanner:

1. Select Download from Bar Code Scanner from the Admin Control Panel.

2. Click the Settings tab.
3. Checkthe settings.
|=i| Download from Bar code scanner M=l B3
Data Settingsl
D ata Farmat |[EREHIEES
Product |dentifier: IBar Code 1D vi
EQF |Special -
Location |dentifier: |Bar Code ID -1 :
Record Delimeter I Return - I
AssignAmount:lAvelage Amount 'I FieIdDeIimeterlm
Defaults |
Download Data I Cancel Save
B Product Identifier: This field sets how MSDSpro will relate the Bar Code ID to the
Product in MSDSpro. The choices are Bar Code ID, Stock Number, or MSDS ID.
B Location Identifier: This field sets how MSDSpro will relate the Location
information to the specific Location in MSDSpro. The choices are Bar Code ID or
Location ID.
B Assign Amount: The quantity set on the Bar Code scanner can be assigned to
either the Average Amount Daily or the Maximum Amount Daily fields.
B Data Format: This setting describes how the data will be transferred from the

scanner to MSDSpro. Please contact your MSDSpro Sales Consultant for status
on other supported formats.
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Download from Bar Code Scanner (Cont'd)

B Defaults: Restores the default download settings.

4. Click the Data tab.

Izi| Download from Bar code scanner M= E3

Data | Settings I

Location Code |Loca{i0n Marne |Quanity |Produc‘t Code |Produc‘t Mame |J
a

111 o]

Delete Inventoryl

Cancel Save

5. Click the DOWNLOAD button to download the data.
6. Verify the downloaded data for accuracy and completeness.

Confirm that the correct Locations, Products and quantities have been downloaded. Incorrect
items can be deleted by selecting the item and clicking the DELETE INVENTORY button.

7. Click the SAVE button to save the data.
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Web Server Configuration

The Web Server Configuration radio button allows an MSDSpro Administrator to access the MSDSpro
Web Server Control Panel. The MSDSpro Web Server Control Panel is described on pages 9-2 through
9-10.
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Using Product Packages to Import or Export Data

An MSDSpro Product Package is a disk file that contains one or more Product records and associated
MSDS Document (Images, Text, ANSI, PDF, HTML), Synonyms, Ingredients, Inventory, etc.

Product Packages are collections of MSDS Product information that are designed to be moved from
one MSDSpro installation to another. This allows safe and secure transfer of MSDSpro data in a
convenient manner among organizations and work locations.

The Product Package can be password protected if required. If a password is assigned when the
Product Package is exported, MSDSpro will import the Product Package only if the correct password
is given. If an MSDS ID value is present in the imported Product Package that matches an existing
MSDS ID, you will be prompted.

An MSDSpro Product Package cannot be used by any other MSDS software system. Itis based on
an advanced internal format which is only utilized by MSDSpro and no other MSDS software.

When using the optional MSDSpro Scanning Services to supplement your organization’s MSDS data
entry, the MSDS data may be returned to you as Product Packages that are imported from CD-ROM.
Please contact your MSDSpro representative for more information about MSDS Scanning Services.
To Create a Product Package:

1. Select Create Product Package from under the Special Functions tab.

Selecting Create Product Package loads the Create Product Package Data Entry form.

@Cleale Product Package i ] |

Products I Settmgsl

File Marne: | Browsze |
M305 10 | Product [ Manufacturer |
004 ADHESIVE 404, QUICK SET LOCTITE =
0003 ACETYLENE MG INDUSTRIES

oong GASOLINE, AUTOMOTINVE, UNLEADED (RFG) ULTRAWAR, INC
ooo7 FERRIC HITRATE Bl SCIEMCE
oooa HYDROCHLORIC ACID, CONCENTRATED J.T. BAKER

oot ISOPROPYL ALCOHOL hALLINCKRODT
oo1o 150BUTANE AR PRODUCTS
ooz JETWELD LH-70 LINCOLN

o013 MAGNAGLD PREFPARED BATH 14 2

oo14 MERCURIC BROMIDE JT. BAKER

o015 FURFLEK ANEUL -
I1I L

All Shiow Subset Search

26 Selected Products Cancel I Create Package I

B Click on the ALL button to list all the product records.
B Click on the SHOW SUBSET button to show only the highlighted records.

B Click onthe SEARCH button to search for Product Records matching a specific criteria.
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Using Product Packages to Import or Export Data (cont'd)

2. Click on the BROWSE button to name the Product Package and select the location to
which it will be saved.

3. Click on the Settings tab to select the information to be exported into the Product
Package.

Information available to be exported includes Manufacturer, Document, Ingredients, Inventory,
Phrases and User information.

@Cleale Product Package 101 x|

Products  Settings I

& Bagic Settings O Advanced

Update Type

& Froduct
¥ Manufacturer
¥ Document
[ Include Archives
¥ Ingredients
™ Inwentan
¥ Phiases
™ Users

2B Selected Products Cancel | Create Package I

4. Select the desired option from the Update Type field.
5. If desired, click on the Advanced radio button to select additional options.

6. Click onthe CREATE PACKAGE button to create the Product Package or the CANCEL
button to close the Create Product Package Data Entry form.

To Import a Product Package:
1. Select Import Product Package from under the Special Functions tab.
2. Browse to and select the MSDSpro Product Package file to import.

Only a MSDSpro Product Package file can be imported using Import Product Package from
under the Special Functions tab.

3. MSDSpro will import the Product Package.
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Edit Logs

The Edit Logs radio button allows an MSDSpro administrator to view the specific changes that were
made to a product record and when those changes were made. Each edit log record shows one
occurrence of changes being made to a product record. If a product record is edited multiple times
then multiple edit logs are created. Logging is disabled by default. Enabling logging is covered on page
6-12 and 6-13. Selecting Edit Logs from the Admin Control Panel prompts the user to list all records,
search for a specific record or add a new record. Selecting Search for Records loads the Query Editor,
covered on pp. 3-8 through 3-12. Selecting Add Records loads the Log Data Entry Form, covered on
pp. 6-24. Selecting List All records loads the Log Output form. The Log Output form allows for six

actions.

|=d| Edit Log: 483 of 483

MSD5 ID Product Hame Edit Date Edit Time Machine Hame
ooz 00482 LEAF GREEN AEROSOL TO  03/10/2003  10:52:54 KATYA
ooz 00482 LEAF GREEN AEROSOL TO  03/07/2003  11:50:25 KATYA
ooz 00482 LEAF GREEN AEROSOL TO  03/07/2003  11:44:45 KATYA
ooz 00482 LEAF GREEW AEROSOL TO  03/07/2003  11:24.41 KATYA
ooz 00482 LEAF GREEW AEROSOL TO  03/07/2003  11:18:08 KATYA
ooz 00482 LEAF GREEW AEROSOL TO  03/07/2003  11:15:30 KATYA
ooz 00482 LEAF GREEW AEROSOL TO 03/08/2003 172807 KATYA
ooz 00482 LEAF GREEW AEROSOL TO 03/08/2003  17.27.47 KATYA
ooz 00482 LEAF GREEW AEROSOL TO 03/08/2003 172718 KATYA
uiik] ACETYLENE 03/10/2003 150001 MATT-COHEN
uiik] ACETYLENE 03/06/2003  17:.30:25 KATYA
uiik] ACETYLENE 03/06/2003 172311 KATYA
0003 ACETYLEME 03/06/2003  12:41.56 CLINT
oood ADHESIVE 404, QUICK SET 03/06/2003  12:37.55 CLINT
00og GASOLIME, AUTOMOTIVE, UMLEA 03/08/2003  11:51:50 MATT-COHEM
00og GASOLIME, AUTOMOTIVE, UMLEA 03/06/2003  1257.59 CLINT
o011 ISOPROPYL ALCOHOL 03/09/2003  1Z:06:28 MATT-COHEM
o011 ISOPROPYL ALCOHOL 03/08/2003 201512 MATT-COHEM
ooz JETWELD LH-70 test 1 03/04/2003 141203 MATT-COHEM
Delete Al I Search Sort Close I
Al

=0l x|

I

o

B Click on the DELETE button to remove the highlighted log record.

B  Double-click on a highlighted record to view its contents.

m Click on the ALL button to view the entire list of log records.

B Click on the SEARCH button to search for log records matching a specific criteria.

B Click on the SORT button to sort the log records alphabetically.

B Click on the CLOSE button to close the Logs Output form.
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Edit Logs (contd)

Edit Logs Data Entry form

Double-clicking on an entry in the Edit Logs Output form loads the Edit Logs Data Entry form. The Edit
Logs Data Entry form shows a list of what changes were made to the product record at a single point
in time, the date and time that those changes were made and the login name that the administrator
who made the changes was using.

i=d] Edit Log: 1 of 1 _ =10l x|
MSDS D Product M arme
Joo1z METWELD LH-70 test 1
Edit Date Edit Time
|D3£D4£03 |'|4:12:03
Uzer tachine Name MNetwork 1D
|DBﬁ?« |MATT-CDHEN |matt

Changes to Product: JETWELD LH-70 test 1
MSDS D 0012

Uzer Mame: DBA

Edit Date; 3/4,/2003

Edit Time: 14:15:15

Product Mame : JETWELD LH-70 -» JETWELD LH-70 test 1

B The Edit Date field shows the date the changes listed in this edit log record occurred.
B The Edit Time field shows the time the changes listed in this edit log record occurred.

B The User field shows the MSDSpro log in used by the administrator who made the
changes.

B  The Machine-Name field shows the name of the computer on the local network from
which the changes listed in this edit log record were made.

B The Network ID field shows under what name the administrator whom made the
changes was logged into the company network.

B The Log field shows what was entered into the fields that were changed before the
changes were made and to what the data in the fields was changed.
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Edit User Lists

The Edit User Lists radio button allows an MSDSpro administrator to view the lists that currently exist
in MSDSpro and the specific description for each one. For example, the Container Material list shows
all the different materials from which a container used to store a product may be made. Should a new
type of container made of ceramic, Pyrex, or other material begin to be used, an MSDSpro Administrator
could add it to the Container Material list by selecting Edit User Lists from under the Special Functions
tab. Other users of MSDSpro could then select that Container Material from the appropriate pull down
menu. Selecting Edit User Lists from the Admin Control Panel loads the User List Editor Data Entry

form.
|| User List Editor x|
- T Locked

Item

|Glass x| Add | Delete |

Walue

|G|ass

Dretailed Text

Cancel Save Cloze

B Use the List pull down menu to select a specific list.

B The Locked checkbox indicates whether or not the list cannot be modified without
the correct password.

B Use the Item pull down menu to choose a specific item in the selected list.
B Click on the ADD button to add a new Item to the selected list.
B Click on the DELETE button to delete the chosen Item from the selected list.

B The Value field indicates a value corresponding to the chosen Item.

B The Detailed Text field gives additional information on the chosen Item.
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Section 7: Updates

Updates

Updates consist of:

Update MSDS from Hard Disk
Update MSDS from Internet

Launch Web Browser to MSDS Links
Synchronize with Provider

Update MSDSpro CD Index

Down Load from Bar code Scanner

Admin Control Panel

Updates are accessed from the Admin Control Panel.

Administrator Guide

i=d] Admin Control Panel

x|

Drata .ﬁ.ccessl Hurnan Hesaurcesl Special Functions  Updates I

¥ ;| pdate MSDS from Hard Dkl

" Update MSDS from Intemet

" Launch 'w'eb Browser to MSDS Links
{0 Sunchronize with Provider

" Update M50 Spro CD Index

"' Download from Bar Code Scanner

M SD% Canicel

I Select I




Section 7: Updates

Update MSDS From Hard Disk

Updating the MSDS Document from Text (ASCII), Image (all supported image types), and PDF disk
files can be accomplished either singularly within the Product Data Entry form (click IMPORT from the
Document tab), or by a batch update process from the Updates area (recommended).

To load and update MSDS documents from individual files within a single folder on the local hard disk:

1.

Place MSDS files to load into the update folder (the default location in Preferences).

File names should match the MSDS ID of the Product to be updated plus the file extension.
For example, a product record with an MSDS ID of “12345” will match a text file called 12345.txt
located in the update folder. If Images are to be loaded, place them in a folder named with the
MSDS ID. The image files within the folder will be loaded in alphabetical order (001, 002 or A,
B will become pages 1-2).

Select Update MSDS From Hard Disk from the Admin Control Panel Updates area.

File names found in the update folder are compared to Product MSDS ID values. Verify that
the Products listed match the files that are present in the update folder.

Verify the import date (the current date is the default).

Verify the Archive Existing Document setting (archival is the default).

If Archive Existing Document is selected, MSDSpro will archive the existing document if a
replacement document is located and successfully loaded from the update folder. If it is not
selected, it will only be overwritten by the replacement document if a replacement document
is successfully loaded from the update folder. If no replacement is found, the existing document
will not be replaced or archived.

Verify the Document language.

Select the language in which the updated document is written. The language selection made
here will be reflected in the language column within the attached documents window. See pp.
4-18. for more detail.

Click UPDATE FROM HARD DISK.

A thermometer will appear showing the status of the update. All files that are successfully
loaded are moved into a folder named “Processed”, within the update folder.
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Update MSDS From Internet

MSDS documents may be imported from the Internet into MSDSpro. MSDSpro remembers the location
on the Internet from which the MSDS was imported. MSDSpro can then return to that same location on
the Internet to check for an updated MSDS. An updated MSDS will be imported from the Internet only
if the size of the MSDS or its last modified date has changed. By default, when an MSDS is updated,
the old MSDS is archived unless the user has turned off this feature.

The Update MSDS from Internet Output form displays all the MSDS documents imported from the
Internet, their last modified date and the URL from which they were imported. Buttons on the Update
MSDS from Internet Output form allow the user to print the list of MSDS documents to be updated,
remove MSDSs from the update list, or search the MSDSpro database.

Iz Update MSDS from Internet M=]
Stat [Documents to Update I Ipdated Dl:u:umentsl

CO|aLJLI’jnSn Status IMSDSID  |Product Name |Manufacturer  [Type |Last Modified |Locati

Werify M S0 500606 LoctiterR1 480 Frism(R) | LOCTITE CORP HTML Frttpciy -
Warify MSDS00002 2035 ADS FDF Thu, 12 Apr 2001 bitpaiie
Warify MSDS00013 M Import test ADS Text it
Werify MSDSO0G4E  400002-317 LIQUIJET  AMSCO INTERMATI HTML  Fri, 25 Sep 1992 1 hitpiiy
Werify MSDSO0G56  ACETOME ALCOHOL FF CLINIPADR CORF HTRL hittp ity
Werify MSDS00258  Acid Fuchsin MALLINKRODT-BAK HThL hittp:ite
Werify MSDS002758  Ammenia Solution Stron MALLINKRODT-BAK HThL hittp:ite
Warify MSDS00966  Ampicillin Ehd DIAGNOSTIC 5° HThL hittpiie
Werify MSDS00869  Aniline MALLINKRODT-BAK HTRL bt
Werify MSDSO0260  Aniline blue MALLINKRODT-BAK HTRL hitp:fiv
Werify MSDS00903  Assist DIVERSEY CORF  HThL hitp:it
Werify MSDS00255  Attest Rapid Readout 2 HThiL hittp:ir

Werify MSDSO0EE2  BACITRACIN FOUGERAE&COLC HTML  Tue, 05 Jan 1000 hitpifs =

Al ;Ij

Irnpark Dy ate:
122 Records Found Search Remave Prirt iew || 1241872001
I @e fram In@ Cloze
. i
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Section 7: Updates

Update MSDS From Internet (contd)

To update MSDS documents from the Internet:

1. Click onthe ADMIN button on the floating toolbar.

2. Click on the Updates tab.
3. Click Update MSDS from Internet and then click on the SELECT button.

The Update MSDS from Internet Output form appears displaying all the MSDS documents imported
from the Internet, their last modified date and the URL from which they were imported.

5. Click the UPDATE FROM INTERNET button to begin the update process .
6. Click OK in the Confirm dialog to continue the update process.

Prior to updating, the Status column displays the word “Verify”. After the update process has completed,
the Status column will display one of several other entries. They are:

B Not Modified - The MSDS has not been modified since the last time it was updated.

B Not Found - The MSDS no longer exists at the original URL.

B  Pending - An updated MSDS has been imported into the system. Before the new
MSDS will replace the old one the user needs to click on the ACCEPT button under
the Updated Documents tab.

B Unavailable - The original URL is valid however the server hosting the MSDS on the
Internet is not responding.
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Update MSDS From Internet (contd)

MSDSs for which updates have been found will be listed under the Updated Documents tab.

|z Update MSDS from Internet - [O] %]
Documents to Update  Hpdated Documents |
Status |MsDSID  |[Product Name | Manufacturer |Type |Last Mod
FPending b5 LS00GS Loctite(R) 420 PrismiR) Instant LOCTITE CORP HThiL Fe
FPending b5 D E00GS2 Herzules Grip Lite HERCULES CHEMICAL CO INC HThL  Tue, 09 M
Fending M5 D E002565 hethylena Blue MALLINKRODT-BAKER (FORK HTML  Tue, O6 hd:
Fending Wi 5 D S00593 Permanent Threadlocker 262 LOCTITE CORP HThiL
Fending W5 0S00G35 FOTASSIUM PERMANGANAT MALLIMKRODT-BAKER (FORM HTML  Tue, OS5 hi:

i o]

¥ tichive Before Replacing Dizcard Al | Pririt Wigw | I Launch Accept | Dizcard |
| Dare. / Cloge
A—l o
Archive Before . \
Replacing Checkbox ) Launch the web browser Discard the
Discard all to the selected update selected update
updates
Print the list of Accept the
records shown selected update

B Before the new MSDS will be attached to the Product Record, the ACCEPT button
must be clicked.

B When an MSDS is updated, the old MSDS is archived by default. Unchecking the
Archive Before Replacing checkbox will prevent the old MSDS from being archived.

B To prevent any one of the listed product records from being updated, highlight the
record and click the DISCARD button.

B If no updates are desired, click the DISCARD ALL button.

B To view the URL from which the update has been imported, highlight the product
record and click the LAUNCH button.

B Once all the MSDSs desired have been updated, click the CLOSE button to complete
the process.
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Launch Web Browser to MSDS Links

Selecting Launch Web Browser to MSDS Links from the Admin Control Panel will launch the default
web browser to a comprehensive Internet resource (www.MSDSprovider.net) which provides free links

to Manufacturer MSDS information.

To Launch your Web Browser to MSDS Links:

1. Select Launch Web Browser to MSDS Links from Admin Control Panel Updates area.

3 Netscape
File Edit Yiew Go Window Help

v v A 4 a2 wW 3 &

Back Fonwzid Feload Hame Search  Metzcape Frint Security

j @' Wwhat's Related

H w!' Bookmarks \“ Locat\on:lhttp:#www medsprovider.net/medslinks.nsf/B 70 penyiew

SEARCH SUBMIT LINK RESOURCES
ABCDEFGHIJKLMMNOPQRSTUYWHYZ 0-8 17 Movember 1999

Bacharach

Backscratchers Salon Systerns, Inc
Baddley Chemicals, Inc

Badger Fire Protection

Bajamar Chemical Campany, Inc.
Baker Petrolite, Worldwide Headguarters

~
M S D 5 P R & V | D E R Providers of free access to manufacturer-direct MSDS's j

ABOUT FEEDBACK ]

=il |Document: Done

N

Note: Indepthinformation pertainingto PROVIDER can befoundin at section 9-30.
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Update MSDSpro CD Index

Updating the MSDSpro CD Index occurs automatically when inserting the new MSDSpro CD for the
first time. However, it may be required to manually initiate the process after database rebuild. To
manually initiate the update, select Update MSDSpro CD Index in the Admin Control Panel. Awindow
will be presented to select options for the update.

Warning: The Update MSDSpro CD Index process can take a significant amount of time, and cannot
be interrupted.

@Updale CD Index

Update CD Index

Update filzs were found correctly.

Click the Next button to continue.

MNext > |

Update MSDSpro CD Index

To update the MSDSpro CD Index:

1. Select Update MSDSpro CD Index from the Admin Control Panel Updates area.

2. If all update files are correctly found, the NEXT >> button will be available.
If all update files are not correctly found, the NEXT >> button will not be available. The screen
will show which files were not found correctly. They are normally installed by the MSDSpro
Updater in a folder called “Updates\Index” within the MSDSpro Program folder.

3. Click the NEXT >> button.

The process of updating the internal data with the latest information contained on the current
CD will begin, and a progress thermometer will be shown. Allow it to complete.
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Section 8: Reports

Reports

Reports Control Panel

The Reports Control Panel allows Admin users to use various reports from the data in MSDSpro.

The Reports Control Panel is divided into four sections: Product and Inventory, Chemical, Regulatory,
and Ad Hoc.

B Product and Inventory reports include standard reports that Admin Users may regularly
access.

\=i| Reports Control Panel x|

Praduct and Inventary IChemicaII Regulator | Ad Hoe |

(% MSDS Hazards by Location; € Manufachurer Request

O Inventary by Location 0 M5D5 Aging Report

' Product Surnmary ' Products without MSDS

) Periadic Mew Products ) Praducts without Location

) Container by Location ) Praduct Labels

O Inventary past end Date ) M5D5 Binder
MSD%V Cancel ”WI

B Chemical reports include standard reports that show what Chemicals are in use at
specific Locations.

@ Reportz Control Panel i x|

Product and Inventory  Chermical lHeguIator_l,li Ad Hocl

ol
' Chemical Hazards

' DSL/MDSL Report
0 Imported Products with chemicals not on D50

1 Man Imparted Products with Chericals not on D50

MSD§f0 Cancel | Select I
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Reports Control Panel (contd)

B Regulatory reports include standard reports that Admin Users may access to produce
reports for Regulatory Agencies, such as SARA reports for the local and state
emergency planning authorities.

\=i| Reports Control Panel x|

Product and Inventor_l,.ll Chemical Fegulatory I.t’-\d HDCI

0 SARA Irventary Checklist
! S4RA Summary Feports
0 P& Hazardous Substance Survey Form [HS5F)

) PA Environmental Hazard Surven Form (EHSF)

MSD% Canicel | Select I

B AdHoc reports provides access to produce reports and container labeling for custom
needs.

\zi| Reports Control Panel x|

Praduct and Inventary | Chemical | Regulatory Ad Hoc |

' Custom Feports

MSD% Canicel | Select I
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MSDS/Hazards by Location

MSDS/Hazards by Location is available from the Reports Control Panel. This allows for the batch
printing of multiple MSDS documents or associated Hazard Summaries, by any Location entered in
MSDSpro, with or without an index sheet. This feature is commonly used to print entire MSDS binders
with index sheets. Only MSDS documents which are available will be included in this report.

To print MSDS/Hazards by Location:

1. Choose MSDS/Hazards by Location from the Reports Control Panel, and click SELECT.
The Storage Locations scrolling area will list all Locations within the MSDSpro database.

2. Select the Location to search.

The Product records associated with the Location are found and the number found is shown.

|=i| MSDS fHazards by Location =]

Select Location I Linked M5DS |
¥ Al Locations € This Location € Al Sub Locations

~Print
¥ Frint Index
[ PFrint Synonyms

[ Irwentary curent as of:
Select Storage Locations

Main Plart - WY
B1- Main Plant Corporate ¥ Print M5D5

= Prink &1
' Print Range

From:l d1g; I a

[ Print Hazard Summary

26 Records Found Cancel Frint
| |,

£

3. Select items to print (Index, Synonyms, MSDS, and Hazard Summary).
Any combination of items may be printed at one time. If Synonyms is selected, an alternate
index will be printed that contains all the Synonyms associated with each Product, in addition

to the normal index listing the Product name.

4. |If desired, check the Inventory current as of date to indicate that only those records
active specific to a certain date should be printed.
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MSDS/Hazards by Location (contd)

4. Click the Linked MSDS tab to preview the MSDS documents that were found for the
selected Location(s).

Click PRINT to print the Index, Synonyms, MSDS documents, or Hazard Summaries, as
determined on the Select Location tab.

|=i| MSDS /Hazards by Location H=

Select Location  Linked M3DS I

MSDSID  |Product Name | Manufacturer Name | Revision Date |il
CGMYG 00321 AVIATION GASOLINE 100 LI TEXACO REFINIMNG & MARKETING 121101996 =
MEDE00001  Battery Fluid, Acid 10% - 51% Colanial Chemical Company QaizEM 99y
MSDS00004 C4822A/CA847AICABTAAICAB92S Hewlet-Packard Company 083001999

i o]

3 Records Found Cancel | Frint I/
-
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Inventory by Location

Inventory by Location is available from the Reports Control Panel. This allows printing of all Inventory
and Chemical records for Products at specific Storage Locations.

To create an Inventory by Location report:
1. ChooselInventory by Location from the Reports Control Panel, and click SELECT.
The Storage Locations scrolling area will list all Locations within the MSDSpro database.

2. Select the Location to search.

The Product records associated with the Location are found and the number found is shown.

i=d| Inventory by Location Report =l

Select Location | Inventory | Chemicals |

Al Locations €% This Location £ All Sub Locations

Print
Select Storage Locations
El Facilty 4BC ﬂ ¥ Print Products
= Administration
-1 East Forge ¥ Frirt Chericals
=17 K Farge [C)

- Heat Treat (&)

: et Lab [B)
‘West Forge

O Main Flant - MY

3 Records Found Carncel | Frint I/

o

3. Selectitems to print (Products and/or Chemicals).

Either Products or Chemicals may be printed at one time.
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Inventory by Location (contd)

4. Clickthe Inventory tab to preview the Inventory records that were found for the selected
Location(s).

|=i| Inventory by Location Report H=] =3
Select Location  Inventary I Chemicals |
Product Name |Start Date | Container Size | Container Unil| Average J
00321 AVIATION GASOLIME 100 LL 01401/1998 7 US Gallans -
Battery Fluid, Acid 10% - 51% 014011998 7 US Quarts
C4B22MCABATAICABTAAICABI2A 014011998 7 US Gallons

0 o1

3 Records Found Cancel Print
| |

5. Click the Chemicals tab to preview the associated Chemical records that were found
at the selected Location(s).

Click PRINT to print the Inventory records.

@Invenloly by Location Report [ (O]
Select Locationl Inwventory E:|'1l3|'ﬂi0‘3|3|
Product Name | Chemical Name | cAS Number [Weight % J
CA822AIC4B4TAICABTAAIC4BH2A TRADE SECRET BALANCE % =
C4822NCAB4TAICABTAAIC 48924 MOT SPECIFIED  =0.5%
C4822NCAB4TAICABTAAIC 48924 WATER 7732-18-5 =60%
C4B22AC4B4TACABTAACABAZA 2-pyrrolidone f616-45-5 =10%
00321 AVIATION GASOLINE 100 LL ETHYL BENZEMNE *36-2* 100-41-4 100% - 100%
Battery Fluid, Acid 10%- 51% Sulfuric Acid 7664-8-39 10%- 51%

KT _>d
3 Records Found Cancel | Frint I
Y
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Product Summary

Product Summaries are summarized versions of the Product information for a particular MSDS. The
Product Summary will include information about the Product, Manufacturer, NFPA or HMIS hazard
rating, hazardous ingredients, and associated Phrases.

To create Product Summaries for a selection of Products:

1. Choose Product Summary from the Reports Control Panel, and click SELECT.
2. Choose Use All Records, or to Execute Query to Find Records, and click SELECT.

For detailed information describing how to use the Query editor, see The Query Editor in
Database Conventions.

After finding Product records, the Product Summaries will be printed.

|=d] M= E3
rCustom Report Selection

{7 Execute Guery to Find Records

Cancel | Select I
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Periodic New Products

MSDSpro allows the DBA to find Products which have been added during a specific time period. For
instance, it may be necessary to know which Product records have been added during the first 3

months of the current year for Emergency Response planning.
To create a Periodic New Products report:

1. Choose Periodic New Products from the Reports Control Panel, and click SELECT.

2. Enter the Period Begin date and the Period End date.

Izi| Periodic New Products Report E

rDate Use Start

Period Begin ID'I 4017415938
Period End ID3.-"31 /1998

¥ Print M5D5 Documents

Cancel P

3. Choose to Print MSDS Documents if it is necessary to also have all documents in
addition to the listing of the Product Names, Manufacturer Names, and Revision Dates.

4. Click OK to print.

Administrator Guide



Section 8: Reports

Container by Location

Container by Location is available from the Reports Control Panel. This report creates a list of all
Containers and their associated Products stored at a Location.

To create a Container by Location report:

1.

Administrator Guide

Choose Container by Location from the Reports Control Panel, and click on the SELECT
button.

The Storage Locations scrolling area will list all Locations within the MSDSpro database.
Select the Location to search.

Choose All Locations to run the report on all locations.

Choose This Location to run the report on only the highlighted location.

Choose All Sub Locations to run the report at the highlighted location and all its child
(sub)locations.

I=|Container by Location Report =1 E3

Select Location | Contain8l8|

) This Location £ All Sub Locations

™ Irvventony curent as of:
Select Storage Locations

W] Euilding 2
ain Plant Corporate
[ training

[ training sublocation
Warehouse &
Warehouse B

O what rumber is this

65 Records Found Cancel | Frink I y

s

The Container records associated with the selected Location(s) and the number found is
shown.

Check the Inventory current as of: checkbox to print only container records present on
a specific date.

Leaving Inventory current as of checkbox blank will print all container records regardless of
the start and end dates.
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Section 8: Reports

Container by Location (Contd)

4. Click the Containers tab to preview the Container records that were found for the
selected Location(s).

Iz Container by Location Report - [ %]

Select Location  Containers I

Responsible Person |Curre

hAALLI 5 i
Aniling MALLINKRODT-BAKER 0.00
Aniline blue MALLINKRODT-BARKER 11,730.00
Aniline blue MALLINERODT-BARKER 0.00
Aniline blue MALLINKRODT-BAKER 0.00
Aniline blue MALLINKRODT-BARER 0.00
BACTOSHIELD AMSCO 0.00
Benzene Matheson Gas 18,187.37
Benzene Mathesan Gas 0.00
Ethl Benzene Maintenance Magic 10,100.00
Ethyl Benzene Maintenance Magic 0.00
ten percent toluene Maintenance Magic 1,000,000.00
ten percent toluene Maintenance Magic 0.00

| ;d

13 Records Found Cancel | ;
7z

5. Click on the PRINT button to print the Inventory records.
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Inventory Past End Date

To determine which product records have passed their end date at a specific Location, choose Inventory
Past End Date from the Reports Control Panel.

To create an Inventory Past End Date Report:

1. Chooselnventory Past End Date from the Reports Control Panel, and click SELECT.

2. Either select the Number of Months, or enter the Start Date.

Product records that have a revision date earlier than the start date entered or the number of
months entered will be included in the report

@Invenlm}l Past End Date

=10i x|

Search by Date | Found Inventory |

~HReport Inventory Past End Date

C Date
b anths: |D vI
Other: ID

End Date IDDJDDJDD

Cancel | Pririt I ///

Z
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Section 8: Reports

Inventory Past End Date (cont'd)

3. Click the Found Inventory to review the search results

4. Click on the PRINT button to print the report.

|=d|Inventory Past End Date

Search by Date  Found Inventary I

MSDS ID Enid Date I Location Name

=lo] x|

m

[l

0 Records Found

Cancel | Pritt I//§
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Manufacturer Request

MSDSpro allows an administrator to send an e-mail or printed request for updated MSDSs to one or
more manufacturers simultaneously. This function is known as a Manufacturer Request and it simplifies
the process of obtaining new MSDS documents from product manufacturers.

To create a Manufacturer Request:

1.

Administrator Guide

Choose Manufacturer Request from the Reports Control Panel, and click on the SELECT
button.

The Manufacturer Update Request Entry form loads.

@Manufatturer Update Request - Dlﬂ
Letter Text I Selected Marufacturers | Linked Products |
Diate I 11/23/2003 Limit by MSDS Revision Date I 01./01/2000

Include products with updated documents r

Limnit by Product Froduct Search |

Select manufacturer(s)

Ladies and Gentlemen,

Please review the following list of products that we have purchased from your company. We request the latest
wersions of these documents ta be maintained for our organization's Emplayes Right to Know pragram.

Please forward the latest vergion of the listed MSDS documents to owr offices at vour earliest convenience. Thank
wou for your assistance.

Sincerely,

Safety Coordinator

Prithepmrtl Requests | E- il Frirt: Cloze

If desired, enter a date into the Limit by Revision Date field.

Only MSDSs containing a Revision Date older than the entry into this field will be requested
from the manufacturer.

Check the Include products with updated documents checkbox if product records
that have already been updated using the Update MSDS from Internet function are to
be included in this request.

The Date field shows the current date.

Click on the SELECT button to select to which manufacturers arequest is to be sent.

Clicking on the SELECT button loads the Select Company form.



Section 8: Reports

Manufacturer Request (Cont'd)

4. Click on the name of each manufacturer to be included in the Manufacturer Request.

Drag the mouse cursor over multiple manufacturers to select all of them.

L=
Cit | State/Prov | EI
AlR PRODUCTS Fadnar P& ;I
ANSUL M arinette Wi
CHEVRON San Ramon CA
EM SCIEMCE Gibbstawn MJ
HUMTERS SPECIALTIES INC CEDAR RAPIDS 1
J.T. BAKER Fhillipsburg M
LOCTITE Rocky Hill CT
5. C.JOHNSON & SOM, IMC. Brantford (i}
TEXACO REFINING & MARKETING INC UNIYERSAL CITY CA
ULTRAMAR, INC. LONG BEACH CA
Wwh-40 San Diego Ca
WILLIAMS ALASKA PETROLEUM. INC. Horth Pole AK
i
Mew Search Select &l Clear &l i Cancel | 0K I

B Click on the NEW button to create a new manufacturer record.

m Click on the SEARCH button to search for manufacturers meeting a specific criteria.
B Click on the SELECT ALL button to select all manufacturers.

B Click on the CLEAR ALL button to deselect all currently selected manufacturers.
B Click on the VIEW button to view the highlighted manufacturer record.
B Click on the CANCEL button to close the Select Company form.

5. Click on the OK button to continue creating the Manufacturer Request.
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Manufacturer Request (Cont'd)

6. Click on the Linked Products tab to view the products to be requested from the

manufacturer(s).
|=i|Manufacturer Update Request i ] ]
Letter Text | Selected Manufacturers  Linked Products |
Product Name Revision Date MSDS ID
01/01/2001 MSDS00007
SUPER BONDER 459 ADHESIVE {SCANMNED} 01/ 5/1 996 0018
00321 AVIATION GASOLINE 100 LL 1210/ 996 ooot
GASOLINE, AUTOMOTIVE, UNLEADED (RFG) 0450172003 ooog
WILLIAMS JET FLIEL 08131119349 o023

K1 _>IZ1
5 Linked Product(s] Femove | E-fdail.. | Frirt | Cloze I

7. Click onthe REMOVE button to remove any highlighted products not to be included in
the request(s).

8. Click onthe E-MAIL or PRINT button to either e-mail the request(s) to the Manufacturer(s)
or print out the request(s) for regular mailing.

9. Once the request has been either e-mailed or printed, click on the CLOSE button to
close the Manufacturer Update Request Entry form.
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Manufacturer Request (Cont'd)

Tracking Requests to manufacturers

MSDSpro also has the ability to track those MSDS's that have previously been requested. This provides providing

an
electronic record for your compliance.

|zi|Manufacturer Update Request _ Ol x|

Letter Text | Selected Manufacturers | Linked Products |
Date [ /2372003 Limit by M3D Revision Date | 00/00700

Include products with updated documents r
Select manufacturer(s] Select | Limit by Product Product Search |

Ladies and Gentlemen,

Flease ieview the following list of products that we have purchased from your company. 'w'e request the latest
versions of these documents to be maintained for our organization's Employee Right to Know pragram,

Flease forward the latest version of the listed MSDS documents to our offices at pour earliest convenience. Thank
lvou for your assistance.

To view reports, click the

Si I,
Request button. incerely

S afety Coordinator

N
Frint B [t i - o
= e£|\ g | Ll O5E |ﬁ
Select Hecords
Thls WI” Oper? the SELECT ' Search for Records
RECORDS dialog.
0 Add Becords

Cancel I Select [:I

Choose the product you wish =
t . MSDS ID Product Name Company Hame Request Dateﬁ
oreview.
WSD 500007 test ANSUL 11423403
| New I Delete Al Seach Sort Close I
| LlJ
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Manufacturer Request (Contd)

Tracking Requests to manufacturers (Cont’d)

ii|Manufacturer Request: 2 of 2 =10 x|
MSDS D [ooto ¥ MSD5_Received

Praduct Mame

M anufacturer Mame

Request Date

MHotes

|ISOBUTAME

|4IR PRODUCTS

|11.-’22.-’|33

Received Updated MSDS from manufacture today

| el I [

[relete Cancel | Save r_\l

u When the MSDS arrives from the Manufacture check the MSDS_Received

button.

Administrator Guide

Notes can be added to track specific details pertaining to each MSDS.
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E-mailing a Manufacturer Request

Clicking on the EMAIL button on the Manufacturer Update Request Entry form loads the Send E-Malil
Message Entry form.

@ Send E-Mail Meszage
“rour E-kail |M Cohen@msdszpro.com
Your Mame |Matthew Cohen

Fecipient E-tail |John_Q_Manufactuler@Big_ChemicaI.com Browse. . |

Subject IMSDS Request
~Message
Ladies and Gentlemen, <

Please review the following list of products that we hawve purchased from
Your company. We request the latest wersiohs of these doouments to he
waintained for our organization's Ewployee RBight to Enow program.

Please forward the latest version of the listed MEDE documents to our
offices at your earliest conwenience. Thank you for your assistance.

=

¥ Send copy to myp E-Mail address Attackments Cloze | Send

To email a manufacturer request:

1.

Enter into the Recipient E-mail field the email addresses of the manufacturers to

which this request is to be sent.

Enter into the Your E-Mail and Your Name fields the contact information of the MSDSpro

administrator.

Modify the Subject and Message fields as desired.

Check the Send copy to my E-Mail address checkbox to send a copy of the request to

the MSDSpro administrator listed in the form.

Click on the SEND button to send the request or the CLOSE button to close the Send

E-Mail Message Entry form.

Administrator Guide



Section 8: Reports

MSDS Aging Report

To determine which MSDS documents are older than a certain number of months, or have revision
dates before a certain date, choose MSDS Aging Report from the Reports Control Panel.

To create an MSDS Aging Report:
1. Choose MSDS Aging Report from the Reports Control Panel, and click SELECT.

2. Either select the Number of Months, or enter the Start Date.

Product records that have a revision date earlier than the start date entered or the number of
months entered will be included in the report

3. Checkthe Limit by Review Date checkbox to further limit search results by the Review
Date field in the Product Record.

Use this checkbox if only MSDSs that have not been reviewed in a certain amount of time are
to be included in the MSDS Aging report.

_iBix
Search by Date I Select Locationl Found MSDS documentsl ¥ Exclude Library

~Report M5D5 Documents older than:

¥ Number of Months O Date
b othis: |D - I |DD.-’DD.-’DD
Other: IIJ

Cancel | Pt I y

v
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MSDS Aging Report (cont'd)

3. Click the Select Location tab to choose the location, or locations to query.

RI=TEY

Search by Date  Select Loeation l Found MSDS documents |

% Al Locatioh: O This Lacation O All Sub Locations I Ignore Lacations

Select Storage Locations

[H- M ain Plant Carporate

[

28 Records Found Cancel | Frint I/

ia

4. Click the Found MSDS Documents tab to review the documents found.

5. Click on the PRINT button to print the report.

RE=TEY
Search by Datel Select Location  Found MSDS documents |
MSDS ID | Product Mamfacturer
0021 AL MULTIPURPQSE ATF DE= PHILLIPS
o1z JETWWELD LH-70 LIMCOLM
ooog HYDROCHLORIC ACID, CONCEMNT J.T. BAKER 110112101
ooog HYDROCHLORIC ACID, COMCENT J.T. BAKER 1112001
noog HYDROCHLORIC ACID, COMCENT J.T. BAKER 110112101
ao17 SODA LIME J.T. BAKER 11002701
ao17 SODA LIME J.T. BAKER 11002101
0016 FYROGALLIC ACID MALLINCKRODT 11002101
0014 MERCURIC BROMIDE AT, BAKER 11002101
0014 MERCURIC BROMIDE J.T. BAKER 11002101
ao17 SODA LIME J.T. BARER 11002701
0016 FYROGALLIC ACID MALLINCKEODT 11002101
0014 MERCURIC BROMIDE J.T. BAKER 1100201
ITIQQ WD-40, SPRAY WD-40 DSID1ID1_d
A L2

28 Records Found Cancel | Pririt I/
el
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Products without MSDS

MSDSpro allows Product records to be added to the system at any time, without requiring that an
MSDS document be added. This facilitates the addition of MSDS and related data at any time, and
increases convenience for the users.

Occasionally it is necessary to determine which Product records have no associated Document records.
The Products without MSDS report is available from the Reports Control Panel. It will search the
database for Product Records that have no associated MSDS Document record and create a report
containing the records found.

To create a Products without MSDS Report:

1. Choose Products without MSDS from the Reports Control Panel, and click on the SELECT
button.

If any Product records are found that do not have corresponding MSDS Document records,
the report will be sent to the selected printer.
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Products without Location

MSDSpro allows product records to be added to the MSDSpro database at any time, without
requiring that the product record be added to an inventory location. MSDSpro has the ability to
generate a report detailing which product records have not been added to an inventory location.
The Products without Location report is available from the Reports Control Panel. It will search
the database for product records that have not been added to an inventory location and create a
report containing a list of the records found.

To create a Products without Location Report:

1. Choose Products without Location from the Reports Control Panel, and click on the
SELECT button.

If any Product records are found that have not been added to an inventory location, the
report will be sent to the selected printer.
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MSDS Binder

The MSDS Binder report allows for the creation of a single PDF document containing all the PDF, Text,
and ANSI Text MSDSs for products used at either a single location or at all the sublocations of a single
location. MSDSs in Image or HTML format will not be included in the document. However, HTML
documents can be converted to PDF and stored in addition to the HTML version for binder printing. To
access the MSDS Binder report, click on the MSDS Binder radio button under the Products and
Inventory tab on the Reports Control Panel.

To create an MSDS Binder report:
1. Choose MSDS Binder from the Reports Control Panel and click on the SELECT button.
2. Highlight the location for which the MSDS Binder will be created.
3. Select either This Location or All Sublocations.
Choosing This Location will create a binder of the MSDSs at the highlighted location. Choosing
All Sublocations will create a binder of the MSDSs at all sublocations of the highlighted
location. MSDSs at the highlighted location will be included.

4. Check the Print Table of Contents checkbox to include a table of contents.

5. Click on the NEXT button.

i=|MSDS Binder = O] x]

C This Location (%1 4l Sub Locations

Select Storage Locations

i | FPrint

. ding
Bt Main Plant Corporate [V Print Table of Contents
- rairing
training sublcaoint
E-'warshouse &
- Warehouse B
“yahat number is this

g

Cancel | | Eiaeh I| R

33 Records Found

|
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MSDS Binder (cont'd)

6. Review any warnings displayed in the Status column.

Product records that have MSDSs in HTML or Image format will have warnings listed in the
Status column. Decide whether to convert those MSDSs to PDFs or leave them out of the
MSDS binder. These documents will be included in the index so they can be easily printed
and inserted later.

I=| MSDS Binder _ (O] x|

M5D05 |10
00606
SPOD1GSS
oopoz
1472
ooz
L
SPOD1GST
ooz
O0GSE
oosse
onavs
OnaG6
onasa
Oose0
[IGER
ooozz
ooo4s

1

Lo 0 Pris stanit Ad
2 160 WP FULLY REFIMED ‘s
085
3 3700 KOLOR POXY THIMMER
4 h50% by location report testing
400008-317 LIQUI-JET
S 130 WP FULLY REFIMED s
1025042 HYDOROCHLORIC ACID 10%
ACETOME ALCOHOL PREP PADS
Acid Fuchsin
Ammonia Solation Strong
Ampicillin
Fqiline
Ayiiline blue
BACTOSHIELD
Benzene
Cable Clean

33 Records Found

18 Warnings

ThAL Diocurment

ailable fr

ak

Image Documents not Supported

Image Documents not Supported

POF “sersion Mot failable for this HTL Docurment
POF “wersion Mot forailable for this HTIL Docurment
ak

ak

POF “r=ion Mot fwailable for this HTRIL Document
FOF “ersion Mot Available for this HTML Document
POF “ersion Mot Aailable for this HTL Docurment
POF “wersion Mot Arailable for this HTRIL Docurment
POF “wersion Mot Awailable for this HThIL Dacurment
POF “dersion Mot Awailable for this HTL Docurmenit
POF “r=ion Mot Swailable for this HTRIL Document
FOF “ersion Mot Available for this HTML Docurment
ok

o

Cancel | | Back I|

R

|

7. Click onthe NEXT button.
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MSDS Binder (cont'd)

8. Edit the Location Name, Current Date or Table of Contents title if desired.

9. Add additional text in these fields if desired.

I=/MSDS Binder - O] x|
Location Name \ Table of Contents Format

Current Date

= Building 2

11/22i02

Table of Contents

\

TABLE OF CONTENTS

¥ MSDSID ProductMame ... ¥ Document Humber
!7 hanufacturer
Ff- Revision Date

33 Records Found
18 Warnings Cancel || Back || Menit l >

10. Uncheck the MSDS ID, Document Number, Manufacturer or Revision Date fields if any
of these fields are not to be included in the binder.

11. Click on the NEXT button.
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MSDS Binder (cont'd)

12. Click on the BROWSE button to select the location to which the binder will be saved.

=8| MSDS Binder

Save Binder As__

22 Records Found
13 Wamings

_{of x|
Browse |
[Ereate Binder |
Launch Binder |
Cancel Back M et
P

13. Enter the desired name for the new binder in the File Name field.

14. Click on the SAVE button.

Save in: I [5) East Plant

x| &= ® ek E-

21x]

EBleach.de

'@hvdrocloric acid,pdf

(] wed 40.pdf

File name: Ieast plant binder. POF
Save as type: IEustnm document [* pdf]

j Cancel |

i
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MSDS Binder (cont'd)

15. Click onthe CREATE BINDER button

MSDSpro will now create the new binder in the directory specified.

-loix

Save Binder Az .
|E:"~Dn:n::uments and Settings'OwnerMy Documents\MSD5s | | Browsze

Create Binder t |

[Laumeh Binder |

22 Records Found
13 Warnings Cancel Back MHext

4

16. Click on the NEXT button to begin creating another binder or click on the CANCEL
button to exit the MSDS Binder report.
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Chemical Location

The Chemical Location report is available from the Reports Control Panel. This allows printing of all
Chemical listings which are stored at specific Storage Locations, sorted by the Product it comprises.

To create a Chemical Location report:

1. Choose Chemical Location from the Reports Control Panel, and click on the SELECT
button.

The Chemical Ingredient scrolling area will display all Chemicals within the database. The first
Chemical is selected by default.

2. Select the Chemical(s) to report.

The number of Locations in which the Chemical is stored will be displayed under the list of
Chemicals. If a plus sign (+) is shown to the left of a Chemical, clicking it will show the
Product names that use the Chemical as an Ingredient.

3. Choose whether to Print Chemicals with or without Locations by clicking the
checkboxes.

|=i| Chemical Location Report H=lE

Select Chemical | Locationsl

Chemical Ingredient: Print

0 1.2.4-TRIMETHYLBENZENE = Setont Al

0 1.2-BENZISOTHIAZOLIN-3-0NE, 1.1 el [¥ Prirt Chemicals

2-BUTANONE

2-BUTOXYETHANOL ¥ Frint Locations
-pyrrolidone

OoOE®EO

2

ADDITIVES

BARIUM SULFATE. BARYTES =96-2=

O BENZENE

BUTAME b
O CARBON DIDXIDE

O CELLULOSE ACETATE BUTYRATE

O DIDECYLDIMETHYL AMMONIUM CHLORI
O DIMETHYL POLYSILOXAME

Distillates [petroleum), hydrot

Distillates [petroleum), hydrot

O DISTILLATES, HYDROTREATED HEAVY
ETHYL BENZENE =96-2=

O ETHYLENE. TETRAFLUOROD-, POLYMER

O HEXANE vI
3 Records Found Cancel | Frint I///

v
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Chemical Location (cont'd)

4. Click the Locations tab to preview the Products and Locations which contain the selected
Chemical(s).

The number of Locations in which the Chemical is stored will be displayed under the list of Chemicals.

i=i| Chemical Location Report

=] E3

Select Chemical Losatians I

Product Name [

anatiun|j
00452 LEAF GREEN AEROSOL TOUCH UP PAINT Facility ABC = West Forge = Die, Forging Storage =
00482 LEAF GREEN AEROSOL TOUCH UP PAINT Facility ABC = West Forge = Machine Shap (1)

i »f]

3 Records Found Cancel Prirt
| ./

5. Click PRINT to print the report.
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Chemical Hazards

The Chemical Hazards report allows interactive searching of Chemicals by their associated hazards
(as entered with Federal and State regulatory flags.) After a specific Chemical is found by the
associated hazards, the Chemical Location report may be used to locate the actual Location of the
Products which contain the Chemical.

To create a Chemical Hazards report:

1. Choose Chemical Hazards from the Reports Control Panel, and click on the SELECT
button.

The Chemical Hazards Report window appears.
2. Select the Hazards required from the Hazards tab and State Lists tab.

3. Select Search Match, requiring that Any selected Hazards are sufficient, or if All of
the Hazards will be required for each Chemical during this search.

4. Select Inventory, to Require Inventory records to exist, or if Inventory records are Not
Required to exist for each Chemical during this search.

5. Click onthe SEARCH button.

@ Chemical Hazards Report H=l E3
Hazards i
I State L|sts| rSearch Match
[~ TSCA List 1 Ay
I” SARA 212 Reportable 8l
V¥ Possible Carcinogen [~ RCRA U Series
™ Haz Substance List [~ WwHMIS Ingredient Disclosure rInventary
% Fequired
ﬂl " Mat Required

CAS Number |Chemical Name
106-97-8 BUTAME
1330-20-7 HYLEME

i o]

2 Records Found Dane Frint
| |/
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SARA Title Il (Ti

er 2)

MSDSpro generates the annual SARA Title 11l (Tier 2) report based on Product (or Chemical) quantities

stored at
automati

a location. Product quantities can be either manually entered into MSDSpro or calculated
cally. Manually entering product quantities into MSDSpro is covered on pp. 4-54. In order for

MSDSpro to accurately calculate the SARA Title Ill (Tier 2) report, six fields must be filled out. The
first four fields are found on the Inventory Data Entry form. The Inventory Data Entry form is covered on
pp. 4-51 through 4-56.

Inventory Start Date —

Edit Inventary record

Froduct M ame |DDE21 AVIATION GASOLIME 100 LL Selent |
Storage Mame |Equipment 1 Select |
Description Storage Location

| |Main Flant - M » Contral Center 1 > Unit 1 > Equipment 1

Physical Inventory I SARA |n\-’8nt0l_',|| SARA Eontainersl

Start Date End D ate MHan Peniodic Temperature

— |D?.n"‘| 741396 |DD£DD£DD r IIJ

Inventary Perzon

Motez Salid Liquid Gas
= r r
Dizpozal Method

Dengity lbs!  Specific Gravity

[ o |0.75
Delete | Cancel | Save I

Administrator Guide

Inventory Start Date: The Inventory Start Date field lists the date that the Product was
first stored at a Location.

MSDSpro automatically enters the current date into this field when a Product is first added as
Inventory to a Location. If a different Inventory Start Date is desired, any MSDSpro administrator
can edit this field at any time.
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SARA Title Il (Tier 2) (ontd)

Edit Inven B x|
Product Marne |DE|321 AVIATION GASOLINE 100 LL Select |
Starage Mame |Equipment 1 Select |
Description Storage Location

IMain Flant - MY > Control Center 1 > Unit 1 > Equipment 1

Physical Inventol_l,ll SARS Inventory  SARA Containers |

S [tem MNumber Responzible Perzon Start Date
m I |Har|:|er, HEI_',J IDD.-‘IDD.-‘IDD
MHumber Containers  Container Size Container L nit Expires Date
|1 |ED |F'ounds | |EIE|£EID£DD
~SaRA Codes
Container Type Container Pressure Cantainer Temperature
|B Below ground tank | |1 Ambient pressure = | |5 > Ambient =l
j rContainer Properties
Dayz on Site  Current Armalnt b & ArnaLnt Average Amaolnt
Add Delete | |355 |50 |ED |ED
Delete | Caticel | Save

B Number of Containers: The Number of Containers field lists the quantity of containers
that are used to store the Product.

For example, if a Product is stored at a location in ten 55-gallon drums, the Number of
Containers field should contain the number ten.

B Container Size: The Container Size field lists the size of each container.
Using the previous example, the Container Size field should contain the number fifty-five.

B Container Unit: The Container Unit field lists the units of weight or volume that the
inventory quantity is measured in.

Using the previous example, the Container Unit field should contain the word gallons.
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Praduct Mame

Aniline blue

I=] Product: 15 of 181 _ O] x|

Product |Document| S_l,lnnnyml Inventoryl Ingledientl FPE % Hazaldsl F'hrasesl Stcn::kl Specificl Labell ! EI

CD-ROM |

MSDS 1D Caormpany Mame
|MSDSDDBED |MALLINKF|DDT-EAKEF| [FORMALLY J.T. BAKER COMPAMY] Wiew |
rDocument Type Product Dates  Characteristics IF'lopertiesl
] Te Specific: Gravity Flash Point LEL
[0-000000 | [0.0000
Density [bz/Gal. FP Method LEL
[+ E5z000 [ [r-oona
il Poundz Per Cubic Foot
HTML Pure Misture  CA5 Number 0000000
v - [8E31665
I Library Document
™ Mo Auta Update
I
T=TE| =TT | FIT = | T Duplicate Delete Cancel Save
[Folulvefmd [ | I |

|

Specific Gravity &
Density fields

B Specific Gravity or Density: The Specific Gravity and Density fields are used by MSDSpro
to convert inventory quantities from a volume measurement such as gallons to a
weight measurement such as pounds.

Only one of the two fields needs to be filled in for MSDSpro to calculate quantities for the
SARA Tier 2 report. If both fields contain information, MSDSpro will use the Specific Gravity
field. Information is entered into the Specific Gravity and Density fields on the Characteristics
tab under the Product tab within the Product record.
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SARA Title Il (Tier 2) (ontd)

Product Marme

I=|Add Ingredient record (x|

/Aniline blue

Ca5 Mumber Min weight 2
| Select | [~ Trade Secret IEI.EIEI
Ihgredient Mame I g ‘wieight =
| |EI.EIEI
irn PP bl ax PP Wwieight 22
| O I

EHS Im SARA 313 Reportable

TSCA List TPQ Pounds SARA 311/312 Exempt

Haz Subszstance List SARA 313 Exempt

Delete Cancel | Save I

B  Maximum Weight Percent: If a Chemical is listed as an Ingredient in a Product,
MSDSpro uses the information in the Maximum Weight Percent field to calculate the
total amount of the Chemical in that Product.

MSDSpro does this for every Product that contains the Chemical as an Ingredient and then
sums the total amount of the Chemical in each Product to arrive at a total stored as Inventory.
The Maximum Weight Percent field is located on the Ingredient Data Entry form. This form is
covered on pp. 4-51 through 4-56.
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SARA Title Il (Tier 2) (ontd)

To create a SARA Title Il (Tier 2) report:

1. Choose SARATItlelll (Tier 2) from the Reports Control Panel, and click on the SELECT
button.

2. Select the Location upon which to run the report.

@ SARA Tier 2 Facility to report M= &

Select Location

B Facilty 2BC [ |
HE Administration
He] East Forge
“E West Foge

O Main Plant - MY

Al Search Sort Done Select I

3. Clickthe SELECT button.

Clicking on the SELECT button loads the SARA Tier 2 Facility to Report Data Entry form.
Information entered in this form appears in the SARA Title Ill (Tier 2) report and can be saved
by clicking on the SAVE button. If contact information has not yet been created for this
Location, MSDSpro will prompt you to create it at this time.

4. Verify Facility and Owner Information is accurate.

I=1/SARA Tier 2 Facility to report - [Of x]
Facility and Owner | Emergency Contact | Attachments and Sigrer | Report Ciitera |
rFacility Inf rOwner/Authorized Rep. Infi
Facility Full Mamne: Title
[Main Flant Corporate | [
Address Phone
PO Box Address
City City
State/Province Fostal Code State/Province Postal Code
County County Code Email
Country SIC Code Dunn and Bradstieet
Laitude Upeg [ O [ flsec DS (i
Longitude 1 Deg 0 Min 0 5ec
Cancel | Save |
i
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SARA Title Il (Tier 2) (ontd)

5. Verify Emergency Contact Information.

= SARA Tier 2 Facility to report M=K
Facility and Owner  Emergency Contact |Attachmemts and Signell Report Critarial
rE Contact
Emergency Contact 1
Hame Title T
L=
[ [
Phone 24hr Phone
I I I
Emergency Contact 2
MNarme Title:
[ [
Phore: 24hr Phone
[ [ I
Cancel | Save
Y
6. Fill in the Name and Title information.
I=|SARA Tier 2 Facility to report - [O] x]
Facility and Owrer | Emergency Contact Altaclt@ents and Signer | Report Critesia |
rDptional A h
I_ | have attached a site plan,
™ | have attached a list of site coordinate abbreviations Bﬁ
I |have attached a description of dikes and other safequard measures. I
rSigner
MNarne: Title:
I I
rSigner Information [Texas Only)
Bl Telephane
| |
Address
| .
City State Zip
Cancel Save |
Y

Check the appropriate checkbox if a site plan, site coordinate abbreviations or a description of other
safeguard measures will be submitted with the SARA Title 11l (Tier 2) report. MSDSpro does not have
the capability of creating these attachments but will indicate in the SARA Title Il (Tier 2) report
whether or not any of these optional attachments are being submitted with the report.
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|=|SARA Tier 2 Facility to report =1 e
Facility and Dwneli Emergency Contact | Attachments and Signer  Fieport: Criteria I

~Date Range for Report
Fram Ta Include Non Periodic D ays Onsits (it unspecified) Fieporting Year
[ovotyzoor | [erzizooz | T [365 | E]

~Reporting Quantities ] . .
Hazardous Chernicals EHS Chermicalz I InCIude N0n PerIOdIC
10,000.0 Pounds 500.0 Pounds I™ Use Chemical Specific TPG i Present Checkbox

~Report Type Sel

! Federal Tier 2 Report I™ Chemical Inclusion Repart

(= P4 ACT1E5 Repart

O TerasTier 2 Repott —1

———Chemical Inclusion
Report checkbox

 Louisianalier 2 Repart

[ Print Options
Cancel | SavE I

S

Select the Date Range, Days Onsite, and Reporting Quantities for the report.
The Date Range field determines the period over which quantities will be calculated.

This is most often the previous calendar year. Inventory that is present at any time during the
date range will be calculated.

The Days on Site field lists the default number of days a Product has been stored at a
Location.

If Inventory quantities meet or exceed the amount entered in the Reporting Quantities
field, the Product or Chemical will be included in the SARA Title Il (Tier 2) report.

Select whether to generate the Chemical Inclusion report and/or include non periodic
products.

Selecting the Include Non Periodic checkbox will add to the SARA Title Ill (Tier 2)
report all those Products that have been selected as non-periodic.

A Product is selected as non-periodic only if it is not permanently stored at a Location. A
Product is flagged as non- periodic in the Inventory Data Entry form.

Selecting the Use Chemical Specific TPQ if Present checkbox tells MSDSpro to use a
threshold planning quantity specific to a Chemical if one has been entered.

A TPQ for a Chemical is entered in the Chemical Data Entry form.



Section 8: Reports

SARA Title Il (Tier 2) (ontd)

B Selecting the Chemical Inclusion Report checkbox prints out this additional report.

The Chemical Inclusion report provides a list of every Chemical in the SARA Title Ill (Tier 2)
report and shows which Products contain each Chemical as an Ingredient.

8. Select whether the report to be generated should be the Federal, Texas or Louisiana
SARA Title lll (Tier 2) report or the PAACT 165 report.

9. Click PRINT to print the report(s) selected.
Once the SARA Tier Il report is finished, you may print an index of the report called the

Federal Tier Il Report Summary. This summary may be sorted by CAS#, Chemical Name or
Page Number.

Federal Tier Il Report Summary:

[E] M= El
FEDERAL TIER Il REPORT SUMMARY 3/2/02
Column Header ————— cas#  |CHEMICAL | [pacE
TOLUENE P

o0100-41-4 - ETHYL BEMZEME 1

B Click on a column header to sort the summary by that column.
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SARA Inventory Checklist

MSDSpro generates the annual SARA Title 1l (Tier 2) report based on Inventory and quantities. The

SARA Inventory Checklist may also be saved to the hard drive for external data collection use.

To export a SARA Inventory Checklist:

1. Choose SARA Inventory Checklist from the Reports Control Panel, and click SELECT.

2. Select the Location to report.

The Inventory records associated with the Location are found and the number found is shown.

|- SARA Inventory Checklist M=] &3
Select Location I Inventnwl
0 AllLocations ' This Location @
Select Storage Locations
B Facilty 88T =
HH Ad
EWest Foge
O Main Plant - N
=
6 Records Found Export Cancel | Print I/
v

3. Click the EXPORT button.

4. Type a filename for the new file in the Save File window.

Save the document. B

Save in: | =l S4RA_Dala =l gl

File name: ( bl Save I
Save as upe: ICustom document j Cancel

™ Open as read-only
2

5. Click the SAVE button to export the data to the new file.
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Labels

Container Labels are available from the Reports Control Panel.

To create Labels:

1. Select Labels from the Reports Control Panel, and click on the SELECT button.

2. Select Use All Records or Execute Query to Find Records, and click on the SELECT
button.

Usually, executing a query to find records is the best method to print Labels. For detailed
information describing how to use the Query editor see The Query Editor in Database
Conventions.

I=d] =10l x|

~Product Label Selection

(& iNFPA Labels € HMIS Lahels

= |ze &l Records

" Execute Query to Find Becards

Cancel | Select I

3. Select the Label Stock from the pull down and press OK.

I=d] ]

Label Stock

: 5 Descnption

Blank Printer Stack for Color Prinker
3 1 G Labelz per Page

Includes: Product, Manufacturer, P.F.E
] E

Eancell | ok i!
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Custom Reports (Ad-Hoc Quick Reports)

Custom Reports (Ad-Hoc Quick reports) are available from the Reports Control Panel.

To create a Custom Report:

1. Select Custom Reports from the Reports Control Panel, and click on the SELECT button.

2. Inthe list of table names, select the default table to report from.

I=i| Select Default Table to Report From E3

Table Mame
Hazard -~
Ingredient

Inwentary
b anufacturer

MEDS_Request
Paragraph_Library
PPE

Product

Product_Uzer

Stock_Mumber

Storage_Location

Synonym

[dnit_Location

|dzer -

Cancel | Ok, I

3. Enter a search criteria using the Query editor.

For detailed information describing how to use the Query editor, see The Query Editor in
Database Conventions.

4. Create the Quick Report using the graphical Quick Report editor.

For detailed information describing how to use the Quick Report editor, see Quick Reports in
Database Conventions.
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Section 9: MSDSpro Web Technology

MSDSpro Web Technology

Understanding MSDSpro Web Server

MSDSpro Web Server was created to be a simple, reliable method to deliver high quality standardized
MSDS documents to employees over a company network, or intranet, with zero administration.

The problem associated with traditional web servers and intranet systems is the high cost of mainte-
nance. Imagine the amount of effort needed to compile and publish hundreds or thousands of MSDS
documents for searching and viewing through a web browser on your company intranet. A great deal
of time and effort is therefore saved by relying upon a dynamic database system to deliver this informa-
tion in an effective manner.

MSDSpro Web Server is the most simple and effective database delivery of standardized MSDS
documents available. The web browsers can be Netscape Navigator® or Internet Explorer® for Win-
dows® Macintosh®, Power Macintosh®, or UNIX.

When MSDSpro Enterprise or MSDSpro PlusWeb is launched, the internal web server is started (no
additional web server application or service is used). It uses a variable number of internal “web pro-
cesses” which “listen” on the specified TCP Port Number for incoming Web User requests. Each Web
User request is handled individually and concurrently, producing a high-performance multiprocessing
web server that is adaptable to all environmental conditions. Web Server configuration and tuning is
allowed by optimizing settings in the Web Server Control Panel.

To access MSDSpro Web Server from a web browser, simply type the TCP/IP address (or if config-
ured, the DNS name of the computer) in the “Location” or “Address” field of the web browser. For
example, entering “192.168.0.3” will access the MSDSpro Web Server which is located at the IP
Address of 192.168.0.3. No special addresses or filenames are needed.

MSDSpro Web Server Requirements

NOTE:

MSDSpro Web Server requires that TCP/IP (“IP”) be correctly installed on the computer used as the
web server. The IP address must be a static IP address.

If another web server application or service is currently running on the same machine, a TCP port
number conflict may arise. Simply change the port number of either MSDSpro Web Server or the
other web server application or service from the default value of 80 to another number, such as 81. To
refer to this alternate IP address from any web browser, simply type the original IP address, such as
192.168.0.3, with an additional “:” and the new port number, such as 81. In this case, the web browser
Location/URL would read “192.168.0.3:81".
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Launching MSDSpro Web Server

To Launch MSDSpro Enterprise Web Server:
1. Launch MSDSpro 4D Server. (See pg. 1-4)

To Launch MSDSpro PlusWeb Web Server:

1. Launch MSDSpro PlusWeb. (See pg. 1-16)

2. Logon as any user.

Configuring Web Server Settings

MSDSpro Web Server settings can be configured at any time by opening the MSDSpro Web Server
Control Panel, allowing review and modification of the internal web server configuration. Open the Web
Server Control Panel by selecting it from the Windows pull-down menu (MSDSpro PlusWeb), or by
clicking on the MODIFY WEB SETTINGS button within the server application window (MSDSpro
Enterprise), or by selecting Web Settings from Admin - Special functions (MSDSpro Plusweb or
MSDSpro client).

Web Server Control Panel - Web Server Configuration Tab

@MSDSpro Web Server Control Panel 5'

‘wieb Server Configuration | Interface | Cantents | Menu| Searches| Se../ [
Status: SERYING

TCP/P Addiess [127001 |

TCPAP PortMumber [B0 |
MNumber of *eb Processes |3—
Bytes Perweb Process IW

Max Search Results Returned  |500
Exit URL Title |
Exit URL hitp:t/ I

When no Search Results returned,
dizplay additional meszage :

It emercency, Contact
Chemtrec or Poizon Cantrol

Launch Browser |

Lute Logor... |
Defaults | Edit Canzel Save

To revert all settings back To edit the After editing the configuration
to the original defaults, configuration, you can CANCEL or SAVE
click the DEFAULTS button. click the EDIT button. the changes.
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Web Server Control Panel - Web Server Configuration Tab (cont'd)

Administrator Guide

TCP/IP Address: The address as configured in the Operating System (OS) network
settings.

TCP/IP Port Number: The port upon which the MSDSpro Web Server is broadcasting.
The default value for the TCP/IP Port Number is 80.

Number of Web Processes: The number of “listening” processes at any time. The
maximum number of Web Processes is limited by available RAM. Default value is 3.

Bytes Per Web Process: The amount of RAM to dedicate to each Web Process. The
default value for Bytes Per Process is 48,000.

Max Search Results Returned: The maximum number of matching records returned
when a search is performed via the web browser. The default value is 500.

Exit URL Title: The title under the company logo which indicates the company logo
can be clicked to exit the MSDSpro area and “return” to another web URL/location.

Exit URL HTTP://: The URL/location which will be used by the company logo when
the web browser clicks the graphic image in the web interface to “return” to another
web URL/location.

No Search Results Additional Message: An additional message to display on the web
browser following a query when no search results are found.

AUTO LOGON button: Clicking this button will create a file called AUTOLOGON.TXT,
found in the MSDSpro Program folder. This file enables MSDSpro PlusWeb/Web CD
to start in Web Server mode without entering a password. Hold down the Shift Key
during startup to disable.
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Web Server Control Panel - Interface Tab

|=i|MSDSpro Web Server Control Panel x|

‘Weh Server Configuration  Interface |E0ntents| Menul Sealchesl Se..! EE
Status: SERYING

Logo Mame ||090-il39

Transparent Logn

wieb Image Max Height |1 200

Web Image Max Width 200
Dizable MSDS Requests [

Default Language |

=l
=l

Default Search Type |F'roduct Mame

Defaults | Edit Carcel Save

Logo Name: The name of the .JPG or .GIF file that will be used as the company logo
on the web search interface. The shape of the graphic should be square for the best
appearance on the web browser. Default name is “logo.jpg”.

Transparent Logo: Select this if the color at pixel coordinates 1,1 should be replaced
with a transparent color on the web browser. Default is OFF.

Web Image Max Height and Width: If MSDS document images are sent to the web
browser, these settings determine the maximum size the image will be displayed on
the browser interface. Note: the images are not modified, they are displayed by the
web browser at a different pixel size.

Disable MSDS Requests: MSDS documents can be requested through the web
interface by the web user, if this MSDS Requests are not disabled. Default is OFF.

Default Language: You can set the web browser default language to English, Spanish
or French.

Default search Type: The administrator can choose the specific field that will be the
main search on the web browser.
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Web Server Control Panel - Contents Tab
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|4|MSDSpro Web Server Control Panel x|

wieh Server Cunligurat\onl Interface  Contents IMenul Sealchesl Se.t Ez
Status: SERVING

“wieh Shle [Location Drilldown vl

r-Labels Available from Wweb:
M Product Summary
¥ Hazard Summary
T Secondary Container Labels

rLocation Drildown Preferences:
Diepth b Start Shawing evertars [ 1
MNumber of Location Columns I_E
™ Use Category Display
Lewvel to Use Categary Display I_U

¥ Displap only current Inventorny

Defaults I Edit | Caneel | Save |

Web Style: Controls the appearance and functionality of the MSDSpro Web Interface.

Location Drilldown: MSDS searches are performed within a specific Location or level of
Locations. See pp. 8-10 through 8-13.

Classic: MSDS searches are performed based on Product Name, Manufacturer, MSDS ID,
CAS Number, Locations, Stock Numbers or Ingredient Name.

Product Summary Label: Users may view the Product Summary, which includes
Manufacturer emergency contact information and NFPA/HMIS information, if available.

Hazard Summary Label: Users may view the Manufacturer emergency contact
information, Synonyms, NFPA/HMIS information, if available. Also included is
information entered under the PPE, Routes of Entry, Target Organs, Physical Hazards
and Health Hazards tabs in the product record

Secondary Containment Labels: This selection activates the Label printing through the
browser. See section 9-17.

Depth to Start Showing Inventory: Depth at which MSDS links to products in a location’s
inventory will be displayed. If the depth is set to 2, then inventory will be displayed at the

second level as in Warehouse A -> Room 1.

Number of Location Columns: Number of columns in which Location links will be displayed
in.

Level to use Category Display: Level at which the catagory display should be used.

Use Catagory display: Show the Levels of Inventory at once for Easier Drill Down.

Display only current Inventory: Displays only products whose End Date has not already
arrived.
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Web Server Control Panel - Menu Tab

@MSDSpro Web Server Control Panel ﬁ[

“Web Server Eonfigurationl Interfacel Contents Menu |Sealches| Se.l EZ
Status: SERVING

Homepags Style [Location Drildown -]

—tenu Dptions
¥ Enable Menu
¥ Location Drildown
¥ Department Information
¥ Modification Repart
¥ Chemical Authorization

Search Results Column
Summnary Reparts
MSDS ID
Supplier

Revizion Date
Location Used

U B B i

Detail Page

[ efaults | Edit Cancel Save

The Menu tab controls what functionality is available when the Menu hyperlink is clicked on in the
MSDSpro Web Interface.

Homepage Style: Determines if the Menu or Location Drilldown will be displayed
from the homepage by default.

Enable Menu: Turns the Menu hyperlink on and off.

Location Drilldown: Turns the Search for MSDS by Inventory Location hyperlink on
and off.

Department information: Turns the Waste Codes and Products by Department hyperlink
on and off.

Modification report: Turns the List of product modifications hyperlink on and off.

Chemical Authorization: Turns the Search for Chemical Authorization Request and
create a new Chemical Authorization Request hyperlinks on and off.

Search Results Columns: Checking and unchecking each individual search results

column checkbox determines whether or not that information is displayed for each
product record returned as a search result.
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Web Server Control Panel - Searching Tab
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@MSDSpru Web Server Control Panel ﬂ

Interfacel Contentsl Menu Searches ISecurit_l,JI Wieh Inventor_l,ll Stat..! EZ

Status: SERVING
Field Forailable i English Frem

True Froduct Name NomJ
Product Name Sounds Like | True Product Name Sounds Like :MNom
Caompany Hame True Manufacturar Hame Naom
MSDS ID True MSDs 1D Ident
Location Mame True Location Mame Noem
Internal Number True Internal Mumber Num
hdanufacturer Humber True hdanufacturer Humber HNum
Ingredient Name True Ingredient Name Mom
CAS Number True CAS Humber Num
Definable Alpha 1 Falze Definable Alpha 1 Alph
Definable Alpha 2 False Definable Alpha 2 Alph
Definable Alpha 3 False Definable Alpha 3 Alph
Definable Alpha 4 Falze Definable Alpha 4 Alph
Product CAS Humber True Product CAS Humber Frod

|

] 3]

[efaults | Edit | [Latice| | Save |

Available column: Indicates whether or not the field is available for searching. If set
to True, the field is available for searching.

Field column: Indicates the name of the field in the software.

English column: How the field name will be displayed in the English portion of the
Web Interface.

French column: How the field name will be displayed in the French portion of the
Web Interface.

Spanish column (not shown): How the field name will be displayed in the Spanish
portion of the Web Interface.
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Web Server Control Panel - Security Tab

@MSDSprD Web Server Control Panel 5'

Interfacel Eontentsl Menul Searches Security IWeb Inventolyl Stat.! EZ
Status: SERVING

Required Referring URL [Uze & as Wildcard):
Seperate Multiple URLs with Commas

N o

Security Failure Message

N o

—Proxy Server Secunty Authonization

Usemame

Pazzword

[efaults | Edit | Canice] | Save I

Required Referring URL: Specifies a URL location (web address) which all web
browsers must come from in order to use the MSDSpro web interface. If the web
browser links to MSDSpro directly from this URL, the web browser will be allowed to
use the MSDSpro web interface. If the web browser does not link to MSDSpro from
the specified URL, the Security Failure Message is displayed and no access to the
MSDSpro web interface is allowed. The specified Required Referring URL should
have security methods implemented as part of a standardized network security system.

Security Failure Message: A message displayed when a web browser attempts to
utilize the MSDSpro web interface without properly linking from the Required Referring
URL.

Proxy Server Username: Specifies the username required by the Proxy Server in
order for MSDSpro to import an MSDS from the Internet. Not all Proxy Servers require
a valid username.

Proxy Server Password: Specifies the password required by the Proxy Server in

order for MSDSpro to import an MSDS from the Internet. Not all Proxy Servers require
a valid password.

Administrator Guide



Section 9: MSDSpro Web Technology

Web Server Control Panel - Web Inventory

@MSDSpm Web Server Control Panel 5'

Contentsl Menul Searchesl Securty ‘Web lnventony I Statisticsl EI
Status: SERVING

W Enable Web Baszed Inventaory

¥ Delete Remaved Inventory [or set end date]

Mumber of Resultz on each page | an

Inventory Message Text

~Dizplaved Columns
MSDS D
Product Mame
Compaty Mame
Humber of Containers
Container Size
Container Urits

Container Type
Container Prezzure and Temperature

Add Container Buttan

Defaults | Edit Caticel Save

MAXMAAI A A

Enable Web Based Inventory: Allows administrators to update their current inventory from the web.

Delete Removed inventory: When a product is removed from the set location, the data will be deleted.
If not checked removed inventory has the end date set, but still remains in the system.

Number of Results on each Page: The number if inventory records that will be displayed on a single

page.
Inventory Message Text: Any text here will be displayed on the web inventory.

Displayed Columns: Specifies the columns that will be seen from the web inventory pages.

See section 9-34 for the web browser side of the WIM functionality.
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Web Server Control Panel - Statistics Tab

B The Statistics tab is not available from the client interface.

@MSDSpro Web Server Control Panel ﬂ
Contentsl Menul Sealchesl Seculit_l,.ll Wb Inwentory Statisticsl EIZ

Status: SERYING

Session Start Date IW

Total Regquests Handled |42—
Avg Rezponze [In Ticks) IE—
Tatal Products |24—

Total Manufacturers W

[efaults | E dit Cancel Save

B Session Start Date: The date the Web Server was started.

B Total Requests Handled: The number of “hits” the Web Server has handled since the
session start date.

B Avg Response: The average time required to process each web request (expressed
in ticks, 1/60th of 1 second).

B Total Products: The total number of Product records in the database at any given
time.

B Total Manufacturers: Thetotal number of Product Manufacturer records in the database
at any given time.
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Using the MSDSpro Web Interface

MSDSpro logo

Language

Hyperlinks §

\JY?é'FI o m-0 -0 -&-9-©- »
3]

The web interface allows users who have access to the company intranet to view information in the
MSDSpro database using their web browser. To view the MSDSpro database via the Web Interface,
enter into the web browser the Internet Protocol (IP) address of the computer from which the MSDSpro
Web Server has been installed. For example, entering “http://24.237.115.47” will access the
MSDSpro Web Server which is located at the IP Address of 24.237.115.47. Determining what
IP address the MSDSpro Web Server is broadcasting on is covered on pages 8-2 and 8-3.

o x
J File Edit “ew Favorites Tools  Help |ﬁ
J = Back ~ mp ~ @ @ ﬁ &é %v @Search @Favorites @Media i

| Address [&] http:/f24.237.115.47) =

MSDS,,

Francais

Espanol

a R

|§éj Done I_ I_ I_ !ﬂ Internet

The first screen user’s encounter when using the Web Interface is the “Welcome to MSDSpro screen”.
The “Welcome to MSDSpro screen” consists of the MSDSpro logo and three hyperlinks. These
hyperlinks serve up the rest of the MSDSpro Web Interface in three different languages; English,
French, and Spanish. Click on the hyperlink for the desired language. Once a language has been
chosen, the remaining portion of the web interface is served up in one of two differing layouts; the
Location Drilldown Interface and the Classic Interface.

Note: If a default language has been selected, the user will jump right to the main
page for the selected language. See 9-4 for setting the Default Language.
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Location Drilldo

wn Interface:

The Location Drilldown interface is designed to allow users to view product information from the MSDSpro
database via their web browser. The Location Drilldown Interface consists of the Search Area, the
Current Location Bar, the Search by Location Area and the Search Results Area:

Search Criteria Company Search for Location Company
Radio Buttons Name Hyperlink Logo
2 MSDSpro - Microsoft Tnternet Explot = \ /_ 13 x|
File Edit Yiew Favoritks Tooks  Hel) \ I ‘ n
OBack - d - d &j ;\J ‘ /.-¥earch \Tﬂ"/ Favaorites @\'Edia @( - \.,'. - \
Search Address [ &] http:f/127.0.0.1/1] Io et32 \ ] 43 |Links »
Area \ \ \ MSDSpro /
SEBI’CI’I ' product Name MSDS ID Manufacturer Name " Praduct Name Sounds Like MSD§ "
I Search | All Locations | [Advanced Search ra
MSDS
SearCh MethOd word Begins With " ward Contains ¥ Exdude CD Rom MSDS library from search
Use * as a wildecard symbal,
Parameters

Current Location Bar—|

L Home = [\ Do Plane Corporare [ Edit Inventory |

[ Search for location ]

WIM — |

Search by — ! SearchBy  Administration
. Location
Location Area
/ 1 -8 of 8 found d
Hyperlinks to Summaryf
Location Inventories Hazard Product Name { Synonym Manufacturer Revision Date
Search Results €| ®  CHEVRONMACHINEDILR&OISO15)  CHEVRON 08/14/1393 [Detaik:]
Area €| ®  HDROCHLORICACID CONCENTRATED JT BAKER 111272001 [Detaik:]
/0 | ®  MAGHAGLOPREPARED BATH14AM  MAGNSFLUX 0B/05/2002 [Detaik:]
Product and Hazard e & &  sooalme J.T BAKER 11/02/2000 [Detais]
. _— =l
Summary Hyperllnks This site powerad by}’snﬁ’ Vi H_EIQ
& / / [ [ e Y
Hyperlink Hyperlink Hyperlink to Hyperlink to
to to Product Inventory MSDSpro web
www.MSDSpro.com MSDS & Product Details menu & help file

Search Area: The Search Area is the top portion of the Location Drilldown Interface. In the Search Area,
the data to be searched for is entered and the search parameters are set. The Search Area contains
the Search field, the Search Criteria and Search Method radio buttons, and the Company Logo.
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Section 9: MSDSpro Web Technology

Location Drilldown Interface (contd)

Search by MSDS field: The Search by MSDS field is where the search criteria is entered.

Search Criteriaradio buttons: The Search Criteria radio buttons define what will be searched upon.
For example, performing a search with “Product Name” selected will return matches only to the Product
Name field within the product record. The Search Criteria radio buttons include:

Product Name

MSDS ID

Manufacturer Name
Product Name Sounds Like

Search Method parameters: The Search Method parameters define how searching will
occur. They are:

B  Word Begins With/Word Contains: The search method “Word Contains” finds only
those records in the database or library that contain the search criteria. Word Begins
With finds only those records that begin with the search string.

B All Locations/Only this Location/All Sub Locations: Determines which locations will
be included in the search . If All Locations is selected, the search string will search
for products as inventory at all locations as well as products that are not currently
linked to any inventory locations. Choosing Only this Location will search for
products only at the location listed in the Location Bar. Choosing All Sub
Locations searches all the sublocations that have been created in MSDSpro.
A sublocation is a location that is a subsidiary of another location.

B Exclude/Include CD-ROM MSDS library: Determines whether or not the MSDSpro CD
Library will be included in the search.

Company Logo: The company logo resides on the right hand side of the Search Area. The
company logo is added to the web interface from the Company Interface tab under the
Administrative Preferences Entry form. It displays the logo of the company that has
purchased MSDSpro. The company logo is also a hyperlink. The company logo and the
Internet address (URL) of the company logo’s link is set in the Web Server Control Panel.

Search by Location Area: The search by location portion of the web interface displays the
sublocations for the current location. In the figure on the preceding page, the web interface
is displaying Storage rooms 1, 2, 3, & 4, sublocations of the current location, Chemical
Warehouse.

Search Results Area: The Search Results Area displays the search results for the current
search. Search results are displayed in columns many of which can be turned on or off at
any time via the Web Server Configuration selection on the Admin Control Panel. Columns
that can be displayed in the Search Results Area include:

B Summary/Hazard column: The Summary/Hazard column hyperlinks to the
product summary and hazard summary pages.

The Product and Hazard Summary pages are further described on pp. 8-18 and 8-19.
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Section 9: MSDSpro Web Technology

Location Drilldown Interface (cont'd)

M Hyperlink to www.MSDSpro.com: The graphic stating “This site powered by
MSDSpro” can be clicked on to jump the web browser to the MSDSpro LLC
company website.

B Product Name column: The Product Name column lists the name of the product. The
product name is also a hyperlink to the MSDS for the product.

B Manufacturer column: The Manufacturer column lists the name of the manufacturer
of the product.

B Supplier column: The Supplier column lists the name of the company from which the
product was purchased.

B Revision Date column: The Revision Date column lists the date on which the product
was last revised. This date is found either on the MSDS or in the Revision Date field
on the Product Dates tab within the Product record.

B |ocations hyperlink: The Locations hyperlink links to alist of the locations where the
productis stored as inventory.

B Details hyperlink: The Details hyperlink links to a page displaying additional details
about the product.

B The Help hyperlink links to the MSDSpro web interface help file

B  The Menu hyperlink displays hyperlinks that allow the MSDSpro Administrator to
perform additional tasks from the MSDSpro web interface.

These tasks are set to be either hidden or displayed from the Web Server Configuration
selection on the Admin Control Panel. The tasks the hyperlinks link to include:

Search for MSDS by Inventory Location
Search for Chemical Authorization Request
Create a new Chemical Authorization Request
List of product modifications

Waste Codes and Products by Department

aogrwbE

The execution of these tasks is described on page 8-17 through 8-19.

Current Location Bar: The Current Location Barr shows which location, if any, is currently having its
inventory and/or sublocations displayed. If the search results displayed are not part of a location's
inventory, then the Current Location Bar displays only "THOME>". In the figure on Page 8-10, the
inventory of location “Chemical Warehouse” is currently being displayed. The Current Location
Bar also contains the "Search for Location" hyperlink.
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Section 9: MSDSpro Web Technology

Location Drilldown Interface (contd)

Search for location
search results for
all locations
containing the word
“room”. These are
also hyperlinks to
inventory listings of
each location.

/3 MSDSpro - Microsoft Internet Explorer | =101 x|

File Edt ‘“iew Favoites Toole Help |
1 Back + = - @ @ @Folders tgi\\v % & @Favorites @Media @ =
H

Address I@ http:/#192.168.0.175/1 Aocsearchset twhat=lochametcur=0%se=rooméloc=alltwo=b

& e fa o ;
Search Product Mame MsDS ID Manufacturer Mama Product Mame Sounds Like ra -

By -
MSDS I search | IA” Locations vI Advanced Search

% Ward Begins With T Word Contains IV Euclude CD Rom MSDS library fram search

Use * az a wildcard symbol, r&__‘_ L =,
HOME > [ Search for location ]

SQarchILocation Marme j Iroom Search |
IAII Locations 'l

@ word
Begins " Word Contains
With

Warehouse A
Building 1
I Room &
Eoom B
Room C

\ Eoom [

Foom 1

| I— L

Room 2

[&] l_ l_ l_ |4 Intemret

KN

Search for Location Hyperlink: The search for location hyperlink searches for locations matching
information entered into the Search for Location field. Clicking on the Search for Location hyperlink
loads the Search for Location area into the web interface. Search Methods included in the Search for
Location area include Word Begins With/Word Contains and All Locations/All Child Locations. In the
above graphic the location “Building” has been searched for and the matching search results are
displayed as hyperlinks to each location’s inventory.
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Section 9: MSDSpro Web Technology

Location Drilldown Interface Advanced Search

e
Ix

3 M5D5pro Advanced Search - Microsoft Internet Explorer

File Edit “iew Favortes Toolz: Help

¢ Back ~ mp - @ ﬁ @Folders z&%&v % & @Favnrites @Media

Address I@ hittp:#/192.168.0.182/1 fadvancedSearch

oL I

Advanced Search

Field Ctitetia

| Product Name =l # TWord Begins With  Word Contains
| Product Name Sounds Like =] | @ Word Begins With  Word Contains
| Manufacturer MName =l & Word Begins With  Word Contains
[MsDS 1D =] & VWord Begins With " Word Contains
[ Location Mame =] & Word Begins With " Word Contains

& Al Conditions € Any Conditions
¥ Exclude CD Rom MSDS libraty from search

Search |

Advanced Search Instructions

1. GBelect 1-5 flelds to search on.

2. Entet the search criteria for each fleld wou wish to search.

3. Belect if wou want the search to include results that match all of your criteria or any of the critetia.

|&] Done I_ l_ I_ | Intermet

BN

Location Drilldown Interface Advanced Search: The Advanced Search feature within the Location
Drilldown Interface is accessed by clicking on the Advanced Search hyperlink. This feature allows for
searching multiple product record fields simultaneously. The Advanced Search Interface consists of
the search fields and the search parameters. The search fields include:

Product Name: The product as named in the Product record.
Product Name Sounds Like: Product names that sound similar to the search string.

Manufacturer Name: The manufacturer as named in the Product and Manufacturer
records.

MSDS ID: The identification number assigned to a product when a new product record
is created. The MSDS ID is located on the Product tab within the Product record.
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Section 9: MSDSpro Web Technology

Location Drilldown Interface Advanced Search (cont’d)

Location Name: The name assigned to a inventory location created in MSDSpro.
Internal Number: A number created and assigned to a specific product for the purpose
of tracking product inventory. Entering an Internal Number into MSDSpro is covered
in section four of the MSDSpro Administrator guide.

Manufacturing Number: A number created by the Manufacturer of the product. Entering
the Manufacturer number is covered in section four of the MSDSpro Administrator
guide.

Ingredient Name: The name of a chemical that comprises a portion of a product.

CAS Number: A number assigned to a chemical by the Chemical Abstracts Service.

Search Method Parameters: The Search Method parameters define how searching will occur. They

are:

Administrator Guide

All Conditions/Any Conditions: Determines whether information in the database will
have to match all of the criteria or any one criteria entered in the advanced search
fields.

Exclude/Include CD-ROM MSDS library: Controls whether or not the MSDSpro CD
Library will be included in the search.



Section 9: MSDSpro Web Technology

Location Drilldown Interface Details Page

The Details hyperlink links to the Detailed Information page. The Detailed Information page displays
additional information about the product. Information about the product available from the Detailed
Information page includes:

PPE phrases: PPE phrases describe personal protective equipment to be used with
the product.

First Aid Phrases: First aid phrases describe first aid procedures to be used in case of
an accident involving the product.

Waste Codes: Waste codes describe appropriate disposal methods of the product.

Summary Sheets and Labels: The Summary Sheets and Labels section contains
hyperlinks to the product and hazard summary sheet pages for this product and to a
list of inventory locations.

Product and hazard summary sheet pages are covered on pp. 8-24 and 8-27.

Authorized Departments: The Authorized Departments section of the Detailed
Information page displays the departments that have been approved to use the product.

Product Synonyms: Product synonyms displays alist of names that the product might
otherwise be called.

Density: Density shows the volume displaced by a certain mass of the product.

Specific Gravity: Specific gravity displays the ratio between the density of the product
and the density of water.

Ingredients: Ingredients lists the constituent chemicals of which the product is
composed.
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Section 9: MSDSpro Web Technology

Location Drilldown Menu Functionality

The Menu hyperlink displays hyperlinks that allow the MSDSpro Administrator to perform additional
tasks from the MSDSpro web interface.

These tasks are set to be either hidden or displayed from the Web Server Configuration selection on
the Admin Control Panel. The tasks the hyperlinks link to include:

aogrwbE

Search for MSDS by Inventory Location
Search for Chemical Authorization Request
Create a new Chemical Authorization Request
List of product modifications

Waste Codes and Products by Department

To Search for an MSDS by Inventory Location:

1.

2.

Click on the Search for MSDS by Inventory Location hyperlink.

Click on the link of the location in which the MSDS is to be searched for or click on
the link of the parent location that contains the location in which the MSDS is to be
searched for.

If the location in which the MSDS is to be searched for does not display any inventory,
set the Depth to Start Showing Inventory field to 1 within the Web Server Control
Panel.

The Web Server Control panel is accessed via the Web Server Configuration radio button on
the Admin Control Panel.

To Search for a Chemical Authorization Request (C.A.R):

1.

2.

3.

Click on the Search for Chemical Authorization Request hyperlink.
Select the field in which to search for the search item.
Enter into the search field the information by which the C.A.R. is to be searched.

For Example, select the Product Name radio button and enter the product name WD-40 into
the search field if you wish to find a C.A.R. for WD-40.

Click on the SEARCH Button.

If the C.A.R. desired is listed in the search results, select it and click on the CONTINUE
button to view its details.

Clicking on the RESUME CAR ENTRY button allows additional information to be entered into the
C.AR form if the C.A.R. status is currently set to “not submitted” and the user clicking on
the button is the original C.A.R. author.
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Section 9: MSDSpro Web Technology

Location Drilldown Menu Functionality (contd)

To Search for a List of product modifications:

1.

2.

Click on the List of product modifications hyperlink.

Enter the term to be searched for and select the field in which to search for the search
item.

Select either the Word Contains or Word Begins With radio button.

If desired, check the Search only in specified Date Range checkbox and enter the
dates in which modifications to the product must have been made.

Click on the SEARCH Button.

Click on the product name in any of the search results to see the changes that were
made to the product record at that time.

To Create a new Chemical Authorization Request:

1.

2.

Click on the Create a new Chemical Authorization Request hyperlink.
Enter the Employee ID and the information to be searched for in the C.A.R. records.

Select the radio button corresponding to the field in the C.A.R. record in which the
information is to be searched for.

Click on the CONTINUE button.
Once search results have been returned, selecting the radio button for a specific

product will allow for the creation of a new C.A.R. with information relating to that
product already entered.

Clicking on a product name will display a specific C.A.R. submitted for that product.

6.

10.

If the search results do not display a C.A.R. from which information can be used to
create a new C.A.R., select the Request a New Product radio button and click on the
CONTINUE button.

Fill out the required fields in the C.A.R. and any desired additional information.

Click on the CONTINUE button to move to the next step in the C.A.R. submittal process
or click on the SAVE AS DRAFT button to save this C.A.R. for submittal at a later date.

Review the information entered into the C.A.R. for accuracy
Click on the EDIT ENTRY button to go back and edit the information in the C.A.R. or

click on the SUBMIT CAR button to submit the C.A.R. or click on the SAVE AS DRAFT
button to save this C.A.R. for submittal at a later date.
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Section 9: MSDSpro Web Technology

Location Drilldown Menu Functionality (cont'd)

To Search for a List of Waste Codes and Products by Department:

1. Click on the Waste Codes and Products by Department hyperlink.

2. Select either the Product or the Waste Code radio button.
3. Enter the name of the Department to be searched for.

4. Click onthe SEARCH button.
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Section 9: MSDSpro Web Technology

Classic Interface:

The Classic Interface is a simplified interface that allows the end user to search for MSDSs using a
wider variety of search criteria than does the Location Drilldown Interface. The Classic Interface consists

of the Search Area and the Search Results Area.

A MSDSpro - Microsoft Internet Explorar
Company Fle Edn Wew Fovowes Tools Help =
Logo FBek v = v (D D A @) Xy b sFeontes Shecia [ -4Folders 5, b @F *
Address [ i) hno /1592.168.0.175/1/search/-ses001 Tserepoy&ty=atwosbile | Eme=syn =l
|
Logo N 1 MSD3Spro Internal Use Msggm,
. Only
Hyperlink
[~ ksose
Use * as a wildcard symbol, The search fomm is not case sensitive.
Search For oo, Seasch
FAIWords  CERkr Search Methods
Search & Word Begins With  © Waord Contains // .
Mothod & e ude 0 Rom MSDS |w’/ Search Field I
Search By [Eroguc Name = Fagat
1= 20 of 39 tound Hoxt
Summary/Hazard Product Hame | Synonym Manufaciurer Date
& & CLEAR WELD EPOY SYSTEM RESIN VERSACHENW CORFORATION 07/ B1897
& & CEVTARZATHE Q4TS BIACKBACE) L 2470 DEVOE COATINGS 041 31998
rrlﬁ EFCod COATINGS SHERWINWILLIAMS COMPANY THE _ 0EM&/1998 =
@ \ | | || @ oo -
I \ | i |
Product & Hazard Hyperlink to Manufacturer ~ Revision Date
Summary Hyperlinks ~ MSDS Name

Search Area: The search area is the top portion of the Classic Interface. In the search area, the
search criteria and the parameters of the search are entered. The Search Area contains the Search
Criteria, the Search field, the Search Method parameters, the Web Logo and the Logo Hyperlink.
Search Criteria: The Search Criteria is where the words to search for are entered.

Search Method parameters: The Search Method parameters define how searching will occur. They

are:

B  Word Begins With/Word Contains: The search method “Word Contains” finds only

those records in the database or library that contain the search criteria. Word Begins
With finds only those records that begin with the search string.

All words/Either Word: Controls if MSDSpro will search for all of the words or any of
the words in the search string.

Exclude/Include CD-ROM MSDS library: Controls whether or not the MSDSpro CD
Library will be included in the search.
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Section 9: MSDSpro Web Technology

Classic Interface (contd)

Search field: The Search field selects which field will be searched. Performing a search with “Product
Name” selected will return matches only to entries made in the Product Name field within the product
record. Search Criteria include:

B Product Name: The product as named in the Product record.

B MSDSID: Theidentification number assigned to aproduct when a new product record
is created. The MSDS ID is located on the Product tab within the Product record.

B Manufacturer Name: The manufacturer as named in the Product and Manufacturer
records.

B Product Name Sounds Like: Product names that sound similar to the search string.

B Ingredient CAS Number: A number assigned to achemical by the Chemical Abstracts
Service.

B Stock Number (Internal): A number created by the company that has purchased
MSDSpro and assigned to a specific product for the purpose of tracking product
inventory.

B Stock Number (Mfg.): A number created by the manufacturer of the product.
B Ingredient Name: The name of a chemical that comprises a portion of a product.

Web Logo: In the Classic Interface, the web logo is much more prominently displayed than it is in the
Location Drilldown Interface. The web logo is added to the web interface from the Company
Interface tab under the Administrative Preferences Entry form. It is usually the logo of the
company that has purchased MSDSpro. The web logo is also a hyperlink. The web logo and
the Internet address (URL) to which the web logo links to are set in the Web Server Control
Panel. The Web Server Control Panel is covered on pp. 8-2 through 8-8.

Logo Hyperlink: The logo hyperlink is located below the web logo. It provides additional information
about the website to which the logo links. In the graphic on the preceding page, the logo hyperlink is
the word “MSDSpro”. It tells the user of the web interface that the company logo is hyperlinked to the
MSDSpro website, wwvw.MSDSpro.com.

Search Results Area: The Search Results Area displays information matching the word or words
originally searched upon. Search results are displayed in five columns; Summary/Hazard, Product
Name, Manufacturer, Date, and Locations.

B  Summary/Hazard column: The Summary/Hazard column contains hyperlinks to the
product summary and hazard summary pages. The product and hazard summary
pages are described on pp 8-17 & pp. 8-18.

B Product Name column: The Product Name column lists the name of the product. The
product name listed in the Product Name column is also a hyperlink to the product’s
MSDS.

B  Manufacturer column: The Manufacturer column lists the product’s manufacturer
name.
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Section 9: MSDSpro Web Technology

Classic Interface (contd)

B Date column: The date column lists the date on which the product was last revised.

This date is found on the Product Dates tab within the product record.
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Section 9: MSDSpro Web Technology

MSDS Document Page

The MSDS document is viewed by clicking the Product Name link in the Search Results area.
In most cases, the MSDS will be viewable via the web browser. In other instances, the web interface
will launch a separate application to display the MSDS. MSDSs in ANSI text format will open as a

PDF file.
/Zj MSDSpro - Microsoft Internet Explorer 3 o m]
File Edit Wiew Favorites Tools Help | '1'
@ Back '._J \ﬂ @ ‘il | Search ;.A,;‘ Faworites @ Media @ ST E:g
Address I@ http:/f192.168.0.30/1/locset?field1 =syn@doc=0&criterial =acidddoc_select=allfano 1=c@li=1 j Go

Your Company Name Here

% product Narme " mzps ID " Manufacturer Narne " Product Narne Sounds Like
Search ro'-
By acid Search | IA” Locations 'I Aduwanced Search

MSDS
 wrard Begins With ' word Contains ¥ Excude D Ram MSDS library frarm search
Use * as a wildcard symbol,

Home > [ Search for location |

1 -3 of 3 found

Summaryf

Hazard Product Name / Synonym Manufacturer Revision Date
& | & HYDROCHLORIC ACID, COMCENTRATED  J.T. BAKER 1141242001 [Dretails]
Q | 6’ EYROGALLIC ACID MALLIMCERODT  11/02/2000 [Details]
® | & TOLUEME ULTRAMAR, INC.  01/01/2001 [Details]

1 -3 of 3 found

Dicn'tfind the required MSDZ7Click here to request an MSDS

This site powered by M3, ﬁ"’ H_EIE

] [ [ [ e nternet Z
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Section 9: MSDSpro Web Technology

Product Summary Page

The Product Summary Page is retrieved by clicking the Product Summary hyperlink in the Search
Results area. Click the browser’s “Back” button to return to the main page. The Product Summary
Page displays the following:

Product Name

Manufacturer Name

Manufacturer Emergency Phone, or if not listed, Manufacturer Phone

Any listed hazardous ingredients, or if the Product is hazardous, all ingredients
NFPA or HMIS rating for the product

/) MSDSpro - Microsoft Internet Explorer o ] B4
File Edit “iew Faworites Tools  Help | :,’
a ‘ Y M ' : = | ‘& -
@Back \m_;) |£| IELI (ol | o Search ‘}_\{Favorltes wMedla {} A= ﬁ
Address [&] http: /11592, 166.0,30/1/sum?id=000000000000008980c=0 = B so
=

Product Summary Information

Product Hame
H¥DROCHLORIC ACID, CONCEMTRATED
M5DS ID:
ooo3
Manufacturer
J.T.BAKER
Emergency Phone

[300) 424-3300

Location

Mot Provided on thiz Surmmary Click Here Far MEPA Definition

Hazardous Ingredients

Hydrogen chlaride

Ingredient CAS Mumber Percent Weight

&

Hydrogen chloride 7647-01-0 10% - 33
"W ater 7732185 B7% - 90

i

N

|@_h| Dane l_ l_ ’_ |ﬂ Internet
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NFPA Definition Page

The NFPA Definition is retrieved by clicking the NFPA Definition link from the Product or Hazard
Summary pages. The hazard rating is based on National Fire Protection Association (NFPA) rating.
Click the browser’s “Back” button to return to the Product or Hazard Summary page.

t M5DSpro - Netgcape

File Edit Yiew Go ‘window Help

=

4 a2 < & 3
i Back Forward  Reload Home Search Metscape Print Security Stop
5w Bookmarks A Location: [hitp://127 001 /haan 20555001 ] @07 what's Related

Health Hazard Fire Hazard / Flash Point

4 - Deadly 4 - Below 70°F
3 - Extremely Dangerous 3 - Below 100°F

2 - Hazardous 2 - Below 200°F

1 - Slightly Hazardous 1 - Above 200°F
0 - Normal Material 0 - Will Not Burn

Specific Hazard

OX - Oxidizer

ACID - Acid
ALK - Alkali
COR - Corrosive

W - Use No Water

@ Radiation

[ |Document: Done
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Section 9: MSDSpro Web Technology

HMIS Definition Page

The HMIS Definition is retrieved by clicking the HMIS Definition link from the Hazard Summary page.
The hazard rating is based on Hazardous Materials Information System (HMIS) rating. Click the browser’s

“Back” button to return to the Hazard Summary page.

2 HMIS Definitions - Microsoft Internet Explorer
Eile Edit “iew Favortes Tools Help .
wBack v =+ + (D [ AN & T & By RS aFavoites FPMedia [ *

—olx]|

Address [&) hap /192 168.0175/1mezh?2

=]

HMIS Definitions for APEX 1000
Health: 2

Fire: 0

Reactivity: 4

Special: Goggles

Health Hazard:

4 - Deadly

- Extreme Danger

- Hazardous

- Slightly Hazardous
- Mormal Materials

[ Nl Y

Fire Hazard:

4 - Very Flarmmable
3 = Readily Ignitable
2 = Ignited with Heat
1 - Combustible

0 - Will not Burm

Reactivity Hazard:

4 - May Detonate

3 - Shock & Heat May Detonate
2 - Violent Chemical Change

1 - Unstable if Heated

0 - Stable

Specdial Hazard:

/€] Done B T

Personal Protective Equipment Recommendations

|

S
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Section 9: MSDSpro Web Technology

Hazard Summary Page

The Hazard Summary Page is retrieved by clicking the Hazard Summary hyperlink in the Search
Results area. Click the browser’s “Back” button to return to the main page. The Hazard Summary
Page displays the following:

2} Hazard Summary for APEX 1000 - Microsoft Internet Explorer |- 0] x]
File Edit View Favorites Tools Help ‘
Product Hazard Summary -
Product Name: MSDS 1D: Locations:
APEX 1000 2921 Not provided on this Summary
Manufacturer Name:
ICI EXPLOSIVES USA INC.
Synonyms:
dynamite Emergency Phone: (800) 561-3636
NFPA Rating \ PPE:
M Gloves [ Goggles [0 apron
) [0 Face Shield [0 Respirator
Hyperlink to
L Routes of Entry:
NFPA Definition \ M Inhalation [0 skin Or Eye Contact
[ Ingestion [ skin absorption
Cllck Here 10rNFPA Definition
: Target Organs:
HMIS Ra“ng \ _’7 [ Lungs M cCentral Nervous System
\_‘ 0 l'; H‘eart [ cardiovascular System
) ’7’74 Kidney [ Mucous Membranes
Hyperlink to ‘SEQSE‘L/'TY‘GOGGLES O eyes [ Autonomic Nervous System
HMIS Definition \ E skin E Respiratory System
Click Here for HMIS Definition Prostrate M Blood
[0 elood [0 Mutagen |
O Liver [ Teratogen
Physu:al Hazards: Health Hazards:
No Physical Hazard [0 Explosive [0 No Hazard [ cCorrosive
l7| Combustible Liquid [ pyrophoric M Toxic [ sensitizer
[0 Compressed Gas [0 Organic Peroxide [ Highly Toxic [ carcinogen
[ Oxidizer M water Reactive [ Reproductive Toxin [ Acute =l
/€] Daone [ [ [ intemet 4
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Section 9: MSDSpro Web Technology

Provider

MSDS Provider

MSDS Provider is a system that allows accessing the latest manufacturer's MSDSs including indexed safety and
regulatory information. The system is searchable by product and/or manufacturer name. The system supports the

mulitdocument feature application.

Search for a Provider MSDS:

To search for and add a new MSDS from Provider, click the Provider Button in the Product Output form. The Add from
Provider Window appears. The Search For Entry area is used to specify keywords used in the Product Name and
Manufacturer search.

Method Choice allows a search that will find words in the Product Name that begin with the specified word or words that
are contained within a larger word string.

NOTE: Choosing the Word Begins With is a much faster search than Word Contains.

The field choice allows a search for a Product Name that matches the Specified word(s) typed, or a search for Manufac-
ture Name that matches the specified word.

After Clicking Search, a resulting list of matches will appear. Using SEARCH SELECTION will narrow the search
within the currently found records.

i=i|Add from Provider O] =]
Search Provider I Selected MSDSs |
Search For I Limit I'IEIEIEI jv
Method = word begins with ' Word containg
Field {¢! Product Mame 0 Sound: Like € Company Mame Search Selection | Search I
Product Name |I'u'|amrfa[:1urer |Flevisiun|J
Mo Results Wiew Cancel Select Add |

9-30 Administrator Guide



Section 9: MSDSpro Web Technology

Provider - Cont'd

Add MSDSs from Provider

u Select any products you wish to add by highlighting them and clicking select.
u You can perform several searches and continue selecting products.
u After searches are done and MSDSs are selected, use the ADD button to add the selected

MSDS(s) to your Database.

Synchronization with Provider:

u To synchronize your data with Provider select the Synchronize with Provider option from the
Updates tab of the Admin Control Panel.

u The Synchronize with Provider form will be loaded. It contains a list of all MSDSs from you
database with their statuses in relation to the Provider MSDSs.

u Match MSDSs with Provider MSDSs. Only documents with the status “Possible Match” can be
linked to Provider. Select the MSDS and use the MATCH button to see the list of potential matches on
Provider.

—1oi x|
Status [MSDSID___ |Productame | Manufacturer [Last Modiﬁed;]

KT _'Iil

Impork O ate:
0 Becords Found I katch | Search I Remove I Frint “figw I I 0.1 242004

I | Synchronize with Provider I Close

|

Document Status definition

Current - The MSDS in your database is current.
Possible Match(es) - There are possible Matches in Provider to the MSDS.

No Matches - There are no matches to the MSDS in Provider.
Error linking Provider - An error occurred during linking to Provider.

Provider Newer - Provider has a more current version of this document.

Local Newer - The local document is more current than Provider.
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Provider - Cont'd

When matching local MSDS to Provider MSDS, use VIEW CURRENT MSDS and VIEW PROVIDER MSDS to view the
respective documents. Select a provider MSDS to link the current MSDS to, and click LINK TO THIS MSDS. Click
LEAVED UNLINKED if you don’t want to link your document to Provider. Linked documents stay linked to Provider next
time you synchronize. Unlinked documents can be linked the next time you synchronize. After an MSDS is linked to
Provider its status will change to Current, Provider Newer or Local Newer.

Synchronize with Provider by clicking SYNCHRONIZE WITH PROVIDER.

Documents with Current, Local Newer, No Match or Error Linking Provider status will be ignored.
Provider Newer Documents will be updated.

Old Documents will be archived.

@Synchrunize with Provider =10] x|
Status MSDS D Product Name 1Manufacturer Last Mﬂﬂiﬁet;‘J
Pozsible Matches 0004 ADHESIWE 404, QUICK SET LOCTITE 0172609 &
Pozszible Matches 0012 JETWELD LH-70 LIMCOLM 1201 4101
Posszible Matches 0013 MAGHNAGLO PREPARED BATE MAGHAFLLE OE0ED2
Pozzible Matches 0004 HYDROCHLORIC &CI0, COMCE J.T. BAKER 11082101
Pozsible Matches 0007 FERRIC MITRATE EM SCIERCE 0972800
Pos=zible Matches 0009 HYDROCHLORIC ACI0, COMCE T, BAKER 1112101
Pozszible Matches: 0015 PLIRPLE K AL 020102
Pozszible Matches 0015 PLRFLE K AmSLIL Q0000
Pozszible Matches 0D1E PYROGALLIC ACID MALLIMCKRODT 1102101
Pozszible Matches 0D1E PYROGALLIC ACID MALLIMCKRODT 1102101
Pozszible Matches 0D1E PYROGALLIC ACID MALLIMCKRODT Q0000
Pozsible Matches 0011 ISOPROPYL ALCOHOL MALLIMCKRODT 01402
Poz=zible Matches 0004 ADHESIVE 404, QUICK SET LOCTITE Q0000
Posszible Matches 0011 ISOPROPYL ALCOHOL MALLIMCKRODT 011402
Pozzible Matches 0018 SLPER BOMDER 499 ADHESR LOCTITE 011596
Possible Matches 00 00321 AMVIATION GASO0OLIME 1 TEXACD REFIMIMG & MARKETI 1210096
Pos=zible Matches 0020 TURBIME CIL 120 32 TR CHEYROM OF 01 .00
Pozzible Matches 0022 WD-40, SPRAY Wih-40 030102
Poz=zible Matches 0022 Wh-40, SPRAY Wih-40 0301 .01
Pozszible Matches 00241 UMOCAL MULTIPURPOSE ATF PHILLIPS BB CORPAMNY 010102
Poz=zible Matches 0022 WhD-40, SPRAY Wih-40 03101101
Poz=sible Matches 0023 WILLIAMS JET FLUEL WALLIAMS ALASH S PETROLEL 0273199
Pozsible Matches 0023 WILLIAMS JET FLEL WALLIAMS AL ASHS PETROLEL 0273199
Pozszible Matches 0022 WD-40, SPRAY Wih-40 0501 .02
Pos=zible Matches 0023 WALLIAMS JET FUEL WALLIAMS ALASH S PETROLEL 00000
Pozzible Matches 0023 WILLIAMS JET FLEL WALLIARS AL ASHS PETROLEL 0000
Posszible Matches 0023 WILLIAMS JET FUEL WALLIAMS ALASHS PETROLEL 0000ma0 -

_«j 3
Irmpart D ate;
47 Becords Found M atch I Search Remove Pririt Wigw I rﬁ“ﬁgﬁﬁﬁi"
| Synchronize with Provider Cloze I o
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WIM - Web Inventory Management

To access the WIM capabilities, you must first enable the Web based inventory through the Web Server Control Panel.

See Section 9-9 for instructions.

In the Web Browser open up a location that you wish to review, and select the Edit Inventory Link.

o} MRS pro - Microsoft Inbernet Exploser ‘J-nl-ﬂ
| Fe Ed vew Faomes Todk Hep | &
Qe - O - 1] 2] ()| sewn Soran @s | (- - |
imlﬂuwﬁm.m.u.mnmmz = Bl | ueks |
Your Company Name Hare
Search " Predt iame T Msgs te T Mansufachrer Hame T Eraduct Hame Sounds Like MSD o
By | _Seorch | [alllocatons =] paganiad sansstd
¥ word Bagne with T word Containg ¥ prdluds o0 Rom MBS Ibrary fram sesh
Upe * ar a wildoard symboal,
Hovins > BoLies Floas - LAT 2 1 [ Search for location ]
f
Search By  Warehouse A Warehpuse B Warghouse C
Location
1 - 16 of 16 found j
Summany
Hozord Product Mame § Synonym Manufacturer Fevigion Date
¢>| & 0007 AATION GASDUNE 1001 TERADD REFMING L MARKETING ML 12401198 [Dratsi]
# & (00 IENF GREEN AEROSDL TOUCH UPPAINT - HUNTERS SPECISLTIES INC 03281139 [Dieisic]
o LA PR SRR TP o P P [P | :r
This dike pavarad by m Meny I:Hl
[ Pk 192, 16,0, 311 fvbrwriocmg [T T [ wvernat 7
3 Sign In - Microsoft Internet Explorer 10l x|

File Edit Wiew Favarites Tools  Help

L

cBack - @ - @ @ \:I\J ‘ /I'—) Search "Z"n:f‘Favorites eMedia

Address | &] hitp:/127.0.0.1/1 fweblrmloc=2

jGo

Pleaze sign m to KMSDSpro.

Web Logon: |BUU

Password: |'"

Eeturn to MeDSpro home page.

|@ Downloading From sibe: Retp:ffL127.0.001/1

You must log on to the system to access this feature.

[ [ | |4 meernet

=

s
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WIM - Wed Inventory Management (cont'd)

3 Inventory for Main Plant - LA > Warehouse & > Building 1 - Microsoft Internet Explorer = |E|Ii|
File Edit ‘“iew Favorites Tools  Help | ;:'
@ Back - k.d’ - \ﬂ @ _h ‘ /..- ) search ‘in'\'(‘ Favorites e‘ Media {-:3 ‘ = ; E T
Address [:&] hitp:/f192.188.0.30/1 jweblny Ral= k=t
Eeturn to MSD Spro home page.
Inventory for Main Plant - LA > Warehouse A > Building 1 [Edit Contact Information]
The Inventory has not heen Reviewed.
Femove tems | Add new products | Sawve Changes | Cancel Changes | Mark Location Reviewed
“iews Printable Report
Container Information Legend
M5D5 Pressure f
1D Product Name Manufacturer Number Size Units Type Temperature
[~ 0oos SSSLEHSJEE[')?EL‘IIIGD]MDTNE' ULTRAMAR. INC. |3 {10000 JUS Gallori: =1 |8 Below ground tark. | I] E Mew
- e PYROGALLIC &C10 MALLINCKRODT |25 |12 |US Cups ;| |M Glass bottle or jug ;l l_;[ l:[ Mew
Remaowve ltems Add new products | Save Changes | Cancel Changes | Mark Location Reviewed |
€l [ [ [ | intemet y
u Remove Items: Items that have been selected will be removed from your inventory.

Database setting determines if inventory is deleted or is the end date is set .
See section 9-9.

u Add New Products: Go to screen for adding new products.

u Save Changes: Saves the changes that you have made to Inventory Information.

u Cancel Changes: Ignores any changes made to this page.

u Mark Location Reviewed: Records that all inventory has been updated and confirmed.

The MSDSpro Database Administrator has the capability to add or remove fields. See section 9-9 for instructions
on configuring employees for web interface.
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MSDS Request Form

3 MSDS Request Form - Microsoft Internet Explorer

8 [ 3)

File Edit View Favorites Tools Help

I

eBack - \_,) e \ﬂ @ _h ‘ /'__j Search \3':‘:( Favarites @Media Q} | <] - k_? S -

Adcress [&] http: /127,00, iLiregformAloc=17 | Beo |unks »
=

MSDS Request Form Subrmit |

MSDS Information:

Product I Mig I

Mig Phone I Mig Catalog I

Supplier I

Date I Time I
Needed Meeded

Comments / -
Deszcription J
of Use

[

[&] Done ’_ ’_ ’_|° Internet

(Kl

Enter in as much information as possible for the MSDS you wish to have added to your location. The only
fields that are required are noted with an astrix (*).

Product: The name of the product to be added.

Mfg: The Manufacturer of the product being requested,

Mfg Phone: The contact number for the manufacture.

Mfg Catalog: The catalog number for the product.

Supplier: The supplier of the product being requested.

Time Needed: The date the product is needed.

Comments/Description of Use: Notes for the use of the product.
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MSDS Request Form (cont'd)

/2 MSDS Request Form - Microsoft Internet Explorer ] 33
File Edit View Fawvorites Tools Help | :f
= . = n S =
. 6. Y e ) ) . 'L .
e Back d \ﬂ \g ._lj | 7 Search \.’/\( Favorites @Medla -E:‘E =
Address Iféj hkkp: ff127.0,001/ 1 freqformFloc=17 j &
AI

Contacting ¥ou:

Mame™ ICarrier, Bill Address I

Department INurSing City I

Location IBuilding 1 g:g:ﬁn‘::'e I

Phone |(888) 673-7776 Postal Code |

Fax | E-Mail |bcarrier@msdspro.con
Hotes ;I

* Fields are required

K

[&] Done ’_ ’_ ’_ |4 Internet

Enter in as much information as possible for the MSDS you wish to have added to your location. The only
fields that are required are noted with an astrix (*).

B Contact Information:

Name: The name of the person requesting the MSDS.

Department: The department of the employee requesting the MSDS.

Location: The location of the product being requested.

Phone/Address/City State or Providence: The employee’s contact information.

Postal Code: Zip Code.

E-mail: Employee’s e-mail address.

Notes: Additional information regarding the use and need for the MSDS requested.
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MSDSpro Enterprise Integrated Backup

Overview

To keep your data safe, you should guard against hardware-related breakdowns and human error.
MSDSpro Enterprise includes a integrated module designed for creating a backup of an MSDSpro
database. This module is capable of backing up the MSDSpro database even while the database is
open. The integrated backup module that comes with MSDSpro Enterprise is called 4D Backup. 4D
Backup does not integrate with other versions of MSDSpro; PlusWeb, Classic, Web CD and CD
Viewer.

Section ten of the MSDSpro Administrator’'s Guide explains how to install 4D Backup, backup an
MSDSpro database and restore an MSDSpro database from a backup.

Installation of 4D Backup in MSDSpro Enterprise

4D Backup must be installed on the same computer as MSDSpro 4D Server. Beginning with MSDSpro
version 4.0, 4D Backup will automatically be installed with MSDSpro 4D Server. To install MSDSpro 4D
Server, please refer to the section Installation of MSDSpro 4D Server.
To install 4D Backup in MSDSpro Enterprise, follow these steps:

1. Shut down MSDSpro 4D Server.

2. Insertthe MSDSpro CD into your CD-ROM drive.

3. As shown on the next page, use Windows Explorer to browse to the \Extras\4D
Backup folder on the MSDSpro CD.
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Installation of 4D Backup in MSDSpro Enterprise (contd)

4. Double-click the 4DBackup.exe self-extracting file.

[EX Exploring - 4D Backup M= E

J File Edit “iew Go Favortes Tools  Help ‘

& . &5 4| % B @B

Back Fanward Up Cut Copy Paste

X B | E

Undo Delete  Properies Wie
JAddress I[:I E:\ExtrashdD Backup j

All Folders x | Size

:\ﬁ Desktop
E---g by Computer
B2 3% Floppy (4]
== (C)
E-= SYSTEM_SAVE (D:)
148 MSDSpro350 [E:)
] Documentation
{7 Exfra

Q40 Backus >
LT 30 Toak
2] &dobe Reader
(] Customizer608
(21 Quicktime
27 Sample Images

oo 96KE

{:l MSDSproData
-] Update -| 1] |

|1 object(z) selected |1.83MB |_gj tdy Computer

sl

5. Verify the location to which 4D backup will extract.
To set the location to which 4D Backup will extract, type it in the Unzip To Folder field.

6. Click the UNZIP button.

WinZip Self-Extractor [ADBACKUP.E... [ |

Ta unzip all files in ADBACKUP.EXE to the Ll
specified folder press the Unzip button.
Unzip To Eolder: Fun WinZip
Iﬁ Close

v Owenarite Files Without Prampting
About

didd]d

Help

@ Mico Mak Computing. Inc. WAL ININZID. COM

7. After file extraction is complete, click the OK button.

8. Click the CLOSE button to close the WinZip Self Extractor.
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Installation of 4D Backup in MSDSpro Enterprise (contd)

9. Locate the four files within the new C:\A4D_Backup_605\Win4DX folder.

Changing the location to which 4DBackup.exe extracted in step six will change the location
of the Win4DX folder.

EX Exploring - C:A\4D_Backup_6054Wind DX
J Fle Edt Miew Go Favoites Toolz  Help |
& o=+ | ¥ ) ?
Back Fariard Up Cut Copy Pazte Undo
JAgdress I[:I C:440_Backup_BOSWWind D j
Folders ¥ | Mam | Size
ER= N1 ﬂ Backup.4dx 204KE
=B | Backup.rsr 79KB
Restore. 4dx 95KB
Flestore.rsr 32KB
q L kD | i
|4 object(s] w |_N%‘ typ Computer 4

10. Move the Backup.4dx and Backup.rsr into the installed MSDSpro 4D Server Win4DX

folder.

The default location of this folder is C:\Program Files\MSDSpro Server\Program\Win4DX.

[EX C:\Program Files\MSDSpro Serverv36r] \Program\Wind DX

File Edit ‘iew Favortes Tool: Help

<o Back ~ mp - @| @Search |@Foldels ®|@ @ >< )] | EEl

Address Ia C:\Program Files'\MSD Spro Servery 36r \Program'iwindDix

{:I microzoft frontpage
{:I Microzaft Hardweare
{:I Microsaft MetShow
{:I Microsaft Office
&1 MSDSpro

-1 M5DSpro Client3s
= M5S0 Spro Servery36r
EI{:I Program

E

4

ALP.4DX

= "

ALF.RSE

43 @ @ g
=1 JavaSoft ;l
21 Messenger _Deutzchrsr _Espanolrsr _Francaisrsr  _USEnglish.re

.. DDETOALS... DM, ddx DM rsr
82 &

Launchit 4D Launchltrer  LZ5010.4LE

—

|2 object(z] selected

|23IJ KB |@. by Computer

|
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Installation of 4D Backup in MSDSpro Enterprise (contd)

11. Launch MSDSpro 4D Server.

Configuring 4D Backup

After installing 4D Backup and launching MSDSpro 4D Server, 4D Backup must be configured properly.

For the purposes of this guide, we will configure 4D Backup onto a fixed Hard Disk with 3 Backup Sets
and a transaction Log File to store transactions.

Perform a Full Backup

1. Select Full Backup... from the Backup menu.

Backup

Update kirrar. . E"

2. Select the destination volume by clicking on the hard disk icon.

1 Full backup: Untitled
Project Help

2008

Destination volume:

=l = =l = = [>

A c E F G

Database to backup: Destination volume information:
----MSDSPRO 40D MEME.. . L

MEDSERO 400 Available space........ 2230M

5 Wolume Size..........e 2102.0 M

Attributes .

[0] Enciosurecs).........

Last backup............

Backuponset........... [1] [~ Verify backup
Mumber of sets........... 3

Size of backup............ 214 M

Cancel Backup |\!
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Configuring 4D Backup in MSDSpro Enterprise (cont'd)

w

Verify that the destination volume will have enough free space to perform the backup.

E

Verify the number of sets.

The number of sets indicates how many backups will be created before 4D Backup overwrites
the earliest backup file.

5. Select whether 4D Backup should verify the backup when finished.

Verifying will take additional time to ensure that the backup file was created successfully.
6. Click the BACKUP button.
7. Save the backup file to the appropriate location.

The first backup is named MSDSPROO001.4BK. Subsequent backups will be renamed
incrementally.

Save as... EE
Save in: Ia MSDSpro_Backup j gl E =

File: name: SDSPROO0T. 4BK, Save
Save az bype: | Backup file j Cancel

8. The backup progress thermometer will appear.

Backup progress

@ i
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Configuring 4D Backup in MSDSpro Enterprise (cont'd)

9. After the backup is complete, save the backup parameters.

@ Do you wish to save the backup
parameters in a project?

Don't Save |

10. Click the SAVE button.

11. Browse to the location to which the parameters will be saved and click the SAVE
button.

Note: The Project file MUST be saved in the same folder as the datafile (*.4DD) for scheduled
backup to function properly.

Save as...

Save in: I {3 Program

backup
Images
Flugins
Searches
Update
"windD

File name:

Save Q I
[ =

Sawve as twpe: |Backup project ﬂ Cancel
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Configure the Backup Scheduler

The Backup Scheduler is used to specify when automatic backups should occur. These settings
may be modified at any time.

1. Select the Backup Every checkbox.

2. Click the watch icon to configure settings.

Backup Scheduler

[+ Backup every = 1 dayz)

%en Backup on G/2699 - 2:31 Phd
[~ bdmor every 31 das)

3. Specify the next date and time 4D Backup should automatically execute.

Scheduling the backup

Mext Backup
On E,-"ZE,-"!]H at |2:31 PM

[ Dizplay an alert box if the backup Fails

[ Backup only if the databaze iz modified

Cancel | IE (1].4 I
W

4. Click the OK button.

5. Select the interval which regular backups should occur.

Backup Scheduler
[+ Backup every = 1 mirites]
Mext Backup on 62689
[ hfmorevery 3 1

hour(=]

week[z]
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Configuring 4D Backup in MSDSpro Enterprise (cont'd)
Select a log file

The log file is used to capture incremental changes to the database between backups. The log file can
be used to recover records that have been added, modified, or deleted since the last full backup.

1. Select the Select Log File... menu item from the File menu.

i [ el Fil= g
Update License... Clrl+J
DiataB aze Properties. . Chil+P

Benqister as Semvice
| rreqisten Eument Matatisse:
Unregister all 4D Server Services

Cluit Chr+Q

2. Click the NEW button to create a new log file.

DOpen which logfile... EHE
Loak i I {24 Pragram j gl IE_

backup
Images
Fluginz
Searches
Update
WwindDi

Files of type: ILogfiIe j Cancel |

Mew... |
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Configuring 4D Backup in MSDSpro Enterprise (cont'd)

3. Save the new log file.

Log File Name:

HE

Save jh: Ia MSD5Spra_Backup

e [ B3

File namne:

PRO.4D

Save as type: | Loq file

Save ; I
[ & |

j Cancel

4. The 4D Server main window now shows the location of the log file.

@ 4D Server

IH[=] E3

Ig MSDSPRO_4DC

Data File: Total Memony: 431k
Log File: D:M5DSpro BackuphMSDEPRO.4DL ache Memory: 20480 K

4D Server version 6.0.6
@ AC] 54 1985-1992.

ﬂ Connected Users):
§ Processes Running:

1
10

P Users

#1: User Interface

#2 - Client b anager

#3: Cache Manager
[ Stored Procedures

Achivity: 1
Cache Hit Ratic 0o |
& Time Status Ratio
00:04:21 :
i Delayed
i Executing
i Delayed

00:00:22 :

5. 4D Backup is now configured to automatically backup the MSDSpro datafile.

Administrator Guide

10-9



Section 10: MSDSpro Enterprise Integrated Backup

Restoring an MSDSpro datafile using 4D Backup

10-10

1. Launch 4D Backup.

2. Clickonthe RESTO

RE button.

& 4D Backup

200
@ 2
oL

oo

Full backup
se thiz feature on a regular basis to make a
complete backup of your databasze.

Restore
Click here to apen a backup copy of your databaszse
and restore it.

Restore Log
Uze thiz feature to intedrate log file operations into &
databasze.

Mirror
Uze thiz festure to manage a mirrar databaze which
receives and integrates the log file via the netvwaork.

3. Browse to and open the backed up MSDSpro database file.

Open

Look in: | = Lacal Disk (D:)

x| = ® ek E-

K E3

database

database backup
MaDs

msdspro client
msdspro3sz
MaDSpraserver 352

(L7 Mews Falder
Spro00l 4Bk

File name: |M SD5Spro001. 4BE,

Files of type: | Backup file

Open |
j Cancel |

4. Click onthe RESTORE button.
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Restoring an MSDSpro datafile using 4D Backup (cont'd)

5. Browse to the location to which the MSDSpro datafile will be restored.

Save as...

File name: Eolders:

MSDSomo RST ch . Sddbackup

= o ﬂ Cancel |

[= 4D0_Backup E05
= ADBackup
£ M5D5pa RST

r [~

Save file az ype: Dirives:

j I = e j M etwork... |

6. Anew folder named MSDSpro.RST will be created and the restored MSDSpro datafile
placed inside.

7. Once the database has been successfully restored, 4D Backup will again display its
main control panel.

& 4D Backup

Full backup

@ LJ|> B se thiz feature on a regular basis to make a

complete backup of your databasze.

Restore

B |:> @ Click here to apen a backup copy of your databaszse

and restore it

Restore Log

o LJ|> @ Uze thiz feature to intedrate log file operations into &

databasze.

Mirror
o gi Uze thiz festure to manage a mirrar databaze which

receives and integrates the log file via the netvwaork.

8. The MSDSpro database has been successfully restored.
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Section 10: MSDSpro Enterprise Integrated Backup

Additional Information

10-12

In summary, this section has shown how:

To install 4D Backup into the MSDSpro 4D Server
To perform a full backup
To schedule regular backups

To create a log file to store incremental information between backups

However, this guide contains excerpts from the full 4D Backup guide, which is provided as an all
inclusive reference for 4D Backup installation, usage, and restoration techniques. MSDSpro will provide
the full 4D Backup guide to you upon request.

Please contact MSDSpro as discussed in the section Contacting MSDSpro to request the full 4D
Backup guide.
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Section 11: Compacting and Restoring the Database

Compacting and Restoring the Database

Overview

Periodically it may become necessary to run a data compression or data recovery utility on the
MSDSpro data files.

The utility provided for these tasks is called 4D Tools, and is provided on the MSDSpro installation CD-
ROM or web site.

4D Tools can be used to compact the MSDSpro database files, which will remove deleted records and
remove unused space which will normally tend to accumulate as the database is used. Compacting
the MSDSpro database files is similar to defragmenting a hard disk - MSDSpro will take less space
and will operate faster.

4D Tools can also be used to recover data in the unlikely event of a system crash. This will provide the
best means of recovery if a reliable backup is not available.
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Installing 4D Tools

To Install 4D Tools, follow these steps:

1. Insertthe MSDSpro Installer CD into your CD-ROM drive.

2. Locate the \Extras\4D Tools folder as shown below in Explorer.

3. Double-click the 4D Tools.exe application.

[EN Exploring - 4D Tools M=l 3
J File Edit “iew Go Favorites Tools Help |
= A 1 a | = | X E
Back Farard Up Cut Copy Faste Unda Delete  Properties i
JAddress I[:I E:\EutrashdD Tools j
&Il Folders x | Size |
@ Diesktop 2.246KB
EI-- by Computer 17KE
-4 3% Floppy (&)
=N
=9 SYSTEM_SAVE [D:)
- MEDSpra380 (E:)
; {1 Documentation
] CustomizerB0E i
1 Quicktime
{1 Sample Images
L Install
{1 M5DSproData
] Update - | _>|
|1 ohject(z] selected 2.19MB My Computer i

4. Click onthe O.K. button.

Self-Extracting archive

X

Thiz 1z a self-extracting Stufflt archive. Do you wish to continue and extract files?

Ok I Caticel |

5. Type the letter of the drive to which 4D Tools will extract, followed by the colon

symbol. (ex. C:)

Self-Extracting archive

Extract to:

Ic:|

Cancel |

0

x|
Browsze |
K I

6. 4D Tools will now install.
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Section 11: Compacting and Restoring the Database

Compacting MSDSpro Using 4D Tools

NOTE: You must shut down the MSDSpro application currently in use. It's recommended that all file
extensions are VISIBLE and NOT HIDDEN. This is accomplished from the Folder Options menu
within Windows® Explorer. Select View -> Options/Folder Options -> select Show all files and

deselect Hide file extensions for known file types.

To compact the MSDSpro data files using 4D Tools, follow these steps:
1. Launch the 4DTools.exe application.

The default installation location is C:\4D Tools\4DTools.exe

EN C:\4D Tools 6.7.4

File Edit “iew Favontes Toolz: Help

4= Back ~ mp - @| @Search @Falders @‘% @ ?( g | EEN

Address [ ] C:\4D Took 6.7.4 =
Folders X Mame ¢ | Size | Tupe
! E-= Local Disk (] ;l %DTQQI&EEE 2232 KB Application

{:I 4D Backup ,E AT Tt e 2989KB  Stucture

20 4D Customizer Plige ASIFDNT.FDN 25KE  Font file

i a.; ASINTPPC. dIl 1076 KB Application Extensior

D ScharbEEdarac] 46 ASIPORT.RSRA BE KB Stucture
o | _>|J al | i
|5 object(s] [Disk free space: 1.01 GB] |52z mMB S My Computer s

2. Change the Files of Type field to Compiled Database (*.4dc).

|

Laok in: I@ My Documents j - fjf v

Adobe [15hare
applications [Z1 update
filelib {51 Matt Cahen
mrvegiboy

M50 Spro

befuisic:

My eBooks

by Music

ty Pictures

My Received Files

perzonal

File: parme: I Open

Lel L
\\_\_

N Files of Type: Cancel

I Structure File [%.4db)
* 4db

3. Select the MSDSpro.4DC file and click on the OPEN button.
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Section 11: Compacting and Restoring the Database

Compacting MSDSpro Using 4D Tools (cont'd)

4. Click on the Maintain tab.

5. Click on the COMPACT button.

6. Name the new datafile with “new” at the end of the file name.

Create a data file...

Save in. | ‘=3 Program =l | | E‘Fl bEE
Images % Datafi=0101. 40D
0ld Files
PhotozhopPluging
Pluging
Searches
windds
File name: IDatafiIeD'I O1newd 40D Save I
Save az ype: IData filez j Cancel |
™ Open as jead-only Split... |

6. Click on the SAVE button.

7. 4D Tools will show the following progress thermometers during processing.

Compacting CO_Product

Stop I

8. After 4D Tools has finished processing, select Quit from the File menu.
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Section 11: Compacting and Restoring the Database

Compacting MSDSpro Using 4D Tools (cont'd)

9. Locate the old (original) data files.

10. Create a new folder called “Old Files” from the File menu -> New -> Folder.

11. Move the old files into the new “Old Files” folder.

[N E xploring - Program

J File  Edit iew Go Favoites Tool: Help

=1 E3

. = @] ¥ B | w | X
Back ey and Up Cut Copy Paste Undo [elete  Properties Wiews
J Address I[:I C:\Program Files\WSDSprovProgram j
All Folders X Mame Size | =
M- Aladdin Systems ;I images
-] ATET (101 Files
- Aureal Semiconductor (| FPhotoshopPluging
-] Carbon Copy Support 1 Plugins
{7 Chat Cd5earches
B+ Camman Files [ 'winddx
-] Campagq & 4D hip 17KE
"] Compag Computer Corporation ASIFOMNT.FOM EKE
-] DIRECT agifont.map 2KB
= FRONTP1 _/|[=] asiuTPRC.DLL o7EKE
M- Intemet Explarer ASIF‘DHT.HSH EEKE
w1 lomega
) 53.480KE
[]--{:I Macromedia 1KE
-] Mesfee " A
B+ Microsoft Hardware MSDSD[D'4PE 5E33KE
- Microzoft MetShaow M3D5pro.dic 27BKE ||
-] Micrasoft Offics 2 MSDSpioEXE 2B78KE
273 M5DSprm MSDSpro.RSR 1,902KB
B3 Program !%] DTDP32.0LL 25K
: [ i B P hatl 15 I 4
|2 ohject(s) selected |52.2MB |§ Iy Computer G

12. Launch MSDSpro and immediately hold down the ALT key.

13. Select the new compacted datafile when the Open Datafile window appears.

Open which datafile. ..

Loaok in: I =3 Program

=5

1 01 Files

1 PhotoshopPlugins
1 Plugins

1 Searches

1 wdindde

4 &

File name: |DatafiIeD1Q1new.4DD

Open I

Filez of type: IData files

j Cluit |

Mew..

14. Click the OPEN button.
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Section 11: Compacting and Restoring the Database

Recovering MSDSpro Using 4D Tools

NOTE:

11-6

1. Launch the 4DTools.exe application.

To recover the MSDSpro data files using 4D Tools, follow these steps:

The default installation location is C:\4D Tools\4DTools.exe

EY C:\D Tools 6.7 4

File  Edit ‘“iew

Favortes  Tool:  Help

< Back ~ mp - @| @586[0h

E}Folders ®|% @ ?‘( @‘

You must shut down the MSDSpro application currently in use. It's recommended that all file
extensions are VISIBLE and NOT HIDDEN. This is accomplished from the Folder Options menu
within Windows® Explorer. Select View -> Options/Folder Options -> select Show all files and
deselect Hide file extensions for known file types.

Address I[:I C:hAD Tool: 6.7.4

-4 (40 Tool: B.7.5

ASIPORT.RSA

1

- =] BTl
I LI_I

56 KB

Folders X || Name ¢ | Sizel Type
. E-= Local Disk [C:] -] (D ADTaals ev2) 2232KB  Application
B 4D Backup 1 Bl 24989KB  Stucture
] 4D Customizer Fig” | | [A] ASIFONT FON 25KB  Font file
; ASINTPPC.All 1076 KB Application Extenzsior

Structure

2l

|5 object(s] [Dizk free space: 1.01 GB)

|5.22 ME

|@l My Computer

A

Open

2. Select MSDSpro.4DC from the Open File window.

Lok in: I = Program

Rjaljoi=llE=

1 Searches

1 Taols

1 Update

1 'windi

File hame: |MSDSpr0.4DC DOpen I

Files of type: [l il [+]

j Cancel |

3. Click the OPEN button.
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Section 11: Compacting and Restoring the Database

Recovering MSDSpro Using 4D Tools (contd)

4. Click on the Repair tab.

5. Click onthe RECOVER button.

6. Name the new datafile with “recovered” at the end of the file name.

Save in: Ia Program j gl

Images W Datafiled902.400
Fluginz
Searches

Tools
Update
wind D

File name: D atafile930 Zrecaverad 4DD Save I
Save a3 wpe: I Data files j Cancel |

™ Open as read-only Split... |

8. Click the SAVE button.
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Section 11: Compacting and Restoring the Database

Recovering MSDSpro Using 4D Tools (contd)

9. 4D Tools will show the following progress thermometers during processing.

Scavenging
[NNTNENNRNNNNRNENNNE
Stop |
Rehuilding
LI
Stop |

Indexing: CO_Product MSDS_ID

[NNENENERNNERNNRRNRRENED

Stop |

10. After 4D Tools has finished processing, select Quit from the File menu.
11. Locate the old (original) data files.

12. Create a new folder called “Bad Files” from the File menu -> New -> Folder.
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Section 11: Compacting and Restoring the Database

Recovering MSDSpro Using 4D Tools (contd)

13. Move the old files into the new “Bad Files” f

older.

[EN Exploring - C:\Program Files\MSDSpro\Program

J File Edit “iew Go Favortes Tools Help

J Address ID C:vProgram Files\MSD S protPy

Togram
Folders ® || Mame Sizel T~
=] Pragram Files ;l Fi
-] Accessories Fi
-] Adobe C15earches Fi
-] Aladdin Systems (A Tools Fi
B Common Files C1Update Fi
&1 Directs L windDi Fi
1 Drive Image SE [ asitont fon KB F
=0 E“DEN'S_'On azifont. map KB M
F-] InstallGhield !
=] TEKR A
-] Internet Explarer SEKE SI
-~ lomega |
-] iPhato Plus 4 4559?&2 ;[
=1 MSDSpra
B3 Progiam stabils eered. 400 46,664KE  4[
"0 Images Joumal TXT KE T
-] Plugins gMSDSproADE 3.221KB 4
-] Searches Msdzpro.cmp BEKE Ll
0] Tooks [#] MSDSpra.dic 278kB DT
+-_] Update B MSDSpro EXE 2878KE &
L WwWindD A MSDSpro.RSA 1900KB Si=
A oLl | Ny

14. Launch MSDSpro and hold down the ALT key at the same time.

15. Select the recovered datafile when the Open Datafile window appears.

Open which datafile. .. HE

Look in: I =3 Program

ol s 2E

Bad_Files [0 windDi
Images

Fluginz

Searches

Tools

Update

File: name: |DatafiI399Q Zrecovered 40D

Open I

Filez of type: IData files

j Guit |

16. Click the OPEN button.
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