	
	
	



[image: Edit Preferences is located under the gear icon, where you can select your default language. ]Environmental Health & Safety Office 
355 Sutton Hall
Indiana, PA 15705
T: 724-357-4872




IUP Chemical Management System:
Instructions for accessing and viewing online safety data sheets
 

To access the new online chemical management system, please click the link provided below:
IUP Safety Data Sheet eBinder  



For any inquiries related to the website, please reach out to the Environmental Health & Safety Office at ehs-office@iup.edu.
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[bookmark: _Toc1616577879][bookmark: _Toc824620127][bookmark: _Toc1435747265]Accessing IUP Safety Data Sheet eBinder 
[bookmark: _Toc2087131349][bookmark: _Toc1402716782][bookmark: _Toc1180331881]General User Site
The General User Site is the read-only view of your university's safety data sheets and associated information. All users will have access to this General User Site, though the level of access can be adjusted by your administrator. If any details in this guide do not match what you see on your screen, check with the EHS office.
[bookmark: _Toc525645374][bookmark: _Toc1238260943][bookmark: _Toc1053933501][bookmark: _Toc1653402609]Edit Preferences
[image: Edit Preferences is under the gear icon in the top right corner where you can select your default language.]
To edit your preferences, click on the gear icon in the top right corner. From there you can set your Default Language. 
Setting a Default Language translates all system tools into the chosen language. 






[bookmark: _Toc525645375][bookmark: _Toc1625675557][bookmark: _Toc1634961388][bookmark: _Toc1170424468]eBinder Search
As a general user, you will either enter the site through the eBinder Search. If you don’t see the eBinder, click the Menu button in the top left corner and select eBinder. 
[image: The e-binder search is where you will search the university's list of safety data sheets.]

The eBinder gives you advanced tools to search your universities list of SDSs.
You can search the eBinder using the dropdown by specific product details including:
· All Categories 
· Product Name
· Product Code
· Manufacturer
· Product CAS #
· Document ID
· Ingredients
· Ingredient CAS #
· Custom Fields (i.e. fields that your administrator has created specific to your university, like Stock Numbers or Company IDs)
[bookmark: _Toc1362430155][bookmark: _Toc229375688][bookmark: _Toc276994990]Locations 
[image: Above the ebinder search bar, there is an all locations button. You will click on this to select Indiana University of Pennsylvania and then you can select an additional specific location within the university. ]
[image: Once you select Indiana University of Pennsylvania a drop down menu will auto populate and that is where you can select a department, building, and/or room number. ][image: The filter by location drop down menu has all of the PASSHE Universities listed, you will need to select Indiana University of Pennsylvania to view our specific safety data sheets. ]Above the search bar, you will see an All-Locations button. By selecting All Locations, you will then have the option to select a specific location (Indiana University of Pennsylvania). There is a drop-down menu where you can select a more specific location such as a building name, department, or room number. Once you have applied a specific location, it will become the default for next time you are searching for as long as you have the site open in your Internet browser. If you close or exit the site, it will default back to All Locations. 

[bookmark: _Toc1820620570][bookmark: _Toc897917822][bookmark: _Toc426037096]Filters
[image: To narrow a search for more specific chemicals, there is a purple button titled "filters" on the left hand side, click on this to open a drop down menu.]
To narrow your search for more specific details, select the Filters button, and a modal will appear with additional filter options. 
[image: The filter drop down menu will autopopulate and you will be able to enter the manufacturer name, product satus location, groups, quick filters, approval, revision date, product data, language, containers, source, and regulatory format. ]

Manufacturer allows you to filter by a specific manufacturer for your searched product. 
Product Status in Location allows you to filter products that are not in use or in use. 
Groups are set up by your administrator. 
Quick Filters allows you to filter by banned, discontinued products, or multiple versions. 
Approval allows you to filter by approved, pending, or not approved products. 
Revision Date allows you to filter for products with revision dates less than 1 to 5 years. 
Product Data is composed of all possible data that could have been indexed from the (M)SDS. The Product Data dropdown may include:
· Custom Module (or the custom name your administrator has given this field) allows you to search by organization specific data that has been added to this area in your account. Ask your administrator for more details, or if they are using the Custom Module.
· DOT Hazard Classes
· First Aid
· GHS Classifications
· Health Hazards
· HMIS Ratings
· Ingredients
· NFPA Ratings
· Physical Hazards
· PPE
· Precautionary Statements
· Regulatory Lists
· Risk Phrases
· Safety Phrases
· Target Organs
· TDG Hazard Classes
· WHMIS Classifications
Language allows you to filter by products in specific languages. 
Containers allows you to filter by products with or without containers.
Source allows you to filter products by the source that they were added. The options are:
· Auto Update
· Request
· Upload
· Library Search
· MSDSonline Project
Regulatory Format allows you to filter by the different regulatory formats. 
[bookmark: _Toc681643831][bookmark: _Toc39104786][bookmark: _Toc1452299602]Search Suggest
The single search field is smart enough to know the contents of your university’s list and will start to offer suggestions after you type in three characters. This will help you find possible matches for your search terms and can also solve tricky spelling problems.
[image: The single search field is where you can type the chemical you are looking for, the search suggest will automatically offer suggestions to help find possible matches to the chemical you are looking for. ]
Once you see a Search Suggest that matches your product, choose the suggestion and press Search to process your search.
[bookmark: _Toc525645376][bookmark: _Toc391711943][bookmark: _Toc291352582][bookmark: _Toc742300496]Search Results
The Search Results screen will appear after you have enacted the eBinder search. 
[image: The search results screen will appear once you have typed in a chemical and click "search". Products will arise, and you can further filter or sort through the results.  ]
The Search Results screen holds many tools for further filtering and sorting your results.
[image: A. is where you can "select all" products, allowing you to select all search results or you can click it again to deselect all or undo selections.
B. is where you can sort by the column header and name, clicking the arrow iwll sort it by ascending or descending order. 
][image: C. is the sort by drop down where you can filter by selecting from that list. the options in the drop down are based off of the columns that you selsect. 
D. The columns icon allows you to select up to 3 columns to show besides the product name. click the icon, it will show you a list of available columns. ]
a) By clicking on Select All, this allows you to quickly select all search results. Once clicked, this function will change to Deselect All which you can click to undo selections. 
b) To quickly sort by the column headers, select the arrow icon ([image: arrow icon next to the column name]) next to the column name. Once selected this icon will be updated to one blue arrow ([image: blue arrow sorts by ascending or descending order. ]). By clicking on this icon, it sorts by ascending or descending order. 
c) The Sort by drop down is another way to filter by selecting from that list. The options in the drop down are based off the columns that you have selected.
d) The columns icon ([image: columns icon which allows you to select up to 3 columns to show besides the product name.]) allows you to select up to 3 columns to show besides Product Name (which is a default). Once you click the icon, you will see the list of available columns. The order of which they are listed, is the same order is which they will show on your results page. 

· [image: An export button is available to export documents to an excel spreadsheet. 
] An Export to Excel button is available in the top right-hand corner to download your search results to a spreadsheet for reporting or inventory purposes.
· [image: A container map icon is availble to view the products on maps of your locations. ]A Container Map icon is available to view your products on maps of your locations.
· [image: The PDF icon next to the product name, allows you to open the SDS for the corresponding product. ]The PDF icon next to the Product Name, allows you to open the SDS for the corresponding product. You can also view the PDF by clicking on the Product Card to open the Summary Panel. 
· [image: The Checkbox icon, when clicked, gives you the options to create and print secondary container labels ]The Checkbox icon, when clicked, gives you the options to create and print secondary container labels ([image: Labels icon, select this if you wich to print secondary container labels. ] ) and share the product URL ([image: The Share button can be clicked to share the product URL. ]). We will go over both of these functions in more detail later in this user guide. 
[bookmark: _Toc525645377][bookmark: _Toc1215570649][bookmark: _Toc1654879386][bookmark: _Toc1218629301]Viewing an SDS
After selecting the PDF icon for a product, an Adobe window will open displaying the SDS for the product:
[image: After you select the PDF icon for a product, an Adobe window will appear displaying the safety data sheet for the product. The toolbar above the document gives you the options to rotate the document, download, or save the document to your computer.]
Notice the toolbar over the document – from here you can rotate the document, download/save the document to your computer, and print the document. On the right side of the document is a row of buttons which are your options to zoom in or zoom out of the document. In the upper right-hand corner of the PDF window is a red “X” button which closes the SDS.
[bookmark: _Toc525645378][bookmark: _Toc1088144088][bookmark: _Toc128642297][bookmark: _Toc61124510]Viewing the Product Summary
The Product Summary is a display of all information that has been indexed within your account for that particular SDS. You have two options to view this information, a high-level overview (Summary Panel) and a more detailed Product Summary.
To access the high-level overview Summary Panel (b), click on the Product Row (a). 
[image: The Product Summary is a display of all information that has been indexed within your account for that particular SDS. You have two options to view this information, a high-level overview (Summary Panel) and a more detailed Product Summary.]
From the Summary Panel, you will see the following options/information:
· View PDF
· Actions 
· Print Labels
· Share
· Product Details
· Product Inventory
· SDS Information
· Go to Product Summary
Another way to access the detailed Product Summary is to click on the Product Name. 
[image: Click on the product name, and You will see functions available in the Product Summary that are similar to those found in Search Results:
• View the PDF
• View Attached Files
• Print Labels
• Share Product URL
• Print Summary Sheet: allows you to print a copy of all the summary details for an SDS
]
You will see functions available in the Product Summary that are similar to those found in Search Results:
· View the PDF
· View Attached Files
· Print Labels
· Share Product URL
· Print Summary Sheet: allows you to print a copy of all the summary details for an SDS
Additionally, users have the ability to scroll through modules detailing information about the product, from the locations where that product is assigned to the ingredients that make up the product.
[bookmark: _Toc525645379][bookmark: _Toc1446233954][bookmark: _Toc1446445767][bookmark: _Toc261007523]Printing Labels
[bookmark: _Int_cmpkC2Xc]Secondary Container Labels, or Workplace Labels, are critical to any Hazard Communication plan. When companies know they use a large amount of a chemical, they will often buy that chemical in bulk and then transfer it to smaller containers. MSDSonline helps facilitate creating labels for those new containers.
After selecting Print Labels, you will arrive at the Print Labels page:
[image: If you select the option to "print labels", you will arrive at the print labels page and can customize your own labels, preset labels that are generated by the online platform, or vendor labels that are provided. ]

There are three categories of label templates that can be generated:
· Custom Labels
· Labels created by the Administrators
· Preset Labels
· Generic label templates
· Vendor Labels
· Templates that integrate with label-making devices
[bookmark: _Toc670735749][bookmark: _Toc1367973350][bookmark: _Toc971685760]Creating and Printing a Label
Selecting the label template, it will bring you to the wizard for generating your label. 
Label templates created by your administrator for your organization will only require you to generate the label. 
For MSDSonline-created label templates, there will be multiple steps involved to create your label. 
There are four steps to create and print most MSDSonline labels:
· Choose your Label Size: make sure you know the size of your container before printing!
· Choose your Hazard Symbol: hazard symbols appear on every label, and where multiple hazard symbols exist, they may need to be reordered in terms of priority.
· Choose your Data Fields: the data fields are those important details you feel need to be included on the label. The number of allowed data fields will vary depending on the size of your label.
· Choose your Print Options: Decide whether to print a single label or a full sheet of labels.
Upon selecting the Generate Label button, a new window will open with your Label preview. Notice the Adobe toolbar contained in the top of the window frame. From here you can rotate the document, download, and/or print your label(s).
[image: Upon selecting the Generate Label button, a new window will open with your Label preview. Notice the Adobe toolbar contained in the top of the window frame. From here you can rotate the document, download, and/or print your label(s).]


[bookmark: _Toc525645380][bookmark: _Toc1948599726][bookmark: _Toc1891748116][bookmark: _Toc810029995]Sharing the Product URL
Once you have selected the product via the checkbox, a Share button ([image: Once you have selected the product via the checkbox, a Share button will become available for you to share the product URL. You will have the option to either copy/paste the product URL or select the Email button to open up an email directly with the link. ]) will become available for you to share the product URL. You will have the option to either copy/paste the product URL or select the Email button to open up an email directly with the link. 
[bookmark: _Toc525645381][image: Once you have selected the product via the checkbox, a Share button ( ) will become available for you to share the product URL. You will have the option to either copy/paste the product URL or select the Email button to open up an email directly with the link. ]

[bookmark: _Toc525645383][bookmark: _Toc1853396903][bookmark: _Toc1441540935][bookmark: _Toc1483908882]What to Do When You Can’t Find an (M)SDS in Your eBinder

[bookmark: _Toc1137667334][bookmark: _Toc1046323773][bookmark: _Toc2081338607]Searching the MSDSonline Database

If you perform a search within your university’s eBinder and come up with zero results, one of your options will be to look at matches found in the MSDSonline database. Additionally, you can select the MSDSonline Search in the Menu to jump directly to searching the MSDSonline database.

[image: ]
In the example above, there are 60 possible matches in the MSDSonline database for a search that returned zero results. By selecting that option, you’ll be brought to the MSDSonline database with your 60 options displayed:
[image: In the example above, there are 60 possible matches in the MSDSonline database for a search that returned zero results. By selecting that option, you’ll be brought to the MSDSonline database with your 60 options displayed:]
From here, the same rules for search features apply as in searching your university’s eBinder. The only difference is that from the MSDSonline database you may have the ability to add the SDS you need to your eBinder:
[image: From here, the same rules for search features apply as in searching your university’s eBinder. The only difference is that from the MSDSonline database you may have the ability to add the SDS you need to your eBinder:
 
After selecting the checkbox, use the Add to eBinder button to add this product to your universities account.
]
After selecting the checkbox, use the Add to eBinder button to add this product to your universities account.
Be aware that some documents may require approval from your administrator prior to being added to your eBinder. You may have to fill out an approval form with details for your administrator:
[image: Be aware that some documents may require approval from your administrator prior to being added to your eBinder. You may have to fill out an approval form with details for your administrator:

Simply fill out the form and select submit. ]
Simply fill out the form and select Submit.
[bookmark: _Toc1433727357][bookmark: _Toc741280436][bookmark: _Toc40131110]Submitting a Request
Sometimes you may encounter a search where the document you need cannot be found in either your eBinder or the MSDSonline database. In a case like this, simply select the Request a Safety Data Sheet option when you receive zero results:
[image: Sometimes you may encounter a search where the document you need cannot be found in either your eBinder or the MSDSonline database. In a case like this, simply select the Request a Safety Data Sheet option when you receive zero results:]
Depending on the settings of your account, your request will either be transferred to your administrator or direct to MSDSonline. 

[image: To request an SDS, simply fill out the form with as much detail as possible.  This will help your administrator or MSDSonline find and add the SDS you need.]
To request an SDS, simply fill out the form with as much detail as possible.  This will help your administrator or MSDSonline find and add the SDS you need.
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