Getting Started with SDS Manager
How do | get started with SDS library? - 8 easy steps
In this article, we will show you how to get started on using SDS Manager to manage your
library of Safety Data Sheets (SDSs). We will cover the following areas:
Step 1: Create your locations (if you have chemicals stored and used on multiple locations)
Step 2: Import your existing SDS files (if you have any)
Step 3: Update the SDSs you imported to the latest version

Step 4: Add SDSs or Chemicals to your locations by searching our database of 13 Million+ Safety
Data Sheets.

Step 5: Create QR code poster to allow your employees to access the SDS library using QR code
Step 6: Invite your employees to join on SDS Manager

Step 7: Look through SDSs that contains restricted chemicals and substitute where necessary
Step 8: Create Secondary container labels for hazardous chemicals

Optional steps:
Step 9: Print out SDS binders if you prefer to have hard copies on the locations (Optional)

Step 10: Do Risk assessment for all your chemicals (Optional)

Step 11: Create risk-assessed Job procedures (Optional)

Step 1: Create your locations (if you have chemicals stored and used on multiple
locations)

For organizations with large number of SDS, it can be helpful to organize the SDSs by
locations/departments.

With a location structure, you can delegate administrator access for a subset of locations to other
team members. It also allows you to let your employees only have access to SDSs relevant for the
site in which they are working.

You can create a location structure with unlimited number of levels.

With SDS Manager, you can link your SDSs to locations.

Below is an example of a location hierarchy. The number in the parentheses is the number of SDSs
linked to each location.

You can manage your location structure under the menu "My locations". Use the button "Add
location" to create new locations and the "+" button to create child-locations.

Click here to open SDS Manager to manage your locations (require login)
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Step 2: Import your existing SDS files (if you have any)

If you currently have your SDS files stored on a file-share, you can easily import all your SDSs to SDS
Manager.

You can simply zip your folders with SDS-files and import them to SDS Manager.

If you have the SDS-files stored in a folder hierarchy, you can zip the whole folder structure and we
will automatically create a matching location structure and add the SDSs to each location in the
same way you have then on your file system.When SDS Manager imports the SDS files, we will
analyze them and extract all the content found in the SDS tiles and make them available for you in
your new SDS library.It is pure magic, and SDS Manager is the only company that have such an
import feature.

Click here to open SDS Manager to import your zip file (require login)
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When SDS Manager imports your ZIP file, the locations are automatically created and the SDsS are
added to the corresponding locations:

v Building X [14)

O Hazardous Area (30)
v Department Y (&)

O MT (10)

O Main Lobby (3)

v String Unit (29)

v Lab B (0]
O LabaA (0)

O Department Z (13)

After importing, you will be notified about all SDSs which are outdated and should be updated with
the newer version we have in our database.

To upload a single SDS file, open the "Manage SDS Library" option and press the "Add Safety Data
Sheet" button. In the dialog shown below you can drag and drop your file or browse in your system
to add a SDS-PDF file to your SDS library

Click here to open SDS Manager to add a single SDS-PDF file (require login)
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Add substance to Main Department

Search for Safety Data Sheet in our database of 13Million+ Safety Data Sheets.

Recently added

UV DC CLEARCOAT FOR PVD - TRANSPARENT

Already have the PDF-file of the Safety Data Sheet you want to add to your library? ()

You can also add the Safety Data Sheet to your library by simply uploading the PDF-file.

Show other methods to add Safety Data Sheets to location v

If you already have SDS-binders (PDF files that contain multiple SDS files) for each of your locations,
you can simply upload the SDS-binder file to a location in your SDS library.

We will automatically read the PDF you import and detect which SDSs are in the file and add them to
the location.

With this method, you can populate your SDS library with thousands of SDSs in a matter of minutes.
The only requirement is that you have an SDS-binder for each location in your company.

If you do not have any SDS file but have XLS or CSV file with your substances instead, the list can be
imported to SDS Manager. Let us know if you prefer to build your SDS library by importing your
product inventory and we will help you import the data.

Step 3: Update the SDSs you imported to the latest version
New revisions of SDSs are issued every 1 to 3 years.

New revisions are issued because of new regulatory requirements, corrections or new discoveries by
the suppliers. Users of chemicals are required to have the latest version of the SDS in their library.

SDS Manager are continuously crawling thousands of supplier websites for new revisions of safety
data sheets and add them to our database.

When you use SDS manager, you will be alerted when we find new versions of SDSs in your library.
In the header bar of SDS Manager, you will see the alert icon showing the number of outdated SDSs
you have in your library. In the example below, we have 35 outdated SDSs that need to be updated.
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fr
Dashboard
5@ Hey Company, Welcome to SDS Manager!
Q
Q' Welcome to SDS Manager!
’ See our getting started guide to get an overview of how to

set up you new SDS library

Add SDSs to your library Print poster for QR login
Invite colleagues Open help center
5
S See 5DS Manager in daily use - from your employees
perspective
N

When you click on the notification bell, you will be directed to "SDS where newer version exists"

page where we will list SDSs you have in your library for which we found newer versions.

Click here to open SDS Manager to review SDS where newer version exists (require login)

Product Name Product Code Revision date  Revision date newer version Locations
MELMENT F10 2018-08-20 === 2020-01-15 LabB .
Diff. Upgrade to new version
Navistar Fleetrite Diesel Exhaust Fluid FLTFP (2.5 Gal); FLTFQ (55 Gal); FLTFR (275 Gal); FLTFS (330 Gal 2012-03-26 2018-06-01 LabE o ~
Diff. Upgrade to new version

Click on the "Diff." button to see side-by-side changes between the SDS you are currently using and

the new version.

Changed values Current version

=
Emergency telephone
Health risk 1
Safety risk 1
Revision date 2018-08-20
Environment risk 1
Section 3: . i
composition/information on According to Regulation 2012 OSHA Haz
ingredients CAS Number Weight % [

50-00-0 <0.1%
»

First-aid measures after ingestion Rinse mouth immediately and then drink plenty of

water, seek medical attention. Do not induce vomiting
unless told to by a poison control center or doctor.

New version

oo

+1 973 245-6000

2020-01-15

According to Regulation 2012 OSHA Haz

Formaldehyde
CAS Number: 50-00-0
Content (W/W): < 0.1%
Synonym: Fermaldehyde; Forma
3

Immediately rinse mouth and then drink 200-300 ml of
water, seek medical attention. Do not induce vomiting
unless told to by a poison control center or doctor.

You can choose to upgrade one SDS at a time (1) or upgrade all SDSs to the latest version in one

operation (2).
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o 2@

>

2 2

SDS status Locations
@ Only list SDS in use + List SDS on all locations -
G\ Product Name Product Code Revision date Revision date newer version Locations

1

~ MELMENT F 10 2018-08-20 2020-0115 LabE )
E Upgrade to new version
& Navistar Fleetrite Diesel Exhaust Fluid FLTFP (2.5 Gal); FLTFQ (55 Gal); FLTFR (275 Gal); FLTFS (330 Gal  2012-03-26 2018-06-01 LabE Uparade to new version

Step 4: Add SDSs or Chemicals to your locations by searching our database of 13 Million+
Safety Data Sheets.

You can manage your SDSs under "Manage SDS Library"

Click here to open SDS Manager to manage your SDS library (require login)

v SAPQS X Q, search SDS in use and global database {29 Q
N Dashboard
(@ see our guide on how to perform maintenance and management of your SDS library

sos]  Allmy SDSs SDS Library for test.new.deployment.1308@example.org > Demo Building

Q My locations i Q = m Hazard Revision Risk Personalized view

[~ Manage SDS Library v
() We discovered issues with one or more files during import. See details one the Import status page  Open import status page

Demo Building (8)
Product Name 4 Signal word Pictograms & Controls  Substance hazard  Actions

> Department A (4) H s €

o Main Depariment (1) wanger COLC® [HE BBda-<
o omae

Nitraus axide
> SUS Department (0) IISFABRIEK STROMBEEK

@  Addlocation
RonaFlair Balance Blue Warning! s3 E 228 <

@  Importstatus -
Marck Parformance Matarials Germany GmbH og
@Y sosrequess

©  Achive UV DC CLEARCOAT FOR PVD - TRANSPARENT OnacHo @ @ 0 H4| s3 E @z E <

oRA

SHERWIN-WILLIAMS aly S.r.
@  Global SDS Search

SDS compliance >

4-Chleronitrobenzene Cevaar @ @ @ Ha E4 @28 <

TCI EUROPE NV [+1~]

Manage QR codes

) Substitutions

2 Riskassessment Adelstalvard, 400 ml Danger <£'> sa 2z®8 <

Wirth Svenska AB [+~

"8 Job procedures

e Bxposures Rowsperpage 10w  1-8ofg & CEEIEmnE

Reports >

Privacy Policy  Terms and Conditions

To add a SDS for a product, simply search for the product name, then hover on the (+) icon and
choose "Add Safety Data Sheet to YOURLOCATION".
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Add substance to RE Department b4

Search for Safety Data Sheet in our database of 1IMillion+ Safety Data Sheets.

CRC foam Q, Advanced search ~
Language Region
English -~ EU - D Search only among SDS in use by Test CC
Name Supplier Revision date  Regulation area  Language
@ CRC 8098 Foam Adhesive CRC Industries 2019-01-1 EU English @
s, Inc 2019-01-25 English [P
Add Safety Data Sheet to "RE Department’
Add Safety Data Sheet to other locations Co 2017-05-23 English @
POLYURETHANE FOAM CRC Industries E
@ naustries EUrope — 5o12-0119 EU English  |&8

Aerosol bvba

If you want to add the same SDS to multiple locations in one operation, select "Add Safety Data
Sheet to other locations" instead.
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Add substance to RE Department X

Search for Safety Data Sheet in our database of TIMillion+ Safety Data Sheets.

CRC foam O\ Advanced search ~

Language Region

) by S— N
English -~ EU - D Search only among 505 in use by Test CC

Mame Supplier Revision date  Regulation area Language
@ CRC 8098 Foam Adhesive CRC Industries 2019-01-1 EU English IE
s, Inc 2019-01-25 English =
Add Safety Data Sheet to "RE Department’
Add Safety Data Sheet to other locations jole) 2017-05-23 English @
POLYURETHAME FOAM CRC Industries Europe N , m
@ P ovbn 2012-01-19 EU English [ e
Add substance to locations X
D\ Search Location @

w D Department ¥
O] T

D Main Loblby

w D String Unit

o D_Eb[‘i

MANUAL ENTRY: Sometimes, you want to add a product to your SDS library but don’t know the
SDS to link to the new product.

To handle such cases, you can add the product information to your SDS library and later link a SDS
to the product. This way you can let your purchasing department or logistics personnel add products
to SDS Manager and let the HSE-manager add the corresponding SDS later.
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Add substance to RE Department b4

Search for Safety Data Sheet in our database of 1IMillion+ Safety Data Sheets.

Q Advanced search ~
Already got the PDF-file of the Safety Data Sheet you want to add to your library?
You can also add the Safety Data Sheet to your library by simply uploading the PDF-file.
Add PDF file to my SDS library
i Drag and drop Or click here to browse files E
Show other methods to add Safety Data Sheets to location ~
G5 UPLOAD FROM URL | know the URL where the Safety Data Sheet can be downloaded from the internet.

cannot find any Safety Data Sheet file for my product. Until | get the Safety Data
MANUALLY ENTER PRODUCT Sheet file, | want to store all the product information | know. The Safety Data Sheet
file can be added later.

| have a PDF-SDS Binder with all Safety Data Sheets | want to import to this

IMPORT SDS-BINDER .
location.

| have all Safety data sheet files for this location in a folder on my PC. | have
compressed the folder to a zip file and want to import them to this location.

IMPORT ZIP-FILE

In SDS Manager, you will find a list of substances that are missing SDSs. With this list, it is easy to
add missing SDSs to keep your library up to date at any time.

v 2R3 ¥ 20

i Cashooard Substances with missing SDS

43 All my SDSs

Q My locations Product Name Supplier Name Product Code Locations Purchase year Created By
;' Manage SDS Library > Anti seize KENT Industri Danmark ApS 83272 Department ¥ Company X m
@ Global SDS Search Manual Enter Manual Enter Department ¥ Company X w
E SDS compliance ’ Manually Entered Manually Entered Department ¥ Company X

O Substitutions

fn\. Risk assessment Rows per page: 10 = 1-30f3

Step 5: Create QR code poster to allow your employees to access the SDS library

Employees can get read-only access to some SDSs via QR-codes.
If you have multiple locations, you may want to create a separate QR code for each location so that
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employees only see the SDSs in their location when scanning the QR code.

To create a QR-code-login do the following steps:
(1) Click here to open SDS Manager User management page (require login)

(2) click on ‘Add QR login user’ and name the user, then (3) click ‘Create’. We recommend you name
the account to describe the locations which the QR code have access to. Next, (4) select the
locations that you want the QR code to give access to, then (5) click ‘Save’. Employees who log in via
the QR code login will now have read-only access to the SDSs on selected locations.
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SDS x
 Tanacin
ﬁ Dashboard
Dashboard
48] All my sDss
© My locations Q welcome to SDS Manager!
. See our getting started guide to get an overview of how to set up you
A Manage SDS Library > new SDS library
@ Global SDS Search Add SDSs to your library Create location structure
‘ SDS compliance > Import your existing SDS files Print poster for QR login
O Substitutions Invite colleagues Open help center Schedule a demo
See SDS Manager in daily use - from your employees perspective
2t Risk assessment

"R Job procedures Find Safety Data Sheets for your products

Bl isiak mrasadivas [ T R T

Add QR-login user X

Name*

Access to RE Department|

Language

English

e Company X
Test CC (pro)
g Manage account

Check what your

g

Organization profile

3

| 753 User management

)

C) Subscription

@

English =

=t Invite members
* Settings
5] Logout

Manage Location Access

Here you define what Safety Data Sheets this QR code will give
access to. You can create multiple QR codes if you have
organized your Safety Data Sheets by locations.

Select user

o Access to RE Department - -
> Building X -
> DepartmentY -
Department Z -
HSE -
RE Department |[- Read Only - ]I 4
SUS Department
No Access
Read Only

When the QR code user is created, you can view the QR code by (1) clicking on the QR code image.

Name Email address Role

o Access to RE Department - Staff

QR login Status

W me)

Rows per page 10 « 1-10of1 < >
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The button (2) "Print QR code for login" will generate a poster with the QR code.

If you want to give access to your SDS library from your intranet, you can simply (3) create a QR
code user, scan the QR code and copy the link and add it to your intranet.

The button (4) "Email access link to your team" allow you to share access via email.

You can or click on the image or scan the below QR code with your mobile phone to see how this will
look for your employees.

Login QR Code X

Please choose a print layout

*

SCAN TO ACCESS
SDS LIBRARY

ccess to RE Department

v 3Ds

Access to RE Department -

T

You can use the URL of the QR code to add a link to the SDS library on your Intranet
3 IT] Copy URL to clipboard

4 Email access link to your team

If you want the link to give access to all SDS in your organization, the QR code user must be granted
access to all locations.

You can create many “QR code users” - e.g., one for each of your locations, or a “QR code user” that
gives access to all the SDSs your organization has in the SDS library.

Step 6: Invite your employees to join on SDS Manager

With SDS Manager, you can add unlimited numbers of users. We suggest that you only create user
accounts for employees that will administrate the SDS library.

Click here to open SDS Manager to invite employees (require login)
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sDb ¥

HAGER

> <

Dashboard See SDS Manager in daily use - from your employees perspective

il
(&5
i

All my SDSs

Find Safety Data Sheets for your products

@

My locations

Q Product, Supplier, CAS#, UFI#, EU No.
ﬁ Manage SDS Library »

Global SDS & h
@ oba earc SDS | have access to

@ SDS compliance >

189 seawovsos: SDS

Add substances to my library

IL:‘) Substitutions

‘3‘ Risk assessment

'[: Job procedures
Revised SDSs

lT:; My job procedures

188/189

Update outdated SDSs

.1,
—e- Exposures

Reports >

Number of users

2

nvite users

Invited users can have an Admin Role, Staff or No Access Role.

You are flexible to decide access type on location level. A user can be given an Admin role on one
location and read-only access to other locations.

To be able to manage SDSs in your library, users wil need Admin role.
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Create new user

Phone

Role

Define global user roles for SDS Manager.
Different roles can access different pages.
In the next step, you can choose which locations the user can access.

Step 7: Look through SDSs that contains restricted chemicals and substitute where
necessary

SDS Manager has an overview of all chemicals listed on restriction lists like ZDHC, California
Proposition 65, REACH and more.

The substances in these lists are identified with either EC or CAS number.

SDS Manager will extract the CAS and EC numbers from section 3 of the SDS you use and check if
these numbers are found in any of the restriction list.

In SDS Manager, you will be able to list all the SDSs you have in your SDS Library that have
restricted components.

Click here to open SDS Manager see what SDS in your library that are containing hazardous
chemicals (require login)

Below is an example of how we list products with components on restricted list:
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o- *0

Hazardous substances
s@ SDS with components listed on restricted substance lists

9

Q Q Regulation ~ Only list SDS in use ~ Al ~ Only list SDS on locations | have access ~ Al -

[
Supplier Revision . Approval .
. Product Name GHS Locations EC/CAS Name of the chemical Concentration Listed in
ame ate atus
EY N: dat Statu
Q <01NTU Hach 2023-02-08 SUS Department Not Approved  + 6417-5 + Ethanol . % + Z1Table OSHA
Calibration Company . 67561 + Methanol - <01% - NA
@ Solution
e <= 0W%S02/<=  Calgazitd  2020-02-27 C SUS Department Not Approved  + 124-38-9 + Carbon dioxide . NA « ZdTable OSHA
01%: €O/ < . 7727379 + Nitrogen - N/A - N/A o Cront
" 20%C02 N2 . 7446.09-5 . NA . N/A . N/A e —
Show mare Show more Show more Show more
3
e
12- AccuStandard, 2021-06-24 C C HazardousArea  NotApproved  » 95-50-1 + 12-Dichlorobenzene - N/A + ZDHC Manufacturing Restricted Substan.. .y o/
Dichlorabenzene  Inc « Z:1Table OSHA o

The above list is a prospective list of products that you need to assess.

When you have verified that the content is acceptable, you may want to mark the SDS as 'Approved'
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Warning!

RonaFlair Balance Blue
Merck Performance Materials Germany GmbH

Health risk rating:

Safety risk rating:

Environmental risk rating:
No approval info v [J show rows where SDS has no information [ Review Data

Approve

Add information message

Mark Approval in process
General Information
Mark Not allowed for use

Product name: e Blue

Product Synonyms:

Product code: Nn7739
Revision date: 2024-10-01
Printed date: 2024-1-01
Version no.: 22

Icons in PDF:

SDS Set:

Company Information

Company name: Merck Performance Materials Germany GmbH

E-mail address of the competent
person responsible for the Safety Data ELECTRONICS_SDS@merckgroup.com
Sheet:

Step 8: Create Secondary container labels for very hazardous chemicals
On the label icon, you can generate Secondary Container labels.

Click here to open SDS Manager to create Secondary container labels (require login)

Product Name Supplier Name Location Signal word Pictograms & Controls Substance hazard Actions
H S E
1,2-Dichlorobenzene AccuStandard, Inc Hazardous Area Warning @ @ E @ Z/‘ <
= A

The label has respective QR codes to view the actual SDS file and track chemical usage and disposal.

Icons from the SDS, Hazard statements and Prevention statements are also shown in the label.
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Getting Started with SDS Manager

1,2-Dichlorobenzene

Company name: AccuStandard, Inc
Signal Word: Warning

View PDF Edit Amount

Hazard statements

H227: Combustible liquid ; H302: Harmful if swallowed ; H315: Causes skin irritation ; H319: Causes serious eye
irritation ; H371: May cause damage to organs (or state all organs affected, if known)(state route of exposure if it is
conclusively proven that no other routes of exposure cause the hazard) ;

Precautionary statements

P202: Do not handle until all safety precautions have been read and understood. ; P233: Keep container tightly
closed. ; P262: Do not get in eyes, on skin, or on clothing. ; P264: Wash ... thoroughly after handling. ; P280: Wear
protective gloves/protective clothing/eye protection/face protection/hearing protection/... ; P284: [In case of
inadequate ventilation] wear respiratory protection. ; P331: Do NOT induce vomiting. ; F338: Remove contact lenses,
if present and easy to do. Continue rinsing. ; P360: Rinse immediately contaminated clothing and skin with plenty of
water before removing clothes. ; P404: Store in a closed container. ;

OS> &

Emergency agency name: CHEMTREC
Emergency agency phone number: 1-800-424-9300

Step 9: Print out SDS binders if you prefer to have hard copies on the locations (Optional)
For each location in your SDS library, you can find a 'Print binder' button, which will generate a PDF
file that contains all the SDSs stored on that location. On the first page of the SDS Binder, there will
be a table of content of all the SDS in the binder.

Click here to open SDS Manager to generate SDS binders (require login)

ﬂ Dashboard
SDS Library for Test Corporation Inc. > Factory Paris v B Include sub-locations
All SDS
5@ my = C‘\ = + Add m Edit location settings
Q My locations Manage QR code access
Product Name T Signal word Amount Pictograms & Controls Substan Generate SDS Binder
|}‘ Manage SDS Library v

H

Export SDS information to Excel file

O Test12 (8) Import SDS files

Q> @ @ H Move location to Archive
® ———

3-In-One All Purpose Danger N/A

Fac Equator (94)
O Factory Equator (94) wd-40 eompany

@

> Factory Himalaya (24)

O Factory Miami (28, il
) 3M Filtek 2500 Warning N/A @ nal [sa B Ze® 8 <
Universal Restorative
> Factory Pars (54) (8020, 8021) 4]
3m company
> Factorv Tokva (79)

The PDF file can be printed out if you need hard copies.
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Step 10: Do Risk assessment of all your chemicals (Optional)

Risk assessment of chemicals and substances can be done either via Job procedures, or directly on
the substance for cases where the risk related to the substance isn’t related to an actual Job
procedure, or for the case where your company does not wish to document the Job procedures in
SDS Manager.

For this case, you can do a risk assessment of the substance itself. The risk assessment of a
substance (SDS) is nearly identical to risk assessment of substances in a Job procedure and contains
the following:

e The form of the substance

e What the substance is used for

e How the substance should be used

e How the substance should be disposed of

e Duration of exposure to the substance when handled

¢ Amount of the substance when handled

e Hazard types relevant for handling the substance

e classification of risk, classification of exposure and effect of PPE and controls for each hazard
type

e Storage risk regarding safety events

e Storage risk regarding environmental release events

Granular Absorbent - IL - MS Qil-Dri Corporation 2018-09-07 14 | H5 51 El

Risk category Without controls Controls With controls

Eyes E
Oral
G

Flamable @ \9 @

For all locations you have the substance stored, you can evaluate the storage risk.

Likelihood Likelihood Risk .
. ) Risk category
R . accidental Safety . X Environmental category )
Location Amount ® Safety risk X Environment risk ) Environment - Ignore ®
event during release during Safety -
. Storage
storage storage accident Storage
. 100 kg
!\/\iaaardous ,. Dangerous v S3 Low likelihood « Very Dangerous « Low likelihood « E E3 D
rea e

Step 11: Create risk-assessed Job procedures (Optional)
In SDS Manager, you can assess your Job procedure according to REACH, OSHA and COSHH.
In our Job-procedure risk assessment, you will be able to record the following:

¢ Frequency of the Job procedure
The user that will perform the Job procedure
The locations where the Job procedures will be performed

Description of the procedure
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e Description of the job steps
e Description of the hazards
¢ Add substances (SDS) that are used in the Job procedure.

For each substance in the Job procedure, you may register the following:
- Form of the substance

- What the substance is used for

- How the substance should be used

- How the substance should be disposed of

- Duration of exposure to the substance in the Job procedure

- Amount of the substance used in the Job procedure

- Hazard types relevant for the Job procedure

- Classification of risk, classification of exposure and effect of PPE and controls for each
hazard type

- Storage risk regarding safety events

- Storage risk regarding environmental release events.

On the Job procedure risk assessment, the risks will be listed for use without PPE and Controls and
the risk with Controls.

SDS Manager use a risk classification range from 1-5 for (H)ealth, (S)afety and (E)nvironment.
In below example, we can see that all Health risks are medium high (H3) while the safety risk is very

low (S1).

Withouwt With
controls controls

H3

Risk categories

>

H3

Inhalation/Respiration

>

Flarnrmabla

B>

e

The controls identified on the Job procedure are displayed on any secondary container labels
available for any users of the SDS Manager.

Erwircmmearital
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Controls in place

Comment

Wear cotton suit
Wear protective classes
Do not eat during work procedure

Mo open flame

P®OQ:

+

Rinse with lots of water for at least 10 minutes if substance is in contact with
the skin

o

Call firedepartment in case of accident

5

Job procedures can be approved and revised.
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