SARA Reporter Instruction Sheet

1. When you receive notification to update the SARA inventory for your PI(s) and/or Supervisors
spaces, access the web-based Pl Space Registration and SARA Reporting system on the
SAPweb site at http://mit.edu/sapweb/PS1/ehs _home.shtml.

2. You'll need to use a MIT supported browser on PC or Mac that already has your MIT certificates
installed. (Note: if you need to get certificates for your browser, select the “Get Web Certificates”

link at the top of the page.

If you have any problems with certificates, contact the MIT Computing

Help Desk at computing-help@mit.edu or call 617-253-1101.)

3. Select the “SARA Reporting: Change/Display” option from the left navigation. The system will
load and validate your certificate information, then present you with one or more links to PI(s)
and/or Supervisors SARA Relevant Roomsets*.
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DLC Preference Settings
PI Space Registration

Room: Greate/Change/Display

Roomset: Create New

Roomset: Change/Display

3 » SARA Reporting: Change/Display

Inspections and Audits

Create and Gomplete Inspections
¥iew Assigned Findings

Supervisor's Injury Report

Training
Training Reconciliation
Training Needs Assessment
Report on Training
Training Admin's Page
Warehouse Reports

Download Reports

The Environment, Health, and Safety Management System
) Working together to protect people and planet.
-
The following are integral components of the MIT Environment, Health and Safety Management System
(EHS-MS). The EHS Management System provides a set of tools designed to ensure a safe, healthy
and environmentally sound workplace. To learn more about your individual role and responsibilities,
please wvisit http://web.mit.edu/ehs-ms.

What can I do on the EHS tab?
s PI Space Registration

Roomset: Greate New and Roomset: Create/Change/Display: Register spaces including sets
of rooms that contain hazardous materials, equipment, SARA substances and emergency
contacts to principal investigators (PI) or supervisors,

¥iew hazards definitions ..

Room: Create/Change/Display: Print out "Greencard" or emergency contact information for
each room and to update a room's potential hazards,
¥iew hazards definitions ..

SARA Reporting: Change/Display: SaRA Reporters can update and submit annual Sara
Reporting.

« Training - Lets faculty, students, employees and contractors assess their EHS training
requirements based on their work with potential hazards (EHS Training Needs Assessment) and
check training status, On-line registration for live courses and access to web-based training. Lets
EHS Office maintain all training records.
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*A SARA relevant roomset is a roomset that contains one or more rooms with one or more of the

following hazards:
Chemicals as Core Hazard
Flammable Liquids

Highly Reactive Materials
Large Volume of Oil
Combustible Metals

Gas Cylinders

Hydrofluoric Acid (HF)
Perchloric Acid & Org Peroxide
Toxic Gases
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4. Select the link to a “PlI Roomset Name”. On the resulting SARA Reporting detail page, you are
presented with a set of tools for updating the SARA inventory for your Pl/Supervisor.
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SARA Reporting: Environment, Health, and Safety Office
-4 Return to DLC List

Only SARA relevant roomsets are shown,

Roomset Name PliSupervisor SARA Reporter gzﬁrﬁfssl_iauﬁ guAl:]IR“I:?rt;I:il'is‘
EHS BSP Lab Claudia Mickelson Rhonda O'keefe  11/29/2006 Mo
EHS IHP asbestos Lab Raobert Edwards Barry Mendes 12182006 Mo
[r——  EHS HP chermistry Lab Robert Edwards Barry Mendes 12118/2006 Mo
EHS MALs Joseph Pinciaro No
EHS RPP Mitchell Galanek  Williarn McCarthy 01022007 Mo
Testing Decommissioning 2 Laurie Weal Mo

- Return to DLC List
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Select the “Display SARA Worksheet” option. Selecting this option will launch a PDF version of

last year's SARA inventory that you should print out and use when you conduct the physical
inventory. To print, select “File” then “Print” from your browser menu.
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SARA Reporting: EHS IHP chemistry Lab

‘a Roomset SARA Reporting data updated successfully

| Submit Final Report

< Return to SARA Roomsets

‘ Display SARA Waorksheet

<
<

Save Changes Copy SARA Substances from Last Year

Last Year's Last Year's
Quantity  Unit of Measure

Add Substance

Substance Quantity  Unit of measure

Welcome John P Archambault, 10/15/2007

Room# - Room Name

e Help
e Home

Nitric acid 1.00 Gallon N52-443 - N52-4438
| Save Changes ” Submit Final Report ” Copy SARA Substances from Last Year I
| < Return to SARA Roomsets | ‘ Display SARA Worksheet
I|I'- I('l' Meed business help or technical support?
Il s Review our contact infarmation for assistance.
Done Internet 100 v
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E 2005-2006 INVENTORY - EDITED SARA TITLE Ill TOXIC CHEMICALS
Department: Environment, Health, and Safety Office
Principal Investigator: Robert W Edwards
SARA Reporter: Robert P Kirby
Rooms: N52-442, N52-443, N52-448
SARA Submission Date: 01/23/2006
CHECK HERE IF NO SARA CHEMICALS ARE USED BY THIS GROUP I:l
CHECK HERE IF THE INVENTORY IS THE SAME AS BELOW |:|
Chemical Name CAS # Quan Unit F # Changes
Acrylamide 79-08-1
" Ammonia (anhydrous only) 7664-41-7
E Argon (liquid) 7440-37-1
E Arsenic pentoxide 1303-28-2
j( Arsenous oxide 1327-53-3
7{: Arsine 7784-42-1
E Cadmium Oxide 1306-19-0
g Garbon Tetrafluoride 75-73-0
lasaad Carbon dioxide (gas) 124-38-9
Chlorine 7782-50-5 "
_.:l 1of2 P Pl <] [F] |E| Uy
Done 12} Urknown Zane

A. After you update the SARA Worksheet, go back into the system and update the data on
the SARA Reporting detail page. If there are no SARA chemicals in the roomset, just click

“Submit Final Report” button.

B. If the materials, locations and amounts are almost identical to last year’s, you can select
the “Copy and Save Last Year’'s Substances” option above the “SARA Substances Present in
Roomset (per room)” table at the bottom. Make the necessary adjustments to “Quantities” and/or

“Unit of measure” and then “Save Changes”. (Note that this copy from last

year option is only

intended for use when you begin to put in your data. Any subsequent use of the button overwrites
whatever you already entered in the system for the current year.) To remove a substance present

last year from this year’s inventory just zero out the quantity.
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insideMIT ‘Welcome John P Archambault, 10/15/2007
SARA Reporting: EHS IHP ghemistry Lab + Help
« Home
|O Roomset SARA Reporting data updated sgccessfully
< Rstumn to SARA Roomsets | Display SARA Worksheet
y ) 6B
| Save Changes ” Submit Final Report ” Copy SARA Substances from Last Year l
Last Year's Last Year's = =
Add Substance Substance Frriy | Uil e e Quantity  Unit of measure Room# - Room Name
Nitric acid 1.00 Gallon 0.00| | Gallon o | N52-443 - N52-443B
| Save Changes ” Submit Final Report ” Copy SARA Substances from Last Year
< Raturn to SARA Roomsets ][ Display SARA Worksheet

I|I'- I,f Meed business help or technical support?
| 7 Review our contact infarmation for assistance.
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Following is a gas cylinder conversion chart for your use:

Chemical Name Size Volume (scf) Weight (Ibs)
Ammonia (gas) 5 and 50
Argon 336 24.3
Carbon dioxide H 437 50
Helium 291 21
Hydrogen 197 14.3
Hydrogen chloride (gas) 8 and 60
Nitrogen H 230 16.7
Oxygen E 24 2
Oxygen 200 14.5
Sulfur dioxide 5and 115

Online conversion calculator (standard cubic feet, pounds, etc.):
http://www.uigi.com/unitconvert.htmi

If new substances have been added since last year, use the “Add Substance” button. Select the
“substance”, “unit” and “room” from the dropdown menus, and then enter the quantity for each
substance. Your new substances** will show up in the table below outlined in yellow. Double-
check the quantities, etc., and then select the “Save Changes” option to save the information you

have added.
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SARA Reporting: EHS IHP chemistry Lab . :e\p
+ Home
|0 Roomset SARA Reporting data updated successfully
| - Return to SARA Roomsets | ‘ Display SARA Worksheet
I Save Changes ” Submit Final Report || Copy SARA Substances from Last Year
> Substance L(a‘sl Ye_ars Un%las; .Y.Eﬂ's Q i Unit of Room# - Room Name
Nitric acid 1.00 Gallon 0.00| | Gallen v | N52-443 - N52-443B
> i Save Changes ” Submit Final Report ” Copy SARA Substances from Last Year
| - Return to SARA Roomsets | ‘ Display SARA Waorkshest
I|I'- I‘ Need business help or technical support?
| ~ Review our contact information for assistance.
Done & Internet Ho100% T
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SARA Reporting: EHS IHP chemistry Lab . :Em
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‘ < Return to SARA Roomsets | ‘ Display SARA Worksheet
| Save Changes ” Submit Final Report || Copy SARA Substances from Last Year

Substance st Ye.ms I.‘aﬁ ‘l(.ears Q Unit of Room# - Room Name
Q Unit of
Helium (gas) b -—_ P 2|| Liter v| NB2-442 v
Formaldehyde v - 3| Gallon v| N52-442 v
Complete fields
Propane 4| Gallon | N52-443- N52-443B v
as needed.
Hydrofluaric acid B 250/ Milliliter | | N52-442 b
Lubricating Oil v/ \ 5/ Gallon v| NB2-443-N52443B v
Nitric acid 1.00 Gallon 0.00| |Gallon | N52-443 - N52-443B
Formaldehyde Use
Briefly describe procedure(s) using formaldehyde, including how much is used and solution
concentrations, how often it is done, and whether it is performed in a fume hood, with another type of
exhaust ventilation, or on a laboratory bench.
4 Mumher of Pennle B M
Dane 9 Internet F100% T

Formaldehyde Use

If the roomset contains formaldehyde, briefly describe the procedure(s) that use formaldehyde,
including how much is used and solution concentrations, how often the procedure is done, and
whether it is performed in a fume hood, with another type of exhaust ventilation, or on a
laboratory bench. If your lab submitted information in the previous year, that procedure
description is included. Please make any changes directly to the text OR delete the previous
information and add new information as required.

Number of People: Enter the number of people in the roomset who work with formaldehyde.
Procedure(s) Description: Describe the procedure(s) using formaldehyde.

Example:

We weigh out 4 gm of paraformaldehyde once a week and dilute it with 100 ml of deionized water
in a fume hood. This takes about 15 minutes and we do it once per week.
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[ Remave I | Hydrofluoric acid V| | 25D|| Milliliter V| ‘ N52-442 V| 1
[ Remove | | Lubricating Oil v [ 5|| Gallen v| |N52443-N52443B v |
Nitric acid 1.00 Gallon N52-443 - N52-4438
> Formaldehyde Use
Briefly describe procedure(s) using formaldehyde. including how much is used and solution
concentrations, how often it is done, and whether it is performed in a fume hood, with another type of
exhaust ventilation, or on a laboratory bench.
“ Mumber of People
% Procedure(s) Description: (0.1cc of 37% formaldehyde solution is used to make up standards for the
analysis of air samples. This is done about 2X/year.
| Save Changes ” Submit Final Report ” Copy SARA Substances from Last Year
| < Return to SARA Roomsets | ‘ Display SARA Worksheet
A
Done @ Internet #100%

When you have completed this year's SARA inventory, select the “Submit Final Report” option at
the top. If you discover that you have missed a substance, you can add, edit, save and submit

changes before January 22, 2010.
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Welcome John P Archambault, 10/15/2007

= Help
= Home

|Q Roomset SARA Reporting data updated succegfSfully

/
[ < Retum to SARA Roomsets ||/ Display SARA Workshest

| Save Changes ” Submit Final Report ”

Copy SARA Substances from Last Year

Last Year's Last Year's
Quantity  Unit of Measure

Add Substance

Substance

Nitric acid 1.00 Gallon

Quantity  Unit of measure Room# - Reom Name

62443 NSz 4420

| Save Changes ” Submit Final Report ”

Copy SARA Substances from Last Year |

[ <Retumn to SARA Roomsets ][ Display SARA Workshest

MNeed business help or technical support?
Review our contact information for assistance
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