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EHSA Quick Chemical Entry

1 Navigate to https://www.k-state.edu/safety/ or go directly to your EHS Assistant
dashboard at https://ehsa.prod.aws.ksu.edu/ehsa/

2 Click the "EHS Assistant" button.

https://scribehow.com
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3 Click "Login: Environmental Health and Safety Assistant." You will sign in with your
KSU eID and password.

4 Depending on your access levels your dashboard will look different.
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5 Click "Quick Chemical Entry" This is where you can add, remove, or just view your
current inventory.

6 Click "Add"
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7 Click this text field.

8 Type your chemical name and then click "Search"
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9 Scroll down until you find the chemical you are looking to add.

10 You can also click any of the rows to highlight that chemical to scroll over and see
the rest of the columns if needed.



6

11 Click "Select" to the left of the chemical you are looking to add.

12 Click the "Shared" field if this chemical will be shared with others in your
department. Otherwise leave it unchecked.
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13 Click this text field. Type the number of units you have for this chemical.

14 Click this text field. Type the number of quantity per units you have for this
chemical. You also have the option to use the up or down arrows on the screen.
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15 Click the dropdown to bring up the Volume/Size this will show the unit,
description, physical state selection options.

16 Click the Volume/Size that matches your chemical.
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17 Click here to select the Vendor for your new chemical.

18 You can start typing the vendor name or scroll through the list. Click your vendor.
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19 Click here to bring up your options for rooms where your chemical is located.

20 Click the location that matches where your chemical is stored.
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21 Click the storage location dropdown to bring up your options.

22 Click one of your saved storage locations for that lab if needed.
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23 You may have sub-storage locations, if so click here to bring up your options for
this if needed.

24 You may have storage devices, if so click here to bring up your options for this if
needed.
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25 If the chemical you are adding has a Chemical Storage Color Code requirement
then click here to bring up these selections.

26 Click "Cancel" if you want lose your progress or decided not to add a chemical.
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27 Click "Save" to save this chemical to your inventory.


