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Econtact User Guide – Making Placards 
Home: 

1. For all users, when you log in you will see the home, location form, and placards tabs.  
2. Your name will be present on the upper left corner at the blank spot next to the logout selection.  
3. On the upper right corner is the amount of time you have before your session expires. It is 

approximately an hour session.  

 
 
Location Form: 

1. 1. To create new entry for a room select the location form tab. 
2. 2. Once you select the location form the emergency contacts & location specific information 

section will appear.  
3. 3. Read the instructions to fill out the information. 
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4. Your information will automatically will be entered in the personal contact information. 

 
 
 

5. Next you will see the location information section. 
 

 
 

 
6. Select a department from the list provided. For example: Environmental Health & Safety was 

selected. 
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7. Select a building from the list provided.  
The list has both the common and official names of the buildings.  

 
 
 

8. Select a floor from the list provided.  
      For example: First Floor was selected. 
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9. Select a room from the list provided.  

For example: Room 1400 was selected. 
 
 

 
 

10. Once the room is selected the laboratory and non-laboratory section will automatically be 
selected. 

11. Select the location not listed if it is not listed.  
12. Then for the area protected by alarm/keyless entry or other special system select among the list 

provided. For example: alarm was selected. 
 

 
 

13. Next is the Responsible Party-Emergency Contact #1. This should be the Principal 
Investigator for this lab. 
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14. Enter in the Employee ID #. Press enter and hit search to auto-fill these fields.  

For example employee ID # 123456789 was entered and it does not exist.  

 
 

15. Next is the Emergency Contact #2 section.  
You do not need the employee ID #for these people.  
If you do use the employee ID # it will auto-fill the known fields as it did for Emergency Contact 
#1. 

 
 

16. Next is the Emergency Contact # 3 and Emergency Contact # 4.  
Follow the instructions as you did for Emergency Contact # 2. 
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17. Next is the Personal Protective Equipment & Practices Required in this Room section.  

Select among the following: 
 

 
 
 
 
18. Next is the Physical Hazards Found in Room section.  

Select among the following: 
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19. Next is the Chemical Hazard Information section.  
It will not be posted on Placard. Select among the following: 
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20. Next is the Chemical Hazards Class Totals section.  

Fill in each category as it is stated below. 

 
 

21. Next is the Critical Processes and/or Equipment section.  
This will not be posted on Placard.  
Select among the following: 

 
 

22. Next is the Biological Hazards section. 
  Select among the following:  
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23. If there are Biological Hazards present, select the Biosafety level. 

 
 

24. Then select all the radioisotopes present and hit 
submit.
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Placards: 
 
1. To create HazMat Placards for a specific room select the Placards tab.  

There will be a list to select from.  

 
 

2. When you select a room from the listed provided a placard will pop up.  
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3. You have the option to select edit or remove.  
4. When you select edit the location form will appear for you to edit any information.  
5. When you select remove, it will remove all the information from the list. 
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Logout: 

When you are done remember to select logout. 
 

 
 
* A reminder: Once you submit the location form, you will not be emailed if the location form has been 
approved, but it will notify you if it has been denied. To make sure it has been approved please notify 
your lab safety officer or EH&S to print out the placard for your lab and post it on the outside of the 
doors of your lab.  
http://respond.ucr.edu/docs/Safety%20Partners/Laboratory%20Safety%20Officers
%20(LSO)/LSO-Current-List.pdf 


