UCR EH&S

Econtact Level 2 User Guide — Making Placards

Home:

1. For level 2 users, when logged in, you will see the Home, Location Form, Placards, and Pending
Approvals 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.

UNIVERSITY OF CALIFORNIA, RIVERSIDE R I VE RSI DE

Campus Emergency Contact Information System

Welcome, (Logout) Reminder:: Your Session Will Expire at

J Home || Location Form || Placards Pending Approvals

Location Form

Create Mew Entry for a Room
Placards

Generate HazMat Placards for a specific Room
Pending Approvals

See Pending Room Entries

Location Form:
1. To create new entry for a room, select the Location Form tab.
2. Once you have selected the Location Form tab, the Emergency Contacts & Location Specific
Information section will appear.
3. Follow the instructions given to fill out all the information.

Emergency Contacts & Location Spedific Information

In an emergency involving your roomis) the information gathered will be used to create hazard information placards
for posting outside the room listed for each form. In the event of a critical event or emergency, the information about
your location is needed quickly. In general emergency responders will attempt to reach these people in descending
order according to the list below. List a minimum of three contacts whenever possible.

In some cases, a critical individual has concerns about publicly posting personal contact information. If this is the
case, please list at least one person who can usually be reached.

» Questions about the Location Form? Review the Location Form FAQ (frequently asked gquestions) page for more
information.

*All Fields with an asterizsk * are required.
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UCR EH&S

4. Your information will automatically be entered in the Personal Contact Information.

Personal Contact Information

| Select A Floor V|

Employee ID# First Name Last Name
| XXXXXXTXXL | |IIIIIIIIIII | |IIIIIIIIII
Campus Fhone Mumber Campus E-mail
|xxxxxxxxxx | |xxxxxxxxxxxxx |
5. Next you will see the Location Information section.
Location Information
Department Building
| Select A Department v| | Select A Building W
Floor Room

| Select A Room V| [ Location Mot Listed

Laboratory / Mon-Laboratory:

Area protected by alarm/keyless entry ar other special system?

[ alarm

O Keyless Proximity Card

O Keyless Magnetic Stripe
[ other

6. Select a department from the list provided.
For Example: The Environmental Health & Safety department is selected.

Location Information

Department Building

Select & Department | Select & Building -
Ent ice App D | t

nterprise App Developmen Room

Entomolo

Envirenmental Institute
Environmental Sciences
Envirecnmental Toxicology Prgm
Equipment Management
Ethnic Studies

Evc's Office - Gen Ops - Inact
Evc's Office - Other - Inact
Event Management & Protocol
Executive Searches Unit
Faculty Technology Support
Fin Syst Dev., Cntrl & Account
Finance & Administration
Financial Aid

Fleet Services

General Discretionary
Genetics Program

Germplasm

Gluck Administration

Govt. & Community Relations
Rrad-inztrictinnal Mew - Tnact

| Select A Room V| [ Location Mot Listed

Laboratory / Non-Laboratory:

or other special system?
O Keyless Magnetic Stripe
[l other

le Party - Emergency Contact #1

search

st Mame

You will need to know this person's Employes IDE.
Enter and hit 'search’ to auto-fill these fislds

Campus Phone
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7. Select a building from the list provided
The list has the name along with the full original name of the buildings.
For example: Boyce — Alfred M. Boyce Hall is selected.

Location Information

Department Building

| Select A Department V| Bannock M - Bannockburn Village Bldg M W
| Bot Gdn Hse - Botanic Gardens House ~

Floor Bot Stor 8c - Botany & Plant Science Storage Facility

Botan Info C - Botanic Gardens Information Center
Bourns - Marlan & Rosemary Bourns Hall

| Select A Floor V|

Boyce - Alfred M. Boyce Hall

Boyden Lab - Patrick Boyden Laboratory

Burn Tw Inst - Burning Tower Instrument Building
Area protected by alarm/keyless entry or othe C&c Carport - Computing & Communications Electric ¢
C&c Center - Computing & Communications Center

[ alarm Ca Mus Photo - California Museum Of Photography Bu
.. Campus Surge - Campus Surge
[Jkeyless Proximity Card Cc Avoc 3401 - Canyon Crest Housing 3401 & 3403 A

8. Select a floor from the list provided.
For example: The first floor is selected.

Location Information

Department Building

Environmental Health & Safety V| |A|fred M. Boyce Hall w

Floor Room

Select A Floor w | Select A Room V| [] Locatien Mot Listed

Select & Floor
Fifth Floor Laboratory / Non-Laboratory:

First Floor

Fourth Floor rm/keyless entry or other special system?

Lower Level One ) )
ROOF [ Keyless Magnetic Stripe

Second Floor
Sixth Floor Card [other

Third Floor

9. Select a room from the list provided. If the room is not on the list, select Location Not Listed.
For example: Room 1400 was selected.

Location Information

Department Building
|Envirunrnenta| Health & Safety V| |A|fred M. Boyce Hall w
Floor Room
| First Floor v| Select A Room |+ [] Locatien Mot Listed
Select A Room A
1400 — Bboratory:
1401
Area protected by alarm/keyless entry or ot| {4048
1405 . .
[lalarm 1407 rless Magnetic Stripe
L 1411
[ keyless Proximity Card 14118 er
1414
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10. Once the room is selected, the Laboratory / Non-Laboratory will automatically be entered.
11. Select any other information from the list provided.

For example: Alarm was selected.
Location Information

Department Building

|Envirnnmenta| Health & Safety V| |AIfrE|:| M. Boyce Hall W
Floor Room

| Select A Floor V| | Select A Room v| [] Location Mot Listed

Laboratory / Non-Laboratory: |Mon-Laboratory

Area protected by alarm/keyless entry or other special system?
] slarm ¥ Keyless Magnetic Stripe

[l keyless Proximity Card [ other

12. Next you will see the Responsible Party-Emergency Contact #1. This should be the
Principal Investigator for this lab.

Responsible Party - Emergency Contact #1

You will need to know this person’s Employes IDE.

Enter and hit 'search’ to auto-fill these fislds

Employee ID#

First Name Last Name Campus Phone
Home Phone Cell Phone Pager (Optional)
Alternate E-Mail (Optional) These fields are not in the databass. The placard will list

| | both & campus phone and an emergency phone

13. Enter the Employee ID# of the Principal Investigator and click the search button. If the ID#
exists in the database, all the required information will be filled automatically.
For example: Employee ID# 123456789 was entered and it does not exist.

Responsible Party - Emergency Contact #1

Employee ID#

You will need to know this person’s Employee IDE.

Enter and hit 'search’ to auto-fill these fislds

1123456789 |

First Mame Last Mame Campus Phone
Home Phone Cell Phone Pager (Optional)
Alternate E-Mail (Optional) These fields are not in the database. The placard will list
||_||-|,jEfi|-|E,j | both & campus phone and an emsrgency phons
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14. Next are the Emergency Contact #2, Emergency Contact #3, and Emergency Contact #4 section.
The Employee ID# are not required for these people. However, if you do use it, follow the same
instructions from Emergency Contact #1.

Emergency Contact #2

Employee ID#

You do not need the employes ID#E for these people

but if you do it will auto-fill the known fields

Campus Phane

| | -Search
First Name Last Name
| | |

Home Phone Cell Phane

Pager (Optional)

Alternate E-Mail (Optianal)

Emergency Contact #3

Employee ID#

Campus Phone

| | -Search
First Name Last Name
| | |

Home Phone Cell Phane

Pager (Optional)

Alternate E-Mail (Optional)

Emergency Contact #4

Employee ID#

Campus Phone

| | -Searc:h
First Mame Last Name
| | |

Home Phone Cell Phone

Pager (Optional)

Alternate E-Mail (Optional)
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15. Next is the Personal Protective Equipment & Practices Required in this Room section. Select

among the following:

Personal Protective Equipment & Practices Required in this Room

O Safety Glasses or Goggles Required
[ Face Shield Required

[]Laser Eye Protection Required

[l Ear Protection Required

[ Respiratory Protection Required

[ Closed Toe Shoes Required
[ steel Toe Shoes Required
[]Lab Coats Required

[ Gloves Required

[INe Food Or Drink Allowed

16. Next is the Physical Hazards Found in Room section. Select among the following:

Physical Hazards Found in Room

[ Laser Hazards (Class 3 or 4 lasers)

O High Voltages Present

[1High Intensity Microwaves

O Strong Radio Frequency Hazard

[] strong Magnetic Fields (no pacemakers)
O High Intensity Visible Light

[ ultra-violet Light Hazard

[ Encumbered Aisle or Trip Hazard
[1Machine Hazard Pinch Point

[] confined Space (e.g. chambers)

Continuous Processes:

[ pistillation

[ ] ultracentrifuge

] Electrophoresis

[l other

[|Extreme Heat

[ |Extreme Cold

[]Gas Cylinders

[ Elevated Equipment (falling Hazard)

[l Lab &nimals

17. Next is the Chemical Hazard Information section. This section will not be posted on the Placard.

Select among the following:

Chemical Hazard Information (Will not be posted on Placard)

[ registered Pesticides

[ select Agents
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18. Next is the Chemical Hazards Class Totals section. Follow the instructions given and fill in each

category as it is stated below.
Chemical Hazards Class Totals

Please Estimate the total volume of each of the following categories of material in your lab. Round UP to the
nearest pound (solid), gallon (liquid), or cubic foot {gas). If you have None of a particular material
please enter '0°.

Chemical Name Solid (lbs Liguid {ga
Poison
Carcincgens
Bichazard
Pyrophoric
Organic Peroxides
Oxidizer
Corrosive

Self Heating
Explosive

Water Reactive

Flammakble

TR
HUOUOUBDOLE
HUOUOUCDOLE

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

DAutDclave |:| Furnace or Owven

[ chiller [J1incubatar

|:| -80C Freezer D‘L-facuurn Pumps

O High-Pressure Equipment [] cleanroom facilities
D}(-Ray Machine I:lBiDSEIfEt'y’ Cabinet

20. Next is the Biological Hazards Present section. Select among the following:
Are any of these Biological Hazards Present?

CIHIv [ Hep A
COTs [(JHep B
[] other Human Pathogens [lHep c

21. If there are Biological Hazards present, select the Biosafety level in the following section.
If there are Biological Hazards present, what is the Biosafety Level?
http:/fwww.cdc.gow,/OD ohs/biosfty,/bmbls/bmblStoc.htm
O Level 1 O Level 2

O Level 3 O Level 4
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22. Select all the Radioisotopes present in the Radioisotopes section.
Please Check all the Radioisotopes present

[H-3

[ Am-241
[lcd-109
Ocm-244
Oer-51
[Fe-55
(J1-131
O kr-a5
Cna-24
Cp-32
ClPm-147
[lpu-233
[s-35
[(ITh-229
C171-204

[ other (not listed)

Oc-14
(Jca-a5
[l cf-252
[ co-60
(lcs-137
[J1-125
Clir-192
(I Na-22
(I Ni-53
Ce-33
[l Po-210
[lra-226
[(Jse-75
ClTh-230

[(Nu-235

23. Click the Submit button once you are completed with everything.

Submit

Placards
1. The Placards tab will allow you to see the HazMat Placard for a specific room.
Home || Location Form || Placards Pending Approvals
Placards
1) Aprc - Howard Samuel Fawcett Laboratory - First Floor - 0117 Edit Remove
2) Aprc - Howard Samuel Fawcett Laboratory - First Floor - 0101 Edit Remowve
3) Aprc - Howard Samuel Fawcett Laboratory - First Floor - 0103 Edit Remove
4] Aprc - Howard Samuel Fawcett Laboratory - First Floor - 0121 Edit Remove
5) Aprc - Howard Samuel Fawcett Laboratory - First Floor - 0113 Edit Remove
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2. To see the placard, select the room from the given list. Once you have selected the room, the
placard for the room will pop up.

SAFETY AND RESPONSE INFOEMATION FOR

Atkinson Facility
AFRC HOWARD SAMUEL FAWCETT LASORATORY - 3117

Roon TypaiMame - Room ~
Mo Cenlest inlommalizn Cempas Frans Emergenzy Phone
Haspo-sio Parky Boget Alkinscn (950 43T 41 \
Canlasd &2 Lam Aschmann (951 93T - 4870
Carlast 83 WilkEm Lang (G51] AIT - 4TES \

Personal Protection . Physical Hazards

=3

SAFETY GLASSES K= hogamnc] -y M9 FOUE o DRIV

\(;a?) =] ®

REQUIRE ALLOWED
Radiation, Chemicals or Bichazards Stored/in-Use

<

”””””’

3. You will also have the options to either edit or remove any placards from the list.
4. Selecting edit will bring up the location form for you to edit any information.
5. Selecting remove will remove that placard from the list.

Pending Approvals
1. The Pending Approvals tab shows a list of rooms that need to be approved. You will have the
option to Select Form or Show Rejected Forms.

Home | | Location Form || Placards Pending Approvals

Biochemistry -= Alfred M. Boyce Hall -> 2446 -= Debus, Richard ~
Biochemistry -= Alfred M. Boyce Hall -= 2446 -= Debus, Richard
Biochemistry -= Alfred M. Boyce Hall -» 2446 -» Debus, Richard
Biochemistry -= Alfred M. Boyce Hall -» 2454 -» Debus, Richard
Biochemistry -> Alfred M. Boyce Hall -» 2454 = Debus, Richard hd

Select Form

[ Show Rejected Forms ]
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2. When you select a room and click the Select Form button, all the locations and emergency
contacts information will appear and be given to you.

Home || Location Form || Placards Pending Approvals

Biochemistry -= Alfred M. Boyce Hall -> 2446 -»> Debus, Richard
Biochemistry -= Alfred M. Boyce Hall -> 2446 -» Debus, Richard 0
Biochemistry -= Alfred M. Boyce Hall -> 2454 -» Debus, Richard
Biochemistry -= Alfred M. Boyce Hall -> 2454 > Debus, Richard

Select Form

[ Show Rejected Forms ]

| %

3. At the very bottom of the page, you will have the option to approve or reject the form. If you do
approve, click the Approve Form button. If you do not, click the Reject Form button. You must
leave comments in the Rejected Comments box in order to reject.

If the Form is Correct, Please Click the "Approve Form" Button Below.

Approve Form

If vou need to send this form back to the submitter, Please Enter In below any information for the submitter and
click the "Reject Form" Button Below.

Rejected Comments:

No Comments Entered.

Reject Form
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4. When you select Show Rejected Forms from the Pending Approvals tab, a list of rejected forms

will appear.

Home || Location Form || Placards Pending Approvals

Biochemistry -= Alfred M. Boyce Hall -> 2446 -> Debus, Richard
Biochemistry -= Alfred M. Boyce Hall -> 2446 -» Debus, Richard
Biochemistry -> Alfred M. Boyce Hall -> 2446 -> Debus, Richard
Biochemistry -= Alfred M. Boyce Hall -» 2454 > Debus, Richard
Biochemistry -= Alfred M. Boyce Hall -> 2454 > Debus, Richard

Select Form

|  Show Rejected Forms |

5. Selecting the Hide Rejected Forms will hide all the rejected forms.

Home || Location Form || Placards ‘ Pending Approvals

Ce-cert == 1200 Columbia Avenue, Riverside -» 0702 -= Vernon, Russell

Ce-cert -> 1200 Columbia Avenue, Riverside -> 0703 -> Vernon, Russell

Entormology -+ Entomology Buildings Seismic Replacement -= 0141 -= Yernon, Russell
Entomology == Homer D. Chapman Hall -= 0100 -> Vernon, Russell

Entomology == Homer D. Chapman Hall -= 0107 == Vernon, Russell

Select Form

[ Hide Rejected Forms ]

** This completes the Level 2 user guide.
** Remember to logout when you are done.
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