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Introduction 
The CTS Hazardous Material Inventory System (HMIS) program provides a user-
friendly system to record, manage, and report information on chemical inventory. 
This software is a powerful tool for effectively managing hazardous material. Using 
this software correctly can help ensure your company will: 

• Comply with OSHA Hazard Communication Standard requirements by 
providing employees access to Safety Data Sheets (SDS) for hazardous 
chemicals 

• Demonstrate compliance and generate reports that meet the requirements 
of federal and state laws 

• Maintain all chemical inventory data is secure and inaccessible by 
unauthorized personnel 

 
• Reduce inventory errors with automatic tracking of all transactions occurring to 

chemical inventory records  
 

With HMIS, your organization will be able to save time and money by reducing 
chemical inventory discrepancies, and providing fast, easy, and secure access to 
hazardous material records. 
 
HMIS is implemented through three areas: 

• CTS161: SDS 
• CTS203: Chemical Inventory 
• CTS283: Procurement Interface 
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Chapter 1 – SDS (Safety Data Sheets) 
HMIS provides options to manage Safety Data Sheets as well as chemical 
inventory. The SDS Entry submenu contains tools for creating/updating SDS 
labeling guides in compliance with OSHA standards.  

CTS161: SDS Entry and Labeling Guide  
Create New SDS Entry 

Click CTS161: SDS Entry and Labeling Guide button. 

 
 
Click Create New SDS Entry button. 

 
 
Enter SDS Product-Material, RECID, and CAS#. 
Click Save and Continue button. 
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From Selected Item tab, click Next button. 

 
 
On SDS screen, click Add SDS Attachment button. 

 
 
Upload file(s). Click Save and Continue button. 

 

Field Description 
SDS Product-Material Enter vendor or manufacturer and product 

description. 

RECID Enter RECID. If not entered, RECID is auto 
assigned. 

CAS# Enter the Chemical Abstracts Service 
(CAS) Registry number. 
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Click radio button to select an attachment. Click Edit VM button. 

 
 
Select Vendor-Manufacturer, SDS Date, and Last Review date. 
Click Save and Continue button. 

 
 

Click Save button. 

Field Description 
SDS Vendor-Manufacturer Click Select Vendor-Manufacturer button to 

select a vendor or manufacturer from the 
list or add a new vendor. 

SDS Date Represents the date of the SDS. 

Last Review Represents the date of the SDS last 
review. 
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On Ingredients screen, click Add Ingredient button. 

 
 
Select Ingredient. Enter Low Percent and High Percent values. Average 
Percent is calculated by system. 
Note: If you do not enter a high percent, average percent will be saved as high 
and used for max pound calculations. 
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Click Save button. 

 
On Ratings and Flags screen, use pulldown menus to select Shelf Life, HMIS 
Health Rating, HMIS, Fire Rating, HMIS Reactivity Rating, NFPA Health 
Rating, NFPA Fire Rating, and NFPA Reactivity Rating.  
Click checkbox(es) to select flags. Enter any Special Condition Comments. 
Click Save button. 

 

Field Description 
Select Ingredient Click Select Ingredient button to select an 

ingredient from the list or add a new 
ingredient. 

Low Percent Represents the low percent of ingredient 
present 

High Percent Represents the high percentage of 
ingredient present 

Average Percent Represents the average percentage of 
ingredient present. Automatically 
calculated. 
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On Synonyms screen, click Add Synonym button. 

 
 
 
Enter Synonym in text field. Click Save and Continue button. 

 
 

 
Click Save button. 

 
 
 
 
 

Field Description 
Synonym Add an alias for an ingredient here. 
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On Target Organs screen, click Add Target Organs button. 

 
 
Click checkbox(es) to select a chemical’s target organs. 
Click Save and Continue button. 
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Click Save button. 

 
 
On Other screen, use pulldown menus to select Pure or Mixture, Physical 
State, and Compatibility options. Enter Color-Description into text field.  
Click Finish button. 

 
 

Field Description 
Pure or Mixture Is the chemical pure or a mixture? 

Physical State Is the chemical solid, liquid, or gas? 

Specific Gravity Enter the specific gravity of the chemical. 

Color-Description Enter the color or description of the 
chemical. 

Compatibility Select the compatibility from the list. 
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Edit Existing SDS Entry 
Click Select Existing SDS to Edit button. 

 
 
Use pulldown menu to toggle between ALL, Active, or Inactive. 
Click blue Select text to select an item. 

 
 
From Selected Item screen, use pulldown menu to select Jump To destination 
screen. 

 
 
Once finished editing, save any changes. 
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Print SDS Reports 
Product Inventory Report 
Select an existing SDS to edit.  
From navigation style menu, click Product Inventory Report button. 

 
 
The report is displayed in a new browser tab. 

 
Close browser tab when finished viewing. 
 
Labeling Guide Report 
In support of OSHA’s Hazard Communication (HAZCOM) Standard, the CTS 
SDS Labeling Guide Report helps ensure that all hazardous chemicals are 
properly labeled. Per HAZCOM requirements, this report includes information 
about the chemical identify of the material, appropriate hazard warnings, and 
the name of the manufacturer, importer, or other responsible party. 
 
Select an existing SDS to edit.  
From navigation style menu, click Labeling Guide Report button. 
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The report is displayed in a new browser tab. 

 
Close browser tab when finished viewing. 
 
 

Delete An SDS Entry 
Select an existing SDS to edit.  
From navigation style menu, click Delete SDS Entry button. 

 
 
Click OK button in alert box to confirm delete. 
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Chapter 2 – Chemical Inventory 
Creating hazardous material and chemical control areas are pertinent to properly 
setting up HMIS tracking and reporting. Each control area typically represents a 
storage/use location of chemicals within a facility. Each facility may contain one or 
more control areas, as applicable to your setup.  
 

CTS203: Control Area 
Create New Control Area 
To add a control area, click CTS203: Control Area under Chemical Inventory 
Entry submenu. 

 
 
Click Create New Control Area button. 

 
 
Enter Control Area ID in text field. 
Click Select Location button to choose a location. 
Click Select Person button to choose a custodian. 
Click Select Organization button to choose an organization. 
Use pulldown menus to select Control Area Status, Work Area Code, Site, and 
Company. 
Click Save and Continue button. 
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FIELD DESCRIPTION 
Control Area ID Enter an ID number for the new control 

area. 
Location Enter the location of control area. 

Custodian Select a worker that will have custodian 
duties in the control area. 

Organization Select the organization where control area 
is located 

Control Area Status Choose active or inactive. 

Work Area Code Select a work area code.  
OP-track each item or ML-track in bulk. 

Site  Select the site where control area is 
located. 

Company Select the company where control area is 
located. 
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Click Next button to proceed to Inventory screen. 

 
 
Click Add Inventory Item button. 

 
 
Enter text into Sub Area, Item Volume/Weight Amount, Number of Items To 
Create, Material Description, and Comments text fields. 
Click Select Product From CTS173 List button to select Chemical Product. 
Use pulldown menus to select Item Volume/Weight Unit, Physical State, 
Container Code, Pressure Code, and Temperature Code. 
Click Save and Continue button. 
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FIELD DESCRIPTION 
Sub Area Optional-enter sub area of control area. 

Chemical Product Select the chemical product to be added to 
inventory. 

Item Volume/Weight Amount Enter a value. 

Item Volume/Weight Unit Select a value: GALW, KG, L, LB, or ML. 

Number of Items To Create Default is 1. Change if you want more than 
one item created. 

Physical State Select a value: solid, liquid, or gas. 

Container Code Select a code from the list. 

Pressure Code Select a code from the list. 

Temperature Code Select a code from the list. 

Material Description Enter additional description of product 
here. 

Comments Enter any additional comments here. 
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Click Save button to continue to Update Authority screen. 

 
 
On Update Authority screen, click Add Person With Update Authority 
button. 
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Click blue Select text to choose a worker from the list. 

 
 
Click Save button to continue to Other screen. 
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On Other screen, click APPROVED – Click To Set Status To APPROVED 
button. Click OK button in alert box to confirm approval. 
To deny entry of inventory to this control area, click the checkbox. 
Click Finish button. 

 
 
Note: Approval History is tracked at bottom of the screen. 

 
 

 
Edit Existing Control Area 

To edit an existing control area, click Select Existing Control Area button. 
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Click blue Select text to choose a control area. 

 
 
Click Edit Keys button. 

 
 
Edit control area details. Click Save and Continue button. 
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From Selected Item screen, use pulldown ‘Jump To’ menu to navigate. 

 
 
On Inventory screen, inventory items can be added, edited, consumed, 
transferred, marked as no longer needed or deleted. 
Click radio button of an inventory item to activate all buttons, including Show 
Detail Panel button.  
For user convenience, inventory item details can be edited in this panel. 
Clicking Show Detail Panel again will hide this panel. 
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On Update Authority screen, click Add Person With Update Authority 
button. 

 
 
Click blue Select text to choose a worker from the list. 
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To remove a worker’s authority from the control area, click the checkbox next 
to their record. Click Delete Checked button. 

 
 
On Other screen, approval status can be changed from NEEDS APPROVAL 
to APPROVED and vice versa by clicking the button. 
Any changes to approval status are logged in Approval History at the bottom 
of the screen. 
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Click Finish button to save changes. 

 
 
 

Print Control Area Report 
Click Select Existing Control Area button. 
Click blue Select text to choose a control area. 

 
 
Click Report button. 
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Click any report link to view report in a new browser tab. 

 
 

 
Close browser tab(s) when finished viewing report(s).  
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Delete Control Area  
To delete a control area, Click Select Existing Control Area button. 

 
 
Click blue Select text to choose a control area. 

 
 
 
 
Click Delete Control Area button. 
Click OK button in alert box to confirm delete. 
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Chapter 3 – Procurement Interface 
CTS283: Procurement Interface 

Create New HMIS PR Record 
Click CTS283: Procurement Interface button. 

 
 
Click Create New HMIS PR record button. 

 
 
Click Select Control Area button to choose a control area. 
Click Select Product from CTS173 List button or Select From Master 
Hazard List button to select a product/material. 
Enter text into Quantity Ordered-Received, # Items Per Unit, and 
Volume/Weight Amount text fields. 
Use pull-down menus to select Volume/Weight Unit and Physical State. 
Use pull-down menus to select Container Code, Pressure Code, and 
Temperature Code. 
Click Select Vendor button to choose a vendor. 
Enter text in Vendor Part # text field. 
Click Select Manufacturer button to choose a manufacturer. 
Enter text into Manufacturer Part # text field. 
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Click checkbox(es) to select options. 
Enter text into PO Number, PO Data, Material Description and Comments 
fields. 
Click Save and Continue button. 
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FIELD DESCRIPTION 
Control Area Click Select Control area button to choose 

a control area. 
Product-Material Select the chemical product to be added to 

inventory. 
RECID RECID is auto filled when selecting a 

product. 
Quantity Ordered-Received Default is 1. Change if more than one item. 

Unit of Issue Use pulldown to select unit of issue.  

# Items Per Unit Enter number of items per unit. 

Item Volume/Weight Amount Enter a value. 

Item Volume/Weight Unit Select a value: GALW, KG, L, LB, or ML. 

Number of Items To Create Default is 1. Change if more than one item. 

Physical State Select a value: solid, liquid, or gas. 

Container Code Select a code from the list. 

Pressure Code Select a code from the list. 

Temperature Code Select a code from the list. 

Vendor Code Click Select Vendor button to select 
vendor. 

Vendor Auto filled after clicking Select Vendor 
button. 

Vendor Part # Auto filled after clicking Select Vendor 
button. 

Manufacturer Code Click Select Manufacturer button to select 
manufacturer. 

Manufacturer Auto filled after clicking Select 
Manufacturer button. 

Manufacturer Part # Auto filled after clicking Select 
Manufacturer button. 
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Click checkbox to select an item. 
Click the Apply Checked button. 

 
Item will only be applied if there are no outstanding Issues to Resolve. 
 
New records can be added in bulk by uploading a CSV file. 
Click Upload File button. 

 
 

       

PO Number Enter purchase order number. 

PO Data Enter any other purchase order details. 

Material Description Enter additional description of product 
here. 

Comments Enter any additional comments here. 
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Click Browse… button to select a file to upload. 
Click Save and Continue button. 

 
 
 
Edit Existing HMIS PR Record 
Click radio button to select a record. 
Click Edit Keys button. 

 
 
Make any edits. 
Click Save and Continue button. 
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Print HMIS PR Record Report 
Click radio button to select a record. 
Click Report button to view report. 

 
 
Report is displayed in a new browser tab. 

 
Close browser tab when finished viewing. 
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Delete HMIS PR Record 
Click checkbox to select a record. 
Click Delete Checked button. 
Click OK button in alert box to confirm delete. 
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