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Introduction 
The CTS Industrial Hygiene (IH) Ventilation and Local Exhaust Controls 
Program provides a user-friendly system to maintain your IH ventilation 
equipment inventory. Using this software correctly can help ensure fast, 
easy, and secure access to equipment inventory records. 
With IH Ventilation and Local Exhaust Controls Program, your organization 
will be able to save time and money by reducing inventory control 
discrepancies. This program is designed to inventory and track the 
calibration or use status of equipment used as part of your exposure 
monitoring program.  
 
The CTS Industrial Hygiene (IH) Ventilation and Local Exhaust Controls 
Program consists of three main areas: 
 

• Inventory 
• Evaluation 
• Reports 
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Chapter 1 - CTS145: Hood and LEV - Inventory 
Create New Hood or LEV Inventory 

From IH Programs menu, click CTS145: Hood and LEV - Inventory 
button. 

 
 
Click Create New Hood or LEV Inventory button. 

 
 
Click the * (asterisk) button next to the Hood-LEV ID field to autofill an ID. 
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Click Select Location button. 

 
 
Click the blue Select text to select a location. 

 
 
Click Select Type button. 

 
 
Click the blue Select text to select a type. 
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Use pull-down menu to select Measurement Type. 
Use pull-down menu to select the Inspection Checklist. 
Enter text into Facility Designation ID, Fan ID, Sash Height, Sash Width, and 
Current Operational Notes text fields.  

 
 
Use pulldown menu to select Manufacturer-Model. 

 
 
Click Select Org button. 

  
 
Click blue Select text to select an organization.
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Click Save and Continue button. 

 
 
 

Field Description 
Hood-LEV ID Auto generated ID number 

Location Location where inventory item is 
utilized 

Location Detail Comments Details about location 

Hood-LEV Type Type of hood/LEV 

Measurement Type Type of measurement 

Inspection Checklist 
(default) 

Inspection checklist type (Hood/LEV) 

Manufacturer-Model Inventory item manufacturer/model 

Organization Organization where inventory item is 
utilized 

Facility Designation ID Optional ID number 

Fan ID Optional ID number 

Sash Height Optional measurement 

Sash Width Optional measurement 

Current Operational Notes Optional, additional notes 
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Edit Existing Inventory 
Use radio button to select an inventory item.  
Click Edit Keys button. 

 
 
Edit inventory item details. 
Click Save and Continue button.  

 
 



Open Range Software, LLC                      CTS – IH – Ventilation User Manual   
 

  Page 9 of 45 
 

Field Description 
Hood-LEV ID Auto generated ID number 

Location Location where inventory item is 
utilized 

Location Detail Comments Details about location 

Hood-LEV Type Type of hood/LEV 

Measurement Type Type of measurement 

Inspection Checklist 
(default) 

Inspection checklist type (Hood/LEV) 

Manufacturer-Model Inventory item manufacturer/model 

Organization Organization where inventory item is 
utilized 

Facility Designation ID Optional ID number 

Fan ID Optional ID number 

Sash Height Optional measurement 

Sash Width Optional measurement 

Current Operational Notes Optional, additional notes 
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Print Inventory Report 
Click any Hood-LEV ID  hot link to view its report in a new browser tab. 

 
 

 
Close browser tab when finished viewing report. 
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Inventory Details Edit 
Click the radio button of an inventory item in the grid to select it.  
Click Operational Status, Use Category, Contacts, Notes, or 
Attachments button. Clicking on the desired button which will display 
add/edit options. 

 
 

Click CTSIHPRG / breadcrumb to return to IH Programs menu. 
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Chapter 2 – CTS147: In-Place & Portable HEPA -
Inventory 
Create New In-Place and Portable HEPA Inventory 

Click CTS147: In-Place and Portable HEPA - Inventory button. 

 
 
Click Create New In-Place and Portable HEPA button. 

 
 
Click the * (asterisk) button next to the Hood-LEV ID field to autofill an ID. 
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Click Select Location button. 

 
 
Click the blue Select text to select a location. 

 
 
Click Select Type button. 
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Click blue Select text to select HEPA Type. 

 
 
Use pull-down menu to select Measurement Type. 
Use pull-down menu to select the Inspection Checklist. 
Enter text into Facility Designation ID, Fan ID, Sash Height, Sash Width, and 
Current Operational Notes text fields.  

 
 
Use pulldown menu to select Manufacturer and Model. 
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Click Select Org button. 

 
 
Click blue Select text to select an organization. 

 
 
Click Save and Continue button. 

 
 

Field Description 
HEPA ID Auto generated ID number 

Location Location where inventory item is utilized 

Location Detail 
Comments 

Details about location 

HEPA Type Type of HEPA 

Measurement Type In-place or portable 
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Inspection Checklist 
(default) 

Inspection checklist type (In-place/portable) 

Manufacturer and 
Model 

Inventory item manufacturer/model 

Organization Organization where inventory item is 
utilized 

Fan ID Optional ID number 

Current Operational 
Notes 

Optional, additional notes 

 
 

 
Edit Existing Inventory 

Click radio button to select an inventory item. 
Click Edit Keys button. 

 
 
Click blue Select text to choose a model. 
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Click Edit Keys button. 

 
 
Add/edit inventory details. 
Click Save and Continue button. 
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Field Description 
HEPA ID Auto generated ID number 

Location Location where inventory item is utilized 

Location Detail 
Comments 

Details about location 

HEPA Type Type of HEPA 

Measurement Type In-place or portable 

Inspection Checklist 
(default) 

Inspection checklist type (In-place/portable) 

Manufacturer and 
Model 

Inventory item manufacturer/model 

Organization Organization where inventory item is 
utilized 

Fan ID Optional ID number 

Current Operational 
Notes 

Optional, additional notes 

 
 
 

Print Inventory Report 
Click any HEPA ID hot link to view its report in a new browser tab. 
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Close browser tab when finished view report. 
 

Inventory Details Edit 
Click the radio button of an inventory item in the grid to select it.  
Click Operational Status, Use Category, Contacts, Notes, or 
Attachments button. Clicking on the desired button which will display 
add/edit options. 

 
 
Click CTSIHPRG / breadcrumb to return to IH Programs menu. 
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Chapter 3 – CTS146: Hood and LEV - Evaluation 
Create New Equipment Entry 

Click CTS146: Hood and LEV - Evaluation button. 

 
 
Click Create New Evaluation button. 

 
 
Click Select Hood-LEV Item button.
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Click blue Select text to select an item. 

 
 
Use calendar button to select Date of Evaluation. 
Use pulldown menus to select Evaluation Performed By and Evaluation 
Type. 
Click Save and Continue button. 

 
 

Field Description 
Hood-LEV ID Auto generated ID number 

Date of Evaluation Evaluation date 

Evaluation Performed 
By 

Person who performed evaluation 

Evaluation Type Type of evaluation 
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Selected Item 
Click Edit Keys button to edit evaluation details shown on Selected Item 
screen. 
Otherwise, click Next button. 

 
 
 
Equipment 
On Equipment screen, click Add-Edit Test Equipment button. 
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Click checkbox(es) to select equipment to add. 
Click Save and Continue button. 

 
 
Enter text into Test Equipment Comments text area. 
Click Save button. 
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Inspection 
Click arrow to expand section 01. 
Answer inspection questions. 
Click Save button. 
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Measurement 
Click arrow to expand CAV and Open Front Face Velocity Measurements 
section. 
Enter measurement details into text boxes. 
Click Save button. 

 
 
Smoke Test 
Use pulldown menus to select Smoke Test Method and Smoke Test Result. 
Enter Comments on Smoke Test. 
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Notes 
Enter any notes or recommendations in text area. 
Click Save button. 

 
 
Review Fields 
NOTE:  Before you close your evaluation, review the Use Category, 
Contacts, and Attachments for the inventory item you have selected.   
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Change Status 
BEFORE YOU CLICK THE FINISH BUTTON, you need to change the 
status of your evaluation. Click the Change Status button. 

 
 
Use pulldown menu to change New Status from IN-PROCESS to 
COMPLETE. 
Click Save and Continue button. 
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Other 
Click the Add-Edit Operational Status button. 

 
 
Click checkbox(es) to select Status. 
Click Save and Continue button. 
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Use pulldown menu to toggle Inspection Status from In-Process to 
Complete. 
Optional: Click checkbox to Hide this evaluation from view. 
Otherwise, click Finish button. 

 
 

Edit Existing Evaluation 
Click Select Existing Evaluation to Edit button. 

 
 
Click blue Select text to select an evaluation. 
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Use pulldown to navigate tabs via Jump To menu. 

 
 
Edit evaluation. Jump to Other screen. Click Finish button. 

 
 
 

Print Evaluation Report 
Select an existing evaluation. 
Click Report button to view an evaluation report in a new browser tab. 
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Chapter 4 – CTS154: In-Place and Portable HEPA - 
Evaluation 
Create New Equipment Entry 

Click CTS154: In-Place and Portable HEPA - Evaluation button. 

 
Click Create New Evaluation button. 

 
 
Click Select HEPA Item button. 
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Click blue Select text to select an item. 

 
 
Use calendar button to select Date of Evaluation. 
Use pulldown menus to select Evaluation Performed By and Evaluation 
Type. 

 
 

Field Description 
HEPA Select HEPA Item 

Date of Evaluation Evaluation date 

Evaluation Performed 
By 

Person performing evaluation 

Evaluation Type Type of evaluation 
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Selected Item 
Click Edit Keys button to edit evaluation details shown on Selected Item 
screen. 
Otherwise, click Next button. 

 
Equipment 
On Equipment screen, click Add-Edit Test Equipment button. 

 
 
 
 
 
 
 
 
 
 
 



Open Range Software, LLC                      CTS – IH – Ventilation User Manual   
 

  Page 34 of 45 
 

Click checkbox(es) to select equipment to add. 
Click Save and Continue button. 

 
 
Enter text into Test Equipment Comments text area. 
Click Save button. 
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Inspection 
Use pull-down menu to answer Yes/No to “Did Unit Pass Inspection?”. 
Click arrows to expand sections 01 – 04.  
Use pull-down menus to answer questions.  
Click Save button. 

 
 
Measurement 
Click Add Measurement button.  
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Enter text into Smoke Concentration Level and Leakage % text fields.  
Use pull-down menu to select Concentration Stability and Test Pass or Fail. 
Click Save and Continue button. 

 
 
Use pull-down menu to answer Yes/No to “Did Unit Pass Leakage Test?”. 
Click Save button. 

 
 
Summary 
Enter text into Comments on the Overall Certification Results text field. 
Click Save button. 
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Review Fields 
NOTE:  Before you close your evaluation, review the Operational Status, 
Use Category, Contacts and Attachments for the inventory item you have 
selected.   

 
 
Change Status 
BEFORE YOU CLICK THE FINISH BUTTON, you need to change the 
status of your evaluation. Click the Change Status button. 

 
 
Use pulldown menu to change New Status from IN-PROCESS to 
COMPLETE. 
Click Save and Continue button. 
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Other 
Optional: Click checkbox to Hide this evaluation from view. 
Otherwise, click Finish button. 

 
 
 

 
Edit Existing Evaluation 

Click Select Existing Evaluation to Edit button. 

 
 
Click blue Select text to select an evaluation. 
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Use pulldown to navigate tabs via Jump To menu. 
Note: Always save changes before jumping to another screen. 

 
 
Edit evaluation. Jump to Other screen. Click Finish button. 

 
 

Print Evaluation Report 
Select an existing evaluation. 
Click Report button to view an evaluation report in a new browser tab. 
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Close browser tab when finishing viewing report. 
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Chapter 4 – Tools and Reports 
CTS466: Evaluation Schedule 

As evaluations are created, they are added to the evaluation schedule. 
Click CTS466: Evaluation Schedule button. 

 
 
Expand To See Calendar View 
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Evaluation Schedule (list view) 

 
 
Contacts For Email Notification 

 
 

CTS467: Evaluation History 
Summary metrics for inventory and evaluations are available for viewing. 
Click CTS467: Evaluation History button. 
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Evaluation History displays evaluation details such as Date of Evaluation, 
Eval ID, Inventory ID and location specifics. 

 
 
CTS464: Hood and LEV Inventory Report  

Click CTS464: Hood and LEV Inventory Report button. 

 
 
A grid of Hood and LEV details are displayed. 
Click any Hood-LEV ID hotlink to view the report in a new browser tab. 
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Close browser tab when finished viewing report. 
 
 

CTS465: In-Place and Portable HEPA Inventory Report 
Click CTS465: In-Place and Portable HEPA Inventory Report button. 

 
 
A grid of In-Place and Portable HEPA Inventory is displayed. 
Click any HEPA ID hotlink to view its report in a new browser tab. 
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Close browser tab when finished viewing report. 
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