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Introduction 
The CTS Master List program provides a user-friendly toolbox to record, 
manage, and report information involving company personnel and operations. 
Having fast, easy, and secure access to master list records at your fingertips 
ensures your company will save valuable time and resources.  

 

Chapter 1 – CTS401 Master Facility List 
Adding A New Location To The Master Facility List 

 
Click CTS401: Master Facility List button. 

 
Click Create New Location button. 



 
 
 
 
 
 
 
 
 
 
 
 
Click Select Existing Location button. 

 
 
Select a location from the list or click New Item button. 



 
 
Enter Location Name, Site, and Company. Click Save and Continue button. 
Then select new item from the location list. 

 
 
From Master Facility List Detail screen, click Save and Continue button. 

 
 
 



Editing A Location From The Master Facility List 
 
Click Select Existing Location to Edit button. 

 
Use pulldown menu to toggle between Active Locations, All Locations, or 
Hazard Inventory Locations. Click blue Select text to select location. 
 

Click Next button. 

 
 
Use pulldown menu to select Location Category. 
Click Save button. 



 
 
Enter text in Location Name and Description and Comments text fields. 
Click Save button. 

 
 
 
 
 
 
 
To add a contact to the location, click Add Contact button. 

 
 
Use pulldown menu to select Contact Role. Click Select Person button. 



 
 
Click blue Select text to select a contact. Click Save and Continue button. 

 
Click Save button. 

 
On Other screen, click checkbox(es) for details that apply to this location. 
Click Finish button. 



 
 

Print Master List Facility Report 
Click Select Existing Location to Edit button. 
Select a location from the list. 
Click Report button. 

 
 
Report displays in a new browser tab. 

 
Close browser tab when finished viewing. 
 
 

Deleting A Location From The Master Facility List 
 



Click Select Existing Location to Edit button. 

 
 
Click Delete button. 

 
Click OK button in alert box to confirm delete. 
Click CTSMLIST / breadcrumb to return to Master List Menu. 

 
 

 

 

 

 

 

Chapter 2 – CTS402 Master Hazard List 
Adding A New Hazard To The Master Hazard List 
Click CTS402: Master Hazard List button.



 
 
Click Create New Hazard button. 

 
 
Enter text into Hazard-Material, RECID, CAS # text fields. 
Use pulldown menu to select Primary Hazard Type. 
Click Save and Continue button. 

 
Click Next button. 



 
 
On the Ingredients screen, click Add Ingredient button. 

 
 
Click Select Ingredient button to choose an ingredient. 
Enter Low Percent and High Percent figures. Click Calculate Average button. 
Click Save and Continue button. 

 
 
 
 
 
 
Click Save button. 



 
 
On the Attributes screen, enter data for LEL, UEL, TQ in Lbs., Reportable Qty in 
Lbs., TPQ in Lbs., and Molecular Weight text fields.  
Click Save button. 
 

 
 
On the Flags screen, click checkbox(es) to select flags. 
Click Save button. 

 
On the Synonyms screen, click Add Synonym button. 



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

 
 
Click Save button. 
On the Other screen, click checkbox to Hide Hazard From Entry Screen Select 
Lists.  
Click the Link Occupational Exposure Limit (OEL) button. 

 
 
Select an OEL from the list. 
Click the Finish button. 

 
 



 

Editing A Hazard From The Master Hazard List 
Click the Select Existing Hazard to Edit button. 

 
 
Select a hazard from the list. 
Use the Jump To pulldown menu to navigate to a specific tab to edit data. 

 
 
Click the Edit HHI Detail button. 

 
 
Expand all submenus and enter/edit HHI details.  
Click Save and Continue button. 
 
 
 
 
 
 



Click the GHS and Specialty Lists button. 

 
 
Expand all submenus and enter/edit GHS and Specialty Lists details. 
Click Save and Continue button. 
 
Print Master Hazard List Report 
Click the Report button. 

 
 
Report opens in a new browser tab. 

 
Close browser tab when finished viewing. 
 
Click CTSMLIST / breadcrumb to return to Master List Menu. 



Deleting A Hazard From The Master Hazard List  
Click the Select Existing Hazard to Edit button. 

 
 
Select a hazard from the list. 
Click the Delete Hazard-Material button. 
Click OK button in alert box to confirm delete. 

 
 
Click CTSMLIST / breadcrumb to return to Master List Menu. 
 

Chapter 3 – CTS403 Master Personnel List 
Adding A New Person To The Master Personnel List 
Click the CTS403: Master Personnel List button. 

 
 



Click Create New Person button. 

 
 
Enter text into Last Name, First Name, Badge ID, and Logon ID text fields.  
Use pulldown menus to select Site and Company. 
Click Save and Continue button. 

 
 
Click the Next button. 
 
 
 
 
 
 
 
 



On the Job and Org Detail screen, click Select Job Title button to select a job title. 
Click Select Org ID button to select an organization ID.  
Click Select Location button to select a location.  
Click Select Person button to select a supervisor.  
Enter Email Address in text field.  
Use pulldown menus to select Worker Status and Worker Sex. 
Click Save button. 

 
 
Use calendar buttons to select Initial Hire Date, Last Hire Date, or Termination 
date. 
Click checkbox(es) to select IH-Safety person, Off-Normal, or Inactive options. 
Click the Finish button. 

 
 



Editing A Person In The Master Personnel List  
Click Select Existing Person to Edit button. 

 
 
Use pulldown menu to toggle between Active People and All People. 
Select a worker from the list. 
Click the Change Logon ID button. 

 
 
Enter New Logon ID in text field.  
Alternatively, leave this field blank and click checkbox to clear the user ID 
(instead of change).  
Click the Change UID button. 

 
 
 



Click Edit Keys button. 

 
 
Edit worker details. 
Click Save and Continue button. 

 

Print Master Personnel List Report 
Select an existing worker. 
Click Report button.  

 
Report displays in a new browser window.

 



Close browser tab when finished viewing. 
Click CTSMLIST / breadcrumb to return to Master List Menu. 

 
 
Deleting A Person From The Master Personnel List  
Click Select Existing Person to Edit button. 
Select a worker from the list. 
Click Delete button.

 
 

Click OK button in alert box to confirm delete. 

 
 
Click CTSMLIST / breadcrumb to return to Master List Menu. 
 

 

 

 

 



Chapter 4 – CTS407 Master Organization ID List 
CTS407: Master Organization ID List provides a means to add/edit an 
organization manually. 
 
Adding A New Organization To The Master Organization ID List 
 
Click CTS407: Master Organization ID List button. 

 
Click Create New Organization ID button. 

 
 
 
 
 
 
 
 
 



Enter Org ID Level 1 and Org Description in text fields. 
Click Save and Continue button. 

 
 

Editing An Existing Organization In The Master Organization ID List 
Click radio button to select an organization. 
Click Edit Keys button. 

 



Edit organization details. 
Click Save and Continue button. 

 

Print Master Organization ID List Report 
Click radio button to select an organization.  
Click Skip on 599, Off-Normal, or Hide Checked button(s). 
Note: Clicking these buttons again will undo the action(s). 

 
 

Deleting An Organization From The Master Organization ID List 
Click checkbox to select an organization. 
Click Delete Checked button. 
Click OK button in alert box to confirm delete. 

 
Click CTSMLIST / breadcrumb to return to Master List Menu. 
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