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myLab Basics - New Web Version

Logging into myLab

G

If you use a shared computer to access myLab, you must login to the computer with your

(V]
*6 own credentials and then completely logout of the computer before the next user assumes
2 control.

1. Access myLab through https://mylab.mcgill.ca

2. If prompted, enter your McGill username and password

o mylab is part of Single Sign On (SSO). If you are already logged in to another application
which uses SSO, you will NOT be prompted to log-in.

3 If off-campus, you must be connected to McGill’'s VPN to access mylLab
2 * For instructions on installing and launching the VPN, refer to this knowledge base article:
https://mcgill.service-now.com/itportal?id=kb_article&sysparm_article=KB0010687
=  For any problems connecting to the VPN, contact the IT Service Desk (login to start a
chat): https://mcgill.ca/itsupport
Security protocols

ALL users logging into the myLab Web Application must do so using their Active Directory @mcgill or
@mail.mcgill email credentials (the same as you currently use to login to Windows).

Individual (named user) login will:

Secure access to the application

Introduce a single-sign on (SSO) user experience

Facilitate provisioning access

Enhance auditing data (specifically who is viewing or editing what)

PonNE
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Basics of getting started with myLab and navigating the myLab interface

Consult the myLab User Guide: Basics for information on these topics:

= mylLab Homepage - PI Overview explained | CHEM modules explained | RAD modules explained

= Basic Navigation — Help | Screen export (Options) vs McGill customized reports | Scrolling in a
grid view | Returning to the menu screen within a module | Returning to the homepage of
mylLab

= Additional Help —Display options, exporting screen data, and saving customized settings

User Guides are available in the IT Knowledge Base.

Logging out of myLab

To logout of myLab, on [ @ McGill

any menu screen where [P

your name is displayed
(top right corner), click o
Clear Setfings

the down arrow next to

Help Videos

your name and
What's New
About..

select Logout from the

displayed options.

If you used a shared computer to access myLab, you must logout of the computer as well. It
is not enough to just logout of the myLab Web Application.

Note &
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Waste Pickup Module - New Web Version

Hazardous waste rooms are emptied on a weekly basis, YOU DO NOT need to submit a
myLab waste request for pickup of waste stored in those rooms.

Note &

Consult the Waste Disposal Guidelines on the Hazardous Waste Management website for
more information and procedures (https://www.mcgill.ca/hwm/guidelines).

Only the collection of chemical waste at your laboratory requires the creation of a waste
request through myLab.

Requesting a waste pick up
1. Click the Waste Pickup icon on the myLab homepage

Waste Pickup

2. The Waste Request screen is displayed. By default, a listing of all waste requests with the status Not
Completed are displayed for ALL Pls you have access to view. To view a listing associated to a
different status - click the down arrow next to the field and make a selection.

B EHSA Waste / Waste Request

+ Add a Waste Request | # Edit a Waste Request | @ Dalete a Waste Request i Duplicats Waste Request | | Waste Request Reports ~ | Status:  Not Completed v Options +
Not Completed
Drag & column header and drop it here to group by that column Completed
Completed Pickup Request Daie Request Number | Contenis Al
A =Y T A

There are two ways to create a waste pickup

= +Add a Waste Request button — Used to add specific containers to a waste request — select
items (containers) from your inventory and/or manually add containers and record their
contents

= +New Lab Room Clean Out button — Used to add your entire inventory to a waste request in
one-click while still having the option to remove specific inventory items from the waste request

B McGill | £
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Gomneat,

Learn.
Innovae,

In this section:
= Add a Waste Request
= New Lab Room Clean Out
= Editing a Waste Request
= Deleting a Waste Request

Add a Waste Request

Use this to add specific containers to a waste request — select items (containers) from your inventory

and/or manually add containers and record their contents

1. Click the + Add a Waste Request button

5= EHS . Waste / \Waste Reguest

+ Add a Waste Request | # Edit a Wasie Reguest RO I ECEREEEECHITE M Duplicate Waste Request

2. The Add Pickup Request screen is displayed

TEEHSA Waste /| Waste Request / Add Pickup Request

4 Waste Profile Hide Profile  Edit Profile
Contact  Edit Contact Phone
(514) 3982
Pl Name Edit Department
Biochemisiry (10216)
Request Date Comments
18,2022 i

e Container 1 Waste Type | Chemicals-Used v

Option for Instructions from edit labels. search_instructions

Physical Form  # of Conts.  Container Type Container Size Unit of Measure
Liguid v 1 : Reagents/Small Bottles A Mililiters
Container Contents

Chemical Description sswith | o of Gontent | uanty CAS#

Search 100

[

e Add Additional Container
Save & Submit Cancel o

Request Number: TED

Contact Email
‘@mcgill ca
Location Edit
LIFE SCIENCES COMPLEX
“
Temglste Options
Quantity Disposed
(7] Muitiple Contents
Multiple:
Ingredients  Ingredients Invent
-
-

3. If you are missing a waste request profile, you will be prompted to create one (instructions),

otherwise, your Waste Profile is displayed at the top of your pickup request.
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4. If needed, edit/update the information displayed in the Waste Profile section (instructions)

5. Record the contents of Container 1 (instructions).

If you have 10 different small bottles/reagents for pickup, each reagent/small bottle is
considered its own container.

Note &

Buffers and contents of 10L and 20L containers may be manually added with the Chemical
Description containing the breakdown — there is no need to enter the chemical breakdown as

individual line items under Container Contents.

6. For each additional container to add to this waste pickup request, click Add Additional
Container. Ex: If you have 10 different small bottles/reagents for pickup, you will need to add
each one as an Additional Container.

A section for Container “2” will now display on the screen.

Follow the same instructions as in Step 5 to record the contents of the Container

To remove a container from the pickup request:

Container 2 Waste Type  Chemicals-Used

@ | | Template Options h
CTTEEI=  Option for Instructions from edit labels. search_instructions Delete this container

= Click Remove at the top right-corner of that Container section
= A Confirm window will open
= Click Yes

The Add Pickup Request screen is refreshed and the Container no longer appears

If you subsequently add an additional container, the container is labeled with the next available
number (ex: you added Container 2, added Container 3, deleted Container 3, and then clicked
on Add Additional Container, Container 4 is created)

7. Once the contents of each container (to be picked up) have been recorded, click Save & Submit
(this button is displayed at the top and bottom of the window) or click Cancel to exit the screen
without saving this request

= A window will open with a confirmation message
= Click OK to close the window

McGill IT Services —-myLab User Guide: Waste Pickup Module
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8. The Waste Request screen is once again displayed and the request just saved and submitted
appears in the listing on the screen (listing displays all requests with the Status Not Completed)
SEEHSA Waste / Waste Request @ Help

+AddaWaste Request | # Edita Waste Request @ Delete a Waste Request KN Duplicate Waste Request  Waste RequestReporis~  Status:  Not Completed - Options «

Drag a column header and drop it here to group by that column

Completed Request Date Request Number 4 Contents Waste Type Pl Name

h e [l ¢ Y v .
—) i T 1-10.000 G Reagents/Small Bottles (Solid) e
. (JAder-His/LewTrp DO supplement emicals-Us

The request will go to the Hazardous Waste Management Office for pickup.

Once it is picked up by the Hazardous Waste Management Office, they will change the status
of the request to Completed. Any Container Contents added using Find Inventory (Step 5),
are then automatically removed from your inventory listing.

Note &

Until the status is changed to Completed, you may edit or delete the waste request.

B MGill | 55
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Step 4 - Edit/update the information displayed in the Waste Profile section

BB EHSA Waste / Waste Request / Add Pickup Reguest Save & Submit Cancel

Waste Profile Hide Profile Edit Profile o Request Number: TED

Contact Edit Contact Phone Contact Email
(514) 3968-2323 r@mcgil.ca
Pl Name Edit o Department Location Edit g
Biochemistry LIFE SCIENCES LEX
Request Date Comments

11/7/2022 &= o

A. To edit your displayed contact information (Phone, Email) or to add Pls to your profile (for step

b. below):
o Click the Edit Profile button
o The Edit Waste Request Profile screen will be displayed
o Update the information as needed
o Click Save or click Cancel to exit the screen without saving any changes

B. To change the displayed Pl and/or Location [OnSite Systems Help]:

o To change the Pl Name associated to this waste request, click the Edit button next to PI
Name

= An Edit Pl pop-up will open, allowing the user to select from the available PI's on
the profile.
o To select/edit the Location for the pickup, click on the [Edit] button beside the Location
label.

= This opens a pop-up box to select the Building and Labs from the Pl's permit.

Edit Location X
Building
BF: BF-Murphy Chemical Lab v

Lab / Room
Allow Any Location

= The user can also check the "Allow Any Location" box to select from all
Buildings/Labs in the database.
=  Click the [Save] button to save and close the pop-up window.

| 200 v|

Copyright © <2016, 2017, 2018, 2019, 2020,2021,2022> by <On Site Systems>. All Rights Reserved.

C. [optional] Add Comments to share with Hazardous Waste Management — if you have any special
instructions, add them here. Do NOT list container contents in this section.

: McGill IT Services —myLab User Guide: Waste Pickup Module
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Step 5 - Record the contents of a Container

By default, Container 1 is already created as part of the pickup request and the Waste Type field
displays Chemicals-Used.

There are four ways to record chemicals in a waste container
A. Find Inventory - add a chemical (reagent/small bottle) from your inventory listing

B. Find Catalog Item - add a chemical that is NOT part of your inventory

C. Manually add an item - use this for buffers, unknown items, 10L and 20L waste containers

D. Use a Template (a Container with recorded container contents must first be saved as a template
to use this option — instructions to save a template)

I EHSA Waste / Waste Request /| Add Pickup Request Save & Submit | Cancel © Help

Request Mumber: TBD

Waste Profile Hide Frofile  Edit Profile
Contact  Edit Contact Phone Contact Email
(514) 3952 @megill.ca
Pl Mame  Edit Department Location ' Edit
Biochemistry (00216) LIFE SCIENCES COMPLEX
Request Date Comments
11/8/2022 i

gtz Type  Chemicals-Used v

LSS LA ReEETn =Y Option fior Instructions from edit labels. search_instructions

Physical Form  # of Conts. Container Type Container Size  Unit of Measure Quantity Disposed
Liguid v 1 : ReagentsiSmall Bottles v Milliliters v
Container Contents D Multiple Contents
Ch 1D it - Multiple
Tz v starts with || o of Content | Quantity CAS # Ingredients | Ingredients Invent
Search 100
»
Add Additional Container

Save & Submit Cancel

All used chemicals, requiring pickup in your laboratory, must be recorded using one of these
methods.

TIP: Buffers and contents of 10L and 20L waste containers may be manually added with the
Chemical Description containing the breakdown — there is no need to enter the chemical
breakdown as individual line items under Container Contents.

Note &

7 McGIll IT Services -myLab User Guide: Waste Pickup Module
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A. Find Inventory - add a chemical (reagent/small bottle) from your inventory listing

Al. Click the Find Inventory button

Coni\er 1 Waste Type  Chemicals-Used v

B  Template Options

U IS ETGNIEE  Option for Instructions from edit labels. search_instructions

The Select Chemical window opens with the radio button Show PI’s Inventory selected

A2. From the displayed results, find the item to add and click the Select button at the beginning of

Select Chemical »
O search By Chemical Description Search | [stars i % Close
© search By Ghemical CAS # search @ Show PI's Inventory

Drag a column header and drop it here to group by that column
cAs# Inventory # Chemical Description + Total Quantity Vendor Name Catalog # Multiple Ingredien

T A A Y T Y T Y

156097 2-amino-n-butyric acid 100 Grams Sigma-Aldrich A-2129

w 156096 2-Amino-n-butyric acid 25 Grams Sigma-Aldrich A-2129
- h 155375 (-)Ade/-His/-Lew/-Trp DO supplement | 10 Grams Clontech 8619-1

[ seea | 155376 (-)Leur-Tr Do supplement 10 Grams. Clontech 8608-1

A3. The Select Chemical window closes

o If the item has more than 1 container in your inventory, the Confirm Quantity window will
display:

Enter the # of Containers to E—
add and click Update Amount This Inventory Item has 3 Containers.

Please confirm the amount you would like picked up.

# of Containers ‘ 1 ‘

OR

(UZEEVO SIS select All Containers

Click Select All Containers to add all containers in your inventory

A4, i. The inventory item is now displayed in the Container Contents table

Container 1 Waste Type  Chemicals-Used v

ii. Information about the

&) | Tempite Optons

Container Shou Id have Option for Instructions from edit labels. search_instructions.
been updated to match PhsyslcalForm #Mcema.. C\::A\nerzpe . cer;nlnev Size UnGimeneure DI;MIHI}' Disposed
olid 12 agents'Small Bollles . 1 rams -
the added inventory
Item . If necessary’ edit Container Contents — (7] Multiple Contents
. Chemical Descripton sanswin | % of Conter uani S# ngredients | Ingredient nventc

the fields to reflect the . R s e A

dd d item Remove| | Search | (-)Ade/-His/-Leu/-Trp DO supplement 100 10 No 19537
aade . — v

To record multiple contents for this container as individual rows in Container Contents, follow these
instructions or continue to Step 6

McGill IT Services -myLab User Guide: Waste Pickup Module
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B. Find Catalog Item - add a chemical that is NOT part of your inventory

B1. Click the Find Catalog Item button

Container 1 Wail’ype Chemicals-Used v

® Find Inventory Option for Instructions from edit labels. search_instructions

@ Template Options

The Select Chemical window opens with the radio button Search by Chemical Description

selected
B2. Enter search criteria

Search by Chemical Description

Select Chemical

@ Search By Chemical Description Q Search  contains

o Search By Chemical CAS # Search () Show PI's Inventory

X Close

a. Click on the button to toggle back and forth between contains or starts with

b. Enter search criteria
c. Click Search

OR

Search by CAS #

Select Chemical

(O Search By Chemical Description Search staris with X Close

°© Search By Chemical CAS # o Search (O Show PI's Inventory

a. Select the radio button next to Search By Chemical CAS #

b. Enter search criteria

c. Click Search

B3.  From the displayed e
results, flnd the item @® Search By Chemical Description  acelons cantans X Close
and C||Ck the Select > Search By Chemical CAS # Search () Show PI's Inventory
button at the 4 PrimaryName x | 1 Chemical Description X
beg|nn|ng of that row cAs# Synomym + Vendor Name Catalog & Primary Name  Multiple Ingredients?
T T % T T

« Primary Name: NO

« Chemical on: (118 solution, 18 mM in acstone
(-H148-Flusrenylethyl chiorofommats .
E 154478.90.0 3 poremlietil SIOrIMEe | sigmaAldrcn
solution. 18 mM in acetons
« Chemical ion: (-1 solution, 12 mM in acetone
S (= H8-Fluorenyiiethy chiorofommate | (L
solution. 18 mM in acetone
(+}1-8-Fluorenyljethy! chioroformate
s m 107474793 Sigma-Aldrich
solubon, 18 mM in acelone

+ Chemical iption: (+)-149- solution, Chir

McGill IT Services —-myLab User Guide: Waste Pickup Module
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B4. The Select Chemical window closes

B5. i. The inventory item is now displayed in the Container Contents table

.o Container 1 Waste Type  Chemicals-Used
ii. Update the oo
Template Options.
| nfo rm at on a bo Ut t h e Option for Instructions from edit labels. search_instructions
container to match the Physical Form #of Conts.  Container Type Container Size Unit of Measure Quantity Disposed
o Solid v 1 : Reagents/Small Boltles v 10 Grams v 0
added item
Container Contents D Muitiple Contents
o ) Multiple
Chemical Description Sanswih | o of Content | Quantity cAS# Ingrediants | Ingredients Invent;
Remave Search  (-)Ade/-His/-Leu/-Trp DO supplement 100 10 No 15537¢

g

To record multiple contents for this container as individual rows in Container Contents, follow these
instructions or continue to Step 6

Regardless of which button you click on (Find Inventory / Find Catalog Item), you may change
the search selection by selecting a radio button in the Select Chemical window.

B McGill | £
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C. Manually add an item - use this for buffers, unknown items, 10L and 20L waste containers

Container 1 Waste Type Chemicals-Used v o
* B  Template Options

Option for Instructions from edit labels. search_instructions

o Physical Form # of Conts. Container Type Container Size Unit of Measure Quantity Disposed
Liquid £ 1% Reagents/Small Bottles v Milliliters v
Container Contents D Multiple Contents
Multiple
o Chemical Description startswith - fo; of Content ~ Quantity CAS # Ingredients | Ingredients Invento
Search 100
1IG
»

C1. Edit/update the information about the container

C2. Click in the cell Chemical Description and enter a description

For a buffer, enter the breakdown of the mixture in the Chemical Description field. There is no
need to record that information by adding multiple contents to this container.

C3. If the Chemical Description is unknown, add a photo (instructions)

To record multiple contents for this container as individual rows in Container Contents, follow these
instructions or continue to Step 6

B McGill | £
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Adding a Photo (required when adding unknown items to a container)

1. Click the camera l

. Container 1 Waste Type Chemicals-Used v
Icon

B | Template Options

2_ |f an error message appears There was a camera error. NotAllowedError

= Click OK to close the window

3. Inthe Add Photo window, click the Add RO *
Photo button

B rddpnoto m

4. Browse your computer to find and select the jpeg image file

= (Click Open

5. A thumbnall Image Of the Container 1 Waste Type Chemicals-Used -

added photo is now
displayed on the screen

Option for Instructions from edit labels. search_instructions

@B  Template Options

a bove th € CO nta Iner Physical Form # of Conts. Container Type Container Size Unit of Measure Quantity Disposed
Conte nts sect|0n Liquid 1 Reagents/Small Bottles - 1 Liters v 0

MSTRUCTIONS

Container Contents D Multiple Contents
ch D " Mulfiple
TO de[ete th e pho to i Sl (D starts with | 94, of Content 'Quanmy CAS # Ingredients | Ingredie
Remove = | Search unknown 100 1

= (Click the red x at the top
right-corner of the image

= A confirmation message will appear
Click OK to close the window

The photo has been removed from this waste request

B McGill | £
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D. Use a Template

A Container with recorded container contents must first be saved as a template to use this
option — instructions to save a template.

Note &

If you have already recorded chemicals in a Container, and decide to use Template Options to
record more chemicals in the same Container, the template will overwrite any existing entries.

D1. Click Template Options

Container 1 Waste Type Chemicals-Used v

Remove

Template Options

s TR G G TR EG gl Option for Instructions from edit labels. search_instructions

H Template Options X
D2. Click on the down arrow next to the S CE
f|e|d Apply Template a nd ma ke a Templates allow for the details of individual containers to be saved as a template to be applied
. to future waste request. Templates saved by users will be shared when waste request are
select|o n submitted via the same P1. Additional Templates can be made available to all users by an

administrator.

To add a new template, ensure your container infoermation is entered into the request form
Click Template Options', add a Template Name and click 'Update’.

D3 CIICk Apply Template Name: Container Template Name Clear

Apply Template:

- Ade/-His/. (-)Ade/-His/-Lew-Trp DO supplement

D4. The inventory item(s) from the template are now displayed in the Container Contents table and
information about the container has been updated to match the added inventory item(s)

Container 1 Waste Type  Chemicals-Used v

6 Template Options

Option for Instructions from edit labels. search_instructions

Physical Form # of Conts. Container Type Container Size Unit of Measure Quantity Disposed

Solid v 1 : Reagents/Small Bottles v 10 Grams - 0
Container Contents D Multiple Contents

ch 1D " Multiple
enncal estpten statswith | | o4 of Content = Quantity CAS# Ingredients  Ingredients Invente
4 v v 4 v 4
a

Remove . |Search | (-)Ade/-His/-Leu/-Trp DO supplement 100 10 No 15537¢

™ »

To record multiple contents for this container as individual rows in Container Contents, follow these
instructions or continue to Step 6

MGl | 55
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Recording multiple contents for a container as individual rows in Container Contents

g

(OB A formal, itemized listing of container contents is not required. It is sufficient to manually
"5 record container contents by entering the full breakdown directly in the Chemical Description
4l field of a single entry.

When a chemical is added to a container, by default, the % of Content is at 100. If you wish to itemize
the contents of a container, breaking down each component as a % of the total volume of the
Container, follow the steps below:

Container 1 Waste Type Chemicals-Used v

B  Template Options

Option for Instructions from edit labels. search_instructions

Physical Form # of Conts. Container Type Container Size Unit of Measure Quantity Disposed
Solid v 104 Reagents/Small Bottles v 10 Grams v 0
Container Contents e Multiple Contents
Chemical D i - Multiple
(B0 | BESEan startswith o5 of Content | Quantity CAS# Ingredients | Ingredients Invent
r r r v v r r
Remove . Search (-)Ade/-His/-Leu/-Trp DO supplement o 70 7 No 15537%

. & Search o

1. Edit the % of content — click in the cell and enter a value
2. Select the box Multiple Contents

3. Anew row is added to the Container Contents table — click the Search button in that row (opens
the Select Chemical window) OR manually add an item to the table

If you click Search:

Select Chemical

Search By Chemical Description

= The Select Chemical
window opens

= Search for the item to
add to the waste
container and click
the Select button at
the beginning of that
row

=  The Select Chemical window closes

Search By Chemical CAS # Search @ Show PI's Inventory
Drag a column header and drop it here o group by that column
cas# Imentory % Ghemical Descripbon + Total Quanily Vendor Name Catelog # Muliple Ingredien
.4 T T T T
2 amina n bulyric scid 100 Grams Some Aidrich A28
2.Amine-n-butyric acid 25 Grams Sgma-Aldrich A2120
(-)Ade/-His/-Lew-Trp DO supplement 10 Grams Clontech 8619-

(-)LewtTr Do supplement 10 Grams Ciontech 86081

(+1Rintin 100 Miliarams, Finchemical Sicences 12400

B McGill | £
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If the item has more than 1 container in your inventory, the Confirm Quantity window
will display — enter the # of Containers and click Update Amount OR click Select All
Containers. The inventory item is now displayed in the Container Contents table.

The % of content has been automatically calculated

Container Contents Multiple Contents

N Multiple
Chemical Description stats wilh || o} of Conltenl | Quantity CAS # Ingredients | Ingredients Invente

Remove . |Search (-JAde/-His/-Lew-Trp DO supplement 0 No 15537¢

2 |

Remove | Search {-jLeu/-Tr Do supplement ) Mo 15537¢

Searcn

1IG

4. |If there are more chemicals to add to this container:

= Edit the % of content for the last item added- click in the cell and enter a value
= A new row is added to the Container Contents table

=  Repeat Step 3

= McGill IT Services —-myLab User Guide: Waste Pickup Module
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Removing a row from Container Contents

If a chemical was added to a container by mistake:

Container 1 Waste Type Chemicals-Used v

Option for Instructions from edit labels. search_instructions

Physical Form #of Conts.  Container Type Container Size Unit of Measure

Solid v 1 : Reagents/Small Bottles v 10 Grams

Container Contents

Quantity Disposed
10

@&  Template Options

Multiple Contents

Chemical D i Multiple
CHiealh e ciptog statswith o5 of Content |~ Quantity CAS# Ingredients | Ingredients Invent
v v v v v v v
Remove = Search (-)Ade/-His/-Leu/-Trp DO supplement 70 7 No 15537¢
- - v v - -
30 3 No 15537€
Remove this content row
iz T
»
Click Remove at the beginning of that row
H H H Confirm
= A confirm window will open
L] C||Ck Yes Remove this container content row?

(-)Lew/-Tr Do supplement

The Container Contents table is refreshed

McGill IT Services —myLab User Guide: Waste Pickup Module
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Saving a Container as a Template

If you often dispose the same chemicals in a Container, save the recorded entries in a Container
as a Template. This Template may then be used to populate Container Contents.

1. Inthe Add Pickup Request or Edit Pickup Request screen, click Template Options for the
Container to save as a template

Container 1 Waste Type Chemicals-Used v

Template Options Remove
U NEn O GG G RS EeE G Option for Instructions from edit labels. search_instructions

2. Enter d Template Name Template Options x
Templates allow for the details of individual containers to be saved as a template to be applied
3 Cllck U date to future waste request. Templates saved by users will be shared when waste request are
* p submitted via the same PI. Additional Templates can be made available to all users by an
administrator.

To add a new template, ensure your container information is entered into the request form.

™ A conflrmatlon message W|” appear Click ‘Template Options', add a Template Name and click 'Update'
= Click OK to close the window o
Template Name: Container TeOame Update Clear

7 McGIll IT Services -myLab User Guide: Waste Pickup Module
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New Lab Room Clean Out

Use this to add your entire inventory to a waste request in one-click while still having the option to
remove specific inventory items from the waste request

58 EHSA Waste / Waste Request

# Edit 3 Waste Request @ Delste a \Waste Request i Duplicate Waste Request Waste Request Reports = Status: Options =

# Add a Waste Request

Not Completad -

Drag a column header and drop it here to group by that column

Completed Pickup Request Date Request Number + Contents Waste
T BT T T
& o {
Clean Out .
No 01-18-2023 P230118001 Chem

Lab Room Chamicals

1. Click +New Lab Room Clean Out

2. The New Clean Out screen is displayed

828 :HSA Waste / New Clean Out

View Profile | Invert Removal ~ Waste Request ltems Chemical Invento@ Number: ‘ Ready To Scan... ‘ Submit Select Entire Room

Chemical
Container Inventory Link Chemical Description Quantity Unit Physical Form # of Conts. Location

3. Click View Profile to view and edit information in the Waste Profile associated to this request

(instructions)
Waste Profile Hide Profile ~ Edit Profile Request Number: TBD
Contact Edit Contact Phone Contact Email
(514) 39t @mcgill.ca
Pl Edit Department Location Edit
Request Date % Comments
2/14/2023 i)

%
VRl Click Hide Profile to collapse the e
(<3 Waste Profile section

Edit Profile

Hide P'1ﬁle

Contact Phone
(514) 398

Contact

MGl | 55
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B McGill | £
Gonment,

L
Innovae,

1 isa Wasio / New Clean Out

View Profile

Invert Removal ~ Waste Request Items Chemical Invento@ Number: ‘ Ready To Scan.. Select Entire Room
Chemical
Container Inventory Link Chemical Description Quantity Unit Physical Form # of Conts. Location

4. Click Select Entire Room

A. Pl—click the down
arrow next to the
field and make a Pl

selection g
Lab / Location v o

the down arrow °
next to the field and m Cancel

make a selection ~

Pl Labs X

B. Lab/Location — click

C. Click Save

5. The New Clean Out screen is updated to display ALL inventory items from the selected lab, one

inventory item per row — depending upon the number of items, it may take a few seconds for
the entire listing to be populated

BIEHSA Waste / New Clean C ut m

7
View Profile § Invert Removal | Waste Request Items Chemical Inventory Number: Click Here To Scan w Select Entire Room
e Chemical
Container Inventory Link Chemical Description Quantity Unit Physical Form # of Conts. Location
1 108419 Aluminum chloride 100 G Solid 1 446:Msb- »
2 108435 Ferric chloride, 0.2M in 2- 50 ML Liquid 1 446:Msb-
methyltetrahydrofuran
3 209191 Pancreatin from Porcine Pancreas % G Solid 1 446:Msb-
4 223982 BORIC ACID, ELECTROPHORESIS 99.5% 500 G Solid 1 446:Msb-
5 224316 ACCU-TEST COD HIGH RANGE 50 KIT Solid 1 446:Msb-
6 209138 TWISTB HI 100-4500MG COD PK/50 4501 KIT Solid 2 446:Msb-
J—M 7 | 917707 | SLUTAMATE ASSAY.KIT SLUTAMATE 1 KT Viewiid s L asemnen. I

[optional] To remove an item from this waste request (i.e. to keep the item as part of your
inventory), find the item (row) in the listing and click the Remove button at the beginning of
that row — the item will be removed from this waste request

[optional] If you do not wish to “clean out” your entire inventory, you may select which items
should be part of the waste request - click Invert Removal

= The Items to Remove window will open and an additional column is now displayed

McGill IT Services -myLab User Guide: Waste Pickup Module
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B2 EHSA Waste / New Clean Out

View Profile  Invert Removal ~ Waste Request Items Chemical Inventory Number:  Click Here To Scan m Select Entire Room
° Chemical
Select Container Inventory Link Chemical Description Quantity Unit Physical Form # of Conts. Location
O 1 108419 Aluminum chloride 100 G Solid 1 446:Msb-0:
[:% 2 108435 Itemsiio Remove # 1 446:Msb-0:
O 3 209191 Select the items you wish to include in the Waste Request 1 446:Msb-0!
Items that are not selected will be removed from this Waste Request.
a 4 223082 1 446:Msb-0!
Update Request Cancel
O 5 224316 ACCU-TEST COD HIGH RANGE 50  KIT Solid 1 446:Msb-0:
L = —

A. For each inventory item (row) to be picked up as part of this waste request, click the box
under the Select column

B. Click Update Request

The New Clean Out screen is refreshed — only the inventory items you selected are displayed
as part of this waste request

8. Click Save at the top or bottom of the screen

B8 EHSA Waste / New Clean Out Save

View Profile  Invert Removal  Waste Request Items Chemical Inventory Number: Click Here To Scan m Select Entire Room
Chemical
Container Inventory Link Chemical Description Quantity Unit Physical Form # of Conts. Location
1 108419 Aluminum chloride 100 G Solid 1 446:Msb-
- . . . ]
A Confirm Save window will open Confirm Save

= (Click Save

Save Lab Room Clean Out Request for:

Pl
Location: TECHNICAL SERVICES BUIL{@’\)

Return

9. The Waste Request screen is once again displayed and the request just saved and submitted
appears in the listing on the screen (listing displays all requests with the Status Not Completed)

= The Contents column displays Clean Out - there is no listing of containers/container
contents

MGl | 55
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SR EHSA Waste / Waste Request @ Help

<4 Add a Waste Request = #' Edit a Waste Request =~ ® Delete a Waste Request < New Lab Room Clean Out Wi Duplicate Waste Request Waste Request Reports v Status: Options +

Not Completed v

Drag a column header and drop it here to group by that column

Completed Pickup Request Date Request Number 4 Contents Waste
Y BT 24 b &
Clean Out
— | o 02-14-2023 P230214001 ) Chem
Lab Room Chemicals I\
LA

The request will go to the Hazardous Waste Management Office for pickup.

Note &

Once it is picked up by the Hazardous Waste Management Office, they will change the status
of the request to Completed. All inventory items part of this waste request are then
automatically removed from your inventory listing.

Until the status is changed to Completed, you may edit or delete the waste request.
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Editing a Waste Request

52 EHSA Waste / Waste F 2 st

+ Add a Waste Request I # Edit a Waste Request ‘ ® Delete a Waste Request B Duplicate Waste Request | Waste Request Reports = Status: Mot Completed -

Drag a celumn header and drop it here to group by that column

Completed Request Date Request Number + Contents

T BT T T
o 1-10.000 G Reagents/Small Bottles (Solid)
11142022 P221114001
(JAde His/Leu/ Tip DO suppiement

1.

2.

MGl | 55

Gomneat,

Select the waste request to edit - click on the row (it will be shaded in green)
Click the Edit a Waste Request button

The Edit Pickup Request screen is displayed

Make the necessary changes

Once all changes have been made, click Save & Submit OR Save (this button is displayed at the
top and bottom of the window) or click Cancel to exit the screen without saving your changes

= A window will open with a confirmation message
= C(lick OK to close the window

The Waste Request screen is once again displayed and changes made to the request just saved
and submitted are reflected in the listing on the screen

McGill IT Services -myLab User Guide: Waste Pickup Module
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Deleting a Waste Request

B EHSA Waste / Waste Request

=+ Add a Waste Request | # Edit a Waste Requesll = ® Delete & Wasle Request Wi Duplicate Waste Reguest Waste Request Reports « Status: Not Completed -

Drag a column header and drop it here to group by that column

Completed Request Date Request Number 4 Contents
h g =R 4 A h g
1 - 10.000 G Reagents/Small Bottles (Soli
P221205001 =L es (Solid)
(-)LeusTr Do supplement
1 Container

2-Amine-n-butyric acid

Nim 44 44 AAAS Ps444ARAD

1. Select the waste request to delete - click on the row (it will be shaded in green)

2. Click the Delete a Waste Request button
Confirm
= A confirm window will open
= (Click Yes

Delete the selected waste request?

Request# P221205001 PI 1

3l -

3. The Waste Request screen is once again displayed and the deleted request no longer appears in
the listing on the screen
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Creating your Waste Profile (OnSite Systems Help)

The first time you click add a waste request, you will be prompted to create your profile.

1. Users that do not have a Waste Profile will be prompted to enter one.

Missing Waste Request Profile

No waste request profile was found for your ID: ABAKER.

Would you like to create a profile now?

2. Click on [Yes] to create a Waste Profile.
3. Enter Waste Profile information. Verify name, phone and email information.

[Information of the person logged into myLab is pre-populated and displayed on the screen)
4. [for Workers only] Select the Pl or Manager from the dropdown list of PI's.

5. [for Workers only] Use the dropdowns to select the Department, Building, and Lab to associate
with the Waste Profile.

6. [for Workers only] Click [Save] to save, or [Cancel] to discard edit/entry.

/aste Request Profle / Edit Waste Request Profile | EHEED

User Information

*Waste User ID ahaker Search
*First Name Ashley “Last Name Baker
*Phone # (314)963-8534

“Email orsits@hpassist com

Confirm Email onste@hpassist com

Waste Request Information

Plor
Manager

Cost Center

Department - Default Ho v

Building v Lab | Room

E Cancel L Attow Any Location

+s0d | £ Edt | @D Options +

Pl or Responsible Mansger
Defaut | 1 Department Building Lab /Room Cost Center

7. Click [+Add] to add each additional PI to the waste request profile.
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“First Name Ashley “Last Name Baker

“Phone # (a14)963-982¢
“Email onsite@hpassist com
Confirm Email onsite@hpassist com

Waste Request Information

Plor Responsible Cost Center
Manager -

Department - Default No v
Building - Lab { Room

[ s JE=S 1) attow Any Location
—

ede | @Dee [re—

' Pt or Responsible Manager

Default Department Buiding Lab / Room Cost Center
& Periops GA G Reszarth
Aguilar, Derisa Meditine Faciity 41308

8. When a new profile is created, Waste Request Profiles Notifications will be sent from the
system.

Sending Waste Request Profile Notifications

Sending Waste Request Profile Notifications. Please wait.

9. The Profile Notice success pop-up will appear.

10. Click [OK] to close the box.

EH&S Waste Request Profile Notice was sent successfully
Pl Waste Request Profile Notice was sent successfully.

Copyright © <2016, 2017, 2018, 2019, 2020,2021,2022> by <On Site Systems>. All Rights Reserved.
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Need Help?

Need Help?

Trouble logging in MEIRUSIHE Yt Additional

to myLab See the Quick Links on the Assistance
mylab homepage:

Contact EHS: Access the MYLAB training Contact EHS:

mylab.ehs@mcgill.ca coursein the mylab.ehs@mcgill.ca
Y Sy Web Training Portal Y @mep

EHS will assess Consult the user guides
appropriate access. and training videos in the
IT Knowledge Base

MGl | 55

McGill IT Services -myLab User Guide: Waste Pickup Module
Last Updated: February 21, 2023 Page 28 of 29




	myLab Basics – New Web Version
	Logging into myLab
	Security protocols

	Basics of getting started with myLab and navigating the myLab interface
	Logging out of myLab

	Waste Pickup Module – New Web Version
	Requesting a waste pick up
	There are two ways to create a waste pickup
	In this section:

	Add a Waste Request
	Step 4 - Edit/update the information displayed in the Waste Profile section
	Step 5 – Record the contents of a Container
	Adding a Photo (required when adding unknown items to a container)
	To delete the photo

	Recording multiple contents for a container as individual rows in Container Contents
	Removing a row from Container Contents
	Saving a Container as a Template

	New Lab Room Clean Out
	Editing a Waste Request
	Deleting a Waste Request
	Creating your Waste Profile (OnSite Systems Help)


	Need Help?

