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Introduction

myLlab is the web component of the McGill Hazardous Material Management System (HMMS). This
system facilitates the management of hazardous materials, consisting of Radioactive materials
(RAM/RAD), and Hazardous chemicals (CHEM) from acquisition to its disposal.

myLab allows McGill researchers, students, laboratory workers and the university services staff to work
with electronic inventories of hazardous materials in McGill laboratories. This includes the following
functions:

= Reception of RAM/RAD and CHEM purchases

= |nventory and disposal records

=  Waste pickup

= Training records

= Laboratory inspections

= Applications and permits for use of hazardous materials at McGill
=  Emergency response reports

Getting Started

RAD Users only - Obtaining a Permit

= Researchers must possess an internal McGill permit to acquire, store and use radioisotopes at
McGill University.
= To receive a permit, complete the Application to use Radioactive Materials form.

=  You will receive your permit number and its details by e-mail.

Access to myLab

Principal Investigators (Pls) are automatically granted full access to mylab for all functions relating to
their active permit(s).

Aside from Pls, all other users must be authorized to access mylLab. Send access requests to:
mylab.ehs@mcgill.ca

There are two types of user accounts to access myLab:

1. Full access accounts: Allows users to view, receive, and modify items in the full inventory and
access SDS documents for CHEM Users

2. Read-only access accounts: Allows users to view the full inventory and access SDS documents
for CHEM Users
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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

Facilitate provisioning access

PwNPE

Introduce a single-sign on (SSO) user experience

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

Note &

control.

Purchasing & the McGill MarketPlace (MMP)

If you use a shared computer to access myLab, you must login to the computer with your
own credentials and completely logout of the computer before the next user assumes

= |nstructions on how to access and use MMP are available on the Procurement Services website.

=  Once materials have been purchased through MMP, the itemized list of products is transferred

to mylab for receipt/addition to your lab inventory.

CHEM Users

Chemicals may be purchased from any source
and/or vendor. We recommend you make your
chemical purchase through the McGill
MarketPlace (MMP).

For items purchased through means other than
MMP, you must manually enter all of the
chemical’s details into the myLab inventory.

McGill RAD Users

At McGill, ALL hazardous materials must be
purchased through the McGill MarketPlace
(MMP) system.

To place an order through MMP, you must have a
valid permit (see above).
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myLab Basics - New Web Version

Logging into myLab
L? If you use a shared computer to access myLab, you must login to the computer with your
*6 own credentials and then completely logout of the computer before the next user assumes
2 control.

=

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 e Forinstructions on installing and launching the VPN, refer to this knowledge base article:
https://mcgill.service-now.com/itportal?id=kb _article&sysparm_article=KB0010687
e For any problems connecting to the VPN, contact the IT Service Desk (login to start a
chat): https://mcgill.ca/itsupport
FMCHE MeGill IT Services —myLab User Guide: Basics of getting started with myLab and navigating the myLab interface
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myLab Homepage

CHEM Users & McGill RAD Users

58 EHSA @& McGill

= 2 I

Logout

Save Settings
Clear Settings

Help Videos

What's New
About...

1. Click EHSA or Home within any module to return to the myLab homepage

2. Your name (the person logged into the system) is displayed + click on the down arrow next to the
field to see additional menu items/actions to take [displayed on the homepage and menu screen of
all modules]:

To exit myLab, select Logout
If customizations have been made to on-screen listings/grid layout and you would like to
save these settings, select Save Settings (more information)

o If customizations have been made to on-screen listings/grid layout and you would like to
revert to myLab default settings, select Clear Settings (more information)

3. Pl Overview — click Pl Overview to view information about permits, training, lab/room maps (if
available), and inspection results (more information)

4. Click on a link to register for training, access the web training portal (courses), or visit the IT
Knowledge Base article with myLab user guides and training videos

5. Modules you have access to as a CHEM or RAD User (screenshot is an example of a CHEM User) — click
on an icon to open the module (more information — CHEM modules explained | RAD modules

explained)

QM‘G‘”‘—: McGill IT Services —-myLab User Guide: Basics of getting started with myLab and navigating the myLab interface
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MUHC RAD Users

@ McGill
I B ey 2B

Logout

Save Settings
Clear Setlings

Help Videos

What's New
About._

1. Click EHSA or Home within any module to return to the myLab homepage

2. Your name (the person logged into the system) is displayed + click on the down arrow next to the
field to see additional menu items/actions to take [displayed on the homepage and menu screen of
all modules]:

To exit mylab, select Logout
If customizations have been made to on-screen listings/grid layout and you would like to
save these settings, select Save Settings (more information)

o If customizations have been made to on-screen listings/grid layout and you would like to
revert to myLab default settings, select Clear Settings (more information)

3. Pl Overview — click Pl Overview to view information about permits, training, lab/room maps (if
available), and inspection results (more information)

4. Click on a link to register for training, access the web training portal (courses), or visit the IT
Knowledge Base article with myLab user guides and training videos

5. Modules you have access to as a MUHC RAD User — click on an icon to open the module (more
information — RAD modules explained)
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PI Overview explained — CHEM Users, McGill & MUHC RAD Users

SEnsa Pl Overview

On the myLab homepage, click Pl Overview to view information about
permits, training, lab/room maps, and inspection results for yourself/Pls you LHelo,
have access to view.

>3 Quick Links
1. Toview a listing associated to a different PI - click the down arrow next to o ]

the displayed name and make a selection Ca—

. . . . . Permits >
2. Click on a section name (grey button) to view related information
Training > e
Lab/Room Maps >
Inspection Results >

3. Within any of these sections, hover over the Pl Overview button to FEESSEEHEE
select a different menu option OR click the button itself to return i FEETTE
to the main PI Overview screen Pormis

Training >

I Return to Pl Overview

Inspection Results ¥
]

4. From the Pl Overview screen, click EHSA (top left corner) to return to the myLab homepage.

Sections:

= Permits — Select a permit from the listing of Your Permits on the left-side of the screen (click the
radio button/circle before the permit number) to view associated permit details, lab locations, items
currently in your inventory and possession limits, amendments, workers, and/or meters (if
applicable). If any of the information is incorrect, contact your Safety Officer (EHS Contact Us).

< Pl Overview

/a Pemmit Details

Permit Number: C-0
Researcher:

Permit Type: CHEM
Status: Active

W Amendments

Amendment Type Number Request Date Approval Date Expiration Date
Initial Approval 0 08-19-2013 08-19-2013 08-31-2045
® CHEMCH

RAM R-0C

2 Workers

Name Worker ID Function
PERMIT HOLDER -

Research Associate/Assistant o

Q  Locations

Building Lab Lab Type
MCINTYRE MEDICAL SCIENCES BUILDING =

MGl | 55
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=  Training - Select a permit from the listing of Your Permits on the left-side of the screen (click the
radio button) to view associated training course details, and a dashboard of training requirement
and status by worker.

€ Pl Overview :

Training Course Details : RAM R-0(

a
Refresher
Course # Description Training Method Required Expires (months)
mylLab (New Explore the New Web Version of mylab and Online No -
Web) training modules for CHEM and RAD Users
CHEM C
@® RAMR- -
-
Training Requirement & Status
+ Required Course ®Never Completed @\n Compliance In Compliance (due under 30 days) oOverdue Worker Requirements
myLab (New Web) training
Worker Name RAM, CHEM

= Lab/Room Maps — Select a location from the listing of Your Permit Locations on the left-side of the
screen (click the radio button next to it) to view associated lab/room maps (if available —
information comes from e-space), with a listing of equipment

< Pl Overview :

‘Your Permit Lab/Room Map
Locations

Q Q «” Reset Zoom

@ MCINTYRE
MEDICAL
gﬁ‘fgﬁﬁ;ﬁ J = Select Equipment to view on the map
U I./ \‘II‘Et Serial
MCINTYRE et IS Number Detail
MEDICAL - e "
SCIENCES « Eyewash Shower
BUILDING ok
) Bradley:

Bradley:

« Fume Hood

Bedcolab: VBA-60

Bedcolab: VBA-60

MGl | 55
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= Inspection Results — View a listing of inspection results in a dashboard format. You have the option
to respond to a violation from this screen by clicking on the Edit Response button — this will bring
you to the same screen you may access from the Uncorrected Inspection Violations menu item in the
Safety Inspections module.

€ Pl Overview :

Checklist Item Answer Location Recommendation Response Additional Comments
2441 01-16-2023 1.New 6.PI Review 2022-2023 Lab Inspection
a Score: 61.5% Fail: 15 Pass:24 0 Info:0 N/A: 71 Blank: 0 LIFE SCIENCES COMPLEX

LIFE SCIENCES COMPLEX
MCINTYRE MEDICAL SCIENCES BUILDING +

LIFE
1-General Discard empty boxes - clutter -
X “ SCIENCES # Edit Response
Floors, walls and ceilings represents a fire hazard
COMPLEX
/LIFE
1-General -
x Shelves “ SCIENCES Heavy objects stored high # Edit Response TV, monitors.
COMPLEX
LIFE
1-General -
b 4 “ SCIENCES Relocate liquids stored high # Edit Response
Liquids stored above eye level
COMPLEX
1-General
No reflective jewelry, uncovered LFE
clothing, or makeup (Ex: Glitter, -
x “ SCIENCES Reflective makeup worn # Edit Response Laser
shimmer, holographic,
COMPLEX

monochromes, metallic, sparkles) in
laser controlled areas

B MeGill | E25
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B MeGill | E25

CHEM modules explained

Modules you have access to as a CHEM User — click on an icon to g E’—é &
open the module WastePickup  Safety  Inventory  Placards
i
Module Used for
Waste Pickup = Requesting a waste pick-up by recording the contents of containers
= Editing or deleting a waste pick-up with the status “Not Completed”
Safety Inspections = Responding to an inspection violation for a lab or fume hood
= Viewing completed lab or fume hood inspections (inspection history)
Inventory = Viewing a listing of inventory items (current, disposed, by lab location)
= Adding, updating, removing and transferring items within your inventory
=  Requesting and approving chemical transfers for shared chemicals within
your Department
= Viewing Safety Data Sheets (SDS)
= Viewing chemical inventory reports
Placards = Editing lab information cards (LIC)
=  Printing lab information cards (LIC)

User Guides are available in the IT Knowledge Base.

Note &

Waste Pickup Safety

If you are both a CHEM and RAD User, modules for both user groups will be displayed on
your homepage

RAD Users
only

RAD Users RAD Users

only

only

=< = &
Permits Placards SOP
Inspections Documents
CHEM & CHEM & CHEM &
RAD Users RAD Users RAD Users
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RAD modules explained

Modules you have access to as a RAD User —click on an ﬁ‘ —. o=
icon to open the module =) @ & =
Permits

Safety Reports Inventory
Inspections Documents

Module Used by & Used for...
Safety Inspections McGill Users only
= Responding to an inspection violation for a lab or fume hood
= Viewing completed lab or fume hood inspections (inspection history)
Reports McGill Users only
= Viewing training due and training history for workers associated to a
Principal Investigator (Pl)
Inventory McGill & MUHC Users
= Adding new radioactive materials to your inventory
= Recording results of performed wipe tests upon receipt of items
= Recording the usage of radioactive materials in your inventory
=  Preparing a container for waste pick-up - closing a container + recording
results of a performed wipe test + selecting a temporary waste area
where the container will be dropped off
Permits McGill Users only
= Viewing radioisotopes possession and purchase limits, workers, labs,
amendments, conditions, permit history, protocols, meters/instruments,
documentation, training profile, and accounts associated to your RAM
permits
Placards McGill Users only
= Editing lab information cards (LIC)
=  Printing lab information cards (LIC)
SOP Documents McGill Users only
= Uploading and viewing standard operating procedures (SOPs) associated
to your lab

User Guides are available in the IT Knowledge Base.
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If you are both a CHEM and RAD User, modules for both user groups will be displayed on
your homepage

Waste Pickup

Note &

RAD Users RAD Users RAD Users
only only only

Inspections

CHEM &
RAD Users

MGl | 55
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Basic Navigation

Help

When displayed, the Help button (top right corner), links to EHSA documentation provided by the
Vendor (OnSite). Customized McGill documentation is available in the IT Knowledge Base.

3 EHSA  Inventory / Ram Inventory Usage

Screen export (Options) vs McGill customized reports

When displayed, the Options button (top right corner), allows for exporting information displayed on
the screen to PDF or Excel (more information).

22 EHSA Inspections / Inspection History

View Archived Inspections = PI/Manager Inspection & Equipment Inspection Inspection Reports «
\ Export To PDF

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

Inspection
Number 4 Counts Pl/ Facility Manager | Equipment Category Inspector Name Lab / Buildj Expand All Groups
| Collapse All Groups
T A A T - -

These are NOT formal reports. McGill custom reports may appear in two places:

1. Menu screens within a module may list available reports below the menu items.
Example: Inventory menu screen

HASGET

RAM Inventory

Ram Receipt Entry
Disposal/Add Usage

Package Receipt Survey (11)
View In-Lab Waste Containers

Reports /

McGill - Inventary of Unsealed Isctopes

McGill - Vial Usage History Summary

McGill - Waste Cantainer Inventory - Summary
McGill - Container Report by Isotope

MGl | 55
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2. Within menu items of a module, a xxxx Reports button may be displayed near the top of the
screen — click the down arrow to make a selection.
Example: Inspection Reports

22 EHSA  Inspections / Inspection History

View Archived Inspections i= PI/Manager Inspection @ Equipment Inspection Inspection Reports = Options =

Lab Inspection Pl Response
Drag a column header and drop it here to group by that column Lab Inspection Report

Inspection Sustainable Lab Inspection Report
Number 4 Counts P1/ Facility Manager Equipment (  Fume Hood Inspection Report me Lab / Building

Scrolling in a grid view

Within menu items of a module, information is often displayed in a grid view. Scroll to the right to see all
available columns of information.

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

Share All
Unshare All

Shared Inventory # Pl Chemical Description * Cas # Vendor Catalog #

hg T Y Y T T

Columns may be filtered and re-arranged to display in a different order. Displayed information
may also be grouped by a column.

More information

ﬂM‘(’m“' McGill IT Services —myLab User Guide: Basics of getting started with myLab and navigating the myLab interface
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e

Returning to the menu screen within a module

To return to the menu screen within a module, click the module name or EHSA displayed in the top left
corner

M EHSA Inventory C cal Inventory

#add | = LEdt = B FRemove Chemical Inventory Reports = PI: - Inventory: Options =

Returning to the homepage of myLab

To exit the menu screen within a module and return to the myLab homepage, click the Home icon in the
top left corner

22 EHSA @ McGill

A Home

@ RAM Inventory

McGill IT Services —-myLab User Guide: Basics of getting started with myLab and navigating the myLab interface
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Logging out of myLab

To logout of myLab, on 1 EHSA
any menu screen where [N
your name is displayed
(top right corner), click e Sall
the down arrow next to

Clear Setlings

Help Videos

your name and

What's New

select Logout from the About..
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 &

B MGill | 5
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Additional Help - New Web Version: Display options, exporting

screen data, and saving customized settings

Customizing column order an any grid view screen [OnSite Systems help]
Copyright © <2016, 2017, 2018, 2019, 2020,2021,2022> by <On Site Systems>. All Rights Reserved.
McGill IT Services: Updated screenshots and edited some steps [October 22, 2022]

Users can rearrange the display order (left to right) of the columns on any grid view screen

For example, when opening the Bioagent Inventory screen, the view appears as shown below.

BEEHSA Inventory / Bioagent Inventory O Hel
400 | et @enme | Morew || Reporse | Pl “Show All Pls™ v Inventory: Cument Inventory v Optin
Inventory # « Status Bicagent Category  Bioagent Description PI Permit # Receipt Date | Select Agent  Storage Only | Strain Label Lot
® (C] (C] @ @ ® E® (C] @ @ ® @
0000001 Usage BACTERIA Escherichia col Abbotts, Abigail 101 02172016 DHEAIpha ACSickle Cel

Laboratory:1002

AB- Library, Robert B.
Greenblatt Building 172

0000002 u Activ Bacteria pe Aabest, Wendy BC-10050 | 11072016 DHSAIpha DHe
= ive acteria rocoscus spp abest, Wendy pha hotntn
Laboratory- 1002
0000003 Ussge | Active Bacteria Escherichia coli Apbelton, Martha | 505 03022015 TOP1D 11888 AC-Sile Cell 230
Laboratery- 1002
0000004 Ussge | Active Bacteria Escherichia coli Bolton, Wanda BO012¢ 06-252016 TOP1D ACSiclle Cell
Laboratory- 1002
ACSickle Cell
0000005 Usage  Active Bacteria Escherichia col Aabeet, Wendy 321 BL2 ekl e
Laboratory- 1002
ACSickle Cel
0000006 Usge | Active BACTERIA E col Aabest, Wendy 321 02152016 BL2t eile el
Laboratory- 1002
p000007 Usge | Active LIVE SPECIMEN ~ Drosophila mefanogaster  Bolton, Wanda BOO2¢ | 02012016
0000003 Usge | Active LIVE SPECIMEN  Drosophila melanogaster | Adams, James 800131 05-13:2016

A. Click on a column header and drag it to a new position to rearrange the view. For example, click
on the Location header above and move between Permit # and Receipt Date columns.

B. The view will now display the Location column in the position selected as shown below.

BREHSA Inventory / Bioagent Inventory

+rdd | A Edt | @ Archive | More - Reports+ | Pl **"*Show All PIs™"* v Inventory: = Current Inventory v
Inventory # & Status Bioagent Category  Bioagent Description A Permit#  Location(s) Receipt Date | Select Agent | Storage Only | Strain la
® @ ® @ ® ® ® E@ @ ® @
AC-Sickle Gell
0000001 Usage BACTERIA Escherichia coli Abbotts, Abigail 101 ee e 02-17-2016 DH8Alpha

Laboratory: 1002

AB- Library, Robert B
Greenblatt Building: 172

0000002 Usage | | Active Bacteria Aerococcus spp. Aabeet, Wendy Bcaoso R 1072016 DHSAIpha
Laboratory 1002
AC-Sickle Cell
0000003 Usage | Active Bacteria Escherichia coli Abelton, Martha | 505 e e 03-02-2015 TOP1D 1)
Laboratory: 1002
AG-Sickle Gell
0000004 Ussge  Active Bacteria Escherichia coli Bolton, Wanda B-00124 eie be 06-25-2016 ToP10
Laboratory 1002
AC-Sickle Cell
0000005 Usage | Active Bacteria Escherichia col Aabeet, Wendy 321 ekle e BL21
! Laboratory: 1002
0000005 Usage | | Active BACTERIA E col Aabeet, Wendy 21 AC-Sikle Cell 02-15-2016 BL21
! Laboratory 1002
000007 Usage | Active LIVESPECIMEN ~ Drosophila melanogaster | Bolton, Wanda BO0124 02012016

MGl | 55
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Sorting, grouping, and filtering a grid view/ on-screen listing [OnSite Systems Help]

Copyright © <2016, 2017, 2018, 2019, 2020,2021,2022> by <On Site Systems>. All Rights Reserved.
From Inspection Results - https://dmylab.it.mcgill.ca/EHSA/help/site/inspectionlist.html

There are various ways to make the data easier to view. Any on-screen list can be sorted by clicking on
the column header. Click and drag a column header to the left or right to rearrange the horizontal view
order. The data can also be grouped by the column header fields. Use filters for column data in
columns to view specific

Sorting: Click on any column in the header row to sort by that column

. . Type a
An upward arrow indicates the sort is A-Z, oldest to newest, 1 to 10, etc.
L. Assign Date =

A downward arrow indicates Z-A, newest to oldest, etc.

BEEHSA Inspections / Inspection Results

+4dd | #Edit | @Archive | View Checkiist | Inspection Reports - Options ~

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

Inspection

MNumber » PI [ Facility Manager Type Inspector Name Lab / Building Assign Date Alert Date Date Completed Status

James Adams CHEM Chrisitine Johnson 1825/ CB-Research v | | 08-18-2015 08-18-2015

9560 BHAZ ARLOGIC 1002/ Ad-Administration. | g 4o 515 08-18-2015
Lombard Kelly Building
Scott Barman
9559 James Adams CHEM William Srown C2014/ ASU-Science Hall | 08-13-2015 08-18:2015
Maria Eugenia
Sabbatini

Scott Barman
James Adams

9558 CHEM Chrisitine Johnson C2014 / ASU-Science Hall 08-17-2015 08-17-2015
Maria Eugenia
Sabbatini
9557 Chad Stephens CHEM Denise Dowling E3005 / ASU-Science ¥ | | 08-17-2015 08-17-2015
David Adams 1821 / CB-Research &
9556 All Syed Arbab CHEM Chrisitine Johnson Education Building 07-30-2015 07-30-2015
9555 David Adams CHEM William Brown 1825/ CB-Research v | | 07-30-2015 07-30-2015
9554 BHAZ Donna Blanchard 1003 / AC-Sickle Cel ¥ || 07-30-2015 07-30-2015
9553 Ronald Browne CHEM Donna Blanchard 0100D/ CB-Researc v || 07-23-2015 07-23-2015
9552 CHEM Donna Blanchard 1004 / AC-Sickle Cel v || 07-21-2015 07-21-2015
4 »
R ' BRI Page| 1 |of18 | » |m 500 v [REEEe - 500 of 8544 ite

B MeGill | E25
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Grouping: Drag a column header to the area above the header row to group by that column

To group by column, click and drag a header label to the area above the header row.

The inspection list below is sorted by Inspector Name.

EE EHSA

b

b

b

b

b

b

b

b

b

+4dd | #Edit @ Archive View Checklist

- Inspector Name x

Inspection
Number » PI/ Facility Manager

@ @

Inspector Name:

Inspector Name: AIR LOGIC

Inspector Name: Andrea Sheck-Johnson

Inspector Name: Chrisitine Johnson
Inspector Name: David Miller
Inspector Name: Denise Dowling
Inspector Name: Donna Blanchard
Inspector Name: Jessica McPhaae
Inspector Name: John Browne
Inspector Name: John Southerland
Inspector Name: Lindsey Hutchins

Name: Michael Schneid.

Inspections / Inspection Results

Inspection Reports -

Type

Inspector Name

Lab / Building

Assign Date

B ®

Alert Date

Date Completed

B ®

Status Ac

.2345673

910

500 v |items p

Click the right arrow beside an Inspector Name to view all inspections for a selected inspector.

B8 EHSA

a

+Add | #Edit | @ Archive View Checklist

- Inspector Name %

Inspection
Number » Pl / Facility Manager
@ @

Inspector Name:
Inspector Name: AIR LOGIC
Inspector Name: Andrea Sheck-Johnson

Inspector Name: Chrisitine Johnson

9547

9023 Ramesh, Ganesan
9024 Verin, Alexander
9022 Lucas, Rudolph
9021 Kim_ [l-man

9026 Venema, Richard

Inspections / Inspection Results

Edit Labels

Inspection Reports »

Type

BSL1

CHEM

CHEM

CHEM

CHEM

CHEM

Inspector Name

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Lab / Building

115/ ASU-Maintenar

0101/ CB-Research

3701/ CB-Research

3710E | CB-Researc|

3715/ CB-Research

3205 / CB-Research

Assign Date

B

07-13-2015
10-09-2013
10-09-2013
10-09-2013
10-0%-2013

10-10-2013

@

Alert Date

10-31-2013

10-09-2013

10-09-2013

10-09-2013

10-10-2013

Date Completed

8 e

07-13-2015

Status Ac

Click the “x” on the label to remove the grouping:

B McGill |

Comeat,

»

500 v

« Inepector Mame
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Use Expand All Groups or Collapse All Groups to view details or groups — found in
the Options dropdown in the upper right corner of the screen allows Export To POF

Export Te Excel

Expand All Groups
Collapse All Groups

Expand all Groups example:

+50d | #Edt | @Amhive | | ViewCheokist | | Inspection Reports v Options

- Inspecter Name %

Inspection
MNumber * PI / Facility Manager Type Inspector Name Lab / Building Assign Date Alert Date Date Completed Status Accompanied By

v v a8 8 @ a8
9051 WatSKy, EChEl CHER 2907 CBResearh . ¥ [ | TU0E20T3 TIO52013 "
9085 Carter, Tab CHEM2 100 / RB- Faciities M ¥ | | 10-22-2013 11192013

« Inspector Name: AIR LOGIC

1002/ AA-Administration, G
5 2015 2015
9560 BHAZ AIR LOGIC Lombard Kelly Buikiing 08-18-201 08-18-201 Test

+ Inspector Name: Andrea Sheck-Johnson

m ecciomsan

9033 Wiliams, Hadyn T. RAM Andrea Sheck-Johnson 136/ FW-Cardiovesc ¥ | | 08-30-2013
8032 Wiliams, Hadyn T. RAM Andrea Sheck-Johnson 2037 / Bl-Hospital Sy v | | 09-26-2013
9031 Kong, Feng-Ming RAM Andrea Sheck-Johnson 1832/ BA-Hosp. Tain v | | 08-30-2013
9122 Kong, Feng-Ming RAM Andrea Sheck-Johnson 1832/ BA-Hosp. Taln ¥ | | 10-31-2013
e124 Kong, Feng-Ming RAM Andrea Sheck-Johnson 1632/ BAHosp Tain v | | 08-30-2013
o127 Wiliams, Hadyn T. RAM Andrea Sheck-Johnson 2037 / BlHospital Sy ¥ | | 10-31-2013

« Inspector Name: Chrisitine Johnson

9547 BsL1 Chrisiting Johnson 115/ ASU-Maintenar v | | 07132015 07132015

9023 Ramesh, Ganesan CHEM Chrisitine Johnson 0101 / CB-Researh v || 10082013 10-31-2013

9024 Verin, Alexander CHEM Chrisitine Johnson 3701 / CB-Researth ¥ || 10092013 10-09-2013

8022 Lucas, Rudolph CHEM Chrisitine Johnson 3710E / CB-Researct v | | 1008-2013 10:08-2013

9021 Kim, lkman CHEM Chrisitine Johnson 3715/ CB-Researh ¥ | | 10092013 10-09-2013

9026 Venema, Richard CHEM Chrisitine Johnson 3205/ CB-Research v || 10102012 10-10-2013

a7 Rani 7t CHEM Chrisitine Ishnesn 2742 CRRssearh ¥ || 40402013 ELEVIRAYEY M

I--n234557391D

Collapse all Groups example:

HSA Inspections / Inspection Re:

+add | LSEdt | @ Archive iew Checklist Inspection Reports » Options =

 Inspector Name x

Inspecticn
Nurmber PI/ Facility Manager | Type Inspector Name Lab / Building Assign Date Alert Date Date Completed Status Ad
@ @ v v ® 8 ® B ® B ® ®

+ Inspector Name:

+ Inspector Name: Andrea Sheck-Johnson
+ Inspector Name: David Miller

+ Inspector Name: John Browne

» Inspector Name: Michael Schneider

B McGill
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Dropdown: Use a dropdown to narrow down the results on screen

Dropdown lists are available for fields such as Inspector Name.

Make a selection in the dropdown to filter displayed information.

52 EHSA Inspections / Inspection History

View Archived Inspections = PI/Manager Inspection @ Equipment Inspection Inspection Reports »

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

Inspection
Number | Counts PI / Facility Manager Equipment Category Inspector Name Lab / Building

T T T A I

Score - 69.1% :Mario Badillo
Fail : 17 Teodor Mocanu
Pass : 38

2 0 2019-2020 Lab Inspection
Info: 0
N/A - 40
Blank : 0

Score : 100% i
Fail : 0
Pass: 0

21 0
Info: 6
N/A: 0
Blank : 0

Sustainable Lab
Inspection

Score : 100%

Click the “x” to remove the filter: I
Inspector Name

‘ Mario Badillo % v ‘ W

clear

MGl | 55
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Filter: Use a filter to narrow down the results on screen

Use a Filter to narrow down the results on screen. Filter options will be available when the user clicks
the down arrow on the Filter box. The default filter option is “Contains”.

M EHSA Inspections / Inspection Results

+ &dd | # Edit | @ Archive | T Remove Fiters Wiew Checklist Inspection Repors «

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

Inspection
Mumber Pl / Facility Manager Type Inspector Mame Lab / Building Agsign Date * Alert Date 0}

@ CHEM| v | x v Research x B @ B @

8977 Sen, Milkantha CHEM Chrisiting Johnson 205114 C.%—Interdisc 10:01-2013

Dioes not contain

8578 Fulton, David CHEM Chrisitine Johnson 3316/ CB-Resear |, Equal To 10-01-2013
X . Is not equal to
8979 Stepp, David CHEM Chrisitine Johnson 3318/ CB-Researc 10-01-2013
Starts With

8880 Brittain, Julia E. CHEM Chrisitine Johnson 3304 / CB-Resear Ends With 10-01-2013
8581 Pan, Yuchin Albert CHEM Christtine Johnson 2055/ CA-Interdisciplin -~ ¥ 10-01-2013 10-01-2013
8582 Chadli, Ahmed CHEM Lindsey Hutchins 3135/ CN-CancerRes ¥ 10-01-2013 10-25-2012
8983 Honzsko, Anatolij CHEM Lindsey Hutchins 3134/ CHN-CancerRes ¥ 10-01-2013 10-258-2013
2584 Moskophidis, Dimitrios CHEM Lindsey Hutchins 3134/ CN-CancerRes ¥ 10-01-2013 10-28-2013
8585 Mivechi, Mahid CHEM Lindsey Hutchins 3124/ CN-CancerRes ¥ 10-01-2013 10-25-2013
8881 Delecn, Eladic CHEM2 John Southerdand 2125C /CN-CancerRy ¥ 05-30-2013 10-14-2012 1
anTn Rnnhatnmi: Dnfal PR T e 41990 1A labamtinsic. = | | AR an anaa 4n a0 Anaa

. . . s ”
For date filters, the user selects a Date: The default for a date filter is “equal to” —

additional options are shown below:

Agzign Date Alert Date Assign Date Alert Date
|| % & & a0 @ @ x &
T p February 2014 v 13 semEeT Is equal to
Su Mo Tu We Th Fr Sa . Is not equal to
v 13 02-28-2014
X 27 28 22 0 N 1 |s after or equal to
- 2 3 4 5 6 T ] 13 02-28-2014 |z after
S 10 11 12 13 14 15 |5 before or egual to

r 1% 17 18 1% 20 21 22 13 v 02-28-2014 Is before

L 13 02-28-2014 03-28-2014

. Wednesday, August 19, 2015 43

3 L AMN1-2013 AN 3

MGl | 55
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Click [Remove Filters] to remove all filters:

B EHSA Inspections / Inspection Results

4+ Add | # Edit | @& Archiye | F Remove Filters View Checklist Inspection Reports =

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

Inspection

Number Pl ! Facility Manager Type Inspector Name Lab / Building Assign Date » Alert Da
@ CHEM| = | = . Research * 228200 @ || @ || =

— oG, e — Sy e T T T VGG - GEmeET T e —

9299 “arquez, Jose A. CHEM Sammy Mewhouse 2513/ CB-Reseach & ¥ 02-28-2014 03-28-2

2811 CB-Research &
8302 Sazonova, Irina Yurievna | CHEM Sammy Newhouss Coessar 02-28-2014 03282
Education Building

5204 Dncan, I, Michael CHEM Sammy Newhouse 21104 / CB-Research v 02-28-2014 02282

2715/ CB-Research &
2-28-2) 282
9307 Khurana, Sandeep CHEM Sammy Newhouse Education Buikiing 02-28-2014 03-28-2

9309 Chadli, shmed CHEM Lindsey Hutchins 3135/ CN-CancerRes v | | 02-28-2014 03282
9310 Mivechi, Mahid CHEM Lindsey Hutchins 3124/ CN-CancerRes v | | 02-28-2014 03-28-2
9311 Moskophidis, Dimitrics CHEM Lindsey Hutchins 334 /CN-CancerRes v 02-28-2014 03-28-2

MGl | 55
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Screen Export Options [OnSite Systems help]
Copyright © <2016, 2017, 2018, 2019, 2020,2021,2022> by <On Site Systems>. All Rights Reserved.

The Options dropdown in the upper right corner of the screen allows
Export to PDF, Export to Excel

Cptiuns -

Export To PDF
Export To Excel

Expand All Groups

Collapse All Groups
Lh )

Options - Export to PDF or Excel

Export to PDF sends the data as shown on the screen to a PDF file. The data downloads to a PDF file and
shows at the lower left corner of the screen.

28 EHSA

Inspections / Inspection Results

Exzy

+ 4dd | A Edit | @ Archive View Checklist Inspectigh Reports
- Inspecter Name  «
Inspection
MNurmber » Pl { Facility Manager pe Inspector Name Lab / Building Assign Date
@ @ ' v v @ @
» Inspector Name:
» Inspector Name: AIR LOGIC
v Inspector Name: Andrea Shecklohnson
4 Inspector Name: Chrisitine Jghnson
9547 BSL1 Chrisitine Johnson 115/ ASUU-Maintenar v || 07-13-2015
9023 Ramegh, Ganesan CHEM Chrisitine Johnson 0101/ CB-Research v | 10-09-2013
9024 Vahin, Alexander CHEM Chrisitine Johnson 3701/ CB-Research v | 10-09-2013
9022 Lucas, Rudolph CHEM Chrisitine Johnson 3710E/ CB-Researcl v | 10-09-2013
i
5021 Kim, [l-man CHEM Chrisitine Johnson 3715/ CB-Research v | 10-09-2013
1] F/
PR 23/ 4|5|6 |7 9 10 Page | 1 o ¥ 500 v | items per
T Export (6).pdf v

MGl | 55
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B McGill

Comeat,
Learn.
mnovate,

This action functions as a screen shot of the data view shown. Click on the file to open the file in a new

window.

Dr EHSA [ Export (6) pdf

~ = @ A [ filey//C O riekiEwToads, Export220(6). pdf

Apps ¥ 5 Plant Ave, Webste.. [ 63119 Weather, Cur.. () WebEx Meeting Cen...

& Google News 5 Americium | Radiati...

@) Cisco WebEx Meetin... [18] www.digital-metaph...

[ Mobile Inspector

While on the PDF Export screen, right click and select Save as to save the PDF file, or Print to

Inspector Name

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

+ add | £ Edit | @ Archive View Checklist Inspection Reports +
= Inspector Name
Inspection
Number ¥ Pl Facility Manager = Type
® @ v
¥ Inspector Name:
+ Inspector Name: AIR LOGIC
+ Inspector Name: Andrea Sheck-Johnson
4 Inspector Name: Chrisitine Johnson
9547 BSL1
9023 Ramesh, Ganesan CHEM
9024 Verin, Alexander CHEM
9022 Lucas, Rudolph CHEM
9021 Kim, ll-man CHEM
9026 Venema, Richard CHEM
9027 Bagi, Zsolt CHEM
9028 Black, Stephen M. CHEM
9029 Huo, Yuging CHEM
Sratt Rarman

Lab / Building

115/ ASU-Maintenance Sh

0101/ CB-Research & Edut

3701/ CB-Research & Edut

3710E / CB-Research & Edi

3715/ CB-Research & Edut

3205 / CB-Research & Edut

3712/ CB-Research & Edut

3201/ CB-Research & Edut

3919 / CB-Research &
Education Building

print. Users can also click [Contrl+P] to print.

Do £HsA [ Export (6) pdf

Assign Date

07-13-2015
10-09-2013
10-09-2013
10-09-2013
10-09-2013
10-10-2013
10-10-2013

10-10-2013

10-10-2013

Alert Date

®

10-31-2013
10-09-2013
10-09-2013
10-09-2013
10-10-2013
10-31-2013

10-31-2013

10-10-2013

®

Date Completed

8 ®

07-13-2015

Status

Export To PDF
Export To Excel

Expand All Groups

Collapse All Groups
o

— = @ A [ filey//C O RiTkiEIWTo ads, EXport2620(6).pdf

pps ¥ 5 Plant Ave, Webste.. [ 63119 Weather, Cur.. () WebEx Meeting Cen...

& Google News 5 Americium | Radiati...

@) Cisco WebEx Meetin... [18] www.digital-metaph...

[ Mobile Inspector

*+ add | # Edit | @ Archive View Checkist

= Inspector Name x

Inspection
Number ¥ PI [ Facility Manager | Type
® @ v

+ Inspector Name:
} Inspector Name: AIR LOGIC
* Inspector Name: Andrea Sheck-Johnson

+ Inspector Name: Chrisitine Johnson

9547 BSL1

9023 Ramesh, Ganesan CHEM
9024 Verin, Alexander CHEM
9022 Lucas, Rudolph CHEM
9021 Kim, ll-man CHEM
9026 Venema, Richard CHEM
9027 Bagi, Zsolt CHEM
5028 Black, Stephen M. CHEM
9029 Huo, Yuqing CHEM

Seatt Rarman

Inspection Reparts -

Inspector Name

Back

Forward

View page info

Rotate clockwise

Rotate counterclockwise

Inspect element

Chrisitine Johnson
Chrisitine Johnson

Chrisitine Johnson

Chrisitine Johnson

Lab / Bullding

Alt+Left Arrow

Alt+Right Arrow

Cirl+U

& Edut

« Edut
Cirl+]
Crrl+[  |&Ed
CurbeShift=l | po

3205 / CB-Research & Edut

3712/ CB-Research & Edut

3201/ CB-Research & Edut

3919 / CB-Research &
Education Building

Assign Date

07-13-2015
10-09-2013
10-09-2013
10-09-2013
10-09-2013
10-10-2013
10-10-2013

10-10-2013

10-10-2013

Alert Date

@

10-31-2013

10-09-2013

10-09-2013

10-09-2013

10-10-2013

10-31-2013

10-31-2013

10-10-2013

Date Completed

8 ®

07-13-2015

Status

Export to Excel will download the screen data to an Excel file. Click on the file to open.

McGill IT Services —-myLab User Guide: Basics of getting started with myLab and navigating the myLab interface

Last Updated: February 21, 2023

Export To PDF
Export To Excel

Expand All Groups

Collapse All Groups
-

Page 25 of 30



Comeat,
Learn.
mnovate,

+ Inspector Name: Denise Dowling

4 Inspector Name: Donna Blanchard

=] Export (8).xlsx

9108 Erendu, Ken EST

9551 Abiodun Akinwuntan CHEM

BHAZ

CHEM

CHEM

Donna Blanchard

Donna Blanchard

Donna Blanchard

Donna Blanchard

Donna Blanchard

1002 / EB-Jennings Bldg

1003 / AC-Sickle Cel

1004 / AC-Sickle Cel

2305 / CB-Research

500 «

v

v

v

02-24-2014

07-17-2015

07-30-2015

07-21-2015

02-27-2014

12-08-2013

03-27-2014

02-24-2014

07-17-2015

07-30-2015

07-21-2015

¥ Showall¢

This will open the file in Excel —the user can save the file to their computer or network and modify as

needed.
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Save Settings & Clear Settings [OnSite Systems help]

Copyright © <2016, 2017, 2018, 2019, 2020,2021,2022> by <On Site Systems>. All Rights Reserved.
McGill IT Services: Updated screenshots and edited some steps [October 22, 2022]

Saving settings

1. To save any new settings for your login (column order in a grid listing, filters and grouping for

one-screen lists -
)'_ = EHSA @ McGill

return to any main

menu screen where IR ]

your name is Lo
displayed at the top
right corner.

Help Vidsos
Select Save —
Settings from the About..
dropdown
options.

If you do not save the setting changes, the program will revert back to the defaults next time
you login into EHSA.

2. A confirmation pop-up box will appear.
Gonfirm

Do you want to save your grid column order seftings from this session to the server? This
will take effect the next time you login.

3. Click [Yes] to save the grid column order
settings, or [No] to go back to the default. No

4. |If [Yes] is selected, the program will
confirm the new settings have been

saved.

Your settings have been saved to the server.

5. The next time you log in, the new settings will be displayed.

MGl | 55
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Clearing Settings

1. To Clear Settings and return to defaults, go to any main menu screen where your name is
displayed at the top right
corner.

#Home

Select Clear Settings from
the dropdown options.

ave il
Clear Seffings

Help Videos

What's New
Apout...

2. A confirmation pop-up box will appear. Confirm
. X Do you want to clear your saved column order settings on the server, restoring them to
3. Click [Yes] to clear column order settings, defauits?
or [No] to leave as selected.

3 -

4. |If [Yes] is selected, the program will confirm

Your saved column order settings have been cleared and reset to defaults.
the settings have been cleared.

B MGill | 5
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Need Help?

Trouble logging in
tomylab
Contact EHS:

mylab.ehs@mcgill.ca

EHS will assess
appropriate access.

Need Help?

Help usingmylab

See the Quick Links on the
mylab homepage:
Access the MYLAB training
coursein the
Web Training Portal
Consult the user guides
and training videos in the
IT Knowledge Base

Additional
Assistance

Contact EHS:
mylab.ehs@mcgill.ca
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