Level Il Inspection User Guide

Respond to Assigned Findings:

You will receive and email (see example below) that will include the information about the finding
assigned to you and within the email is a link that will take you directly to the assigned finding.

Sample Assigned Finding Email
Subject: [Ist_ehsms_r3_sf5] Finding# 20988 assigned to Carolyn S Stahl

Finding# 20988 assigned to Carolyn S Stahl
The update was performed on 08/26/2008 at 16:56:33 by Laurie E Veal

Subject: Finding# 20988 assigned to Carolyn S Stahl
Dear Carolyn S Stahl,
An inspection of Ortiz Lab was completed on 08/26/2008.

The following findings were assigned to you.

Finding 20988

Finding: Vacuum aspirator setup was incorrect or was missing in-line filter.
Finding Detail:

do something that prevents potential contamination of the house vacuum system
Rooms: 13-5037

Please correct this finding as soon as possible
Note: you DO need to record your actions taken to address this finding in the

online EHS-MS application. To do so, please click the link below to describe how
you resolved the finding.

https://insidemit-apps-test.mit.edu/apps/inspection/pr.jsp?key=5838&r3=SF5

If you have any questions, please contact your DLC Coordinator Judi Reilly or the EHS Office 617-452-
3477.

Link to assigned
finding.



https://insidemit-apps-test.mit.edu/apps/inspection/pr.jsp?key=5838&r3=SF5�

Click the link in the assigned finding email and it takes you to the finding:
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3. Click Save

4. Click Submit
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If you misplace your assigned finding email follow the directions below.

| 1] saPweb: EHS S|

Respond to Findings (View Findings Assigned to Me)

First go to the EHS home page by via SAPWeb: http://web.mit.edu/sapweb/

Users who are logged in to the EHS homepage on SAPWeb can immediately see what Findings have been
assigned directly to them as a result of an environment, health and safety management system Level II
Inspection of their lab or space.

Choose the EHS tab on the SAPWeb Home page to load the EHS-MS application. Locate the Inspections and
Audits section on the left-hand navigation panel and choose the View Findings Assigned to Me link.

SAPweb miT's web interface to SAP today's date: 09/02/2008 fa
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DLC Preference Settings
PI Space Registration

Room: Create/Change/Display

Roomset: Create New

Roomset: Change/Display

SARA Reporting: Change/Display

Inspections and Audits
Create and Complete Inspections

Inspection Task List

¥iew Findings Assigned to Me

Prets Lijiiesy
Training
Training Reconciliation
Training Needs Assessment
Report on Training
Training Admin's Page
warehouse Reports
Download Reports
waste
Waste Management
Chemical Waste Collection
Radioactive Waste Collection

EHS Office Only

Ent, Health, and Safety Management System

The Enviro
D Working together to protect peopie and planst.

The following are integral components of the MIT Environment, Health and Safety
Management System (EHS-MS), The EHS Management System provides a set of tools
designed to ensure a safe, healthy and environmentally sound workplace, To learn more
about your individual role and responsibilities, please wisit http://web.mit.edu/ehs-ms.

what can I do on the EHS tab?

« PI Space Registration

Roomset: Create New and Roomset: Greate/Change/Display: Register spaces
including sets of rooms that contain hazardous materials, eguipment, SAR:A
substances and emergency contacts to principal inwestigators (PI} or supervisors.
view hazards definitions ..

Room: Create/Change/Display: Print out "Greencard” or emergency contact
information for each room and to update a room's potential hazards
view hazards definitions ..

SARA Reporting: Change/Display: SARA Reporters can update and submit annual
SaRA Reporting.
More Information and Guidance

e Training - Lets faculty, students, employees and contractors assess their EHS

training requirements based on their work with potential hazards (EHS Training Needs
#ssessment) and check training status. On-line registration for live courses and
access to web-based training. Lets EHS Office maintain all training records,

warehouse Reports —Source of easy to use standardized reporting for all EHS users:

EHS Coordinators, EHS Lead Contacts, EHS Office Staff, etc. Currently provides
information on EHS Training and P1 Space and SARA Reporting infarmation in the MIT
Data Wwarehouse. (Dashboard Reports)

Inspections and Audits — Documents and tracks department, |aboratory, center or
work area Inspections, Findings, Corrective and Recommended actions.



http://web.mit.edu/sapweb/�

The Assigned Findings For () table details all the Findings associated with the user currently logged into the
system, including any closed Findings. The table summarizes the Finding ID#, the person the Finding is
Assigned To, the PI/Supervisor, the Roomset, the alpha-numeric Finding Code, a description of the Finding,
whether the Finding is Documented Closure Required (DCR), the Status, the Date the inspection report was
submitted, and the Inspection Round.

The View Findings Assigned to Me table can be sorted by ascending or descending order by clicking on the
column heading. The indicator arrows tell you what the order is:

[=] Ascending order
[*] Descending order
Click Hide Closed Findings to view only the Open Findings.

Click a Finding ID# to view the details, update, or respond to a Finding. The sample assigned findings screen
grab below does not contain actual results, rather it's a simulation of multiple inspections created in the SAP
test environment.
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