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MSDSonline HQ Account User Tour

Main Menu
• Getting to the MSDS Library
• MSDS Search Overview
• How to View & Print an MSDS
• How to Print a Secondary Container Label for an MSDS
• What to do When You Can’t Find an MSDS
• How to Submit a Request for an MSDS
• Safety Center Overview

How to Use this Tour 

Use the forward/back buttons to navigate between slides.  

Click the home button to return to the main menu.

Click a topic link (above) to go the first slide of the selected topic. 
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How to get to your MSDS Library

There are several ways a company may choose to
provide access to their MSDS inventory using the
MSDSonline HQ system:

• A designated URL (Web page) on the Internet
• A shortcut Icon on a users’ PC/desktop
• A link on the company Intranet site

Be sure to ask your MSDS administrator which method
has been implemented at your company.

Getting to the MSDS Library
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Search your Company eBinder

Search your company library for an MSDS. You can use the basic search fields within 
the simple search to find most of your MSDSs or you can click on the Advanced Search 
for more options to help filter your search.

TIPS

- Use “Full Text” when you have a long product name or a product with multiple strings 
(e.g.: iodine 99%) and can enter most of the product name or strings.

- Use “Contains a Match” when you are not sure of the entire product name but you are 
familiar with parts of the name.

- Use “Starts With” when you know either the characters in the start of the product
name or the first word of a product name with multiple strings.

MSDS Search Overview
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Product Name Starts With

Use the character list to display a list of MSDSs whose 
Product Name starts with the selected character.
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Quick Lists

Use the Quick List links to quickly display a listing of groups.
Select the category within each displayed group and list the 
MSDSs within the group.
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Products Quick List

View MSDSs for all the products available in the 
MSDS library. All results can be sorted by clicking 
on the desired column header in the search results.

MSDS Search Overview
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You may also click on a Division or Facility group name to view all 
products within the selected level, or drill down to either a Facility or 
Storage Location for more filtered results.

Locations Quick List

Enter the name of a specific Location and choose 
the Location Type (Division, Facility or Storage 
Location) to narrow your MSDS search down to only 
those contained at a specific location.

MSDS Search Overview
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Click on a supplier name to view all of the MSDSs from that supplier.

Search within the entire list of suppliers by entering the supplier name here.

Suppliers Quick List

Use the Suppliers Quick List to display a 
listing of all Suppliers for which the library 
contains an MSDS.
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Click on the group name to display a list of all the MSDSs assigned to the selected group.

Custom Groups Quick List

Use the Custom Groups Quick List to 
display a listing of all MSDSs with a group 
that is specific to your company.
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Your company’s MSDSs may be assigned to various regulatory categories indicating that 
the product or ingredients contained in the product have been cross referenced against 
that category.  Click the category name to display a list of MSDSs assigned to the 
selected category.

Regulatory Lists Quick List

Use the Regulatory Lists option to display a 
listing of regulations that are applicable to 
your company.
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You can search for an individual MSDS or filter the results for MSDSs at a particular 
location using the search fields above.

Each NFPA or HMIS rating column can be sorted to better cross reference chemicals by 
a specific code.

NFPA/HMIS Quick List

Use the NFPA/HMIS Lists option to get a quick glance 
at the NFPA (National Fire Protection Association) 
and/or HMIS (Hazardous Materials Identification 
System) codes for your company’s MSDSs.
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Use the search tools to first select the desired category, then to select 
a specific value for the category you wish to cross reference against.  
You can further filter your results by a location to identify MSDSs with 
selected hazards that are specific to your work place.

Other Hazards Quick List

Use the Other Hazards option to cross reference and 
search for MSDSs against possible hazard categories 
including Health Hazards, Target Organ Effects, PPE
and Physical Hazards.
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Click on the results to display a list of the products that contain the selected ingredient. 

Ingredients Quick List

Use the Ingredients Quick List to search for a specific 
ingredient within a chemical/product.  Use the search 
tool below to find a specific ingredient.  
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Viewing an MSDS

From the search results list look for the PDF icon. Click the icon that corresponds 
with the desired product to open the MSDS document. 

The document will open in an Adobe Reader window.  Adobe Reader must be 
installed to enable MSDS viewing.

Export Search Results List

Use the Export Results icon to output the current 
search results list to an Excel Spreadsheet.
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Viewing an MSDS

Upon clicking the PDF icon from the search results an 
Adobe Reader window will open.  Notice the Adobe 
Toolbar contained in the top of the window frame.
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Printing an MSDS

Click the Print icon to send 
the MSDS to a local printer.

Saving an MSDS

Click the Save icon to save 
a .PDF copy of the MSDS. 

Page through the MSDS

Use page select arrows to move 
forward and backward through the 
entire document. 

Scroll

Use the scroll bar to view the entire page. 

Close the MSDS

Click the “X” to close the Adobe 
Reader Window and return to your 
search results.
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Viewing an MSDS Summary Sheet

You may also view and print out an MSDS Summary Sheet for a product.  
Click the Summary Sheet Icon that corresponds with the desired product.

The Summary Sheet provides a quick snapshot of the information about 
and within the MSDS itself.
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MSDS Summary View

The Summary Sheet provides a quick snapshot of the 
information about and within the MSDS itself.
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Viewing an MSDS Summary Sheet

Click the available tabs to view the corresponding 
details about the MSDS.

Viewing an MSDS Summary Sheet

From the Summary Sheet you may also view and print 
the original MSDS, print a readable version of the 
summary, or print a secondary container labels.  
Attached files may also be viewed by clicking on the 
desired description.
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Printing a Secondary Container Label

Click the Print Label Icon to generate and print a 
container label for the selected product/MSDS.
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Secondary Container Labels

You can generate a secondary container label for a 
selected product/MSDS. Select the size label and click the 
“PRINT THIS LABEL” link for the desired label format.
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DOT & WHMIS Shipping Labels

Click the DOT/WHMIS link to view a complete 
selection of printable DOT Shipping Placards or 
WHMIS Hazards Symbols.

Secondary Container Labels

You can customize the information displayed on the 
selected label size. 

You can also include additional hazard information to the 
label by selecting from the available Additional Field
options below.

Click the Generate Label button to view & print the label.
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Viewing & Printing a Label

Upon clicking the Generate Label button an 
Adobe Reader window will open.  Notice the 
Adobe Toolbar contained in the top of the 
window frame. 
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Printing a Label

Click the Print icon to send the 
MSDS to a local printer. 

Close the Label

Click the “X” to close the 
Adobe Reader Window. 
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What to do When You Can’t Find an MSDS

Your account may be set to include several options 
(depending on the account type) to help when you cannot 
locate a particular MSDS in your company’s database. 

Search the MSDSonline Database

Your account may allow you to search MSDSonline for the 
desired MSDS. Based on your initial search, MSDSonline 
will check its database for possible matches. Click on the 
number presented here to proceed to the MSDSonline 
search results.   
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Search the MSDSonline Database

Your account may allow you to search MSDSonline for the 
desired MSDS. Based on your initial search, MSDSonline will 
check its database for possible matches. Click on the number 
presented here to proceed to the MSDSonline search results.  

You can view and print the MSDS you need. Or, you can conduct 
other searches against the MSDSonline database.

Adding an MSDS from MSDSonline to your Company’s 
Database

You can also submit the MSDS for addition into your company’s 
database (eBinder) by clicking the “Add to eBinder” button.



Slide 27 of 34

Adding an MSDS from MSDSonline to your Company’s 
Database

When adding an MSDS to your company’s database, you may be 
prompted to submit your employee information, location and 
reason for adding the MSDS.

What to do When You Can’t Find an MSDS
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Submit an Email Request to your Administrator

Your account may also enable you to submit an a request for the 
desired MSDS to your administrator.  Use the “Click Here” link to 
open the request form.

What to do When You Can’t Find an MSDS
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Requesting an MSDS

Your account may be enabled to allow 
employees to submit requests for MSDSs to the 
administrator.  To request an MSDS, simply fill 
out the form with as much detail as possible.  
This will help your administrator find and add 
the MSDS you need.

What to do When You Can’t Find an MSDS
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Requesting an MSDS

Your account may be enabled to allow 
employees to submit requests for MSDSs to the 
administrator.  To request an MSDS, simply fill 
out the form with as much detail as possible.  
This will help your administrator find and add 
the MSDS you need.

How to Submit a Request for an MSDS



Slide 31 of 34Safety Center Overview

Safety Center

The Safety Center Tab includes a number of 
features to help you stay up to date with the 
safety practices of your company.

You can easily toggle back and forth between 
the Safety Center and the MSDS Search tools.
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Safety Center Overview

Search the MSDSonline Database

Your Safety Center may include the 
option for you to search the 
MSDSonline database for a specific 
MSDS, which may not be contained in 
your company’s MSDS inventory.

Resources

Here you can access various 
links to important safety 
resources posted by your 
administrator.

Safety Calendar

The safety calendar allows you to view 
important company-specific dates and 
events.

Safety Forum

Here you can read questions & 
answers to company-specific safety 
topics posted by your administrator.

Headlines

You can read up-
to-date news and 
articles from 
select safety web 
sites.  

Just click on the 
headline to read 
the full posted 
article.

Safety Center Overview
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Websites

Your 
administrator can 
post links to 
important 
informational 
websites.

Just click a link to 
visit a posted 
website.

Safety Center Overview
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Documents

Your 
administrator may 
post links to 
important 
company-specific 
documents.

Just click a link to 
open and read a 
posted document.


