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Introduction

This manual was developed as a guide for people who use the Hazard-

ous Inventory Tracking System (HITS) to manage or view inventory

data for one or more specific locations or for an activity.

Starting HITS To start HITS, go to the Windows toolbar and select Start, Programs,

and then HITS.

The Log In window (figure 1) appears. Enter your user name and press

tab to move to the next field. If this is your first use of HITS, enter the

password “HITS.” Once you are connected, the system will prompt you

to enter a new password.

If you do not have a user name and password assigned to you by your

system administrator, select OK. This will give you viewing rights to all

reference and product information but no access to inventory data.

1

Figure 1. Log In window.



Once you have logged on to the system, the HITS main window (figure

2) will display. At the top of the window is the title bar showing the cur-

rent version, HITS 2.1. Beneath the title bar are the menu line, the

toolbar, and the display area where all other HITS windows will display.

Menu Items There are eight pull-down menus.

File contains the typical Windows functions of Print, Printer Setup,

Change Password, and Exit. Additional functions call up detailed views

of records, capture data to the clipboard, and set up columns for viewing.

Inventory provides functions for tracking and maintaining inventory

data. You can add, change, move, and view inventory and inventory sta-

tus; download data from a portable barcode reader (e.g., an Intermec

Trakker); view items placed on the Freebies List; change product IDs;

and correct inventory deficiencies.

Products provides reference information on products stored on the in-

stallation. Only the HAZMART can make additions and deletions to this

data with the exception of Location Limits, which can be changed at the

activity level provided you have the access rights to do so. Should there

be a question about or problem with the data, call the HAZMART to cor-

rect the information.

Reference allows you to view all reference data and consists of the op-

tions Chemicals, Activities, Locations, Manufacturers, Regulatory

Lists, and Processes. Only the HAZMART can make additions and de-

letions to this data with the exception of Locations data, which can be

changed at the activity level provided you have the access rights to do

so. Should there be a question about or problem with the data, call the

HAZMART to correct the information.

Reports allows you to create reports for such things as current or past

chemical levels. It lets you print safety labels for pure chemical prod-

ucts, location barcodes, and stored Crystal Reports formats.

Administrative allows you to view the users of the system within your

activity and edit their access rights to the system. Only the HAZMART

can add or delete users from the system.

2
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Window gives you several options to format the layout of multiple
opened windows on the screen.

Help accesses HITS help information.

Toolbar The toolbar gives you quick access to some of the File menu functions with-

out having to go through the menu system. Icons that appear grayed out are

inactive for the active window. The toolbar includes the following icons.

The Print icon sends a copy of the window results to the printer.

The Snapshot icon copies the current window’s data to the clipboard to

be used in another application

The View Full Record icon calls up another window with more detailed

information for the current record.

The Set Grid Columns icon allows you to customize the display of col-

umns of information on a window.

The Help icon displays help for the open window

3
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Figure 2. HITS 2.1 main window. On screen, windows that are accessed from the
main window are superimposed on the main window. However, for readability, they
are shown as individual windows in subsequent figures.



Symbols The symbols pictured and described on the right side of the toolbar ap-

pear before product trade names in inventory lists to help you select en-

vironmentally preferable products (EPP).

The EPP symbol appears alongside trade names of environmentally

preferable products. Among products that perform similar functions,

EPP are those known to be least hazardous to human health and the

environment.

This symbol appears alongside trade names of products for which

envionmentally preferable substitutes are available.

The persistent bioaccumulative toxin (PBT) symbol appears alongside

trade names of products that contain PBTs.

4

HITS User’s Manual, version 2.1



File Menu

The File menu (figure 3) presents typical Windows functions such as

Print, Printer Setup, Change Password, and Exit. In addition, there

are functions for calling up more detailed views of records, capturing

data to the clipboard, and setting up columns for viewing.

Print The Print option from the File menu sends a copy of the window to the

default printer. This option is identical to pressing the Print icon on the

toolbar. The print function can also be selected by pressing the Ctrl and

P keys at the same time.

Printer Setup Printer Setup (figure 4) allows you to change the default font, font size,

and page margins to be used when sending data to the printer.

Printer identifies the printer currently selected. To select a different

printer, click on the Setup… button.

Font lets you select the printer font to use when printing.

Size lets you select the point size to use for printing.

5
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Figure 3. File menu.



Margins applies to the page margins. You can define the margin size in

either inches or centimeters.

The OK button saves the settings.

The Cancel button exits without saving changes.

The Setup... button allows you to select a different printer and/or set

your printer’s default parameters (orientation, paper source, etc.).

Snapshot The Snapshot option copies the current data window to the clipboard to

be used in another application.This option is identical to pressing the

Snapshot icon in the toolbar. The function may also be selected by press-

ing the Ctrl and S keys at the same time.

View Full Record The View Full Record option in the File menu allows you to view, in a

data window, detailed information for the record selected. This option is

identical to pressing the View Full Record icon in the toolbar. The func-

tion may also be selected by pressing the Ctrl and V keys at the same

time.

HITS User’s Manual, version 2.1
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Set Grid Columns The Set Grid Columns option allows you to control which columns in a

data window will be visible and which ones will be hidden. This option

is identical to pressing the Set Grid Columns icon in the toolbar and is

enabled only when an appropriate data window is viewed. The function

may also be selected by pressing the Ctrl and G keys at the same time.

The Set Grid Columns window (figure 5) displays, from left to right,

the major headings, the column headings, and check boxes for turning

columns on or off. You can turn on/off all of the column headings under

a major heading by clicking on the major heading. For example, clicking

on the major heading “Packaging,” turns off all five column headings (#,

NSN, Description, Size, Measure, and Type).

When exiting this window, you will be asked if you want to save your

choices as your default setting. If you answer “Yes,” the next time you

open the data window, it will automatically display the format you se-

lected as the default. These are your personal settings and will appear on

any machine you use; they will not affect anyone else’s settings for the

same window.

7

File Menu

Figure 5. Set Grid Columns window.



Change
Password

From the File menu, the option Change Password (figure 6) allows

you to change your existing password. Enter a new password, then re-

type the password to verify the entry. The new password will take ef-

fect the next time you log on to HITS.

Exit The File menu Exit option exits HITS.

HITS User’s Manual, version 2.1
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Inventory Menu

The Inventory menu (figure 7) shows functions for tracking and maintaining inventory.

You can add, change, move, and view inventory and container status; check inventory us-

ing a portable barcode reader (e.g., Intermec Trakker); and view items placed on the

Freebies List.

Inventory List The Inventory List window (figure 8) is used to specify what portions of your inventory

you want to list and how you want the list organized. The Inventory List function can

also be selected by pressing the Ctrl and L keys at the same time. You can specify the ac-

tivity, location, and product categories. In addition, you can tell the program to select

items according to specified product information and container status. Then you can

choose how the list is sorted and displayed. Once you finish those steps, you can create

the inventory listing by selecting Product List or Container List. More about those op-

tions later in this section. First, a closer look at your choices about what information to

list and how to list it.
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Figure 7. Inventory window.



Activity contains a list of all the activities to which you have access

rights. You can select only one activity. Switching to a different activity

will automatically update the list of locations you can select from.

Location allows you to set the location(s) to be included in your inven-

tory listing. Only the locations for which you have viewing rights will be

listed. Choose one of the three options.

� All – All available locations.

� Building – all locations within the building selected.

� Building/Room – only the specified location within the selected

building.

Product Categories lets you select products to list based on hierarchical

groupings that can have as many as four levels. To select all categories,

click on All at the top of the list. To select a product category, click on

the specific category in the list. Click on the plus sign before a category

to expand the list to the next level.

HITS User’s Manual, version 2.1
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Note: Some product categories are links to other items in the category

tree and, when selected, will automatically take you to the linked

category.

Filter For... allows you to specify which products to list based on the

product information you select. For example, you can list products ac-

cording to a specific manufacturer or a certain ingredient. Access the op-

tions by clicking on the Filter For... button. See the HITS Search Engine

section for a detailed explanation of how to set selection criteria.

Active Filter shows whether selection criteria have been established

and are being used. Checking the box activates the search engine if no

criteria have been set, or it reactivates the previously selected criteria.

Unchecking the box turns off the selection criteria, and all inventory

items will be listed.

Container Status lets you select containers based on any or all of seven

container status settings.

� Active – The container is active in the inventory.

� Opened – The container has been opened and is only partially

full.

� Expired – The container is marked as expired but is still on the

shelf.

� Transfers – The container is to be transferred to another activity,

but the other activity has not yet accepted the container, so it is

still in your inventory.

� On Freebies List – The container has been marked as available

for others to use.

� On Hold from Freebies List – The container was placed on the

Freebies List and someone has placed a “hold” on it (i.e., some-

one wants the container and is waiting for you to make contact).
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� Discrepancies – The container is identified in the database as

having one or more of the following discrepancies.

� Container was found at this location during an inventory

check, but the database lists another location.

� Container was not found at this location during an inventory

check, but the database lists this location.

� Container’s status is wrong (e.g., marked as emptied but

available on the shelf).

� Container’s quantity as identified during an inventory check

does not match the quantity listed in the database.

� Container has not been properly entered into the system.

Display by allows you to control how the information is sorted and or-

ganized in your inventory listing. The available choices depend on

whether you selected All, Building, or Building/Room as the Loca-

tion. You can select only one of the available choices.

� Product Name – Inventory will be sorted by product trade name

only.

� Location – Inventory will be sorted by building or by building

and room. This option is available only when the selected loca-

tion is All or Building.

� Category – Inventory will be sorted by product category. This

option is available only when the selected product category is All.

� Location & Category – Inventory will be sorted first by location

and then by category.

� Category & Location – Inventory will be sorted first by category

and then by location.

HITS User’s Manual, version 2.1
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� NSN – Inventory will be sorted by the product’s national stock

number (NSN).

� Location & NSN – Inventory will be sorted first by location and

then by NSN.

� NSN & Location – Inventory will be sorted first by NSN and

then by location.

Product List

If you choose to have your inventory listing display data by location

or by category, the Set Display Parameters window (figure 9) appears

when you click on the Product List button.

Under Location Display Parameters, you can select Building and

Room if you want both columns to appear, Building Only (if you se-

lected All for location), or Room Only (if you selected a particular

building for location).

Under Category Display Parameters, you can specify how much of the

category hierarchical tree you want included in the inventory listing. For

13
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example, if you set the parameter at Level 1, you will have a one-column

entry such as “Pesticides.” Setting the parameter at Level 2 will cause

a two-column entry such as “Pesticides – Herbicides” or “Pesticides –

Insecticides.”

When you have made your choices, clicking OK in the Set Display

Parameters window will create an inventory listing. If your selected

display criteria were other than location or category, clicking on the

Product List button in the Inventory List window will create an

inventory listing. In either case, the listing (figure 10) will be based on

the criteria selected and will have all the containers grouped together

by product category.

Displayed in the top left corner of the window are the activity, location,

and product categories selected in the Inventory List window.

The column headings in the inventory listing will reflect choices made in

the Inventory List window. Use the horizontal scroll bar to view all

columns in the table. Although all possible headings are described be-

low, not all of them appear in figure 10.

HITS User’s Manual, version 2.1
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� Row – number of data lines retrieved.

� Category – category level(s) selected in the Set Display Parameters

window (figure 9).

� Level 1 – level 1 product name

� Level 2 – level 2 product name

� Location – location columns selected in the Set Display Parameters

window (figure 9).

� Building – building name

� Room – room name

� POC (point of contact) – name of the person assigned to

manage containers in the selected location. POCs are

determined by information maintained in the Locations

window of the Reference menu.

� Phone – phone number of the POC

� Product

� ID – HITS’ unique product identification code. (Product IDs

that begin with the letter “T” are temporary IDs that have not

been validated by the HAZMART.)

� Trade Name – manufacturer’s name for the product. Note,

before product 53444, the red symbol indicating that an envi-

ronmentally preferable substitute is available, before product

72825, the green EPP symbol, and before product 61567, the

blue symbol indicating that the product contains a PBT chemi-

cal.

� Manufacturer – manufacturer’s name.

15
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� Inventory

� Containers – the total number of containers (items with bar-

codes on them) found for that product.

� Quantity – the total quantity within the containers. For ex-

ample, if there were three boxes, each containing twelve 1-

pint cans, the total quantity would be 36.

� Packaging – any variety of containers, each of a unique size,

color, etc. Each unique container, even for one product, has a

unique package number. For example, in figure 10, lines 25 and

26, product ID 77736 has two types of packaging, an 11-ounce

can and a 12-ounce can.

� # - HITS packaging number for the product.

� NSN – national stock number.

� Description – description of the packaging (may include

color or manufacturer’s code). This field is most useful when

the packaging types are the same size, such as for paints

where the manufacturer may distribute the same product in

different colors.

� Size – number of units of measure per item.

� Measure – unit of measure for an item.

� Type – container type.

Three types of additional information described here may be retrieved

for any listed product by clicking on it, using the right mouse button.

� Product Information lists the product’s physical parame-

ters, packaging types, chemical constituents, hazards, storage

and disposal instructions, and identified substitutes. See the

Products menu section for details.

HITS User’s Manual, version 2.1
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� Container Information opens a new inventory window that dis-

plays the individual containers for that product. This is the same

listing you get when you click Container List on the Inventory

List window except that only containers for that product are

listed.

� MSDS allows you to call up the scanned MSDS (if available) for

the product. See the Products menu section for further informa-

tion on scanned MSDSs.

Container List

Clicking on the Container List button (figure 8) will create an inventory
listing that is based on the criteria selected in the Inventory List window
and that lists each container as a separate data line (figures 11a and 11b).

Displayed in the top left corner of the window are the activity, location, and
product categories selected in the Inventory List window. Notice that the
table headings do not include Inventory by Containers and Quantity.
The column headings that are unique to this window are as follows.
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� Container

� ID – unique ID (barcode) assigned to the container.

� Quantity – quantity that is in the container and available for use.

� Status – status of the container. When the status appears in

brackets <>, the shelf life has expired. This allows the data to

be transferred to another application and still be flagged in

some manner.

� Received – date the container arrived at the installation.

� Expires – specific date on which the material in the con-

tainer will no longer be usable.

� Batch/Lot – batch and lot of the shipment.

� Comments – comments attached to the container by users.

HITS User’s Manual, version 2.1
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� Shelf Life

� Description – description of the shelf-life code attached to

the product.

� Years – number of years that the product is listed as being vi-

able.

� Days Left – number of days remaining before the contain-

er’s shelf life expires.

Container line numbers may be marked with any of three color codes.

� Red indicates that the container has exceeded its expiration date,

but has not been marked as expired.

� Yellow indicates that the container is within 90 days of exceeding

its expiration date.

� Blue (cyan) indicates that the container has some type of discrep-

ancy. For example, it could have been found at another location

during an audit; it could have the wrong status; or it could have

been found during an audit but never properly entered into the

system.

Calculation for a container’s expiration is based on one of three formulas:

� Expiration date present – The container is flagged if the expira-

tion date is less than the current date.

� Expiration date empty, shelf-life description present – The con-

tainer is flagged if the current date is earlier than the date received

plus the shelf-life description. All months in the shelf-life descrip-

tion are assumed to be 30 days.

� Expiration date and shelf-life description both empty, shelf-life

years present – The container is flagged if the current date is ear-

lier than the date received plus the number of years. All years are

assumed to be 365 days.
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Six types of additional information may be retrieved for any listed product

by clicking on a record, using the right mouse button.

� Product Information lists the product’s physical parameters,

packaging types, chemical constituents, hazards, storage and dis-

posal instructions, and identified substitutes. See the Products

menu section for details.

� Container History lists the transaction history for the container.

See more information later in this section.

� MSDS allows you to call up the scanned MSDS (if available) for

the product. See the Products Menu section for further informa-

tion on scanned MSDSs.

� Transaction activates the Tracking Log window and automati-

cally copies the container into the Tracking Log list. This option

is only visible when you have editing rights to the inventory data

selected.

� Refresh List updates the listing in the table, based on transac-

tions you or others have performed on data since the listing

was created.

� Who Placed on Hold returns information about who placed the

container on hold.

Tracking Log From the Inventory menu, the Tracking Log window (figure 12) al-

lows you to record changes in a container’s status, to indicate use of

some of a container’s quantity, to record a location, to electronically

transfer a container to another activity, or to make a container available

for general use by placing it on the Freebies List. Any change to a con-

tainer’s quantity, location, or status is called a transaction. The Tracking

Log window lets you make transactions to a single container or group of

containers.

HITS User’s Manual, version 2.1

20



Location lists all the locations to which you have editing access rights.

Only containers found at the location selected can be selected for

transactions.

Activity lists all the activities to which you have access rights.

Switching to a different activity will automatically update the list of lo-

cations from which you can select.

Building/Room lists the building and room number of an inventory

item.

Submitted By lists the person who submitted the transaction for entry

into the system.
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Date Submitted lists the date that the transaction was submitted for en-

try into the system.

Date automatically defaults to the current date as the transaction date.

Barcode(s) allows you to identify, by barcode, the container(s) for

transactions. You can enter containers singly, list several containers at

once by separating them with commas, or enter a range of containers by

placing a hyphen (-) or the word “to” between them (e.g., 6A313788 to

6A313795). As containers are entered, they appear beneath the text box

in a table showing current status and quantity. Containers that are not

found (invalid container ID or listed as being at another location) will be

listed as unavailable or not found with the exception of containers that

you purchase from the self-service supply centers/stores at the installa-

tion. You can remove a container from the list or review its history by

clicking on it with the right mouse button.

From Reader File reads the containers from a file created from a

barcode reader download and lists them for transactions. This is a way of

enabling you to use a barcode reader to input containers to be moved,

emptied, sent to the Hazardous Waste Tracking System (HWTS), etc.

Transaction lets you select eight types of transactions.

� Change Status to lets you select one of the following choices:

� Emptied – All the contents have been used.

� HWTS – The container has been sent to HWTS.

� Recycled – The container has been sent to recycling.

� Expired – The container’s status is changed to show it is ex-

pired.

� Place on Freebies List – The container is added to the Free-

bies List so that others may request it.
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� Take off Freebies/Transfer List – The container is removed

from the Freebies List, or a container being transferred is re-

set back to this location.

� Returned to Manufacturer – The container was returned to

the manufacturer and is no longer at the installation.

� Destroyed in Fire – The contents were destroyed in a fire.

� Spilled – The contents were spilled.

� Unknown Disposal – The contents have been emptied, but

there is no record of the method.

� Process lets you select a process from the dropdown list in order

to associate the hazardous material that you use with the waste

stream that the hazardous material creates. See the Reference

menu section for details.

� Quantity Used lets you indicate that some, but not all, of the

items within the container were used. Enter the quantity used in

the text box.

� Change Location to lets you record a change in the container’s

location within the same activity by selecting from the dropdown

list. This includes transferring containers purchased from the

self-service supply centers/stores into your inventory.

� Transfer to lets you indicate that the container has been sent to

another activity. Select the receiving activity from the list box.

For inventory purposes, the container will be listed as in the origi-

nal location until the transfer is accepted by the other activity.

� Reset Expiration Date to lets you reset the expiration date on the

container.

� Transfer Off-Site is used to transfer the container to an off-site

location. Enter the new site name in the text box.
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� Inventory Adjustment, Reset Quantity to lets you reset the

quantity of the container (e.g., change the quantity from 0 for

“empty” to 1 for “active” in your inventory).

� Inventory Adjustment, Reset Status to lets you reset the status

of the container (e.g., designate a previously empty container as

active in your inventory).

Comment lets you add a comment to the container along with the trans-

action change.

OK button performs the transaction(s) and clears the list of containers.

Cancel button exits without performing a transaction.

A data report showing container transactions that have been entered into

the system in one session is available by selecting the Print option from

the File menu or clicking the Print icon in the toolbar. The option to

print the data report is also available when you exit the Tracking Log

window.

Accept
Transfers

From the Inventory menu, the Accept Transfers window (figure 13)

allows you to accept or deny (send back) containers marked as being

transferred to your activity. Containers will be listed in this window only

if a Transfer to transaction was selected in the Tracking Log window.

Activity allows you to set the list to material being sent to your activity

or to an activity for which you have viewing rights.
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To accept a transfer, go to Place Containers in Building/Room and en-

ter the building and select the room in which accepted containers will be

stored. Then click the Accept check box next to each container that will

go in that location. When all the containers for a single location have

been checked, click OK. Repeat the process for each location to receive

transfers.

To deny a container (i.e., refuse the transfer), click the Deny check box

next to an item. When you click OK, these containers will no longer be

marked as being sent to your activity.

Notes

� You can deny some containers in the same procedure that you accept

others.

� Containers marked as transferred will remain listed in the origi-

nating activity’s inventory until the transfer is accepted by the

receiving activity.

For additional information for any listed product or container, click the

record, using the right mouse button.

� Product Information – provides a detailed listing about the

product. See the Products menu section for more details.

� Container History – provides a history listing of all transactions

for the container. See more information later in this section.

� MSDS – allows you to call up the scanned MSDS (if available)

for the product. See the Products menu section for further infor-

mation on scanned MSDSs.

Container
History

From the Inventory menu, the Container History option displays the

Container History for… dialog box (figure 14). Pressing the Ctrl and

H keys at the same time can also activate the dialog box. Enter the
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Container ID and select OK to access the Container History window

(figure 15), which displays the transaction history for the specified con-

tainer. Within other windows, you can access a container’s history by

clicking the record using the right mouse button. Within the Container

History window, right-clicking a history record displays information

about the person who entered the transaction.

Column headings are explained here.

# - number of data lines retrieved.

Date – the date on which the transaction was registered.

Qty – how much of the container contents were available on that date.

Transaction – the type of transaction.
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By – who submitted the transaction (and date) and who entered the

transaction into the system. The “Submitted by” information and the

date apply to transactions performed in only the Tracking Log and the

Add to Inventory functions.

Comments – lists the comment added to a container inserted with the

transaction change.

Add to
Inventory

From the Inventory menu, the Add to Inventory window (figure 16)

lets you enter new containers for a selected location. Pressing the Ctrl

and I keys at the same time can also activate this window. All required

fields, shown in blue in the window and marked with an asterisk in the

list below, must be completed before the system will add the container

data to the inventory. A separate entry must be made for each product

and for each location into which the product is to be placed.

Activity* lists all the activities to which you have access rights.

Switching to a different activity automatically updates the list of loca-

tions from which you can select.
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Building/Room* lists all the locations to which you have access rights.

Enter the location to which you are adding containers.

Date Received* should be the date the product is received. This field

automatically defaults to the current date.

Submitted By* lists the person who submitted the transaction for entry

into the system.

Date Submitted* lists the date the transaction was submitted for entry

into the system.

Containers* section lets you enter the number of containers you want in

the inventory.

� Barcode(s) – Click this option if the containers are to receive

barcodes. If you want to add only a single container, enter the

barcode in the first text box. If you want to add a range of

barcodes, enter the first barcode of the series in the first text box

and the last barcode of the series in the second text box. A count

of the total number of barcodes entered appears in red after the

second text box.

� Not Barcoded – Click this option when you don’t need the prod-

uct barcoded.

� Expiration Date – If the expiration date of the container(s) is

known, enter the date in this field.

� Total Cost – This field and the Cost per Container field are for

use by activities that wish to use HITS to manage hazardous ma-

terials expenditures. Enter the total cost for all the containers, or

leave the field blank.

� Cost per Container – If you choose, enter the average cost for

each container.
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Packaging Tab

This tab (figure 16) allows you to enter information about how the prod-

uct is packaged and used in inventory counting.

� Items per Container* – This is the number of individual items

that are within a barcoded container and can be used separately.

There are two ways of determining this number, depending on

how you want the container (barcoded item) to be counted in the

inventory. If you want the container to be listed as “empty” as

soon as a single item is taken from it, enter “1” in Items per

Container. If you want to keep track of how much of the con-

tainer has been used, enter the number of individual items within

the barcoded container.

� Size per Item* – This is the number of units of an item in a con-

tainer.

� Unit of Measure* – This is either a unit of weight or volume. You

may set this value by selecting from either the list box of codes for

units or the list box of unit names.

� Container Type* – This indicates how the barcoded item is

packaged. You may set this value by selecting from either the list

box of codes for container types or the list box of names.

� Physical State* – Indicate the physical state of the product.

� The red comment at the bottom of the Packaging tab appears au-

tomatically and is based on the Items per Container multiplied

by the Size per Item, which equals the total weight or volume

of the barcoded container.

Example: A pallet of twelve 5-gallon cans is to be placed into inventory.

If a barcode is placed on each can, there are 12 barcodes and Items

per Container is “1” and Size per Item is “5” (Unit of Measure =

gallon).
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12 barcodes (containers) x 1 Items per Container x 5 Size (gallon)

per Item = 60 gallons

Example: A single barcode is placed on a box containing 12 items,

which allows you to track each time an item is removed from the box. In

this case, set Items per Container to “12” and Size per Item to “5”

(Unit of Measure = gallon).

1 barcode (container) x 12 Items per Container x 5 Size (gallon)

per Item = 60 gallons

However, if you want to consider the whole box used as soon as it is

opened, set Items per Container to “1” and Size per Item to “60” (Unit

of Measure = gallon).

1 barcode (container) x 1 Items per Container x 60 Size (gallon)

per Item = 60 gallons

Product Information Tab

This tab (figure 17) allows you to enter information about the product.

� Product Name* – Enter the name of the product.

� Category* – Select the product category that best fits the prod-

uct. Go down as many levels as possible.

� Description – Enter a short description of the product. This in-

formation should not duplicate the product name but should fur-

ther identify the product. For example, since a manufacturer

might have the same product name for all of its paints, you could

enter color of the paint as the description.

� Part Number* – Enter the manufacturer’s part number.

� MILSPEC – Enter the military specification for the product.

� NSN – Enter the national stock number for the product.
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� CAS # – If the product consists of only one chemical, enter the

Chemical Abstract Service (CAS) Registry number, if available.

� Batch/Lot – Enter the batch/lot information received from the

manufacturer.

� Color Code – Enter the manufacturer-assigned color code for the

product, if available.

� Storage Pressure* – Select the appropriate pressure require-

ments for storing the product.

� Storage Temperature* – Select the appropriate temperature re-

quirements for storing the product.
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Manufacturer Tab

This tab (figure 18) allows you to enter information about the manufacturer.

� Name* – Enter the manufacturer’s name.

� CAGE – Enter the manufacturer’s commercial and government

entity (CAGE) identifier, if available.

� Division of – If the manufacturer is a part of another company,

enter the name of the parent company.

� Address* – Enter the manufacturer’s address in one or both text

boxes as needed.

� City* – Enter the city in which the manufacturer is located.
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� State* – Select the manufacturer’s state. (When you enter data

for State, you are not required to enter data for Country.)

� Zip Code – Enter the zip code.

� Country* – Enter the name of the country if other than the United

States. (When you enter data for Country, you are not required to

enter data for State.)

� Phone – Enter the manufacturer’s phone number.

� Fax – Enter the manufacturer’s fax number.

� Web Site – Enter the manufacturer’s Web site.

Add to Inventory allows you to add the new information to the inven-

tory. The window will clear for the next entry. For a list of all the con-

tainers that have been added to the inventory in one session, select the

Print icon from the toolbar.

Cancel cancels the information and exits the window.

Clear After Each Inventory Add, when checked, clears out all three

tabs after you click on the Add to Inventory button. When adding the

same product to several locations or when adding several products from

the same manufacturer, make sure that this check box is not activated

(checked). After clicking Add to Inventory, the information in the tabs

will not be erased. Changing information in the Packaging or Product

Information tab causes the system to generate a new product ID for the

data. Changing information in the Manufacturer tab causes a new man-

ufacturer record to be created.

Each product entered in the Add to Inventory window is given a tempo-

rary product ID that begins with the letter “T.” Information about the prod-

uct is sent to the HAZMART, which will determine if the product already

exists in the database, if this is a new packaging of an existing product, or if

this is a new product. At that time, the HAZMART will change the tempo-

rary ID to the correct permanent ID. The manufacturer information will

also be stored in a temporary record for the HAZMART to verify.
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A data report showing the containers that have been added to the inven-

tory in one session is available by selecting the Print option from the

File menu or by clicking the Print icon in the toolbar. The option to print

the data report is also available when you exit the Add to Inventory

window.

Barcode Reader From the Inventory menu, the Barcode Reader window (figure 19)

allows you to download data from a portable barcode reader, save the

data to a file, and use the downloaded data to conduct inventory checks

or perform inventory moves.

Default Directory lets you enter the drive and the directory (in figure

19, E:\HAZMART\Reader Downloads) where the files are stored. This

text box will be filled automatically when you use the Browse icon.

Reader Files to Read allows you to enter the name of each file you wish

to read. If no pathway (drive and directory) is entered with the file name,

it is assumed to be the default pathway. You can enter as many files as

you want in this text box or select them using the Browse icon. If you

plan to edit data, enter only one file name.
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The Browse icon calls up a directory listing that lets you locate and se-

lect a file.

The Download icon activates the Reader Download window (figure

20) that transmits the selected files.

Follow these steps:

1. Click the Download icon on the Barcode Reader window (fig-

ure 19).

2. Put the reader in the docking station and turn the reader on.

Note: In order for the download to work, the HITS.ini file must

be properly configured for your communications port. If you ex-

perience problems downloading files, please contact the

HAZMART or HITS hotline.

3. On the reader, press the Alt and F1 keys at the same time to tell

the reader to go to the transmit mode.

4. On the reader, press the F1 key and then Enter to tell the reader to start

transmitting. As data is downloaded, it will appear in the Reader

Download window (figure 20). The data shown in the Reader

Download window is a direct transmission from the reader with no

editing checks made and no comparison made between the data and
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records in the database. When the data transmission is complete, the

reader window shows how many records were downloaded and the

Reader Download window displays the message “Done.”

5. Click Save in the Reader Download window to activate the

Windows file manager and select the drive, directory, and file

name to save the data under. The file is saved in ASCII format

and can be edited by any standard text editor, such as Notepad, or

by opening the file using the Display/Edit Reader Data icon in

the Barcode Reader window (figure 19).

6. After saving the information in the Reader Download window,

you will be asked whether you want to open the file in dis-

play/edit mode explained next.

The Display/Edit Reader Data icon in the Barcode Reader window

reads the reader file(s) and presents a list of the information by location

(figure 21) and checks the barcodes listed in each file with records in the

HITS database. This display is useful for checking duplicate entries and

unknown containers. If you entered a single file in the Barcode Reader

window, then you can edit the file by right-clicking on the record to edit

it or delete it, for example, in the event of a duplicate.

36

HITS User’s Manual, version 2.1

Figure 21. Data display of a barcode reader file.



The Summary of Reader Data icon in the Barcode Reader window

reads through the file(s) and presents a summary of the information by

location (figure 22).

Process Transactions in the Barcode Reader window processes the

reader files listed that contain move and all use records. After processing,

a summary message appears, showing how many records were changed

in the HITS database.

Inventory Check in the Barcode Reader window allows you to com-
pare barcode reader count data with the HITS inventory for a location.
This button opens the Reader Inventory Comparison window (fig-
ure 23). Select the activity and the building/room that you want to
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compare, and click Compare to generate a summary of the number of
correctly reported records and discrepancies. To see the new inventory
listing for that location, click Inventory List.

The eight counts in this window are as follows.

Correctly reported – containers that are currently in the database

for the location listed in the reader file(s).

Not found in HITS database – containers that were listed in the

reader file(s) but have not been recorded in HITS (i.e., unknown

containers).

Recorded at another location, moved to this location – containers

found at this location but recorded in HITS as being at another

location. To automatically move the containers to the location where

the reader found them, have the Automatic Move box checked

(default condition).

Recorded for this location, but not listed in reader files –

containers in the database that are supposed to be at this location,

but were not counted by the reader. These containers may have been

moved to another location and not yet found, or they may have been

used.

Found, but previously listed as used, HWTS, recycled, etc. –

containers that were supposedly gone from the inventory, but have

been found.

Found, but with different quantities listed – containers with

quantities listed in the database that do not match the quantities

listed by the reader.

Added after reader inventory date – containers added to the

inventory between the inventory date and comparison date.

Used/moved after reader inventory date – containers used or

moved between the inventory date and comparison date.

After comparing the reader and inventory data, an inventory listing for

the location can be created by clicking Inventory List.
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Freebies List From the Inventory menu, the Freebies List option accesses the HITS

Freebies window (figure 24), which displays products that have been

placed on the Freebies List and are available to all activities. On the left

side of the window is a list of the product categories. A blue check mark

indicates a category for which freebie items are available. To see what

products are available in a category, click on the category name. To ex-

pand the category list out another level, click on the plus sign (+) in front

of a category name. On the right side of the window is a listing of all of

the products that have been placed on the Freebies List for that category.

Clicking on a product with the right mouse button brings up several options:

� Product Information lists the product’s physical parameters,

packaging types, chemical constituents, hazards, storage and

disposal instructions, and identified substitutes. See the

Products menu section for details.
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� Container Information displays a detailed listing for the prod-

uct, showing the individual containers (figure 25).

� MSDS displays the manufacturer’s MSDS for the product.

Clicking on a record in the Freebies Container Listing window with

the right mouse button presents several options:

� Product Information lists the product’s physical parameters,

packaging types, chemical constituents, hazards, storage and

disposal instructions, and identified substitutes. See the

Products menu section for details.

� Container History allows you to view the container history.

� MSDS displays the manufacturer’s MSDS for the product.

� Select places the item on hold.

Items on Hold From the Inventory menu, the Items on Hold option displays the same

Freebies Container Listing window (figure 25) that is accessed from

the Freebies List option. In this case, however, only containers that

you have already placed on hold will appear in the window. This

gives you the ability to see everything that you have marked over sev-

eral sessions and to remove the “hold” on items you no longer want.
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Change Product
ID

From the Inventory menu, the Change Product ID option accesses the

window (figure 26) that lets you change product IDs for containers as-

signed 00000 – unknown product with unknown manufacturer. This

product ID is assigned to containers that are discovered during inventory

audits and are entered into the system by downloading data from a porta-

ble barcode reader, using the Barcode Reader window. Or it is assigned

to containers that are entered into the system by using the Tracking Log

window. It is not assigned to containers that are initially entered into the

system by using the Add to Inventory window.

Barcode(s) allows you to identify, by barcode, the container(s) for

transactions. You can enter containers singly, list several containers at

once by separating them with commas, or enter a range of containers by

placing a hyphen (-) or the word “to” between them (e.g., 6A313788 to

6A313795). As containers are entered, they appear beneath the text box

in a table showing the product ID (i.e., 00000), the package number

assigned to the container, and the trade name “unknown products.” You

Inventory Menu
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can remove a container from the list or review its history by clicking on

it with the right mouse button.

Selecting the New Product function of the Save As option in the

Change Product ID window allows you to enter the packaging, prod-

uct, and manufacturer information identified for the previously un-

known product. The tabs for these are identical to the tabs in the Add to

Inventory window (figures 16 through 18) from the Inventory menu.

OK allows you to add the new information to the inventory. The win-

dow will clear for the next entry.

Each product entered in the Change Product ID window is given a tem-

porary product ID that begins with the letter “T.” Information about the

product is sent to the HAZMART, which will determine if this product

already exists in the database, if this is a new packaging of an existing

product, or if this is a new product. Then, the HAZMART will change

the temporary ID to the correct permanent ID. The manufacturer infor-

mation will be stored in a temporary record for the HAZMART to verify.

A report showing container transactions that were entered into the sys-

tem in one session is available by selecting the Print option from the

File menu or by clicking the Print icon in the toolbar. The option to

print the report is also available when you exit the Change Product ID

window.

Delete a
Container

From the Inventory menu, the Delete a Container… option accesses

the window (figure 27) that allows you to delete a container that may

have been inadvertently entered into the system during data entry. Limit

use of this option to data entry errors and do not use it to correct inven-

tory deficiencies (e.g., a container reported as not found during inven-

tory audit). To delete the barcode, enter the barcode into the text box and

click OK. The Delete a Container… window allows for deletion of one

container (up to 12 characters in length) at a time; no ranges are ac-

cepted.

Correct
Inventory
Deficiencies

From the Inventory menu, the Correct Inventory Deficiencies option

accesses the window (figure 28) that allows you to correct inventory dis-

crepancies identified during inventory audits using the Barcode Reader
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window (figure 19). You can correct two types of inventory discrepan-

cies in the Correct Inventory Deficiencies window. Correct the status

of a container not found during an inventory audit. Correct the status of a

container that was marked as used, sent to HWTS, recycled, etc., but that

was found on a shelf during the inventory audit comparison.

Activity lists all the activities to which you have access rights.

Switching to a different activity automatically updates the list of loca-

tions from which you can select.
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Locations lists all the locations to which you have editing access rights.

Only containers found at the location selected can be selected for cor-

rection transactions. Select the location(s) for which transactions are to

be performed by clicking each, using the right mouse button. You can

select all of the locations, part of the locations, or a single location. Blue

(cyan) indicates the location(s) you selected.

Empty Missing lets you change the status of containers in all selected

locations from the not found during inventory audit status to the empty

status.

Reset Status lets you change the status of the containers in the selected

location(s) with the found during inventory audit previously listed as

used, sent to HWTS, recycled, etc. discrepancy. This option changes the

status of such containers to active in your inventory.

Date automatically defaults to the current date as the transaction date or

allows you to select the date that you want the inventory corrections to

be recorded in the system. Future dates are not accepted, and entering

dates should be limited to a time after the original discrepancy was cre-

ated.

Comment lets you add a comment to the container record(s) along with

the transaction change(s).

Cancel lets you exit without performing a transaction.

A data report showing container transactions that have been entered into

the system in one session is available by selecting the Print option from

the File menu or clicking the Print icon in the toolbar. The option to

print the transactions entered is also available when you exit the Correct

Inventory Deficiencies window.
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Products Menu

The Products menu (figure 29) provides reference information on prod-

ucts stored on the installation. Only the HAZMART can add or delete

this data with the exception of Location Limits, which can be changed

at the activity level provided you have the access rights to do so. If you

have questions about or problems with the data, call the HAZMART to

correct the information.

Product List From the Products menu, the Product List option displays a list (figure

30) of all products in HITS, according to product category. On the left

side of the window are the product categories. To see the products for a

category, click on the category name. To expand a category to the next
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level, click on the plus sign (+). When a product category is selected, all

products assigned to that category are shown in a listing on the right side

of the window. Some of the product categories are “reference” catego-

ries and instruct you to see another category. Clicking on a reference cat-

egory displays the category referenced. Note the green environmentally

preferable product (EPP) symbol before the trade names of environmen-

tally preferable products, the red symbol before the trade names of prod-

ucts for which environmentally preferable substitutes are available, and

the blue symbol before the trade name of products containing a PBT

chemical.

You can control the product listing with the following options:

Sort by allows you to reset the list of products by item (product) ID,

trade name, or manufacturer.

Filter For... button activates the HITS search engine to select products

based on parameters such as name, chemical contents, and MILSPEC.

Once a selection criterion is set, it stays active as you move from one

product category to another.

Active Filter shows whether a selection criterion has been established

and is being used. If the box displays no check, all products for the current

category will be listed. If you check the box by clicking on it, it will ei-

ther activate the search engine (if no criterion has been set), or it will re-

activate the previous selection criterion.

Clicking on a product, using the right mouse button, allows you to bring

up the Product Information window or to create an inventory listing

showing all locations (available to you) where that product can be found

by selecting Where Found.

Product
Information

The Product Information window (figure 31) and its nine tabs allow

you to view detailed information on the selected product. If you know

the container ID (barcode), you can access the same information quickly

from the Products menu by choosing the Product Information for

Container option explained later. The OK button on the right side of the

screen closes the window.
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Identifiers/Physical Tab

The Identifiers/Physical tab (figure 31) displays product information

according to Identifiers and Physical Parameters.

Product Identifiers

Data Entry Date – This is the last date the information for this product

was edited/entered.

Category – This field displays the product category.

MILSPEC – The product’s MILSPEC is displayed.

Green List – Entry indicates whether this product has been recognized

as environmentally safe.
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Exempt – If checked, the product is exempt from reporting.

Barcoded – If checked, containers of this product should be barcoded.

Trade Secret - If checked, the ingredients for this product are consid-

ered proprietary information.

No Longer Manufactured – If checked, this product is no longer made

by the manufacturer.

Central Database Record – If checked, this product is included in the

database as a result of a joint effort between Aberdeen Proving Ground

and Army Environmental Center to collect product information for ac-

cess by any Army installation.

Physical Parameters

Spec. Gravity – The specific gravity is the ratio of the weight of one

unit of the product compared to one unit of water.

Flash Point – The flash point is expressed as temperature and method

used.

Density – This field displays the density of a product

Containers/Packaging Tab

The Containers/Packaging tab (figure 32) lists the types of packaging

available/found for the selected product. Differences in packaging may

be due to color, size, physical state, color code, or manufacturer ID.

Use the table’s horizontal scroll bar to view all information available for

each container.

# – container/packaging ID.

Description – description of the container.
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Qty – quantity of items within the container when new.

Size – number of units within the container.

Units – unit of measure for weight/volume.

Type – type of container.

State – physical state of the container/packaging.

Mfr Part No. – manufacturer part number.

NSN – national stock number of the container/packaging.

Color Code – color code of the container/packaging.

Wgt. (lbs.) – weight (in pounds) of one container.
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Chemical % Tab

The Chemical % tab (figure 33) identifies all of the Chemical Abstract

Service (CAS) Registry numbers, chemical names, and percentages for

each chemical contained in the selected product.

CAS – This field contains the CAS Registry number for the ingredient if

listed by the manufacturer; otherwise, the field will be blank.

Chemical Name – This is the chemical name as identified by the

manufacturer.

Percent – Chemicals are sorted by the maximum value of the percent-

age or percentage range for each chemical.

Trade Secret – This is a check box indicating whether the ingredient is

listed as a trade secret by the manufacturer.
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PBT – This is a check box indicating whether the ingredient is listed as a

persistent bioaccumulative toxin (PBT).

CAS Info – This is a check box indicating whether there is a HITS rec-

ord with further information about the chemical. If there is further infor-

mation, you can view the chemical record by right-clicking on it.

Manufacturer Tab

The Manufacturer tab (figure 34) displays available information about

the named manufacturer.

MSDS Tab

The MSDS (material safety data sheet) tab (figure 35) displays informa-

tion about the product’s MSDS and lets you view and print the manufac-

turer’s MSDS.
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MSDS ID – HITS internal ID number.

Type of MSDS – either product or chemical.

Manufacturer MSDS – manufacturer’s MSDS ID.

MSDS Date – date the MSDS was written by the manufacturer.

Date Received – date the MSDS was received at the installation.

Date Last Reviewed – date the information on the MSDS was reviewed

by the HAZMART.

On Hand – status of the physical copy of the MSDS.

View MSDS button – enabled or “grayed out.” If the button is enabled

(not grayed out), click on it to view a scanned copy of the manufac-

turer’s MSDS in the MSDS Images window (figure 36).
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To move from one page to another, click on the page number on the left

side of the window.

The Zoom In icon enlarges the section of the image where you click.

The Zoom Out icon reduces the size of the image where you click.

The Fit All icon restores the image to the full-page view.
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Figure 36. MSDS Images window.



To print the MSDS, click on Print in the HITS toolbar. You will be given

options to print either the entire MSDS or selected pages.

Hazard Ratings Tab

The Hazard Ratings tab (figure 37) identifies the selected product’s

hazard ratings as they apply to the Hazardous Materials Information

System (HMIS), the National Fire Protection Act (NFPA), the

Superfund Amendments and Reauthorization Act (SARA), health haz-

ards, and physical hazards.

Safety/Handling Tab

The Safety/Handling tab (figure 38) displays the actions, supplies, and

equipment needed to safely handle the selected product (see checked

boxes) or in the event of a spill or fire involving the product.

Storage/Disposal Tab

The Storage/Disposal tab (figure 39) displays storage parameters, De-

partment of Transportation (DOT) ID values, and disposal information

pertaining to the selected product.
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Figure 38. Product Information window, Safety/Handling tab.

Figure 39. Product Information window, Storage/Disposal tab.



When a DOT ID is listed for the product, the DOT ID Info button be-

comes available. Pressing the button displays additional information as

shown in figure 40.

Alternative Products Tab

The Alternative Products tab (figure 41) displays the identified envi-

ronmentally preferable product (EPP) substitutes (e.g., bulk liquid ver-

sus aerosol) for the selected product.
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Product
Information for
Container

From the Products menu, the Product Information for Container op-

tion provides quick access to product information when you know the

barcode (container) number. In the Product Information for Con-

tainer window (figure 42), enter the container barcode and click OK to

access the Product Information window (figure 31).

Location Limits From the Products menu, the Location Limits option is used to manage

inventory levels by specifying, by selected activity, the low and high

limits for products. This option is available to all users with the access

rights to add/edit inventory for an entire activity. The Location Limits

window (figure 43) displays limits set in the database. Columns are Ac-

tivity, Limit Name, Low Amt., High Amt., Limit Type, and Location

Type.
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Figure 42. Product Information for Container window.

Figure 43. Location Limits window.



To create the first location limit, right-click anywhere on the screen in

figure 43 to open the Add Location Limit window (figure 44). The

Add, Edit, and Delete functions will be activated after you create the ini-

tial location limit.

Activity – a list of all the activities to which you have access rights. Se-

lect only one activity. Switching to a different activity automatically up-

dates the Limits field.

Limit Name –Enter a name for the limit. The name must be no more

than 25 characters and must be unique to the selected activity. For exam-

ple, the limit name may be a process like “VEHICLE MAINTE-

NANCE” or a category like “LATEX PAINTS.”

Location – Select from one of four choices for how the limit is to be ap-

plied.

� All – total inventory for your activity.

� Building – total inventory in an entire building. This is the default

option.

� Building/Zone – total inventory in a specific zone within a build-

ing.

� Building/Room – total inventory within a specific location.

Limits – Enter the Low Limit and High Limit to apply to the Limit

Name. Create a limit based on quantity, No. of Containers, or on

weight by pounds, Weight (lbs), depending on the product size and type

of packaging. Setting the limit to Weight (lbs) lets you combine differ-

ent products and packaging types. No. of Containers is the default op-

tion.

Products – Enter the list of products to which the limit is to be applied.

You will have the options to Add or Delete from the list. You must enter

the Product ID and Packaging ID; then HITS will check the database
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and fill in the Trade Name and Container Type. Container Type in-

cludes a description of the size, measure, and container code (e.g., “F”

for can and “L” for cylinder). When you finish adding to or deleting

from the list, click OK to save the information.
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Reference Menu

The Reference menu (figure 45) allows you

to view information by chemical, activity,

location, manufacturer, regulatory list, and

processes. Only the HAZMART can add or

delete this data with the exception of Loca-

tions, which can be changed at the activity

level provided that the user has the access

rights to do so. If you have questions about

or problems with the data, call the

HAZMART to correct the information.

Chemicals The Chemicals window (figure 46) displays a list of all chemical re-

cords in HITS. When you first access this window, you will have the op-

portunity to define search criteria to narrow the scope (and time) needed

to bring up the list. If you elect not to define search criteria, the full list of
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Regulatory Lists
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Figure 45. Reference menu.

Figure 46. Chemicals window.



chemicals will display. If your selection criteria use alternate chemical

names as a selection parameter, the window will display both the preferred

and alternative names.

Sort By allows you to reset the list of chemicals by CAS number, the

preferred chemical name, or the alternative name (if used as a selection

criterion).

Filter For... button activates the HITS search engine to select chemicals

based on parameters such as name and regulatory list.

Active Filter shows whether selection criteria have been established

and are being used. Checking the box activates the search engine if no

criteria have been set, or it reactivates the previously selected criteria.

Unchecking the box turns off the selection criteria, and all chemicals

will be listed.

CAS is the Chemical Abstract Service Registry number.

Chemical Name is the preferred name by which the chemical is known.

Checked indicates “Yes” if additional information about the chemical is

available.

To access the additional information, right-click on the record to open

the Chemical Information window.

Chemical
Information

The Chemical Information window (figure 47) and its seven tabs allow

you to view detailed information on a selected chemical.

Identifiers/Physical Tab

The Identifiers/Physical tab (figure 47) displays identifiers and physi-

cal parameters for the selected chemical. When checked, the Data

Checked By Research Staff box means that the HAZMART has vali-

dated the information.
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Chemical Names Tab

The Chemical Names tab (figure 48) displays all the names (preferred

and alternative) for the chemical. The preferred name appears in blue.
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Figure 47. Chemical Information window, Identifiers/Physical tab.

Figure 48. Chemical Information window, Chemical Names tab.



Regulations Tab

The Regulations tab (figure 49) displays all national, state, county, and

international regulations pertaining to the selected chemical. The first

column identifies the regulatory level.

Exposure Limits Tab

The Exposure Limits tab (figure 50) displays, for the selected chemical, the

permissible and biological exposure limits, according to the American Con-

ference of Governmental Industrial Hygienists (ACGIH).When checked, the

recommended response to the Biological Exposure Index applies.

Hazard Ratings Tab

The Hazards Ratings tab (figure 51) displays health, physical, and

environmental hazards that apply to the selected chemical.

HITS User’s Manual, version 2.1

64

Figure 49. Chemical Information window, Regulations tab.
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Figure 50. Chemical Information window, Exposure Limits tab.

Figure 51. Chemical Information window, Hazard Ratings tab.



Safety/Handling Tab

The Safety/Handling tab (figure 52) displays, as appropriate, the actions,

supplies, and equipment needed to safely handle the selected chemical.

Storage/Disposal Tab

The Storage/Disposal tab (figure 53) displays information about shelf

life, storage requirements, disposal hazards, and DOT ID codes for the

selected CAS/chemical. The DOT ID Info button displays additional

information (see figure 40).

Activities From the Reference menu, the Activities window (figure 54) lists the

short name and the full name of each installation activity/organization

that uses or stores hazardous materials. Check the Include Inactive

Activities box to include organizations that are no longer valid but

whose inactive records are kept in the database because some container

history records still refer to them.
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Figure 53. Chemical Information window, Storage/Disposal tab.

Figure 54. Activities window.



Locations From the Reference menu, the Locations window (figure 55) lists, for

the selected activity, all locations where hazardous materials are stored

or were stored in the past. A location is defined as a specific building and

room combination. Each activity may designate one location as the “de-

fault” receiving location (the automatic default displayed when you

open the Add to Inventory window, figure 16). Inactive locations are

those that are no longer valid sites for storing hazardous material but that

must be kept in the database because some container history records still

refer to them. The inactive records display only when the Include Inac-

tive Locations box is checked.

A Zone represents a site-specific location designation that is entered by

each activity, based on its policies, procedures, and business practices.

However, zones can only be assigned within a building. Creating zones

allows an activity to track containers to the room level within a building

without creating discrepancies during inventory validations when

containers are found in different rooms within the same building.
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POC (point of contact) lists the name and Phone lists the phone number

of the person assigned to manage containers in the selected location.

This information is captured in Inventory List as discussed in the In-

ventory menu section.

Select By allows you to view the locations for all activities to which you

are assigned or to select a particular activity.

Order By orders the list by activity or building number.

Three functions (Add, Edit, and Delete) may be activated for any listed

location by clicking on it, using the right mouse button. Right-click to

open the appropriate window (figure 56 shows the Edit Location win-

dow). From these option windows, you can add new locations and edit

and delete existing locations provided that you have the access rights to

do so. In order to deactivate a location, it requires a “0” inventory bal-

ance. In order to delete a location, no inventory data could have been

placed in the location. On each of the option windows, History of

Changes provides a summary of the changes made to the location,
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including date, from activity, reason, and entered by. These are accessed

through the Edit Locations window provided that you have the access

rights to do so.

Manufacturers From the Reference menu, the Manufacturers window (figure 57) dis-

plays the manufacturer names and commercial and government entity

(CAGE) identifiers. When you first open this window, you can define

search criteria to narrow the scope and decrease the time needed to ac-

cess the list. If you elect not to define the selection criteria, the full list of

manufacturer names will display.

Order By allows you to order the list of manufacturers by name, CAGE

code, or manufacturer #.

Filter For... button activates the HITS search engine to select manufac-

turers based on parameters such as name, city, and state.

Active Filter shows whether selection criteria have been established

and are being used. Checking the box activates the search engine if no

criteria have been set, or it reactivates the previously selected criteria.
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Unchecking the box turns off the selection criteria, and all

manufacturers will be listed.

Additional information about a manufacturer may be retrieved by

clicking on a record, using the right mouse button, to access the

Manufacturer window.

Manufacturer

The Manufacturer window (figure 58) displays a manufacturer’s or-

ganizational information and includes the CAGE identifier and a box

that, when checked, indicates the manufacturer is out of business.

Regulatory
Lists

From the Reference menu, the Regulatory Lists window (figure 59)

displays all regulations covering the chemicals in the database. The ta-

ble displays the regulatory level and the regulation number and title. The

Reference Menu
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Order By choices allow you to order the list by regulatory level (na-

tional, state, local, international) or by regulation name.

Processes From the Reference menu, the Processes option accesses the Processes

window (figure 60). The table displays the processes that you can asso-

ciate with your hazardous material to identify the resulting waste
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Figure 60. Processes window.



stream. The table displays the Process ID and Name associated with the

site-specific process. Click on a process, using your right mouse button,

to view the data elements associated with the process.

Process Tab

This tab (figure 61), accessed when you click on a process with your

right mouse button, provides information on the site-specific processes

entered into the system. All of the Department of Defense Generic Pro-

cess IDs are available from a dropdown list. Entering information into

the text boxes creates multiple site-specific processes.

Algorithms Tab

This tab (figure 62) provides the release routes for waste streams as-

signed to the site-specific process. Information can be entered for solid,

liquid, and gas constituents by defining the percentage of each that is re-

leased to the air, land, or water as well as the percentage that is dis-

charged to a publicly owned treatment plant or that is consumed in the

process (To Product). The appropriate sections of the Toxic Release
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Inventory (TRI) Form R report are provided in a dropdown list to desig-

nate the use category for the site-specific process.
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Reports Menu

The Reports menu (figure 63) allows you to run various reports (includ-

ing standard Crystal Report formats) from the HITS database, to print

out location and “empty room” barcodes to use with barcode readers,

and to print out labels that show the chemical hazards and proper han-

dling procedures for chemicals.

Chemical Report
Selection

The Chemical Report Selection window (figure 64) allows you to gen-

erate a report on the amount (by weight) of chemicals on hand or a report

on the amount of chemicals usedin a given period of time.

The options are presented in four categories:

Activity to Report For lets you set the activity to use in a report. (Only

users with rights to the entire inventory can select All.)
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Figure 63. Reports menu.



Reporting Period allows you to select from four periods.

� Current calculates the current weight of all chemicals for the

activity selected.

� Year to Date calculates a chemical use report for the current year

(including January 1 through the current date).

� From calculates a chemical use report for the period between and

including the two dates entered.

� Quarter calculates a chemical use report for the selected quarter

of the current calendar year (1 = January through March, 2 =

April through June, 3 = July through September, 4 = October

through December).

For Regulation sets the report to display only those chemicals regulated

by the selected regulatory level.
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Report Parameters allows you to further define the chemicals and the

report characteristics, using six parameters:

� Select for... button activates the HITS search engine to select re-

port parameters such as name and hazards.

� Active Select shows whether selection criteria have been estab-

lished and are being used. Checking the box activates the search

engine if no criteria have been set, or it reactivates the previously

selected criteria. Unchecking the box turns off the selection crite-

ria, and all chemicals will be listed.

� List Top (number) Chemicals Only causes the database to re-

port only the selected number of chemicals having the greatest

value (by weight).

� Amounts Greater Than (number) Lbs causes the database to

report only chemicals having a current weight or usage level

equal to or greater than the number entered.

� Break Down Into Pure and Composition splits the weight cal-

culation for a chemical product into pure (a single chemical) and

composition (several chemicals). This parameter is available

only when the reporting period is set to Current.

� Pure Amounts Only calculates only products composed of one

chemical.

� Report in Kilograms changes the reporting weight values from

pounds to kilograms.

Current Chemical Inventory Report

The Current Chemical Inventory Report (figure 65) is generated

when the reporting period is set to Current. The chemicals are initially

sorted by weight, but they can be resorted by Chemical Abstract Service

(CAS) Registry number or by chemical name by clicking the column

headers. Right-clicking a chemical will display the Chemical Information

window (figure 47).
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Chemical Usage Report

The Chemical Usage report (figure 66) is generated when the reporting

period is set to any option other than Current. By default, this report

displays the summary statistics for each chemical.

Use the horizontal scroll bar to view all columns. In addition to the data

line number, CAS identifier, and chemical name, the report includes the

following details:

Start Amount – Weight of the chemical at the beginning of the report-

ing period.

End Amount – Weight of the chemical at the end of the reporting

period.

Added – How much of the chemical was added.
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Used – How much of the chemical was used.

HWTS – How much was transferred to hazardous waste.

Removed – How much was removed from the installation (sent back to

the manufacturer, transported off-site).

Recycled – How much was recycled.

Burned – How much was burned.

Spilled – How much was reported as spilled.

Unk Disposal – How much was removed via an unknown disposal

process.
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The Reset For… button on the Chemical Usage report brings up the

Report Format Selections window (figure 67), which allows you to re-

format the usage report in a variety of ways.

List For resets the report so that a summary value is reported for the

entire activity and is reported by building or for one specified

building.

Chemical(s) to List allows you to list all of the chemicals reported or to

display only one chemical from the list at a time.

Display As lets you divide the reporting period into smaller time

intervals.

Note: Using the Reset For… button on the Chemical Usage report

does not delete any of the report data from memory. It just resets the data

displayed.

Current Tier
II/TRI/PBT
Chemicals

The Report Setup – Tier II/TRI/PBT Chemicals window (figure 68)

allows you to generate reports on the amount (by weight) of Tier II,

Toxic Release Inventory (TRI), or persistent bioaccumulative toxin

(PBT) chemicals in your inventory.
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Activities lets you select the activity to use in the report. (Only users

with rights to the entire inventory can select All.)

Type of Chemical lets you select whether to list Tier II, TRI, or PBT

chemicals in the report.

OK generates the report.

Exit closes the window.

The Chemical Inventory Report shown in figure 69 was generated for

Tier II chemicals. Reports are sorted by Chemical Abstract Service

(CAS) Registry number, and weights are reported to the building/room

level, with the total provided for each CAS number in the inventory.

Clicking the Print icon in the toolbar prints the report. Clicking the Ex-

port icon (envelope with arrow) copies the current window’s data to be

exported for use in another application. Using this option may require

you initially to set the default mail client to Microsoft Outlook.
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The Export window (not shown) lets you select the appropriate format

(e.g., Microsoft Excel) and destination (e.g., application, disk file). OK

in the window exports the report and takes you to a standard Save dialog

box. After saving, the report can be opened in the exported format.

Inventory The Report Setup - Inventory window (figure 70) allows you to gener-

ate a condensed container inventory list by location without using the

List Inventory window in the Inventory menu.

Activity lets you select the activity(ies) to which you have access rights.
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You can select one of three report options.

� All generates a report for all containers in the inventory for the

entire selected activity(ies).

� Building provides a dropdown list of the buildings to which you

have access rights and generates a report for all containers in the

inventory for the selected building.

� Building/Room provides a dropdown list of the buildings/rooms

to which you have access rights and generates a report for all con-

tainers in the inventory for the selected building/room.

OK generates the report.

Exit closes the window.

The generated Inventory Report (figure 71) is sorted according to the

selected option and includes the following data elements:

� Activity

� Location (building or building/room)

� Container

� Trade name

� NSN
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� Container type

� Comments (discrepancy messages)

Clicking the Print icon in the toolbar prints the report. Clicking the Ex-

port icon (envelope with arrow) copies the current window’s data to be

exported for use in another application. Using this option may require

you initially to set the default mail client to Microsoft Outlook.

The Export window (not shown) lets you select the appropriate format

(e.g., Microsoft Excel) and destination (e.g., application, disk file). OK

in the window exports the report and takes you to a standard Save dialog

box. After saving, the report can be opened in the exported format.

Inventory
Validation

The Report Setup - Validate window (figure 72) allows you to generate

a report, by location, on all inventory audit data entered into the system

over a given period of time. This report retrieves data on your activity’s

level of accuracy in maintaining your hazardous material inventory. The

report provides a summary of the data generated in the Reader Inven-

tory Comparison window (figure 23).
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Reporting Period allows you to specify the period of the report. Op-

tions include from the start of the year to the current date, from month to

month for the current year, or for specific dates.

Activity lets you select the activity(ies) to which you have access rights.

You can select one of three report options.

� All generates a report for all buildings audited for the entire se-

lected activity.

� Building provides a dropdown list of the buildings to which you

have access rights and generates a report for the selected building.

� Building/Room provides a dropdown list of the buildings/rooms

to which you have access rights and generates a report for the se-

lected building/room.

OK generates the report.

Exit closes the window.
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The generated Inventory Validation Report (figure 73) reflects the

specified level and includes the following data elements:

� Activity

� Location

� Date of inventory audit

� Validation count data

� Correctly reported

� Not found in HITS database

� Recorded at another location, moved to this location

� Recorded at this location but not listed in reader files

� Found but previously listed as used, HWTS, recycled, etc.

� Found but with different quantities listed

� Added after reader inventory date

� Used/moved after reader inventory date
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Figure 73. Inventory Validation Report.



� Accuracy

� Done by (person, e-mail, phone number, and e-mail address)

Clicking the Print icon in the toolbar prints the report. Clicking the Ex-

port icon (envelope with arrow) copies the current window’s data to be

exported for use in another application. Using this option may require

you initially to set the default mail client to Microsoft Outlook.

The Export window (not shown) lets you select the appropriate format

(e.g., Microsoft Excel) and destination (e.g., application, disk file). OK

in the window exports the report and takes you to a standard Save dialog

box. After saving, the report can be opened in the exported format.

Inventory Limits
Checks

The Inventory Limits Checks Setup window (figure 74) lets you gen-

erate reports to determine if established low and high Location Limits

(Products menu) for inventory have been exceeded. For users with ac-

cess to more than one activity, the window displays a list from which

you can select the desired activity. For users with access to only a single

activity, selecting the function automatically starts the report.
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Figure 74. Inventory Limits Checks Setup window.



The Inventory Limits Report, shown in the Reports window (figure

75), lists, by Activity, the Limit, Location, Limit Type, Low Limit,

High Limit, and In Inventory, using the same measurement unit as the

Limit Type (i.e., No. of Containers or Weight (lbs). Only items that

exceed established limits will be reported.

Click the Print icon in the toolbar to print the report. Click the Export

icon (envelope with the arrow) to copy the window’s data to be exported

for use in another application. Using this option may require that you

initially set the default mail client to Microsoft Outlook.

The Export window (not shown) lets you select the appropriate format

(e.g., Microsoft Excel) and destination (e.g., application, disk file). OK

in the window exports the report and takes you to a standard Save dialog

box. After saving, the report can be opened in the exported format.

Labels –
Location
Barcodes

Location barcodes are used with barcode readers to scan the inventory.

When prompted by the reader to enter the location, you scan the location

barcode for that room. Please note that each location in HITS has a

unique number assigned by the database, and that number is not the
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Figure 75. Inventory Limits Report.



89

same as the building number. From the Reports menu, the Location

Barcodes window (figure 76), lets you print the barcodes for your activ-

ity, for all locations within a particular building, or just one barcode for a

particular room.

The Type of Print options let you format the printing to three sizes:

� Listing - one per row fits about 6 barcodes per page.

� 1” x 2 5/8” labels fits about 30 barcodes per page (Avery label

paper #5160).

� 1” x 4” labels fits about 20 barcodes per page (Avery label paper

#5161).

The last two printing options are set up so that they also can be printed

on label paper. Therefore, if the location is, for example, a locker, the lo-

cation barcode can be put on a label and attached to the locker door. With

this option, you also can set the starting row and column position for

printing on partially used label paper.

Reports Menu

Figure 76. Location Barcodes window.



Labels –
Empty Room
Barcode

From the Reports menu, the Empty Room Barcode window allows

you to print a container barcode that says “EMPTYROOM” as the con-

tainer ID. By scanning that barcode when inventorying a location, you

create a record in the reader memory that shows you checked a location

and found no hazardous material.

Labels –
CAS Labels

From the Reports menu, the CAS Labels window (figure 77) allows

you to print safety labels for chemical containers. Use Select For… to

develop a list of chemicals, and right-click on each chemical record that

you want to add to the CAS Labels window.

To change the quantity of labels for a chemical, to delete it from the label

list, or to preview the safety label (figure 78), right-click on the chemi-

cal. To start printing in a position other than the first row, first column,

enter values in the Start Row and Start Column boxes.

Transactions The Report Setup - All Transactions or HAZMART Transactions

windows (figure 79) shows the Report Setup - All Transactions win-

dow) allow you to generate a report on all transactions entered into the

system over a given period of time. You can select all transactions en-

tered into the system within your activity or only the transactions en-

tered into the system by the HAZMART.
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Figure 77. CAS Labels window.



Reporting Period allows you to specify the period of the report. Op-

tions include from the start of the year to the current date, from month to

month for the current year, or for specific dates.

Activities lets you select the activity for the report. (Only users with

rights to the entire inventory can select All.)

OK generates the report.

Exit closes the window.
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Figure 79. Report Setup – All Transactions
window.

Figure 78. Safety label.



A Transaction History Report (figure 80) is generated for each build-

ing of the selected activity. The transactions for each location are sorted

by type (e.g., added to database, emptied, sent to HWTS) and include the

transaction data entry date and the name of the person who entered the

transaction into the system. The Preview tab shows the locations for

which data was retrieved. Clicking on a location takes you to that loca-

tion within the report.

Clicking the Print icon in the toolbar prints the report. Clicking the Ex-

port icon (envelope with arrow) copies the current window’s data to be

exported for use in another application. Using this option may require

you initially to set the default mail client to Microsoft Outlook.

The Export window (not shown) lets you select the appropriate format

(e.g., Microsoft Excel) and destination (e.g., application, disk file). OK

in the window exports the report and takes you to a standard Save dialog

box. After saving, the report can be opened in the exported format.
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Figure 80. Transaction History Report.



Administrative Menu

The Administrative menu (figure 81) allows you to view the names of

those within your activity who are assigned to use HITS; it also allows

those with Activity Environmental Coordinator (AEC) rights to edit ac-

cess rights. AECs can change user passwords, editing rights, user status,

and location rights within the database. Only the HAZMART can add

new users to the system and assign AEC rights. If you have questions

about or problems with any user data, call the HAZMART.

The Users window (figure 82) lists, by selected activity, the last and first

names of all HITS users. Only personnel assigned AEC rights can view

this window. A user is defined as an individual or workstation with a

specific user name and password combination. Inactive users are names

that are no longer valid but must be kept in the database because some

container history records still refer to them. The inactive records display

only when the Include Inactive Users box is checked.

Two functions (View and Edit) may be activated for any listed user by

clicking on the name, using the right mouse button. Then right-click on

the appropriate function.

From the Edit User window (figure 83), existing users and their rights

to the database can be viewed and edited. New users can be added only

by the HAZMART.

Name, Title, Phone Number, and E-Mail Address are recorded for the

user.
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Figure 81. Administrative menu.
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Figure 82. Users.

Figure 83. Edit User.



Logon ID lists the user name assigned by the HAZMART during the

initial creation of the user account. Password designates whether the

user’s password is User Defined or Set to “HITS”. The password is al-

ways set to “HITS” during the initial creation of the HITS user account

and is changed by the user during the initial session. Your AEC or the

HAZMART can reset your password to “HITS” in case you forget it.

Contact your AEC or the HAZMART if you have a question about or

problem with the data.

Activities provides a dropdown list of the activities that the user can ac-

cess.

Locations provides a dropdown list of the locations that the user can ac-

cess.

Inventory Access Levels allows the AEC or the HAZMART to select,

assign, or edit user access rights to the following levels: Edit Within

User’s Location, Edit Within User’s Activity, and View Within

User’s Activity. Only personnel assigned AEC rights can be assigned

Inventory Adjustments access rights.

Reference/Static/User Levels provides the access levels assigned to

personnel for administrative functions within HITS. Those available for

use by your activity are assigned to a limited number of personnel and

include Edit User Table and AEC, both of which can be assigned only

by the HAZMART.
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HITS Search Engine

The extensive search capabilities within HITS allow you to quickly find

the product, chemical, or manufacturer information you need.

The Search
Engine

The HITS search engine is activated by clicking the Filter For… button

in any window where the button appears. The Filter For… button

brings up the Filter Products For… window (figure 84) in which you

can define up to eight selection criteria and can control how the criteria

relate to one another.

A selection criterion has three parts:

� Field to Search – The data field to be tested.

� Operator – How the criteria are to be tested for in the field searched.

� Criteria – The values to test for in the field searched.
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Putting the three parts together (field – operator – criteria) defines a se-

lection criteria. For example, to select for a product containing a chemical

that has the word “formaldehyde” in it, set Field to Search to “Contains

Chemical,” Operator to “has word,” and Criteria to “formaldehyde.”

The fields you can search are displayed as list boxes (one for each of the

possible eight selection criteria). The list boxes vary, depending on the

window from which the search engine is activated.

Once the search field is set, the search engine displays the operator list

for that field. The operators available depend on whether the data field is

numeric (table 1), date (table 2), text (table 3), or logical (table 4). When

the criteria available for a Field to Search is only a select set of values,

these values are listed as the Operator and no Criteria field is dis-

played. For example, Product State can only be Solid, Powder, Liquid,

Gas, or Aerosol; so these values are put in as the Operator with the word

“is” in front of each.

The criteria textbox is not displayed on the window until an operator has

been selected. If either of the Null operators is selected, no criteria

parameter is needed and will not be displayed.

Other Search Options

At the bottom of the search engine window are the two options: And and

Or. These set how the selection criteria are to behave as a group. The de-

fault condition for the search screen is And. This means that only rec-

ords that meet all of the selection criteria will be listed. Changing the

condition to Or makes the list display the records that meet any one or

more of the search criteria.

The Clear All button deletes all search criteria. To remove just one crite-

rion, set the Field to Search to “<blank> .”

To activate the search engine, click on the Select button.
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Table 1. Numeric operators.

Operator Description

= equal to

<> field is not equal to the criteria

< field is less than criteria

<= cell field is less than or equal to criteria

> field is greater than criteria

>= field if greater than or equal to criteria

between** field value is between two criteria values

Table 2. Date operators.

Operator Description

= equal to date

<> field is not equal to the date

< cell field is less than date

<= cell field is less than or equal to date

> field is greater than date

>= field if greater than or equal to date

between** field value is between two dates

not between** field value is not between two dates

is null field is empty

is not null field is not empty

** Use a space or a comma to enter the two values to search between
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Table 3. Text operators.

Operator Description Example

has word operand occurs in the field as a
distinct word

Criteria = Methyl
Results = Methyl benzene, sodium methyl

has word
(multiple)**

any of several operands occur in the
field as distinct words (a or b or c...)

Criteria = Methyl, Benzene
Results = Methyl benzene, sodium
methyl, benzene, sodium benzene

starts with starts with string... Criteria = Methyl
Results = Methyl benzene

starts with
(multiple)**

any of several operands occur at the
beginning of the field

Criteria = Methyl, Benzene
Results = Methyl benzene, benzene

ends with the field ends with the operand Criteria = Methyl
Results = Sodium methyl

ends with
(multiple)**

any of several operands occur at the
end of the field

Criteria = Methyl, Benzene
Results = Sodium Methyl, benzene,
sodium benzene

contains criteria occurs in the field as a
substring

Criteria = Methyl
Results = Dimethyl acetate

contains
(multiple)**

any of several operands occur
somewhere in the field

Criteria = Methyl, nitro
Results = Dimethyl acetate, trinitrotoluene

is null field is blank, no data entered

is not null field is not blank

= equal to Criteria = Benzene
Results = benzene

= (multiple) ** equal to any of a list of multiple
entries

Criteria = Benzene, Toluene
Results = Benzene, toluene

<> field is not equal to the operand Criteria = Benzene
Results = everything but benzene

< field is less than operand Criteria = C
Results = all values starting with A or B

<= field is less than or equal to operand Criteria = Benzene
Results = all values starting with A or BA
or BE up to Benzene

> field is greater than operand Criteria = C
Results = all values start with D up to Z

>= field is greater than or equal to
operand

Criteria = Benzene
Results = Benzene and on

** For multiple entry operators, separate the operands by using the following delimiters: spaces (Level
1), commas (Level 2), or pipes (|) (Level 3). If the criteria you want to use contains one of the
delimiters, use a higher level delimiter to separate the operands. For example, if you want to use
‘Methyl Ethyl’ and ‘Benzene’ as the operands, use either commas or pipes as the delimiter (‘Methyl
Ethyl, Benzene’ or ‘Methyl Ethyl|Benzene’).
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Table 4. Logical operators.

Operator Description

is Yes field is checked

is No field is not checked







Printed on recycled paper.
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