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A Quick Guide to your Chemical Inventory using the Safety Hub 
This guide is designed to help you effectively use the chemical inventory system, make updates and edits 
as needed, and confidently navigate your electronic SDS platform to get the most out of its features.  
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How to Add a Chemical: 
Navigate to EHSA_SafetyHub 

 

• Select Inventory, then choose Quick Chemical Entry.  

• Your Principal Investigator (PI) should already be selected. If you are associated with multiple PIs, 
ensure the correct PI is selected.  

• Click the + Add button located in the upper left-hand corner of the screen. 
 

 
• A new entry window will appear.  
• Enter the name of the chemical into the search box. 

https://ehsa-apps.nmsu.edu/EHSA/login?c=forms&ReturnUrl=%2fehsa%2f
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• The system will search the Chemical Catalog to determine if the chemical already exists in the 
database. 

 
If the Chemical Is in the Chemical Catalog: 

 

• Click Select next to the appropriate chemical.  
• The system will automatically populate the CAS Number, Vendor (if applicable), and Hazard 

Information.  
• Complete all required fields highlighted in the red box.  
• You may fill out any additional fields if the information is available, but these are not required. 
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•  

• Scroll down to the SDS Information & Documentation section.  
• In this example, the chemical used is Chloroform. 

 
Option 1: Upload an SDS PDF 
• If you already have the SDS saved as a PDF, select the + Add button. 
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• The Chemical Documentation window will appear.  
•  Click Select Document / File, then choose Attach Document / File to upload the SDS from your 

computer. 
Option 2: Locate an SDS Using SDS Hub 

•  Alternatively, select the SDS Hub button.   

• If the CAS Number, Vendor/Chemical CAS Number, or Chemical Catalog 

Number is available, SDS Hub will search for matching records.

 

• Select the magnifying glass icon to access SDS Hub Search. 

• When the SDS Hub Search Policy appears, select Yes to continue.
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• Review the list of available chemicals and scroll to locate the correct SDS. 
• Select Copy SDS Link, then click the X to close the SDS Hub Search window.  

• The SDS link will now appear in the SDS URL field. 

• To view the SDS, select View SDS. 

• Once all required information has been entered, select Save. 

• The chemical will be successfully added to your inventory with the 
associated SDS. 

For additional information about the SDS you may go to the follow in the 
document: 

How to View your electronic SDS from your chemical Inventory:  

How to Add an SDS:  

Additional SDS Hub Search: 

 If the Chemical Is Not in the Chemical Catalog 

• Manually enter the chemical name.  

• On the right-hand side of the screen, select Not Found in Catalog. 
 

 

• This will open a new entry screen similar to the previous one; however, you will now need to 

manually enter the CAS Number and Catalog Number.  

• Complete all required fields as you would for a catalog-listed chemical.  

• Save the entry to add the chemical to your inventory. 
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How to Delete a Chemical: 
 

• Select the chemical you wish to remove. 
 

 

 

• Click the Remove button located on the left-hand side of the screen.  
• A confirmation window will appear.  
• Select the reason for removal using the drop-down menu. 

 

 
• Click Remove to delete the chemical from the inventory record. 
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How to View your electronic SDS from your chemical Inventory: 

• Select Inventory.  

• Choose Quick Chemical Entry. 

 

• If you are under multiple PI’s/Mangers please select the appropriate PI. 
 

• Click the SDS Hub button. 
 

• A new window will appear. 
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• Select the magnifying glass icon.  
• The SDS Hub Search Policy will appear; select Yes to continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
• Scroll through the results to locate your chemical. 
• Click View SDS to open the SDS in a new window. From there, you may download or print the 

document. 
• If you notice outdated or incorrect information, please contact the Safety Hub team or reach out to 

Onsite Safety Hub IT for assistance 



11 
 

 
.How to Add an SDS: 

• Select the chemical within your inventory.  
• On the right-hand side of the screen, locate the SDS Hub section.  
• Click the blue SDS Hub button.  
• If the chemical does not have a CAS Number, Vendor Number, or Chemical Catalog Number, you 

will see a notification indicating this. 
 

 
• If the chemical does not have a CAS Number, Vendor Number, or Chemical Catalog Number, 

you will see a notification indicating this.  
• If you already have the SDS available (either as a physical copy or a PDF), you may upload it 

directly by selecting the upload button and browsing your computer. Uploading the SDS ensures it is 
accessible in the system for all users.   

 
• If you have the Vendor or Catalog Number, enter the information into the corresponding fields. 

 
• Click Update, and the system will search the database for the appropriate SDS. 
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Additional SDS Hub Search: 
Another option for viewing a Safety Data Sheet (SDS) is the SDS Hub Search feature. 

 

 

 
• Type the name of your chemical into the search bar and click Find.  
• The SDS Hub Search Policy will appear. Select Yes to continue.  
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• You will be presented with a list of chemicals that match your search term. In the example below, the search 
term is Glycerol. 

 
• Once you locate the correct chemical, select View SDS. A separate window will open displaying the 

SDS.  
• From this window, you may download the SDS to upload it to your chemical inventory or print a copy 

for lab access. Always ensure SDSs are easily accessible to anyone who enters your lab. 
What happens if I can’t find the chemical I am looking for? 

Not every system is perfect, and you may occasionally encounter situations where the SDS you need is not 
available within the system. 
 

• Start by selecting the Not finding your SDS? button located in the upper right-hand corner of the 
screen, just below the Help button. 
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• A new screen will appear where you can search using Sigma-Aldrich or Fisher Scientific catalog 

numbers.  
• If your chemical is not from Sigma-Aldrich or Fisher Scientific, you may enter the catalog number, 

vendor name, and chemical description (only the chemical name is required for the description field).  
• Once all required fields are completed, select Submit.  
• Your request will be sent to the Safety Hub team. They will follow up via email to let you know whether 

the SDS was found or if they were unable to locate an SDS for your request. 
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