https://home.army.mil/lee/index.php/about/Garrison/directorate-public-works/environmental-
management/emd-pollution-prevention/emd-hazardous-materials

EESOH-MIS Access and SAAR Instructions for an Account

1. How do I gain access to EESOH-MIS to acquire Hazardous Materials?
»  1%-Ensure that you meet the system access requirement listed at
https://www.my.af.mil/afp/netstorage/login_page_ files/afportal_account_lbp.html.

»  2"-Follow the procedures outlined in _ of the Fort Lee Hazardous

Materials Management Program (HMMP) Plan
https://home.army.mil/lee/application/files/9515/3546/0375/HMMP plan WebVer.pdf.

Fort Lee EESOH-MIS FAQs

2.  Are there any special instructions for filling out my Form 2875 SAAR?

Refer to https://www.my.af.mil/afp/netstorage/login page files/afportal account lbp.html.
Ensure all DATE blocks are filled.

Ensure your Air Force Portal ID is listed.

Do not leave blocks 22-32 blank!

After EESOH-MIS Access and SAAR Instructions

3. Why can’t | log into EESOH-MIS? *Assuming you have an EESOH-MIS account — If not, refer to Question #1
> Users are required to log in every 30 days to keep account status active - if not, you will need to resubmit Form
2875, refer to https://www.my.af.mil/afp/netstorae/login_page files/afportal_account_lbp.html to
restore EESOH-MIS access.
»  Refer to HMMP Plan available at
https://home.army.mil/lee/application/files/9515/3546/0375/HMMP_plan_WebVer.pdf
to start the process again.

YV V VY



https://home.army.mil/lee/index.php/about/Garrison/directorate-public-works/environmental-management/emd-pollution-prevention/emd-hazardous-materials
https://home.army.mil/lee/index.php/about/Garrison/directorate-public-works/environmental-management/emd-pollution-prevention/emd-hazardous-materials
https://www.my.af.mil/afp/netstorage/login_page_files/afportal_account_lbp.html
https://home.army.mil/lee/application/files/9515/3546/0375/HMMP_plan_WebVer.pdf
https://www.my.af.mil/afp/netstorage/login_page_files/afportal_account_lbp.html
https://home.army.mil/lee/application/files/7615/3436/3929/FL_Policy_20-03_Haz_Mat_SOP.pdf
http://www.lee.army.mil/dpw/emd/documents/HMMP_Plan_WebVer.pdf
http://www.lee.army.mil/dpw/emd/documents/HMMP_Plan_WebVer.pdf

https://home.army.mil/lee/index.php/about/Garrison/directorate-public-works/environmental-
management/emd-pollution-prevention/emd-hazardous-materials

Fort Lee EESOH-MIS FAQs

4. How do | view my shop’s Authorized Use List (AUL)?
AUL = The Hazardous Material that my shop is allowed to have
> From the EESOH Homepage (with the jets and helicopter at the top) click “Request material” under the Hazardous
Materials section. Scroll to the bottom of the page and click the 3 buttons shown here (starting with 1)

I”

e N https://wow.my.af.mil/ esoh/eesoh/hazmat/material/requestMaterial /create/search/initSearchShop Materials.esohdisplay=1 £ = @ O ||\ Request Material - EESOH ...

=

[] 6840013599209 DEODORANT, GENERAL PURPOSE, AEROSOL 14 OZ CN - 12/DZ A-A-267 N 1 0 0Dz 125 4

] 6840013684785 DEODERIZER, PEACH, AEROSOL 7 OZ CN - 12/IDZ NO SPECS IDENTIFIED N 1 0 0Dz 125

[l 6840013684787 DEODORIZER, GENERAL PURPOSE, AEROSOL TOZCN-12/DZ NO SPECS IDENTIFIED N 1 0 0Dz 125

[] 6840013684789 DEODORANT GENFRAI PLIRPOSE AERNSOI 707 CN-12IN7 N SPECS INENTIFIED N 1 0 0DZ 125
& https:/fwww.my.af.mil/7shopExclusiveFlg=true - Material Authorizations in Shop Sequence(AUL) - - Intemnet Explorerp... — m] X

[[] 6840014258232 DEORDORA . - e - = - IFIED N 1 1] 0Dz 125
Enterprise Environme atety & 5 : Welcome, John Allen. EMD/LEE-SH-027. FT LEE installation

[ 6840014598263 DEODORIZE prse - L IFIED N 1 0 0Dz 125

July 05, 2018 (Week 27 / Day 186)

(] 6840PHM00033509 DISINFECTA p,0e 1n: 11591 IFIED N 1 0 0CN 125

[] 6840PHM00040989  7930HMCA12681, 7930HMCA12684, T930HMCA12685 DISINFECTA Material Authorizations in ShOp Sequence(AUL) ﬂ Help | IFIED N 1 0 0CN 125

[ 6840PHM00053840 DISINFECTA * Indicates a required field. IFIED N 1 ] oco 125

] 6840PHMOD0086073 DISINFECTA  p1eN-Nouns IFIED N 1 0 0CN 125

] 6840PHM00319559 REPEL PER| |® Al IFIED N 1 0 0CN 125
O Selected 2

[[] 6840PHM00332495 REPEL TICK = B IFIED N 1 0 0CN 125
Include Locally Assigned Numberg? @ Yes § ) No

[ 6850008350484 DEICER, DE . ) IFIED N 1 0 0BX 125
Document Format: ® PDF O Excel

[] 6850015981926 DEICING CC IFIED N1 0 0BX 125
T RS pOTT T kground? O

[] 6850015981933 DEICING Cj 3 IFIED N 1 0 0BX 125

[] 6850015981946 DEICING Cf IFIED N 1 0 0BX 125

[ 6850016284767 METAL CLE/ IFIED N 1 0 0BX 125

[ 7510013336242 CORRECTIC IFIED N 1 0 0Dz 125

Request Max On Hand Change I

Total Pages: 3 1 230 M View All Results Page: -

2. Request Type |

GPC: OYes ®@No

Reguestor [ohn Aten e Verited)

Submit

=) Material Authorizations in Shop Sequence(AUL

I N

5. How do I find/print a current inventory of HazMat that my shop has on hand? assuming you have an EEsOH-
MIS account - if not, refer to Question #1.

Call EESOH-MIS Help Desk (1-866-643-6541) to have a Shop Level inventory report generated and emailed toyou.
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IMPORTANT: Difference between “Local Process Name” and “Process Name”

6. How do | name a Process | want to add to my AUL?
*This process is used to create a new shop process. This should not happen often since you already
have processes established. You would do this ONLY if the hazardous material you are entering does
not readily fit under one of the existing processes or if you are starting a completely new process not
on the list.

1. “Hazardous Materials” = “Processes” = “Process Authorization” = “Create Process”
You must answer any question marked with a red * All others are optional.

2. Enter a “Local Process Name”. It should stay consistent with the “process name” - pull down entry that you use below in #5. {Please copy & paste
the “process name” chosen from #5 pull-down menu.} Using the product name is incorrect - Once identified, you will have to correct this error.

3. Select a “category” from the pull-down menu. (Typically this is industrial)
4. Select a “process type” from the pull-down menu.
5. Select a “process name” from the pull-down menu.

6. Enter a “brief process description”. This can be just a sentence that briefly describes the process.

7. Enter the “date the process starts”. (Typically the current date).

8. Select the “Select shop name/code” from the pull-down menu. This is the shop where the process will be performed. You can search by shop
code or shop name. Note: If you are in a specific shop when creating the process, the shop code/name will self-populate.

9. Hit “save and continue”. You will get a message at the top that says the process has been created. You will also now be on a page with several
tabs.

10. You must answer all questions denoted with a red * under tabs “Details”, “Location”, “Justification”, and “Materials”. After completing each tab,
hit “Save” before moving on to the next tab or information will not be saved.

SO\ N\

Process  Details | Location | Justifications | Material Handling | Materials | Waste | Exposure | Aspect/Hazard Inventory | IH Controls | Equipment | Contacts

con’t
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11. For the “Details” tab, fill in the frequency (typical and maximum); duration of process; and start date (this field self populates but may be
changed). Don't put end date - once ended, the process cannot be resurrected. Click “Save”.

12. For the “Locations” tab, answer all questions on this tab. If this process is performed in a restricted or confined space, this must be marked.
When filling out the confined space information, always answer "yes" or "no." Click “Save”.

13. For the “Justifications” tab, first, click “Add Justification." Select the “justification type” from the pull-down menu. Normally the justification is
SOP, however, if you have a special process that is tied to a tech manual, this is where you would add that information. You can also upload the
tech manual. Click “Save”.

14. The “Materials” tab is where you add all HM needed for the process. You must know the MSN number (or you can do wildcard % search on
MSN). You must answer all the questions marked with * for all the materials. You can add multiple materials at thistab.

e Click "Add material." Fill in "MSN." If the MSN is in EESOH-MIS, the product will self-populate/verify. If not, you will need to add
it (Data steward services). Put in "draw amount" and "draw frequency." This is the amount you would typically request in a
specific time frame. For example 2 items at 4 times a year.

o If you answer "yes" to "Will you accept the same draw amount of material in a smaller unit of issue?” you will have to load that
MSN onto the AUL as well that represents the new size.

e Add in the justification.

o If the material is exempt from EPCRA reporting, select the reason from the pull-down menu. (There are separate menus for
EPCRA 312 and 313 exemptions.)

e Click “save”. "Add material" again if additional hazardous materials are required for this process.

15. After completing all tabs needed, return to the Process tab. You must them “Submit for authorization”.

Local Process Name: 3 TEST AIR PROCESS Status: New Shop Name: SAIC TEST SHOP

‘w--— »...m.> Submit for Authorization » ‘

16. Hit “Submit for authorization” again on the next screen. You will get a message that says, “The process will be
routed for authorization”.
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7. Where do | find SDS/MSDS for my products? *Assuming you have an EESOH-MIS account — if not, refer to Question #1.

> Search by NSN/MSN under “Search PHD” tab.
e [f no results are found, request the SDS from the manufacturer of the product and have the Fort Lee
Hazardous Material Control Center (HMCC Phone: 804-734-5243) upload the SDS into EESOH-MIS.
e NOTE: Must be in updated SDS format for EESOH acceptance. Manufacturers must provide replacements
for outdated MSDS documents.

8. What should I do if a hazardous material that | need is not on my AUL? *assuming you have an EESOH-MIS
account — if not, refer to Question #1.

» 1%-Ensure the SDS for your product has been loaded into EESOH-MIS. Refer to Question #7.
» 2"-Request to have the material added to your Shop’s AUL. Refer to _ in the HMMP Plan available at

https://home.army.mil/lee/application/files/9515/3546/0375/HMMP plan WebVer.pdf.

9. How long does it take to get approval for hazardous materials to be added to my AUL? «DON’T WAIT TIL
THE LAST MINUTE!

> It depends. The review process includes Environmental, Industrial Hygiene, and Safety. IF your request is correct
and there is not a less hazardous material available, the committee strives to process requests within two weeks.
If there is a delay please contact the HMCC at 804-734-5243 to request status.

10. Should common household type cleaners be listed on my AUL?
> Refer to the Hazardous Material Management Program Plan available at
https://home.army.mil/lee/application/files/9515/3546/0375/HMMP_plan WebVer.pdf in _
> Certain common household cleaning products may be exempt from the EESOH-MIS tracking, but having them on
your AUL covers you in the event this exemption is rescinded.
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11. Are there materials that are exempt from the EESOH-MIS process?

» Refer to the Hazardous Material Management Program Plan available at

https://home.army.mil/lee/application/files/9515/3546/0375/HMMP_plan_WebVer.pdf in [iPpenaGISIH.
> Yes. Certain office supplies and common household cleaning products may be exempt.

12. What happens if my hazardous material does not have a bar code or sticker for accountability?

> Refer to the Hazardous Material Management Program Policy available at
https://home.army.mil/lee/application/files/7615/3436/3929/FL Policy 20-03 Haz Mat_SOP.pdf

> The unit or tenant organization may face financial liability, administrative and/or punitive action by the Garrison
Commander and/or the Agency Organization Program Coordinator (AOPC) in the Mission and Installation
Contracting Command (MICC). Penalties may include the suspension or revocation of credit card privileges.
Avoid this situation by ensuring your Hazardous Materials are listed on your AUL, and received through the HMCC
and are barcoded.

13. Where can | read the Fort Lee Hazardous Materials Management Program Plan?

» Refer to the Hazardous Material Management Program Plan at
https://home.army.mil/lee/application/files/9515/3546/0375/HMMP plan WebVer.pdf

14. What is the maximum quantity | can request at a time?
» You may request any quantity of a material as long as it does not exceed your AUL Max On Hand, you have
appropriate storage space/conditions (flammable lockers, etc.), and your mission allows you to use/consume all of
the requested material within its shelf life.

15. Why was my Process or Material Request denied?

» Usually a Process name, Contacts information, Location material will be stored, Composite list, or another critical
piece of information was left blank or filled incorrectly. The material requested may also be too hazardous for safe
use on Fort Lee, in which case a less hazardous substitute should be researched.

» Ensure Quantity requested is reasonable (see Question 14).

» Provide as much information to reviewers as possible (DODAAC, IH/Safety Controls, WHY you need the product).
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Make Changes to an Approved Process

16. How do | add materials to a pre-existing Process?
1. From the home screen look to the right at “Quick Links” and click on Process Authorization.

2. On the top line that shows: “Search Approved-Active, New, Awaiting Approval and Proposed” hit the “Search” button.

EESOH Home Work Basket Search PHD Processes Functional Areas Management Reporting
Page ID: 10646

Process Authorization

Please select one of the options below:

=] Search Approved-Active, New, Awaiting Approval and Proposed: |% |in [Local Process Name V|| Search IA[:Ivanced Search

=) Search Approved-Inactive, Replaced and Rejected: |% |in|LocaI Process Name VH Search IMvanced Search

=) Create Process

2] View Pending Process

3. Find the appropriate “Local Process Name” for the material you need added. Select the radio button next to the process
that needs a change and hit “Edit/View”

Displayiyg 1- 4 of 4 records
Edit/View I Dplicate Create Process |

smam e Possd  SeNm  Seus S i oty s

©USE OF ADHESIVES, PRESERVATIVE AND SEALING COMPOUN Adhering/bonding/sealing - all usages 1AB102220289- END LEE-3H-027 Approved-Active 20181021 Process Report

() USE OF PAINTS, DOPES, VARNISHES AND RELATED PRODUC Coating/painting operations, NOC 1CP118920290- END LEE-8H-027 Approved-Active 201810221 Process Report

() USE OF PEST CONTROL AGENTS AND DISINFECTANTS Pest control, multiple operations IPC177220291- EMD LEE-3H-027 Approved-Active 201810221 Process Report

) VIB HAZMAT Administrative, NOC AAD102820711- EMD LEE-SH-027 Approved-Active 2018102726 Process Report
Edit/View | Diplicate: | Delete | Create Process |
Total Pages: 1 1 Page: -

con’t
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4. Under the “Edit Process” Select “Propose Change” at bottom of page or upper right hand side. This will open up the

process to allow changes to any tab. /\

Local Process Name: USE OF ADHESIVES, PRESERVATIVE AND SEALING COMPOUN Status: Approved-Active op Name: EMD
Propose Change

Process | Details | Location = Justifications =~ Material Handling | Materials | Waste | Exposure | Aspect/Hazard Inventdry = IH Controls | Equipment = Contact

Local Process Name: * USE OF ADHESIVES, PRESERVATIVE AND LING COMPOUN

Process Category: * Industrial

Process Type: * Adhering/Bonding/Sealing

Process Name: * Adhering/bonding/sealing - all usages

Process Description : * USE OF ADHESIVES, PRESERVATIVE AND SEALING COMPOUNDS
Process Id: 1AB102220289-

CCS Process Id

Shop: EMD

Conditions of Use
Environmental:
Safety

QOccupational Health:

Air Manager Use Only

Air Source Id:
Selecting YES, will force the consumption of this material to MANUAL DECREMENT regardless of currgfit shop setting.
Does The Process Require A Manual Log? Yes ® No

PmposeChange‘ Cancel ‘

5. Make necessary changes in the tab. If you are adding a material, you first need to click on “Add Material”. You can then
search on the MSN. (A wildcard % search can be done.) After you select the material, you must answer all questions
marked with ared *. Hit the “save” button at the bottom of each tab that is changed.

6. After completing all tabs needed, return to the Process tab.

Process  Details | Location | Justifications | Material Handling | Materials = Waste = Exposure | Aspect/Hazard Inventory | IH Controls | Equipment | Contacts

con’t
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7. You must then select either “Request process be submitted for review” (if someone in the shop must review prior to
submitting for authorization) or “Submit for authorization” (if you can submit for authorization directly).

Local Process Name: 3 TEST AIR PROCESS Status: New Shop Name: SAIC TEST SHOP \

Request Process Be Submitted For Review Submit for Authorization »

8. Hit “Submit for authorization” again on the next screen. You will get a message that says, “The process will be routed
for authorization”.
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