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Introduction, System Requirements and Security

Introduction

3E Online® is an award-winning service that provides online access to a customer's hazardous material

inventory and associated Safety Data Sheets 24-7-365. 3E has tiered its online SDS management

offerings, providing flexibility to customers who have diverse compliance needs. Companies can choose

from three editions: 3E Online® Silver, Gold or Platinum.

3E Company offers a way for companies to centralize their hazardous materials information. SDS are

up-to-date, easily accessible and readily distributed throughout the entire organization. The interface is

intuitive and simple to master. Users from the production floor to management can access and use SDS

information efficiently.

3E Online® includes catalog and site-specific SDS management, which tracks the location of the

customer’s inventory for all customer specified locations. SDS and inventory reports can be viewed or

printed immediately from your desktop to assist with hazard communication compliance.

Figure 1 – 3E Online® Login Page
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3E Online® Features

3E Online® offers a variety of features, including:

 Multi-Lingual Interface – 3E Online® is available in multiple languages.

 SDS Search Module – You can search for SDS using a variety of criteria. In addition, you can

search 3E’s database of millions of SDS.

 Inventory Management – You can create and manage chemical inventories at a specific location.

 Reporting – 3E Online® provides a variety of chemical, regulatory and inventory management

reports.

3E Online® Editions

3E Online® has three editions: Silver, Gold and Platinum. Each edition offers flexibility for companies to

meet their specific service needs. A variety of add-on enhancement modules are also available, ensuring

customers only pay for the functionality they need. In addition, optional modules can provide chemical

classification, SARA reporting assistance and green product analysis. Customers can migrate to the

advanced version best suited for them as their compliance requirements evolve.

3E Online® – SDS Silver

3E Online® – SDS Silver is an SDS Management Service that efficiently manages SDS, produces secondary

container labels and generates reports. The Silver edition is scalable. It allows an unlimited number of

users and site locations. The Silver edition includes:

 SDS Catalog – A database of SDS documents unique to your organization. You can search the

catalog by Product Name, Manufacturer Name and Manufacturer Part Number.

 Customized Organization - Each customer’s SDS catalog can be organized much like a standard

Windows® file structure. For easy reference and access to a site-specific inventory, the SDS

catalog can be organized in any way the customer decides. This includes facility and sub-facility,

even down to the department level.

 Multi-lingual SDS searching – SDS can be searched in a variety of languages.

 Labeling – You can view and print US, European, Canadian and generic GHS labels.

 Reporting – You can generate a variety of facility inventory reports.
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3E Online® – SDS Gold

3E Online® – SDS Gold incorporates all the features of the Silver edition, plus the ability to run chemical

analysis and regulatory reports. This edition is enhanced with the core Ariel™ data that includes EH&S

regulations and associated chemical lists. The Gold edition also includes:

 Indexation – 3E transcribes physical property and chemical ingredient information from the SDS.

This data can be used to generate chemical analysis and regulatory reports.

 Classification – 3E provides information on US Fire Code and GHS Classification information.

3E Online® – SDS Platinum

3E Online® – SDS Platinum includes all the features of the Silver and Gold editions, plus it provides

additional chemical searches, regulatory analysis and data modification. The Platinum edition includes:

 Enhanced Chemical Search - You can view and search substances in their inventories based on

an even wider variety of search criteria, including Molecular Formula, EINECS Number, ELINCS

Number, EU Annex 1 Index Number, Japan ENCS, Japan ISHL or Korean ID numbers.

 Regulatory Impact Analysis - Access to a core sub-set of lists powered by Ariel™ data, which

enables you to track regulatory changes. You can also run change reports based on specific

locations and date ranges. This enables you to analyze the impact of the regulatory change on

your operation.

 Data Modification - Designated Platinum administrators can adjust percentages and add

chemicals to the SDS ingredient list. You can modify product properties (VOC data, Physical

State, Specific Gravity and Density Information, HMIS®, NFPA and Chemical Composition) at the

location and catalog level.

 Custom Lists - Create custom lists based on specific ingredients, CAS RN or a collection of

regulatory lists to create specific queries within the application.

This user guide reviews the 3E Online® features included with the Silver, Gold and Platinum editions.

User guides for optional purchased modules are available in the Help section of 3E Online®. Whenever

possible, optional modules and features are noted.
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System Requirements

You should check your system against the minimum and recommended system requirements to ensure

proper functionality and performance of 3E Online®. You do not need a User Name or Password to

access this feature. Click Check Your Minimum Requirements on the login page (www.3eonline.com). A

pop-up window will appear that compares your system with the minimum requirements needed.

Adobe Acrobat® Reader is required to view and print SDS. If you do not have this software, you can

download this for free by clicking on the Adobe Acrobat® icon located in the bottom right hand corner of

the 3E Online® screen.

3E Online® Access

You can login to www.3eonline.com with the username and password that was assigned during the

initial rollout of 3E Online®.

Login Language Options

Users have the ability to log in to the system and view the SDS tab in a variety of languages, including:

 English - Default Setting

 Bulgarian

 Chinese (Simplified)

 Chinese (Traditional)

 Dutch

 Finnish

 French

 French (Canadian)

 German

 Italian

 Japanese

 Korean

 Malay

 Portuguese

 Portuguese (Brazil)

 Spanish

 Spanish (Mexico)

 Thai
Figure 2 – 3E Online® Login Page Showing Languages

Note: 3E Online is also available on your mobile device. Review the 3E Mobile User Guide in the 3E

Online® Help section for information on this free service.
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Forgot Your Password?

Click the Forgot Your Password link on the login page of 3E Online® if you need to reset you password.

The 3E Online Password Assistance screen will automatically open.

To reset your password:

1. Enter your user name in the User Name text box.

2. Enter the Verification ID in the Verification text box. If you are unable to read the text provided,

click the icon.

3. Click Submit. An email containing a secure link to reset your password will be sent to you..

Note: If your email address is not entered into the system, this process will not work. Contact 3E for

assistance as required.

Figure 3 – 3E Online® Password Assistance Screen

Logout

To exit your 3E Online® session, click on Logout in the top right corner of the 3E Online® toolbar.

Figure 4 – 3E Online® Toolbar Showing Logout Link
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User Role Groups

User Role Groups allow access to 3E Online® based on the functions required by the user. Role groups

are designed as a security measure to limit access to specific functionality within the program. A role

group is defined as a specific type of user with predefined access to 3E Online® levels. Role groups can

be customized by your administrator, but there are five standard role groups within 3E Online®:

Basic User: This role is available to users who only need to locate an SDS within 3E Online®. The

basic user will be able to search, view, print, email and fax an SDS.

Advanced Basic User: This role is available for users who need advanced search capabilities.

The Advanced Basic User can search for an SDS within the 3E Online® catalog or a specific

location. This user will also have the ability to run inventory reports, create secondary container

labels and view the product summary page.

EHS User: This user has access to all the features of the Advanced Basic User, plus the ability to

view Classification, Product Properties and Ingredients. The EHS User can also generate

Classification and Regulatory reports and has full access to the Chemical Analysis tab. This user

is only applicable to the Gold and Platinum editions.

Inventory Manager/Facility Manager: This role is for users who are responsible for managing

chemical inventories for one or more locations. The Inventory Manager/Facility Manager can

edit the chemical inventory for a specific location in addition to all the features of the Basic and

Advanced Basic User. Additionally, this user can add new products to their assigned locations.

Catalog Manager: The Catalog Manager has access to all purchased features within 3E Online®.

Additionally, this user can add and remove products from the catalog, create new user profiles

and generate administrative reports.
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Tab Navigation

A selection of tabs is available at the top of every screen in 3E Online®. These tabs provide quick access

to the features of 3E Online®. Both the user role group and the 3E Online® edition determine which tabs

are available. Consequently, not every feature of 3E Online® is available to every user.

Move your cursor over the tab to open a drop down selection menu. Click on the selection to go to a

specific 3E Online® feature.

Figure 5 – 3E Online® Tabs Showing Drop-Down Menu

The tabs are:

Home - the Home tab provides quick access to all 3E Online® features. This tab is available to all

3E Online® users. The Home tab also provides access to 3E Company contact information.

SDS – the SDS tab allows you to search for an SDS. This tab is available to all users.

Product Catalog – the Product Catalog tab allows you to search for SDS and generate reports for

the entire 3E Online® catalog. This tab is only available for Catalog Managers.

Inventory – the Inventory tab allows you to search for SDS and generate reports for a specific

location. This tab is only available to Catalog Managers.

Chemical Analysis – the Chemical Analysis tab allows you to perform advanced chemical

searches and view regulatory reports. This tab is an optional feature and is not available to all

users.

Admin – the Admin tab is available to Catalog Managers to perform administrative functions

such as managing users and creating custom values.

Help – the Help tab is available to all users who need assistance with 3E Online®. User Guides

and 3E contact information are available in this tab.
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Home Tab

The Home Page in 3E Online® is available to all users. From the Home Page, users can access Quick Links

to 3E Online® features. In addition, the home page contains 3E Company contact information, useful

Regulatory news, Webinars and 3E Company press releases.

Click on Home on the toolbar to access the Home Tab. As with the Tabs, available features on the Home

Page are determined by the user role group and the 3E Online® edition purchased by your organization.

Figure 6 – 3E Online® Gold Home Screen (All features may not be available)
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My Profile

The My Profile feature in 3E Online® allows you to change your user information. This is an optional

feature and may not be available to all users. This includes:

 Resetting your password

 Adding or Editing your first and last name

 Adding or Editing your e-mail address.

To make changes to your profile:

1. Click on My Profile in the upper right corner of the 3E Online®. This link is available on all 3E

Online® pages.

Figure 7 – Upper Frame of 3E Online® Showing My Profile Link

2. The My Profile screen will open.

3. Modify your information as required.

4. Click on Reset Password to change your password.

5. Click Submit to save your changes.

Figure 8 – Change User Information Screen
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Multi-Lingual Options

Users have the ability view 3E Online® in a variety of languages. Please note that the entire application

is not available in all languages.

To change the language of 3E Online®:

1. Using the drop-down box in the upper right corner, choose your preferred language.

2. 3E Online® will automatically open in your selected language.

Figure 9 – Upper Frame of 3E Online® Showing Language Selection
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SDS Tab

The SDS tab allows you to:

 Search for specific products

 View all products in your organization’s 3E Online® catalog

 View, Print, Email and Fax SDS

 View European Labeling (optional)

 View European Risk Phrases (optional)

 View Corporate Documents (optional)

 Search the 3E SDS Library (optional)

Click Search for SDS on the Home Page to access the SDS Search feature.

All search features within 3E Online® are standard to make searching easier. 3E Online® provides two

levels of search: Simple and Advanced. You can set your preferred search type (Simple or Advanced)

through the Customize this Search feature.

3E Suggest

Search fields within the SDS page are powered by 3E

Suggest. This technology is activated when you enter at

least 3 characters in the search field. Once 3 characters

are entered, a drop down box appears containing all

products in your catalog that start with the 3 characters

entered into the search field.

Figure 10 – SDS Search Screen Showing 3E
Suggest Technology
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Advanced Search

To Search for an SDS:

1. Under Search For, use the drop down box to search by Product Name, Manufacturer Name,

Manufacturer Part Number or any Custom Value. A Custom Value is an internal search criterion

that is specific to your organization.

2. Choose either Begins With, Contains or Equals.

3. If you are searching using multiple criterions repeat steps 1 and 2. Click on the red X to

remove a criterion.

4. Enter a least one character in the search field text box.

5. Click Search.

6. If you want to view all products in the catalog, do not enter anything in the Search For box.

Simply click on Show All.

Figure 11 – SDS Search Screen Showing Multiple Criterion
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Simple Search

The Simple Search feature allows you to search by product name, manufacturer name, custom

value, etc. It is similar to an Internet browser search by allowing you to enter multiple search

criteria into the search box. To use this feature:

1. Click Simple Search. The search screen will switch to the Simple Search automatically.

Figure 12 – SDS Search Screen showing Simple Search Option

2. Under Search For, enter your search criteria. Separate multiple search criteria by a

space.

3. Click Search. All results will be displayed in the Search Results.

Figure 13 – Simple Search Screen
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Customize Search Criterion and Search Results

Both the search criterion and search results can be customized. This feature is available in all 3E Online®

search screens and is customized for each individual user. If this feature is not available to you, please

contact your administrator, as some organizations choose to disable this feature.

You can use this function to add, remove or organize the order of items available in your search items. In

addition, you can add or remove items from the search results. To Customize:

1. Click Customize this Search.

Figure 14 – SDS Screen Showing Customize this Search

2. Click on the appropriate tab: Customize

Search Criteria or Customize Search Results.

3. Select the item to add or remove.

4. Click on Add or Remove.

5. Click on Move Up or Move Down to choose

the order.

6. Click Default to Simple Search to select the

Simple Search as your default search option.

7. Click Save to save your changes.

Figure 15 – Customize Search Results Screen
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SDS Search Results

The Search Results will appear in the lower section of the SDS screen after you have completed your

search. From the Search Results, you can:

 View the SDS

 Print the SDS

 Email or fax the SDS

 View Product Aliases

 View European labeling (optional purchased service)

View an SDS

To view an SDS

1. Click on the Blue Paper icon next to the product name. If this icon does not appear, then an

SDS is not attached to this product entry.

2. The Product Documents pop-up box will appear. In some instances, 3E may have been unable

to obtain an SDS in your preferred language or format. In these cases an * will be listed next to

the language in the Product Document box.

Figure 15 – SDS Screen with Product Documents Box
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3. Click View. The image will appear in a new browser window using Adobe Acrobat® Reader.

Return to the SDS page by simply closing this browser window.

Figure 17 – Document in New Browser Window

Print an SDS

Adobe Acrobat® Reader allows you to scroll through the SDS page by page. You can zoom in to any

section of the SDS by using the controls on the Adobe Acrobat® Reader toolbar. Click on the Printer Icon

on the Adobe Acrobat® toolbar to print the document.

Figure 18 – Adobe Acrobat® Toolbar Showing Print Icon
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Email and Fax SDS

To email an SDS:

1. Click on Email in the Products Documents pop-up box.

2. Enter the Recipient’s email address, your name and your

email address. You can also enter an optional message.

3. The recipient will be sent an email with a link to the SDS.

Due to storage limitations, the link will only be active for 72

hours. The recipient will need Adobe Acrobat® Reader in

order to view the SDS.

Figure 19 – Email SDS Box

To fax an SDS:

1. Click on Fax in the Product Documents pop-up box.

2. Enter your name, your phone number, the recipient’s

name and fax number. Do not enter dashes in the fax

number. The fax option supports only U.S. and Canadian

phone numbers.

3. You can also enter an optional message.

Note: Email and fax features are optional. Please contact

your administrator if you do not have access.

Figure 20 – Fax SDS Box
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View Product & Manufacturer/Supplier Aliases

Some products in your 3E Online® catalog may have product and manufacturer/supplier aliases. An alias

is an alternative name for the product or manufacturer. Items with product aliases are identified by a

blue arrow in the search results screen. Click on the blue arrow to view the aliases.

Figure 21 – SDS Search Results Showing Product Aliases
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View European Labels & Risk Phrases

The European Label function is an optional purchased feature that allows users to view European

labeling within the SDS screen.

Click on the EU Label icon to access the labeling data. Only products with this icon will have labeling

information available. This will open the EU Labeling Screen. From this screen, you will be able to view:

 Hazard Symbols

 Risk and Safety Phrases

The data in this screen is derived directly from the SDS. To launch a glossary of symbols and phrases,

click on Risk & Safety Phrases.

Figure 22 – EU Labeling Screen
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Corporate Documents

The Corporate Documents feature in 3E Online® allows you to view generic corporate documents

provided by your administrator. This is an optional feature and may not be available to all users.

Program administrators can add new Corporate Documents by going to the Regulatory tab. These

documents can include:

 Policy

 Procedure

 Manual

 License

 Other (Miscellaneous Corporate

Document)

To view these documents:

1. Click Corporate Documents. The Corporate Documents screen will automatically open.

Figure 23 – SDS Search with Corporate Documents Link

2. Select your document from list of available items.

Figure 24 – Corporate Documents Screen
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3. Click the blue paper icon to open the document. The document will open automatically

and is available to view, print or save.

Search the 3E SDS Library

The 3E SDS Library allows a user to search 3E’s entire database of SDS. This is an optional feature that

may not be available to all users. To use this feature:

1. Click on the 3E SDS Library link on the SDS Page.

Figure 25 – SDS Page with 3E SDS Library Link

2. Use the drop-down boxes under Search For to choose your search criteria. The available

search criterions are dependent on the 3E Online® features purchased by your organization.

Figure 26 – 3E SDS Library Search Screen

3. Enter your search criteria in the white text box. You can select up to four search criteria to

refine your search.
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4. Click Search.

5. The search results will return the product name, manufacturer name, manufacturer part

number, SDS language and SDS region.

Figure 27 – 3E SDS Library Search Results

6. Click the blue paper icon to view and print the SDS.
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Product Catalog Tab

Only the Catalog Manager role group can access the Product Catalog features.

All features in this page are related to the complete corporate catalog and are not location-specific.

Along with access to this page, the Catalog Manager also has the ability to remove products from the

corporate catalog. The features in this page include:

 Searching the catalog

 Reviewing data about a product

 Adding new products to the catalog from the 3E SDS library

 Reviewing Customer Action items for the entire catalog

 Viewing catalog reports

 Viewing catalog statistics

Search Catalog

The SDS search options are expanded in the Search Catalog feature, but functions exactly the same way

as in the SDS page. Please reference the SDS Screen section of this guide for detailed instructions on

searching for an SDS in 3E Online®.

Additional search criterions include: Physical State, CAS Registry Number and EU Labeling. These search

criterions are purchased as optional features and may not be available to your organization.

Click on Search Catalog in the Product Catalog tab to search using this criterion. The paperclip icon

indicates that an SDS is available for a specific product.
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Searching Using Physical State

You can search for an SDS using five different physical states: Aerosol, Gas, Liquid, Powder and Solid.

The physical state search is based on data entered into your 3E Online® catalog, not data transcribed by

3E. To search:

1. Under Search For use the drop-down box to select Physical State. The search will automatically

default to Equals.

2. Choose the physical state from the drop-down box.

3. Click Search. The results screen will show all products with the selected physical state.

Figure 28 – Physical State Search

Searching Using CAS Registry Number

You can search for an SDS using the Chemical Abstract Service (CAS) Number. To search:

1. Under Search For use the drop-down box to select CAS RN. The search will automatically default

to Equals.

2. Enter the CAS Number into the white text box. CAS numbers can be entered with or without the

leading zeros and dashes.

3. Click Search. The results screen will show all products with the selected CAS number.

Figure 29 – CAS Number Search
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Searching Using EU Labeling

You can search for an SDS using the EU Labeling Risk & Safety Number if it has been enable in the

Customize This Search feature. If you do not know a Risk & Safety Number, click the Risk & Safety

Phrases link to view a glossary of phrases. To search:

1. Under Search For use the drop-down box to select EU Labeling. The search will automatically

default to Any Of.

2. Enter the Risk and Safety Phrase number. Separate multiple numbers by a comma or space.

3. Click Search. The results screen will show all products with the selected codes.

Action Button

For a specific product, the Action Button in the

Search Catalog results allows you to:

 View the SDS

 Create and view Safety Cards (optional)

 View Classification information (optional)

 View and Print Secondary Container Labels

 Edit Catalog products Information

 Request SDS in multiple languages and

formats

 Add or remove product attachments

 View Inventory Locations

 Customize SDS information

 Archive Products from the Catalog

A Figure 30 – Search Catalog Results with Action Button
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Viewing an SDS & Attachments

Using the Action button, you can view SDS and Attachments. An attachment is a document that is

restricted to your organization.

Note: Attachment features are optional. Please contact your administrator if you do not have access.

To View an SDS or Attachment, click Action and select View SDS & Attachments. The Product Documents

pop-up box will appear allowing you access to View, Email or Fax the SDS or an attachment.

Labels

The labeling module allows you to create secondary container labels that can be viewed and printed

directly from 3E Online®. Many of the labeling functions are purchased as optional features. You may

not have access to all labels. Please contact your administrator if you do not have access.

You can choose from a variety of labels, including those consistent with the National Fire Protection

Association (NFPA), Hazardous Materials Information System (HMIS®), WHMIS, EU and GHS/CLP labeling

systems. Due to the large numbers of labels available, this module is reviewed in detail in the 3E

Online® User Guide – Workplace Container Labels available under the Help tab in 3E Online®.

Note: Some NFPA and HMIS® labels are designed to work with specific LabelMaster® pre-printed color

labels. Other labels are designed to work with specific Avery labels. As you review the label, 3E Online®

will indicate the correct label for printing.

To generate a label:

1. Using the Action button, click on Label.

2. Click on the plus sign to open the menu for the label type you wish to use.

3. Continue to open the menu until you locate the labels you want to create. Choose a source

document for your label. Some users may have multiple formats of an SDS available.

4. Click Process Label. The Catalog Product Screen will open.
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Figure 31 – Label Screen

5. Select any custom values or additional information.

6. Click View Label. A pop-up box will appear with a PDF of the label. You can now print or save

the label.

Figure 32 – HMIS® Label in Adobe Acrobat® Reader
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Edit Catalog Item

The Edit Catalog Item feature allows you to add, edit or remove Custom Values, Product Name Aliases

and Manufacturer/Supplier Name Aliases from a specific product. A Custom Value is data specific to

your organization. Your administrator will determine what data should be captured in the Custom Value

fields. Custom Values are available in other areas of 3E Online®, including reports and search results.

To add a new Custom Value, Product Name Alias or Manufacturer Name Alias:

1. Click Edit Catalog Item on the Action button drop-down menu.

2. Choose the value to edit or add (Custom Value, Product Name Aliases or Manufacturer/Supplier

Name Aliases)

1. Click the button to add a new value. Click on next to the value you want to

change.

3. For Custom Values, use the drop-down to select the Custom Value name.

4. Enter the value in the white text box.

5. Click on to save to the data.

6. Click Submit to save your changes.

Figure 33 – Edit Catalog Item Screen
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Manage Obtainment

The Manage Obtainment feature is an optional purchased feature that is not available to all users. This

feature allows you to request SDS in a variety of languages and country formats. To request SDS in a

specific language:

1. Click Manage Obtainment on the Action button drop-down menu.

2. Choose the language and format from the list of available document types. If you do not see a

language and format, contact your administrator to request a new language.

3. Click on the pencil icon to edit the obtainment rule.

4. Under the Obtainment Rule column, use the drop-down box to select either Always or Never.

 By choosing Always, 3E will attempt to obtain the SDS in the language and format request.

 Selecting Never means that 3E will never attempt to obtain the SDS in the specified language

and format.

5. Click on the green check icon to save the obtainment rule.

6. Repeat these steps for additional languages and formats.

Figure 34 – Manage Obtainment Screen

Manage Attachments

The Manage Attachment function is an optional feature that may not be available to all users. This

feature allows you add documents to a product. These documents do not need to be SDS; rather they

can be any document that should be available with the product. This feature allows you view, add, edit

or delete a product attachment.
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To add an attachment:

1. Click Manage Attachments on the Action button

drop-down menu.

2. Click Add Attachment.

3. Enter the Document Title, Document Type,

Document Language and Revision Date.

4. Click Browse to locate and add a document. Only

pdf documents are accepted.

5. Click Submit to add the attachment.

To view, edit or delete an attachment:

1. Click Manage Attachments on the Action button drop-down menu.

2. Click View to view the attachment.

3. Click Edit to edit the attachment information. Make any changes as required.

4. Click Delete to remove the attachment. Enter the reason for deletion in the white text box and

click Submit.

View Inventory Locations

The View Inventory Location link on the Action button allows you to view all locations using a particular

product. You also have the ability to remove a product from a location.

To view and edit inventory locations:

1. Click View Inventory Locations on the Action button drop-down menu. A new screen will open

showing all locations using a specified product.

2. Click Archive to remove a product from its location. You can click Archive All to remove all

location associations for the product.

3. Click Back to return to the Search Catalog page.

Figure 35 – Add Attachment Screen
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Figure 36 – Catalog Item Location Screen

Customize SDS

The Customize SDS feature allows you to replace 3E indexed and interpreted data with user-generated

data at the catalog level. HMIS®, Fire Code and Chemical Ingredients data can be edited from this

screen. This is an optional feature that may not be available to all users. Editing data will override the

indexed and interpreted information provided by 3E. Edited data also appears on secondary container

labels and in the Product Summary page.

Please note: You may encounter minimal delays between entering data and the data being available in

all screens.

To access this feature:

1. Select Customize SDS on the Action button. Clicking on Customize SDS will open the SDS

Information screen.

2. Select the SDS Type (if SDS are available in multiple languages or formats).

3. Select the data type (HMIS®, Fire Code or Chemical Ingredients) to edit and click Edit.

4. The Customize SDS screen will open.
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Figure 37– Customize SDS Screen Showing Edit Function

HMIS

To update HMIS information:

1. Enter the new HMIS information using the drop-down boxes. You are restricted to the values

available in the drop-downs. The HMIS classification from the source SDS is provided for

reference.

2. Click Submit to save the new data. Clicking on Cancel will cancel your changes. You can also

copy data from the source SDS by clicking on Copy From Source SDS.

3. You will return to the Customize SDS screen. Edited data is identified by the icon. Indexed

and interpreted data from 3E is identified by the icon. These icons are visible on the

Product Summary and Labels section of 3E Online™ to identify the origin of the hazardous

material information.

5. Repeat these steps to update data for additional products.
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Figure 38 – Customize HMIS Screen Showing Drop-Downs

Fire Code

To update Fire Code information:

1. Enter the new Fire Code information using the drop-down and check boxes. You are restricted

to the values available in the drop-downs. The Fire Code classification from the source SDS is

provided for reference.

2. Click Submit to save the new data. Clicking on Cancel will cancel your changes. You can also

copy data from the source SDS by clicking on Copy From Source SDS.

3. You will return to the Customize SDS screen. Edited data is identified by the icon. Indexed

and interpreted data from 3E is identified by the icon. These icons are visible on the

Product Summary and Labels section of 3E Online™ to identify the origin of the hazardous

material information.

4. Repeat these steps to update data for additional products.
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Figure 39 – Override Fire Code

Chemical Ingredients

To update Chemical Ingredient information:

1. Enter the new CAS number and chemical name in the white text boxes. The indexed ingredient

information from the source SDS is provided for reference.

2. Click the Empty, Single, Range or Other radial buttons to enter the percentage of the ingredient.

3. Use the drop down boxes to select the modifier (=, >, <) and then select either By Weight or By

Volume.



3E Online® User Guide

3E Company Proprietary & Confidential Updated: June 201342

4. Click Insert to enter your data.

5. Click Done to save the new data. Clicking on Cancel will cancel your changes. You can also copy

data from the source SDS by clicking on Copy From Source SDS.

6. You will return to the Customize SDS screen. Edited data is identified by the icon. Indexed

and interpreted data from 3E is identified by the icon. These icons are visible on the

Product Summary and Labels section of 3E Online™ to identify the origin of the hazardous

material information.

7. Repeat these steps to update data for additional products.

Figure 40 – Override Chemical Ingredients

As required, you can remove Customized SDS Data from 3E Online™

To remove data:

1. Click Edit.

Figure 41 – Customize SDS Screen Showing Edit Function



3E Online® User Guide

3E Company Proprietary & Confidential Updated: June 201343

2. The Customize screen will open.

3. Click Remove. This will remove the custom data and restore the source SDS data.

Figure 42 – Customize HMIS Screen Showing the Remove button

4. You will return to the Customize SDS screen. The icon will be displayed. This indicates that

the origin of the data you see in 3E Online™ is indexed and interpreted data provided by 3E.

5. Repeat these steps to update data for additional products.

Archive from Catalog

Archive from Catalog is the final feature of the Action button. This feature allows you remove a product

from the entire catalog. In order to completely archive a product from the catalog, all location

associations must first be removed. Follow the process outlined in the previous section to archive all

locations. Once complete:

1. Click Archive from Catalog on the Action button drop-down menu.

2. Enter the reason for removing the product from the catalog in the white text box and click

Submit.

3. The product will now show Deleted in front of the product name.



3E Online® User Guide

3E Company Proprietary & Confidential Updated: June 201344

Add From 3E SDS Library

The Add from 3E SDS Library screen will allow you to add new products to your 3E Online® catalog. To

access this feature, go to the Product Catalog tab and select Add from 3E SDS Library. There are three

ways to add a new product to your catalog:

 Add the SDS from the 3E Library (optional feature)

 Add the SDS as a Document Upload

 Request that 3E obtain the SDS for you

Adding SDS from the 3E Library

Millions of SDS can be accessed using 3E’s SDS Library. Catalog Managers can use the Build Catalog

feature of 3E Online® to add SDS from 3E’s Library directly into your catalog. Access to 3E’s Library is an

optional feature and may not be available to all users. To add an SDS:

1. Under Search For select the criterion in the drop-down box.

2. Choose your criterion and enter the search text in the white text box. If searching by the

Manufacturer Name, 3E Suggest will populate a list of manufacturer names from 3E’s library.

3. Add additional criterion as required.

4. Click Search.

5. The search results will display a list of SDS matching your search criterion. The results will

provide the complete product name, manufacturer name, manufacturer part number, language

and region.

6. Click the Blue Paper icon next to the Product Name to view the SDS.

7. Click Add to add the product to your catalog.

8. A Pop-Up Box will appear asking the user if they want to add the product to an inventory

location. Click the OK button to begin this process.
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Figure 43 – Build Catalog Screen

9. Click on the location name to select the location.

10. Click on Add to add the SDS to the location. Clicking on Add & Edit will allow you to add the SDS

and edit the product information at this location.

11. Clicking Back will return you to the Product Catalog page.
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Figure 44 – Catalog Item Screen

12. The Product Name Verification feature will show you if a product is already in your catalog under

a different name. The orange verification icon will appear next to Added. Click on the

verification icon to see the product name of the item in your catalog.

Figure 45 – Build Catalog Screen Showing Product Verification Feature
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Adding SDS by Uploading Documents

If an SDS is not available in 3E’s Library, you have the ability to add a new SDS to your catalog. This

feature also allows you to add an SDS from the 3E Library, but enter your own product name and

manufacturer name information. To add an SDS:

1. Click on Add New Product.

2. Enter the Product Information in the appropriate text boxes. Product Name and Manufacturer

Name are required fields.

Figure 46 – Add Catalog Item Screen
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3. To add an SDS from the 3E Library, click the Green Plus Sign in the SDS from 3E Library

section. The Search 3E Library window will automatically open. This is an optional feature.

4. Under Search For select the search criteria and enter the value into the white text box. Click

Search to search the 3E Library.

Figure 47 – Search 3E Library Screen

5. Click Add to select your SDS.

6. The Choose SDS Language, Country screen will open. The available languages and countries are

based on client-specific obtainment options.

Figure 48 – Choose SDS Language, Country Screen
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7. Select your SDS language and countries from the available options. This is an optional feature.

8. The SDS you selected will now be available to view. If you selected an SDS in error, click the

Delete link.

9. Click Attach a File. Only PDF documents are accepted. You do not need to attached a PDF if

adding an SDS from 3E SDS Library.

10. Click Submit.

11. You will be able to Add Another Product, Manage Attachments or Add this Product to an

Inventory.

12. Click Add to Inventory to add this product to a specific location. The Catalog Item Locations

screen will open.

Figure 49 – Catalog item Location Screen

13. Click on the plus sign to open the facility.

14. Click on the facility name.

15. Click Add or Add & Edit to add the product to a specific location. The Add Inventory Item screen

will open. You can now edit or add any new product information.

Note: You must add a product to an inventory for the product to be available in the Inventory tab.
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Request that 3E Obtain the SDS

If an SDS is not available in 3E’s Library and you do not have a copy of the SDS, 3E can obtain it on your

behalf. To add the product to your catalog:

1. Click Add New Product.

2. Enter the Product Information in the appropriate text boxes. Product Name and Manufacturer

Name are required fields. Entering as much information as possible enhances 3E’s capabilities

to obtain the SDS quickly and efficiently.

3. Click Submit.

Customer Action List

The Customer Action List is an efficient way for 3E to communicate with you about products that need

your attention. These products require additional information from you in order for 3E to successfully

match the item to the correct SDS. Inventory Managers should review this list on a daily or weekly basis

to ensure these items are resolved so the SDS can be made available to your employees.

To access this feature, go to Product Catalog and select Customer Action List. In 3E Online®, you can

respond to Customer Action Items in two ways.

Responding using 3E Online®

This feature allows you to directly use 3E Online® to respond to one or more Customer Action Items.

Use the Search Options to locate a specific product or click Show All to see all Customer Action Items.

Once you have located a product:

1. Click Respond under the Action column. The Customer Action List Response screen will open.

2. 3E’s request for information will appear at the top of the screen under Step 1.

3. Enter the requested information into the appropriate field under Step 2.

4. If available, upload the SDS under Step 3.
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Figure 50 – Customer Action List Response Screen

5. If an SDS is not available, provide additional information under Step 3.

6. Click Update to complete your entry.

Exporting Excel List

You can also export the entire Customer Action List into Excel.

1. Click Show All under the Search Options to see all Customer Action Items.

2. Click Export to Excel.

3. Choose to either Open or Save the file.

4. The file will export into Excel for review.
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Catalog Reports

There are numerous reports available under the Catalog Reports feature. The reports are examined in

detail in the 3E Online® User Guide – Reports available in the Help section of 3E Online®.

Catalog Statistics

The Catalog Statistics page under the Product Catalog tab displays a quick summary of the following:

 Catalog Count: The total number of catalog items that are available for use throughout your

organization. This number does not represent the unique SDS count.

 SDS Request Count: The total number of SDS document requests for your catalog that have

been completed, are in progress, or require action from the customer. Please note a catalog

item can have multiple SDS requests depending on the language or formats required by

each facility.

 Inventory Count: The total number of catalog items that are assigned to specific inventories

across your entire organization.

 Complete: The number of catalog items that have been matched to an SDS.

 In Progress: The number of catalog items that are in the process of being matched to an

SDS.

 Customer Action Required: The number of products that require a customer response in

order for 3E to proceed. These products can be responded to via the Customer Action List.

Figure 51 – Catalog Statistics Screen
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Inventory Tab

Features in the Inventory Tab are dependent on the permissions assigned to specific roles. This tab is

not available to all users. All features in this page are location-specific and include:

 Search Inventory

 Manage Inventory

 Respond to Customer Action Items

 Create Inventory Reports

 Create Classification Reports (Optional purchased feature)

 Create Regulatory Reports (Optional purchased feature)

 Update Quantity Data

 Manage the Chemical Approval Process (Optional

purchased feature)

 Generate Inventory Statistics

 View Inventory History

Note: User guides for Optional purchased features are available in the Help section of 3E Online®.

Search Inventory

The Search Inventory feature allows users to search for products by location. The search options and

criteria are the same as in the Catalog tab. Depending on the permissions assigned in 3E Online®, some

users may only be able to access specific locations.
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To search for a specific product in a specific location:

1. Select the location from the Facility Tree. Click the plus sign to open sub-levels of the facility

tree.

2. Click on the location name to select a specific location.

3. For large or complicated facility trees, select the Search option to find the specific location.

Enter the facility name in the search box and click Search. Locations meeting the criteria

entered will be returned.

Figure 52 – Location Search

4. The SDS search options function exactly the same way as in the SDS page. Please reference the

SDS Tab section of this guide for detailed instructions on searching for an SDS in 3E Online®.

Action Button

As in the Catalog Tab, the Action Button in the Search Inventory feature allows you:

 View the SDS

 View and Print Secondary Container Labels
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Figure 53 – Action Button Menu

Additional features in the Inventory Tab allow you to:

 Create and View Safety Cards (Optional purchased feature)

 View Product Summary

 View Classification (Optional purchased feature)

 View Ingredients

 View Product Properties

 Edit the Inventory Item

 View Custom List Impact (Optional purchased feature)

 Customize SDS (Optional purchased feature)

 Respond to Client Action Items

 View Chemical Approval Form/Notes (Optional purchased feature)

Note: User guides for Optional purchased features are available in the Help section of 3E Online®.
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Product Summary

The Product Summary screen allows the user to see all

data associated with a product in one screen. This

includes:

 Product Information

 Inventory Information

 SDS Information

 Archived SDS

 Classification Data

 Handling and Storage

 First Aid

 PPE

 View/Fax/Email SDS

To access this feature, select Product Summary from the

Action button menu.

Click the drop-down box next to the SDS Revision Date,

to view data for previous SDS versions. Exiting the

Revision Data reverts back to the current SDS and

related data.

For products containing more than one SDS, the data for

each SDS is shown separately.

Note: Some data shown are optional purchased services

and may not be available.

Figure 54 – Product Summary Screen



3E Online® User Guide

3E Company Proprietary & Confidential Updated: June 201357

Ingredients

3E transcribes ingredient information directly from the SDS. The Ingredient option on the Action button

allows you to view the chemical components of the product, including: Chemical Abstract Service (CAS)

Registry Number, Chemical Name and Percentage. You can view this information by selecting

Ingredients on the Action button drop-down list.

Figure 55 – Ingredient Screen

Some users will have the ability to Override SDS Ingredients. This is an optional purchased feature and

may not be available to users.

To Override SDS Ingredients:

1. Click Override SDS Ingredients. The override screen will open.

2. Click Add New Chemical. The Add Ingredient screen will open.

3. Enter the CAS Number in the search screen and click Search. The search results will appear

below.

Figure 56 – Add Ingredient Search Screen

4. Click Add Ingredient next to the ingredient you want to enter.
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Figure 57 – Add Ingredient Search Results

5. If you can’t locate an appropriate ingredient or the ingredient is custom (ie: trade secret), enter

the ingredient name and click Add Custom Ingredient to add a custom ingredient.

6. The ingredient information will now be added to the product information and available for

reporting.

7. Click Revert to SDS Ingredients to return to the original 3E transcribed data.
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Product Properties

3E transcribes the product property information directly from the SDS. The Product Properties option

on the Action button allows you to view the physical properties of the product, including:

 Auto-Ignition Temperature

 Boiling Point

 Density

 Flash Point

 Gas Density

 pH

 Physical State

 Vapor Pressure and

 VOC

 Percent Volatiles

View this information by selecting Product Properties from the Action button’s list.

Figure 58 – Product Properties Screen

Some users will have the ability to Override Product Properties. This is an optional purchased feature

and may not be available to users.

To Override Product Properties:

1. Click Override.

2. Click the pencil icon.

3. Select the property to override: Physical State, VOC, Specific Gravity or Density.
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4. Enter the value and unit of measure (if applicable).

Figure 59 – Property Override Screen

5. Click the green check icon to save the data. To cancel, click the red X icon.

6. Click Revert, to return to the original transcribed SDS data.

Note: Changes only affect the item at the specific location.

Edit Inventory Item

3E Online® allows a user to edit product information at the inventory location. You can add Custom

Values as well as quantity, usage, REACH, SARA and Tier II product information. This data will then be

available for reporting and analysis. To access this feature, select Edit Inventory Item on the Action

button.

To Edit Inventory Item:

1. Enter inventory information into the appropriate fields. Use the drop-downs as needed.

2. Click Submit to save your data.

Note: This data is only available at the inventory location.
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Figure 60 – Edit Inventory Item Screen
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Manage Inventory

The second feature in the Inventory tab is the Manage Inventory function. This feature allows you to

add new products to a specific inventory. The inventory is built using your organization’s product

catalog.

Note: Click Show Me How for a quick tutorial on the Manage Inventory screen.

To build your inventory:

1. Select your location from the facility tree.

Figure 61 – Facility Tree

2. Click Go to get a list of products from the Catalog. You can filter items from the Catalog by:

 All Products – lists all products that are in the company catalog. Any items with a check

are in the selected location’s inventory.

 Products in Inventory – only lists products that are currently in the selected inventory

location.

 Products Not in Inventory – lists products that are not currently in the selected

inventory location but are in the Catalog.

3. Use the Search Criteria to locate a specific product by entering the criteria in the text box and

clicking Go.

Figure 62 – Build Inventory Search Options
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4. Add products to your inventory by checking the box next to the product. You can select multiple

products at one time.

5. Remove products from your inventory by removing the check from the box next to the product.

Figure 63 – Build Inventory Screen

Adding New Products

If a product is not available in the catalog, use the Add New Product feature to add a new product to

both the 3E Online® catalog and a specific inventory location. This feature will be available after you

have searched your catalog and determined that a specific product is not available.

With this feature, you can:

 Add an SDS from the 3E Library

 Add an SDS by uploading a document

 Request that 3E obtain an SDS

To get started, go to Manage Inventory and search the 3E Online® catalog. Once the search is complete,

the Add New Product link will appear. To add a product to your inventory:

1. Click on Add New Product. The Add New Inventory Item screen will automatically open.

2. Enter the Product Information in the appropriate text boxes. Product Name and Manufacturer

Name are required fields.
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Figure 64 – Add Inventory Item Screen
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3. To add an SDS from the 3E Library, click the Green Plus Sign in the SDS from 3E Library

section. The Search 3E Library window will automatically open. This is an optional feature.

4. Under Search For select the search criteria and enter the value into the white text box. Click

Search to search the 3E Library.

Figure 65 – Search 3E Library Screen

5. Click Add to select your SDS.

6. The Choose SDS Language, Country screen will open. The available languages and countries are

based on client-specific obtainment options.

Figure 66 – Choose SDS Language, Country Screen
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7. Select your SDS language and countries from the available options. This is an optional feature.

8. The SDS you selected will now be available to view. If you selected an SDS in error, click the

Delete link.

9. Click Attach a File if you want to add an SDS. Only PDF documents are accepted. You do not

need to attached a PDF if adding an SDS from 3E SDS Library.

10. In the Inventory Item Information, enter any storage and usage information to support SARA

reporting.

11. Click Submit when all data has been entered. The product will be added to both the 3E Online®

catalog and your inventory.

Customer Action List

The Customer Action List is an efficient way for 3E to communicate with you about products that need

your attention in order for 3E to successfully match the item to the correct SDS. Inventory Managers

should review this list on a daily or weekly basis to ensure these issues are resolved and the SDS is

available for your employees.

To access the Customer Action List:

1. Select a location on the facility tree and click Show All. This will display all the products that 3E

requires more information on in order to match it to an SDS for the selected location.

2. To see the Customer Action list for all locations, click My Locations on the facility tree.

3. Provide additional information to 3E by clicking Respond next to the product.
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Figure 67 – Inventory Customer Action List Screen

4. Review the 3E Request for Information box. This box contains any questions that 3E may have

regarding this product.

5. Enter the requested information in Section 3.

6. You may also upload the SDS to resolve the Customer Action.

7. Click Browse.

8. Locate the file you wish to upload and then click Update. The uploaded SDS will be sent to 3E as

a means to resolve that particular customer action.

9. Click Update to complete the request.
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Figure 68 – Customer Action List Response Screen

Optional: Export to Excel

Click on the Export to Excel button to export your entire Customer Action List to Excel in the event you

need to print the list.

Figure 69 – Export to Excel



3E Online® User Guide

3E Company Proprietary & Confidential Updated: June 201369

Inventory Reports

Reporting is reviewed in detail in the 3E Online® User Guide - Reports. However, the most common

inventory report accessed by 3E Online® users is the for Excel Friendly Export. To generate this report:

1. Select Inventory Reports from the Inventory tab options.

2. Select the location on the facility tree.

3. Select the report named for Excel Friendly Export.

4. Click Run Report.

5. The report’s toolbar functions allow you to Export the report to a variety of formats. Click on

the icon to select the report format. Reports can be exported to XML, CSV, PDF, HTML,

Excel, TIFF and Word.

Figure 70 – Excel Friendly Export Report

Note: This report is optional for Silver level users.
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Update Quantity Data

To assist you in managing your inventory quantity information, 3E Online® allows you to download an

Excel spreadsheet, edit you quantity data for multiple inventory items and then upload the changes to

your data. This information is required for several 3E Online® reports (SARA, REACH) to function

correctly. This is an optional feature and may not be available to all users.

Click Update Quantity Data from either the Home page or Inventory tab to access this feature.

To download the Update Quantity Data spreadsheet:

1. Select your location from the facility tree. If you are including sub-locations, click the box next

to Include a sub-location for selected location.

Figure 71 – Update Quantity Data Screen

2. Click Download. A pop-up box may ask you to Open or Save your file.

3. If saving, select the location on your desktop or network.
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The Update Quantity Spreadsheet contains three worksheets.

 Instructions – contains information about each column in the spreadsheet as well as

instructions on how to complete the form.

 Inventory Quantities – the worksheet that should be completed in order to update your

quantity information in 3E Online®

 Allowable Values – contains lists of allowable values in order to properly load your data into 3E

Online®.

Figure 72 – Update Quantities Spreadsheet

To complete the Update Quantity Spreadsheet:

1. Enter the data for each product in your inventory. As this template is used for several different

reports, all data may not be required for your purpose.

2. Whenever possible, use the drop-down boxes containing the allowable values.

To upload the Update Quantity Spreadsheet:

1. Click Browse to locate the Update Quantity Spreadsheet on your desktop or network.

2. Click Upload to submit the file. You may receive an error message if 3E Online® is unable to load

the file. Correct the errors and try again.
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Inventory Statistics

The Statistics page under the Inventory tab displays a quick summary of the following:

 Catalog Count: The number of catalog items in use across the selected location and its sub

locations.

 SDS Request Count: The total number of SDS document requests for the selected location and

its sub locations that have been completed, are in progress, or require action from the

customer. A catalog item can have multiple SDS requests depending on the language/formats

required by each facility.

 Inventory Count: The number of inventory items that are assigned to the selected location and

its sub locations.

 Complete: The number of products for the selected location and its sub locations that have

been matched to an SDS.

 In Progress: The number of products for the selected location and its sub locations that are in

the process of being matched to an SDS.

 Customer Action Required: The number of products for the selected location and its sub

locations that require a customer response in order for 3E to proceed. These products can be

responded to via the Customer Action List.

Select a location on the Facility Tree to see the statistics for that location.

Figure 73 – Inventory Statistics Screen
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Inventory History

The Inventory History feature allows you to view the history of a specific product in an inventory

location. Within this feature you can view both archived and active products for a specific location. For

this reason, there is no visibility to the current facility tree.

1. Select Inventory History from the Inventory tab menu

to access this feature.

2. Under Select Location, enter a complete or partial

location name in the white text box.

3. Click Search.

4. From the search results, click on your location name.

5. If you choose, enter a date range. Under Additional Filters, you can also select additional search

criterion.

6. Click Search. (Click Show All to see all products for your selected location.)

Figure 75 – Inventory History Search Results Screen

Figure 74 – Select Location
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7. The key next to each product will identify the product status in your selected inventory. The

keys are defined as:

The product was active for part of the selected timeframe

The product was archived for part of the selected timeframe

The product was archived for all of the selected timeframe

The product was active for all of the selected timeframe

8. Click Details next to any product to see specific inventory information about that product. You

will be able to review: Product Information, Inventory Information and SDS Information. You

will also be able to view previous versions of the SDS if available.

Figure 76 – Inventory History Details Screen
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Chemical Analysis Tab

The Chemical Analysis tab can be used to perform advanced chemical searches and view regulatory lists.

In the Chemical Analysis tab you can:

 Chemical Search - Search for products in your inventory by chemical constituent.

 Regulatory Lists - Use pre-defined United States, Canadian, and international regulatory lists to

identify products containing regulated chemicals.

 Manage My Lists - Create your own set of personalized

chemical lists. A list can include: ingredients, CAS RN or pre-

defined United States, Canadian, and international regulatory

lists. Lists can be independent or combined to identify products

containing chemicals that interest you.

 Regulatory Impact Analysis - Review and analyze products in

your inventory that have been affected by regulatory changes

for a specified period of time. (Optional Purchased Module)

Chemical Search

Chemical Search is used to find specific chemical constituents within your inventory. To locate a specific

chemical using this search:

1. Click on the location name to select the inventory to search (optional).

Figure 77 – Facility Tree
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2. Click on Find Ingredient then select Begins With, Equals, Ends With or Contains.

Figure 78 – Chemical Search Screen

3. Enter the information you want to search for in the white text box. You can search by:

 CAS RN

 Chemical Name

 Molecular Formula

 EINECS

 ELINCS

 Annex I Index #

 ENCS

 ISHL

 Korean ID

Note: Some search options are purchased features and may not be available to all users.

4. Click Search to start your search.

Figure 79 – Ingredient Search
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5. Check the box/boxes next to the ingredient(s) you want to search your inventory for and click on

OK.

Note: The results displayed originate in 3E’s database of chemical ingredients. These ingredients

do not represent ingredients or compounds specific to your catalog. 3E’s chemical ingredient

database generates data from multiple sources, including transcribed SDS data and Ariel™

chemical data. You may see CAS RN and Chemical Name combinations that are not necessarily

accurate, but originate from transcribed SDS data. Data is displayed this way to capture all

possible chemical synonyms.

Figure 80 – Ingredient Search Results

6. Click Search at the bottom of your search criteria to search your inventory.

Figure 81 – Chemical Search Results
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7. The results will show you all the products in your inventory’s location(s) that contain the

chemical(s) you searched for.

Figure 82 – Chemical Search Results for Selected Location

8. You can view the SDS and other related information by clicking on the Action button. To view

detailed information on some of the regulations pertaining to that particular chemical, click on

either the Product Name or the CAS Number.

Figure 83 – Regulatory References
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Each reference in the Regulatory Summary document is hyperlinked to additional documents for

further research. To access this data:

1. Click on the name of the reference. A new window will open with all available documents.

Figure 84 – Regulatory References Showing Hyperlink

2. Select the reference you want to review by clicking on the hyperlink under either Documents or

Overviews.

Figure 85 – Additional Regulatory References
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Regulatory Lists

The Regulatory Lists feature allows you to compare your inventory to more than 40 EHS related lists to

identify regulated and potentially regulated products and chemicals. These lists are all CAS Number

driven and compare the chemicals in your inventory to the Environmental Health and Safety Lists which

are updated monthly and made available in 3E Online®. To access these lists, select Regulatory Lists

from the Chemical Analysis tab.

To generate a Regulatory List:

1. Select a Location on the Facility Tree (optional).

2. Choose a regulatory list. Lists are separated in to four categories: North America, Latin America,

Western Europe and Custom List. Use the plus sign to open the regulatory list menu.

3. Click either Analyze or Run Report. Analyze will allow you to view the data within 3E Online®.

Run Report will allow you to export the results. You can also add a Custom Value to the report.

Figure 86 – Regulatory List Screen
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4. If you selected the Analyze option, a new screen will open containing your results.

Figure 87 – Regulatory List Analyze Results Screen

5. To get more information on that particular regulation and how it may affect products in your

inventory, click on Product Name or CAS number to access additional regulatory information. A

screen will open in your browser window.

Figure 88 – Results of clicking on Product Name or CAS Number

Manage My Lists

The Manage My Lists feature enables users to create custom regulatory lists based on specific

ingredients, CAS numbers, or a collection of regulatory lists. Once a custom list is created, it will appear

under the Custom List section of the Regulatory List feature under the Chemical Analysis tab. Users can

then analyze products in their inventory against these custom lists.
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Create Custom List

To create a custom list, go to the Chemical Analysis tab and select Manage My List.

1. Click Add New Custom List.

2. The Add New List pop-up box will open.

3. Type the name of your list in the white text box and then click OK. Your new list will then display

on the left hand side of the screen.

Figure 89 – Add New List Pop-Up Box

4. Click on the list name displayed on the left side of the screen to begin building your custom list.

The list name will be highlighted in RED once you have clicked on it.

Add Regulatory Lists

1. Click Add Regulatory List to add any one of the standard regulatory lists, or a combination of

lists. You can expand the categories by clicking on the symbol.

2. Check the box next to the list(s) you would like to add and click OK.

Figure 90 – Manage My Lists Screen Showing Available Regulatory Lists
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3. The regulatory list(s) you have selected will be added to your custom list and displayed in the

middle of the page. Your custom list is highlighted in RED on the left side of the screen.

Figure 91 - Manage My Lists Screen Showing Added Regulatory Lists

4. You can remove any or all of those lists by clicking on the trash can icon next to the list.

Add Ingredient(s)

1. Click on either Add Ingredient or Add CAS Number.

2. The Add CAS Number(s) pop-up box will open.

3. Choose either Begins with, Equals, or Ends with and enter the name of the chemical in the white

text box and then click the Search button.

Figure 92 – Add CAS Number Pop-Up Box.

4. The results will show all the ingredients that meet the chosen criteria.

5. Check the box next to each ingredient you want to search your inventory by and select OK at the

bottom of the page.
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Figure 93 – Add CAS Number(s) Pop-Up Box with Search Results

6. The ingredients that have been added to your custom list will appear in your Custom List,

highlighted in RED on the left side of the screen.

7. You can remove any or all of those ingredients by clicking on the trash can icon next to the

ingredient.

Figure 94 – Manage My Lists Screen Showing Added Ingredients

Note: You can enter any combination of regulatory lists and ingredients into the same list.
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Removing a Custom List

A Custom List can be removed by clicking on the trash icon next to the list name.

1. Click on the list name.

2. The list will be highlighted in RED on the left side of the screen.

3. Click on the trash icon next to the list name.

4. A pop-up box will appear asking if you want to delete the list. Click on the Yes button.

5. Your list will be removed.

Once a custom list is created, users can utilize this list within the Regulatory List feature in the Chemical

Analysis tab. Additionally these lists can be used as part of the chemical approval module.
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Regulatory Tab (Location Documents)

Within the Regulatory Tab, you will be available to create, revise and search for Location Documents.

Location Documents added to 3E Online® are available in the SDS and Help tabs. The Regulatory Tab is

optional and is not available to all users.

These documents can include:

 Policy

 Procedure

 Manual

 License

 Other (Miscellaneous Corporate Documents)

Note: Organizations that have purchased 3E’s Regulatory Services also have access to regulatory agency

documents.

The Location Documents feature allows you to:

 View a document

 Add a new document

 Edit Document Information

 Delete a Document

Search for a Document

Click Find Document to view all previously added documents. To view documents at a specific location,

click the location name and then Find Document. Click Action and select View Document.

Figure 95 – Location Documents Screen
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All documents will be displayed. Click the Include Expired Documents check box to view any documents

that may be expired.

Note: Click Legend to see a description of the difference types of documents.

Add New Document

To add a new document:

1. Click Add New Document. The Facility Document Add screen will automatically open.

2. Select the location (optional).

3. Enter the document information.

4. Click Browse to select your document.

5. Click Submit to load your document.

Figure 96 – Facility Document Add Screen
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Edit and Delete Documents

From the search results screen, you will be able to edit or delete documents.

1. Select the document and click Action.

Figure 97 – Location Documents Screen showing Action options

2. To edit a document, click Edit Document Information. The Facility Document Edit screen will

open automatically.

3. Make your changes and click Submit to save your information.

4. To Delete a Document, click Delete Document. A pop-up box will automatically appear asking if

you want to remove the document.

5. Click OK to delete the document.
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Admin Tab

The Admin tab provides administrative users access to 3E Online® management features. This tab is not

available to all users. The features include:

 Generating Administrative Reports

 Managing Custom Attachment Types

 Managing Custom Values

 Managing Notifications

 Managing Users

 Managing Locations

 Reviewing the Event Journal

 Creating Supplier Invites (optional purchased feature)

 Export Center

 Download Center

Reports

The 3E Online® User Guide – Reports describes the Admin reports in detail.
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Manage Attachment Types

3E’s Product Attachment feature provides the user with the ability to associate safety documentation to

a specific product in the product catalog. This feature allows the user the ability to view this information

in association with the SDS specific data already available within 3E Online®. In order for product

attachments to be available, the administrator must first create Attachment Types.

1. Under the Admin tab, click Manage Attachment Types. Enter the name of the new attachment

type in the box and then click Add.

Figure 98 – Manage Attachment Types Screen

2. To edit an attachment type, click on the pencil icon. Click on the red X to save your

changes.

Manage Custom Values

3E’s Custom Value feature provides the user with the ability to associate information to a specific

product in the product catalog. This feature allows the user the ability to view this information in

association with the SDS specific data already available within 3E Online®. A custom value can be any

data that is important for tracking and managing product information, including: Material Number, SDS

Number, Product Category, etc.
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1. Under the Admin tab, click Manage Custom Values. The Manage Custom Values screen will

open. You will be able to see all custom values for your organization.

Figure 99 – Manage Custom Values Screen

2. Click Add New Custom Value to create a new Custom Value. The Custom Value Information

screen will open.

3. Enter the Custom Value Name, Description and Value List in the white text boxes.

4. Click Add under Other Language if you wish to add a Custom Name in a language other than

English.

5. Click Enforce Value List check box to restrict the Custom Value to a specific list of values. This is

an optional feature.

6. Click Submit to save the Custom Value.

Figure 100 – Custom Value Information Screen
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7. Click Edit to edit an existing Custom Value.

8. Make the appropriate changes and click Submit to save the updated data.

Note: Do not create Custom Values with special characters (&, “, [). The special characters will not

appear correctly in 3E Online®.

Manage Notifications

The Manage Notifications feature in 3E Online® allows you to receive an automated e-mail containing

changes to SDS and classification information in their 3E Online® catalog. You can receive up to four

notifications:

 SDS Document Changes - Identifies new or updated SDS documents.

 Ingredient Changes - Provides a CAS Number comparison between the previous SDS and the

new SDS. The report identifies CAS RN additions, modifications and deletions. (Optional

purchased feature)

 US Chemical Classification Changes - Compares the Fire Code Classification performed on the

previous SDS versus the new classification for the updated SDS document. (Optional purchased

feature)

 GHS/CLP Classification & Labeling Changes - Provides notification of new or updated GHS/CLP

classification & labels based on the updated SDS. (Optional purchased feature)

To use this feature:

1. Click Manage Notifications in the

Admin tab.

2. Click the check-box next to the

notifications you want to receive.

3. Enter your email address.

4. Select the email format: Text or

HTML

5. Click Submit.

Figure 101 – Manage Notifications Screen
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Manage Users

3E Online® allows administrative users to create, edit, or deactivate users within their organization.

From the Admin Tab, select Manage User. Within the Manage Users features, you can:

 Search for existing users

 Add new users

 Edit existing users

 Deactivate users

Searching for Users

3E Online® has easy-to-search boxes that allow an Administrator to search the system for all users

assigned to your organization.

1. Use the search boxes and filters to locate a specific user or click Show All to generate a list of all

users assigned to your organization.

Figure 102 – Manage Users Search Screen

2. You can filter your search by selecting the specific role group in the Filter by User Group drop

down box.
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3. Once you have located a user, the search results will display the User Name, E-Mail, First Name,

Last Name, and User Group.

Figure 103 – Manage Users Search Results

Adding Users

Administrators have the ability to add new users to 3E Online®. To add a new user:

1. Click Add New User on the Admin tab.

Figure 104 – Adding New Users
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2. If required, assign a user to a specific location. If a user can access all locations, click the check

box next to All Locations.

3. Enter the user’s credentials.

4. If a user is part of the Chemical Approval process, click the check box next to Send daily chemical

approval notifications.

5. Click Submit to enter the user.

Figure 105 – Entering User Credentials

Inviting Users

Administrators have the ability to invite new users to 3E Online®. Rather than create a user name and

password, an administrator can select the location and role group and send an invitation to a new user.

Invitations are generated through 3E Online® and do not require access to your email system. To use

this feature:

1. Click Invite User on the Admin tab.

Figure 106 – Inviting New Users
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2. Select the User Location and User Group.

3. Enter the users you wish to send invitations. Enter one e-mail per line.

4. Edit your contact information (as required)

5. Click Submit. Your invitation will be sent automatically via 3E Online®.

6. Invitations will remain active for 30 days.

Figure 107 – Invite Users Screen

New User Registration

New users that receive invitations to join 3E Online® will have 30 days to respond to the invitation. To

register as a new user:

1. Click on the secure hyperlink in the invitation to access 3E Online®. The New User Registration

screen will open automatically.
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Figure 108 – New User Invitation Email

2. Enter a User Name, Password, First and Last Name.

3. Click the check box next to Send daily chemical approval notifications, if the user is part of the

chemical approval process and wants to receive daily notifications. Chemical Approval is an

optional purchased feature and is not available to all users.

4. Click the Register button.

Figure 109 – New User Registration Screen
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Editing Users

Administrators have the ability to edit or deactivate existing users in 3E Online®. To edit a user:

1. Use the search features to

locate the user.

2. Click Edit link in the Action

column.

3. If required, change the user’s

locations. If a user can access

all locations, click the check

box next to All Locations.

4. Update the user credentials as

required.

Figure 110 – Edit User

5. If a user is part of the Chemical Approval process, client the check box next to Send daily

chemical approval notifications.

6. Click Submit to update the user credentials.

Manage Locations

3E Online® allows administrative users to create, edit, or deactivate locations within their organization.

Within the Manage Locations features, you can:

 Add New Sub-Locations

 Edit Existing Locations

 Move Existing Locations

To access this feature, select Manage Locations on the Admin tab.
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Add New Sub-Locations

Administrators can add new locations at any level in their 3E Online® facility tree. To use this feature:

1. Select the Parent location from the facility tree. Your new sub-location will be positioned under

the parent location.

2. Click Add Sub-Location.

Figure 111 – Modify Locations Screen

3. Enter the Location information: Location Name, Country and Description. Location names must

be unique within your organization’s 3E Online® facility tree. There is also maximum length of

50 characters.

4. Click the check-box if inventory will be allowed at this location.

5. If Chemical Approval is required at this location, enter the number of chemical approvers.

Chemical Approval is an optional purchased service.

6. Click Submit to save the new sub-location.

Figure 112 – Adding a new sub-location
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Editing Existing Locations

Administrators can edit locations at any level in their 3E Online® facility tree. To use this feature:

1. Select the location from the facility tree.

2. Edit the information as required.

3. Click Submit to save the updated information.

Moving Locations

Administrators can move locations at any level in their 3E Online®

facility tree. To use this feature:

1. Select the location in the facility tree.

2. Right-click on the location and click on Cut.

3. Select the Parent location.

4. Right-click on the location and click on Paste.

Figure 113 – Moving Locations

Event Journal

The Event Journal is a reporting tool that allows an administrator to review actions that have occurred in

the catalog. This feature provides a review of activity generated by all users within an organization. To

access the Event Journal, go to the Admin tab and select Event Journal.

From the Event Journal screen, you can generate a report using a variety of criteria:

1. Select the location by clicking the check box (optional).

2. Select the date range (optional).

3. Enter a specific user name (optional).

4. Select one or more event types by clicking the check-box.

5. Click Run Report to generate the report.
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The report will show all activity that meets the criteria you selected. As with all 3E Online® reports, the

Event Journal can be exported to Excel for further analysis.

Figure 114 – Event Journal Screen
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Export Center

The Export Center feature enables you to effortlessly download SDS from 3E Online® at any time. This

on-request tool has the flexibility to create a batch export of all SDS used at a location, or allow you to

refine the request to more specific criteria. Once submitted, requests are completed and an email is

sent to the requester notifying them that the request is available for download.

This feature will not slow down your computer, as requests are compiled on 3E’s servers. In addition,

there is no software to install. Pending and completed requests are centralized within 3E’s Download

Center. There are two export types:

 Backup SDS – Saves SDS to your computer. This option is suitable for burning a CD/DVD, ftp

transfer, flash or local storage. Individual PDF files are compiled into the export. An index is

provided with each product hyperlinked to the SDS.

 Print Multiple SDS – Creates a file that is suitable for printing. SDS are compiled in alphabetical

order into one or more PDFs. Each PDF is approximately 500 pages for easy printing. A

printable index is provided.

To begin your export:

1. Select Export Center from the

Admin tab.

2. Click on the Export type. The

Export Catalog Params screen

will open.

3. Complete the form by entering:

Export title and notification

email address.

4. Select the appropriate filters.

5. Click Submit.

6. You will be notified by email

when the export is ready for

download.

Figure 115 – Export Catalog Params
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Download Center

The Download Center is the section of 3E Online® where you can retrieve your exports. You will receive

an email notification when the export file has completed compiling and is ready for download. This can

take up to 24 hours depending on file size.

You can access the Download Center by selecting Download Center from the Admin tab. All available

downloads will be available.

1. Select the file to download. The hyperlinks will expire after 5 days.

Figure 116 – Download Center

2. A pop-up box will appear asking if the file should be opened or saved.

3. Click Open. A WinZip file will open.

4. Select all files: Master Index and all SDS PDFs.

5. Click Extract.

6. A window will open asking you where to save the files.

Select the location on your computer to save the file.

7. Once the extract is complete the file will be available on

your computer.

Figure 117 – File Download Pop-Up Box
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Help Tab

The Help tab in 3E Online® is available to all users and provides the following:

 What’s New – Recent enhancements made to 3E

Online®.

 Training Center - Comprehensive step-by-step

instructions on how to use 3E Online®, including 3E’s

interactive Show Me How tutorials.

 Frequently Asked Questions (FAQ) – A collection of

the most commonly asked questions about how to

use 3E Online® and its modules.

 IT Requirements – A full list of IT requirements

needed to run 3E Online® efficiently. Your current

configuration will be analyzed and displayed

automatically.

 Glossary of Terms – A compilation of EH&S terms and definitions.

 Contact 3E - View contact details for each of our 3E Company office locations and obtain

information on 3E InstaCall.

 Corporate Documents – View corporate documents provided by your administrator. See the SDS

Tab section of this guide for instructions on this feature.
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Show Me How

3E provides tutorials throughout the entire site to assist you as you navigate through the application. To

access this feature you may select Show Me How in the upper right corner of the page. These tutorials

will take you through each step in the process for the particular page you are on and provide additional

guidance on the use of this feature.

Figure 118 – SDS Page with Show Me How

3E InstaCall

If you cannot find the SDS you need or if you need technical support, you can arrange to have a live 3E

Customer Care Representative call you. Click on the 3E InstaCall button located in the bottom left

corner of every page of the 3E Online® application. To use this feature:

1. Click on the 3E InstaCall button located in the bottom left corner of 3E Online®. The InstaCall

form opens in a new browser window.

2. Complete the form.

3. Use the drop-down box to choose when you would like to be called.

4. Click Call Me! to send your request to 3E.



3E Online® User Guide

3E Company Proprietary & Confidential Updated: June 2013106

Figure 119 – 3E InstaCall Form

Contact 3E

3E representatives are available 24-7-365. To contact 3E:

Speak to a Representative:

24/7/365 Toll-Free Hotline: 1.800.451.8346 (US and Canada only)

Local Phone: 1.760.602.8700

Toll Free: 1.800.360.3220 (US and Canada only)

Fax: 1.760.918.4130

Questions and Comments:

online@3ecompany.com

SDS Updates:

updates@3ecompany.com


