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Purpose

Meridian
Safety Data Sheets — Editor

Instructions for searching for, adding, editing, modifying and deleting Safety Data Sheets in Meridian.

Participants

IPF Occupational Safety and Compliance staff.

Procedure for SEARCHING FOR SDS files

Unlike other areas of Meridian, when working with SDS documents, you will first Search for the SDS/MSDS sheet in
Meridian before adding, modifying, editing or deleting the file. The SDS may be in Meridian already as an older version
or filed under a different shop. After finding the document, you will then make the decision on what action to take.

1. Open Meridian - (Make sure you are using the correct version)

2. Open the Operational Vault, then select the Occupational Safety and Compliance Scope if you aren’t there
already.
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3. Click on the Nav View list



4. Select either the SDS Sheets (Manufacturer) or SDS Sheets (Product Type) Nav View, or select Product
Name CONTAINS from the Find Toolbar drop down and type in the product name depending on how you want
to search.
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5. Double-click on the file in Meridian to open it and compare it with what you have to add to Meridian.

6. If the document is the same, or very similar, open the Properties Pane.

7. Open the ‘Safety Data Sheet’ tab and check the ‘Doc SubClass’, ‘Date of Issue’ and ‘Shop(s)’ fields to verify
the document you want to add is in fact a new document and not a replacement.
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Notes DMS History
—— = = = Safety Data Sheet
SDS_SEALANTS_BLOCK_IT_PRIMER
&\ SDS_SEALANTS_ALL_PURPOSE_SE Doc Class SDS ars SAFETY DATA SHEET ars
@[] SDS_SEALANTS_410_QUICK_DRY_A!
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& SDS_PAINTS_102_ ASPHALT_PRIME Date of Tssue
@-(&) SDS_PAINTS_PRIMER_94.pdf
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If you find an older version of the SDS sheet, go to MODIFYING SDS FILE
CONTENT

If you find the same SDS sheet under a different shop, go to EDITING SDS FILE
CONTENT

If you do not find the SDS sheet in Meridian, continue to ADDING THE SDS FILE
If the SDS is no longer used by any Shop, go to DELETING THE SDS FILE
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0’0

X/ X/
0’0 0’0

Procedure for ADDING SDS file content

8. Drag the file from your computer into Meridian
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9. Pick Document type: Safety Data Sheets and click OK

el Select Document Type @

WWhich document byvpe should be used For '3M prirer 94, pdf'?

@ Construction Standards

@ Facilities D ata Reports

@ Forms and Templates

@ Operational Drawings

@ Folicy, Procedures, References
@ Froject Diocument

@ Project Drawing

Safety Data Shee
=l azk
@ Init Repaorts

I O, I[ Zancel ]

10. Fill in the Wizard. Use the magnifying glass to select from the drop down list of values.
a. Use the magnifying glass icon to see drop down lists. You can pick multiple for Shop.
Type the Product Name and the File Suffix will auto-populate to become what you see in the file name.
Selecting Delete Source will ensure Meridian is the central repository for the SDS sheets.
If you need to look at the file, click View
Click finish

o ac o



L2l Import 30 prirner 94, pdf - Enter/Edit Properties E

Setaluez To Copy Existing Document Y alues

System Defaultz | kdy D efaultz | Curent Selection Browse to Document | el

Safety Data Sheet | Motes |

Doc Class A sbs | SAFETY DATA SHEET

Sub Class A sos | SAFETY DATA SHEET

Security Level | FB PUBLIC

Department SAFE 'DCCUPATIONAL SAFETY AND COMPLIANCE
Date of Issue = gs1020017 <]

Shop .,H PAINT

Manufacturer .,H 3
Product Type | PaINTS

Product Hame primer 94
File Suffix "PRIMER 94

File Marme: |

Delete Source

11. The document will now be in Meridian in a quick change state and you will need to Release it:

:_ADHESIVE_HEADLIM... | HEADLIMER & FABRIC ADHESIVE, P 35202
CLEAMER_HIGH_PO... | HIGH POWER BRAKE CLEAMER. PM 02230
sD5_PAIMTS_FPRIMER_34... | PRIMER 94

SDS_CLEAMER_RUST_FL.. | RUST FIGHTER-. PMNO3332
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12. Right Cllck then select Document Workflow, then select Release Quick Change.
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Print
Open with
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Copy Hyperlink to Clipboard
Edit Revision Level
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@ Release Quick Change

You can enter a short comment in the document log,

Zancel

14. The document is now in Meridian.

SDS_ADHESIVE_HEADLIN...
SDS_CLEAMER_HIGH_PO...

SDS ELE.-'l'-.NEFE RUST_ FI

HEADLIMER & FABRIC ADHESHE, PN 33308
HIGH PO'wWER BRAKE CLEAMWER, P 032

RUST FIGHTEH I PHOBES2




Procedure for MODIFYING SDS file content

After searching and verifying the file is already in Meridian, but needs to be replaced with a newer version...

8. Right-Click, sclect Document Workﬂow then select Start Quick Change

AUS_LLEANEH_LENERAL.,
SDS_ADHESIVE_HEADLIM...
LEAMER_HIGH_PO...
1l

BENERAL FURFUSE AUHEDIVE LLESNER FIY
HEADLIMER & FABRIC ADHESIVE, PM 33203
HIGH PO'WER BRAKE CLEAMER, PM 02230
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Open with Adobe Acrobat XI MOS292
+ Print LECTRICAL TAPE
ol _ LIENT FLOOR PROTECTOR
¥ Open with MNE FLOOR FROTECTOR
¥ WD ELECTRICAL COATING
= e .
+ it Properties ¢ ADHESIVE, DP420 BLACK
¥ .. Copy Hyperlink to Clipboard JPRENE RUBEER AMD GASKET ADHESIVE 2141
¥ Edit Revision Level T
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;
1 Document Workflow k L|_| Start Quick CEHQE
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9. Click OK

@ Start Quick Change

‘fou can enter & short comment in the document log.
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10. Drag and Drop the new file directly on top of the file in Meridian, let go and select Replace Document

Content.
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11. nght-cllck then select Document Workflow, then select Release Quick Change.
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12. You can fill in a comment about the new version, then Click OK
@ Release Quick Change

. You can enter a shork comment in the document: log.

MEW YERSIORN|

[ Ok ] [ Cancel

13. The new version of the SDS is now in Meridian.
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Procedure for EDITING SDS FILE PROPERTIES

After searching and verifying the file is already in Meridian, but the shops, date of issue, or other properties need to be
updated...

1. Right- Chck and select Edit Properties

SDS_aDHESIVE_GEMERA... | GEMERAL PURPOSE ADHESIVE CLEAMER

SDS_CLEAMER_GEMERAL... | GEMERAL PURPOSE ADHESIVE CLEAMER PM 02924, 0232

SDS_ADHESIVE_HEADLIM... | HEADLIMER & FABRIC ADHESIME, PN 28802
B Rl = ADWER BRAKE CLEAMER, PH 03880

SDS_PAIMTS_PRIMER_94... | PRIME 124
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+ = 50S5_ADHESIVE_SCOTCH-.. Copy Hyperlink4d Clipboard DHE
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2. Fix any properties that need to be updated, then click Finish.

L&A Create 'SDS_PAINTS_PRIMER_94.pdf - Enter/Edit Properties =
Safety Data Sheet I Mates ] 9
Doc Class A 'sps " SAFETY DATA SHEET
| sub Class A 'sps 'SAFETY DATA SHEET |
Security Level A Pe PUBLIC
Department SAFE DCCUPATIONAL SAFETY AND COMPLIANCE

| Date of Issue i naams - |

Shop ﬂ

D LANDSCAPE MECHANICS

M anufacturer ,;:' A 3
Product Type 4| PAINTS

| Product Name FRIMER 34 I
File Suffix FRIMER 94 '

File M arne: .SDS_PAINTS_PRIMER_M
Wi

Store az My Defaults |

Finish ] [ Cancel




3. If the edits you made change the file name, you will see this dialog box. Click Finish.

i{;} Mowe or Rename Document @

The changes that you have made will result
in renaming this document!

Prezs Finish to continue. or Cancel to return
to the Edit Properties dialog.

Cancel

Procedure for DELETING SDS FILES

Once you have searched for the SDS file and verified the product is no longer being used by ANY shop and

needs to be deleted...

8. Select the file in Meridian

9. hit the Delete key on your keyboard.

1| SD5_CLEAMER_GEMERAL.. | GEMERAL PURPOSE ADF
8 1| SDS_ADHESIVE_HEADLIM... | HEADLIMER & FABRIC AD
... | PRIMER 34

=L RRAKE CLE

SMEH_HIH

R, PMOB3E

10. If you are sure it should be deleted, click Yes.

Confirm Document Delete

ves ||| Mo

Areyou sure you want to delete '305_PAINTS PRIMER_94.pdf'?
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Revision History and Owner of Document

Created by: Facility Information Services | fissuport@ipf.msu.edu | 517-353-3434 | FIS Support Portal
Created: September 2017

Updated: February 7, 2025
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