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Ensure you have Use
downloaded the universityofnotredame
EHSInsight app as the Site Name

EHS Insight
m Business CEEE Profile
tarTex Software

QEHSInsight

To begin, please input your Site Name below.

If you do not know your Site Name, please contact your
company's EHS Insight administrator.

l universityofnotredame l .ehsinsight.com

=T JUNIVERSITY OF
NOTREDAME
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Click Sign In with Okta
and complete two step
authentication

1:22 -l T 3

Profile

QEHSInsight

You may sign in using the Single Sign-On (SSO) provider
listed below.
—

Sign In with Okta

Or, if you have an EHS Insight application account, you
may sign in using it below.

a ’ Username

a Password

Sign In

Forgot your Username or Password?

Sign In To A Different Site
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Use your lab’s QR
code to initiate a
monthly self inspection

Only those granted permissions
in EHSInsight will be able to
complete a self inspection.
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Double check that the — T

| ] L} | ]
scoping section Is
Scoping
accurate s
eeeeee

Is this for a single building?

v Yes

How many rooms/portion(s) of building will be inspected?

If information is not accurate or you

receive an error code, pleasereach  ccciccmmmmms S0
out to lab safety at labsafety@nd.edu @«

We can update the informationand ..

make sure you are given permissions =

. .
I n E H S I n S I g ht . Laboratory Routine Safety Inspection v | Q
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Questions
Scroll down to the
questions S

e Click on the arrow to the left of each
section header to expand the section
o Mark “Yes” if question is being
followed appropriately.
o Mark “N/A” if question does not
apply to your lab.
o Mark “No” if question is not being
followed appropriately.
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You can mark Yes, No, T—
or N/ A at th € tOp Of oot long St and s et shore Setvad s
each section in green to

complete questions for -

the entire section. R —
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Creating a CAPA

Marking “No” will initiate o
the CAPA process.
* |If the item is corrected at o

the time of the

iInspection, you change
the “No” to “Yes”




Creathnga CAPA  Gwiow

Has this action already been completed?

v | fes MNo

Click on the magnifying glass to
search for a name for who
completed the action.

5 this action assigned to a single parson?

W | Yes MNo

Completed By

If the question only applied to a o o @
single space instead of the whole -
lab you can enter that “Yes” it was

for a specific room. If it applied to

s this CAPA for a specific Room(s) or Building(s)?

Yes MNo

Date Completed

all lab spaces, leave “No” checked.

Describe the finding(s) from the nonconformity or improvement opportunity.

Lab personnel at times wear PPE outside of the lab.



CreatngaCAPA v

Describe the finding(s) from the nonconformity or improvement opportunity.

. Lab personnel at times wear PPE outside of the |ab.
« The language in these " >

b Oxe S Ca n b e m O d ifi e d to Describe the action(s) that were taken to correct the nonconformity or improvement

rea d a S S peCifi C a S n eed Ed ::;ecj-,.'elc:- a process to ensure lab personnel refrain from wearing PPE ou®
for your lab and situation. ”

@ Add Attachment

You can also add
attachments to show the
issue and correction.
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Assigning a CAPA to be Completed at a Later Date
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ASSlgnlng a CAPA NOTREDAME

If the itemis notableto "

be corrected at the time BEE
of the inspection, leave - _
the box indicating
whether the action is
completed marked as

“No”



Assigning a CAPA it it

Has this action already been completed?
Yes (v No

e Leave the box checked “yes” this action is assigned to

A . . . . Is this action assigned to a single person?
a single person. All action items will be assigned to a > v () ne

single person to complete the form.

Assigned To

o Use the magnifying glass to search for who to assign ction Type
the CAPA tO. Corrective / Nonconformity hd
Due Date
2024-05-10

e  The CAPA can be assigned to a specific room or to the
Wh0|e Iab. D |5 this CAPA for a specific Room(s) or Building(s)?

e No

A

Describe the finding(s) from the nonconformity or improvement opportunity.

e  The description of the finding(s) and action to correct ————  1=b personnel st times wear 2o outsice of the lab.
the finding can be modified to reflect as specific as .
you’d like to be in the report.

Describe the action(s) to correct the nonconformity or improvement opportunity.

Develop a process to ensure lab personnel refrain from wearing PPE outside of the
lab.



ssign

a CAP

ng

Depending on the finding, you can mark it as minor,

intermediate, or serious. \

You can choose to escalate the action if it is not
corrected by the escalation date. This will send an
email to whoever you escalate it to if it becomes
overdue.

 ———

You can also choose to review the action before it is
considered closed. The person who fills out the report
will be the reviewer of the action.

Attachments can be added to show the issue.
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Describe the action(s) to correct the nonconformity or improvement opportunity.

Develop a process to ensure lab personnel refrain from waaring PPE outside of the
lab.

Priority

Should this action be escalated?

' Yes Mo

Does this action escalate to a single person?

Yes No

Escalate To

Escalation Date

2024-06-09

Should this action be reviewed?

Yes v | No

@ Add Attachment
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Once all questions have been answered as Yes, No, N/A you can
fill in any additional comments at the bottom.

You can save a draft if you are needing to pause the inspection or
need to finish filling it in later.

Once the inspection is complete click “Submit” to save the
inspection and submit it. RMS can see that it was completed.

If you would prefer to complete the inspection on a paper form and
enter it later you can “Print Form” to print off the question set. Just
make sure that an inspection is entered each month in EHSInsight
so that RMS can see it was completed.



Questions? G

Email labsafety@nd.edu if you have any questions with EHS Insight or the
inspection itself.

Insight
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