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Add Substance

If your Organisation transports or stores 
hazardous or non-hazardous Substances, 
it’s important to keep a track of their 
locations, quantities, and thresholds, so 
that associated risks can be identified 
and information around handling and 
storage requirements is available to the 
business.

These details should be recorded in the 
Substance Register.

Substances can be entered via a 
Webform, or by direct entry into your 
system.

In this guide, we’ll look at the direct entry 
method.

Introduction
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Begin at the Substance Register. This is 
found under Assets in the Menu Bar.

The register shows key, summary 
information for all Substances already 
added to the register

To add a new Substance, click ‘Add’.

Substance Register

‘Substance Inventory’
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This loads a short form which captures 
the minimum, mandatory information 
required to add a new Substance to the 
register.

Enter the Substance Name - this should 
be the full name of the Substance, as 
stated on the Substance’s Safety Data 
Sheet (or SDS).

Enter the name by which the Substance 
is commonly known to your Organisation 
in the Common Name field. This might be 
a brand name or a shortened version of 
the full name.

Short Form
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Select whether the Substance is 
hazardous. If you’re unsure, check 
Section 2 of the SDS.

If Yes is selected, an additional field 
appears which requires you to select the 
Class that the hazardous Substance 
belongs to. Again, refer to section 2 of  
the SDS for this information.

If it belongs to more than one class, 
select the Primary class here - additional 
classes and sub-classes can be selected 
later in the procedure.

Short Form cont.
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Select the Site(s) that should be able to 
view the Substance data by using the 
checkboxes.

If the Substance should be visible to the 
entire Organisation, select the global 
level.

Once all fields are filled-in, click ‘Save’.

Short Form cont.
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The Substance has now been saved, 
exposing additional fields of information 
across a number of new tabs.

The Substance Details tab is where the 
fundamentals of the Substance are 
recorded.

To add a photo of the Substance to the 
record, click the ‘+’ icon, and locate the 
photo on your computer. A copy of the 
file will be added to the record.

Add Photo
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The Hazard Classifications section applies 
only if the Substance is hazardous.

If you answered ‘No’ to this question 
earlier on, this table will be populated 
with ‘No Class’ and there are no further 
changes to be made.

If you answered ‘Yes’ to this question, the 
selected Class will be visible in the 
Register

To add additional information relative to 
the selected Class, click ‘Actions’, then 
‘Edit’.

Hazard Classifications



Add Substance
Where it belongs to more than one Class, 
Tick the ‘Mark as Primary’ checkbox to 
indicate that the selected class is the 
Primary class.

The fields displayed within this section 
will differ depending on your country. 
Select any sub-class or Hazard 
Classification codes that apply to the 
item, referring again to the SDS  to 
ensure that the correct options are 
chosen.

In the Application field, provide a brief 
description of the use of the Substance. 
This can be found in Section 1 of the SDS

Once all fields are filled-in, click Save 
Hazard, and repeat the procedure for any 
additional classes that apply to the 
Substance

Hazard Classifications
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The Location of Storage section records 
details of where the substance is located 
and in what quantities.

To record the first location, click ‘Add’.

Location of Storage
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Locate and select the blue level Site 
where the Substance is located.

Optionally, select the Department that 
the location relates to.

Enter specific information about the 
location in the Location field.

Record how it is stored, e.g. it may be in a 
secured cabinet, or in a sealed drum.

Location of Storage cont.
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Use the Total Quantity and Unit fields to 
record how much of the Substance is 
stored in this location.

Enter the date that the Substance was 
checked and select the Person Type and 
Name of the Person who performed the 
check. Smart Search will locate the right 
person as you begin to type.

Provide the name of the supplier of the 
Substance for this location.

Next, select the Person Type and Name 
of the Person within the Organisation that 
authorised the Substance to be located 
here.

Location of Storage cont.
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Enter the name of the Transporter, the 
date it arrived and any reference code or 
number that your Organisation may have 
in relation to the Substance’s 
transportation to the location.

To add a photo of the substance in this 
specific location, click ‘Attach File’ and 
locate the photo on your computer. 

Finally, use the freetext Notes field to add 
any additional information regarding the 
storage or location of this particular 
instance of the Substance.

Click ‘Save Storage Location’ to save the 
details.

Location of Storage cont.
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The Location now appears in the register.  
Repeat this procedure for wherever the 
Substance is located across the 
Organisation.

When viewing the Substance record 
later, the ‘Show this substance - all sites’
check-box may be ticked in order to view 
all sites where the Substance is located, 
regardless of the Sites selected via Site 
Selection and your User permissions.

Location of Storage cont.
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The Description section builds on the 
details initially entered.

Select the Overall Severity for the 
Substance, relative to your Organisation. 
Select between high, medium and low.

Select the Category the Substance 
belongs to. The options available here 
are defined by your Organisation in 
Settings.

Enter the Packing Group and UN# as 
stated in Section 14 of the SDS.

Supply the CAS# as found in Section 3 
and any Approval# that applies to your 
region, found within Section 2.

Description
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The SDS Section is used to save a copy of 
the Safety Data Sheet for the Substance 
being added. As per the on-screen 
information, these can be downloaded 
from the manufacturer’s website and 
should be saved on a local computer or 
server, as well as in Damstra Safety, to 
make the information is as accessible as 
possible

To store a copy in your Safety system, 
click ‘Attach File’ and locate the file on 
your computer. 

Enter the Issue Date of the SDS. The 
Expiry Date will be automatically set to 5 
years from the Issue Date. Ensure the 
SDS is replaced with an up-to-date copy 
before this date arrives.

SDS
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Provide the Supplier details in the free-
text field, as found in Section 1 of the 
SDS.

Note that additional fields regarding 
licence requirements may be present, 
depending on your country.

SDS cont.
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In the Composition / Ingredients Section, 
enter or copy/paste this information 
from Section 3 of the SDS.

This serves as an alternative place to find 
this detail without having to refer to the 
SDS.

Composition / Ingredients
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In the Limits section, enter any applicable 
time-weighted average, short-term 
exposure, PEAK or General Excursion 
Limits as found in Section 8 of the SDS.

Limits
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In the Carcinogenic Class section, select 
the carcinogenic classification of the 
substance as found in Section 11 of the 
SDS.

Carcinogenic Class
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The Notifications & Requirements Tab is 
where we can record the considerations 
the Organisation must apply in the 
storage and handling of the Substance in 
order to be compliant and keep People 
safe.

The Requirements section is where we 
can record the necessary health or 
training requirements associated with the 
Substance. Check the boxes for all that 
apply.

Notifications & Requirements Tab
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In the PPE Required section, click ‘Add’ 
and begin typing the name of any 
equipment that is required when 
handling or transporting the substance.

Smart Search will locate the item from 
your PPE Register as you begin to type.

Once the right item is found, click ‘Save 
PPE’ and repeat for any additional items.

PPE Required
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In the Substance Files section, store any 
relevant files additional to the SDS by 
clicking ‘Add File’ and dragging and 
dropping files to the shaded area, or click 
to locate them on your computer.

Substance Files
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The Storage Compatibility Guidelines
section uses Pictograms to indicate 
which classes of Substance can be 
stored with the one being entered, based 
on the Classifications you entered earlier.

Note that this is a guide only, and you 
should consult the SDS prior to storage.

Use the free-text Additional Storage 
Comments field to add any further notes 
that may be relevant to your 
Organisation’s policies around the 
storage of this particular substance.

Storage Compatibility
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Depending on the location of your 
Organisation, an additional Notification 
Section may be present

Check any boxes that apply to the 
Substance being entered.

Once all relevant tabs and sections have 
been completed, click ‘Save’ to return to 
the Substance Register.

Notification
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The new Substance has now been saved 
and is visible in the register.

Substance Saved




