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The colleges inventory has security features between inventory levels.

Inventory Levels and 
Privileges
Resources are any object purchased by the college to help either in professional, student growth whether it 
be in the classroom, as independent projects.

Personal or PI

Here is the basic level of inventory for your 
GVSU property assigned to you for scholarly 
activity

Department

Purchased equipment used for curriculum, 
courses, shared departmental use.

Extended Department

This group includes personal and department 
inventories for everyone in the department

College

At this level this searches all items within the 
department.

• Personal
• Department
• Extended Department
• College

What are Privileges

Inventory Searches

What people can see?

General Users

General users of the system will only be able 
to view and edit their own personal inventory.  
However you will be allowed to search your 
departments inventory and be able to view all 
data associated with the resources.  They also 
will be able to search the extended department 
and the entire colleges inventory for items we 
own but it will not allow general users to see 
locations of items only who has ownership over 
the resource.

Department Administrators

This group includes department staff and unit 
heads who need to over see all of the depart-
ments inventory.  They will have access to view 
and edit, this includes everyone in the extended 

department.

College

At this level this searches all items within the 
department.

The college would like to foster 
an environment of shared 
resources, but that does not 
mean open access to all infor-
mation.  We consider access to 
knowledge of resources impor-
tant when fitting and when it 
does not disturb other projects 
and curriculum equipment was 
intended for.
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Install Instructions

RMS Software Download

RMS is built on the FileMaker Pro platform provided by Claris.

Please go to the following link to download the software to you computer.

https://gvsu365-my.sharepoint.com/:f:/g/personal/hancocza_gvsu_edu/EsEVsqqiRnBBk-
65popRT7x4B4q7FwE-oNxHttgGr5S9ZZQ

Installation instructions for Mac, PC, and iOS systems

Windows Installer

Step 1 

Select the “FMP 20.1.1.zip” file.

Click Download.

When the download is finished, 
choose the “Show in Folder” icon (see 
below).

Step 2: Installing FileMaker Pro 
2023

Right click the “FMP 20.1.1.zip” file 
and choose “Extract All…”.  Choose 
any location.

Make sure that you have Admin rights 
on the computer or know someone 
who does, otherwise it won’t install 
correctly.  If you don’t know who does, 
contact hancocza@gvsu.edu and 
they’ll help you figure that out.

After the files extract, it should open 
up a folder with a file in it called FMP 
20 Installer.lnk

Double click the FMP 20 Installer.lnk 
file.  This will remove old versions of 
FileMaker and install the new version.
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Step 3: Adding CSIMS to the Launch Screen

On the desktop, you should see an Add CSIMS Database.cmd file.  Double click that 
to add our host and CSIMS database to the FileMaker launch screen.  This will need 
to be done for anyone who logs into the computer for the first time, if they will be 
accessing FileMaker.

Step 4: Login

Open Filemaker Pro and when the  main FileMaker Screen is shown, double click the CSIMS 7 icon and log in using your GVSU 
username/password.  If you are logged in on a GVSU Windows computer, it may auto login instead of asking for your user name.  
Once you login, you should be all set.

 

Mac Installer
Step 1: Download FileMaker Pro 2023 
from the OneDrive link.  Follow the 
link to the file (FileMaker Pro).  Log 
into OneDrive with your GVSU email 
address.

Select the “GVSU FileMaker Pro 2023.
pkg” file.

Click Download.

When the download is finished, 
choose the “Show in Finder” icon (see 
below).

Step 2: Installing FileMaker Pro 2023 
(Figures 2-4 below)

-Right click the “GVSU FileMaker Pro 
2023.pkg” file and choose “Open”.  A 
security notice will come up.  Click 
“Open” on this window.  You need to 
right-click instead of double-click, as 
it’ll be blocked from opening if you 
double-click.

On the Introduction screen, click 
Continue.

On the Destination Select screen, 
choose the main drive if there is more 
than one option, then click Continue.

On the Installation Type screen, click 
Install.  Click Finish once it’s done.
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On the Destination Select screen, 
choose the main drive if there is more 
than one option, then click Continue.

On the Installation Type screen, click 
Install.  Click Finish once it’s done.

On the Installation Type screen, click 
Install.  Click Finish once it’s done.

Step 3: Adding CSIMS to the Launch 
Screen (Figures 5-7 below)

Go to your Applications folder.  Scroll 
down the list to FileMaker Pro.  We 
recommend that you add it to the 
dock or the Desktop for easy access.

Open FileMaker Pro.  In the launch 
screen, click the Add App button.  
From there, click the From Hosts… 
button. 
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In the resulting window, click the + 
button next to the Search Hosts field.

Fill in the fields with the following:

Host’s Internet Address: rms.clas.
gvsu.edu

Favorite Host’s Name: RMS

Click Save.  The Database list should 
now be populated.

Click on the RMS database.  Click OK. 
This will add it to your favorites.

Step 4: Login

In FileMaker Pro, click FileMaker Pro 
in the upper left corner.

Click Preferences…

Under the User Name section, select 
Other and enter your GVSU user-
name.  This will make it easier to log 
in each time.  Click OK to close the 
window. (see Figure 8 below)

In the main FileMaker Screen, double 
click the CSIMS 7 icon and log in us-
ing your GVSU username/password.  
Once you login, you should be all set.
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Scan barcodes in order to reprogram your zebra, symbol, motorola 
barcode scanner.

Scanner Programming 
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Scan barcodes in order to reprogram your zebra, symbol, motorola 
barcode scanner.

Scanner 
Programing 



The symbol barcode reader allows users to 
quickly read and input barcode numbers.  It 
allows you to  perform checkout and physi-
cal inventory quickly.

Allows users to print GHS compliant second-
ary containment labels.

Brother QL-800 Printer
Prints Industrial quality equipment labels 
with barcodes for equipment.

Brother PT P700

Allows users to print GHS compliant second-
ary containment labels.

Brother DK-2251 
Prints Industrial quality equipment labels 
with barcodes for equipment.

Brother TZE-S251

Please see purchasing information at www.gvsu.edu/clas/rms/

Purchasing Information 

Allows users to interact with the inventory 
and allow the use of the onboard camera to 
record photos in the inventory.

Apple i-Pad
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Symbol Barcode Reader

The college’s Resource Management System offers many different functions, some equipment 
helps with inventory functions, below is the additional equipment that can be purchased to help 
with inventory  needs.

Inventory  Equipment 
Functions
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Functions within the RMS system.  

The College of Liberal Arts and Sciences is supporting initial implementation costs for each 
department.  Please contact rms@gvsu.edu for more information. 

Inventory 
Overview

Please contact rms@gvsu.edu for further 
details.

RMS allows department 
to define their  catego-
ries.  This allows users 
to divide long inventory 
lists into smaller man-
ageable chunks.

Scanning resources 
allows 

Daily backups with  
four month history

Inventory Categories iPad application for 
mobile inventory man-
agement

GHS Standardized 
Labeling

Depreciation Schedule 
for equipment replace-
ment planning.

Barcode Implementa-
tion

Equipment Sign Out 
process and record 
keeping

RMS is a supported benefit to the CLAS departments 
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Department statistics will give you a brief 
summary of department equipment

This menu has all of the system functions 
available.

Allows you to choose commonly used 
functions and place them on the overview 
for quick access

Main Title Overview

Favorite Tool Bar

Function Menu 

Dashboard for your starting 
point.1

2

3

2 3

Department Statistics
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Allows you to navigate between functions 
of the inventory system.

Utility allows a quick search of the inven-
tory.  For more information please click 
here

List all types of resources within the 
requested search

All inventory utilities will be located be-
low in the bar.  This bar changes buttons 
depending on what type of inventory you 
are viewing. 

General Inventory Layout

Resource List

Search Utility

Utility Bar

1

2

3

4

2

3

4

Navigation List
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Allows you to switch the type of resource 
for the item.

 Descriptor of the resource

Depending on what type of resource there 
will be specific information available to 
enter

Allows user to describe location of the 
resource.  Including building, room, and 
allows users to enter a custom location.

General Inventory Layout List Components

Specific Resource Information

Resource Description

Resource Location

1

2

3

4

2 3

Resource Type

4 5 6 7 

Quantity of Items

Resource Owner

Resource Detailed Information

5

6

7

Calculates the number of items in inven-
tory for this resource

Displays the faculty or staff member for 
who is responsible for this resource.

Button to view the detailed information of 
for a resource.



1

1
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This shows you the current search param-
eters of the inventory.

Search box allows you to search for spe-
cific resources you need.

This is exactly what it means click this 
button to search for what you need.

Search Bar Overview

Search Button

Search Box

Definitions

1

2

3

2 3

Inventory Search Parameters

Inventory Search Parameters

Definitions

Allows you to select which level of inven-
tory to search

Search box allows you to search for spe-
cific resources your need.

Searches selected user defined primary 
type

Search in Custom Primary Type

Resource Type

1

2

3

Level of inventory

2 4

5

4 Search in Custom Secondary 
Type

Searching levels. 1. Personal, 2. Depart-
ment, 3. Extended Department, 4. College

Choices are the main resource types.

Biologicals, Chemicals, Collections, Con-
sumables, Equipment,Technology

Searches selected user defined primary 
type

5 Apply Sets all search criteria for the user
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Allows you to navigate between functions 
of the inventory system.

Input data that describes product or 
equipment. 

Product types in system.

All inventory utilities will be located be-
low in the bar.  This bar changes buttons 
depending on what type of inventory you 
are viewing.

Resource Detailed Inventory Overview

List for barcoded or general 
items 

Resource Specific Information 
 

Utility Bar

 

1

2

3

4

5

2

3

4

Resource Navigation
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Resource Specific 
Functions 
Each research type has specific functions.  This section goes through specific helpful tips to get more from 
using this system.
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Allows users to view and download field 
Safety Data Sheet to review before using.

Shows general chemical information, 
including total amount and stats.

Lists all recorded hazard information for 
chemical.  Please see more information at 
http://www.gvsu.edu/sds/

Inventory will allow you to print a 2D 
barcode for the item with the PT-P600 
label printer.

Search the checkout log for all instances 
of item and display it for the user. 

Chemical Inventory Specific Functions

Global Harmonized System of 
Hazard Identification

Chemical Inventory Amounts

Print individual barcode.

Check out log button

Utility Functions
1

2

3

4

5

2
3

SDS View

7 8

Allows users to delete line items from the 
item inventory

Delete6

Printing of GHS approved label for sec-
ondary containment

GHS Label Printing7

Creates easy way to search inventory 
by CAS, and add new chemicals to your 
inventory.

Add Resource Utility8
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4/759

  |  

Printing GHS Labels

Add Item Utility

07

08 03

04

The system allows you to print a GHS compliant secondary 
containment. Printing is done on the Brother two color la-
bels.  We have three different sizes of labels to choose from 
to fit your appropriate bottle.

www.example.com

1. Clicking on the labels button in the chemical inventory allows you to 
print 3 different preformated styles.

2. You must have a working QL-800 label printer available.  This will allow 
you to print black and red which is what the GHS label requires.

3. Click the button and an image of the button will be displayed and the 
system will prompt you to print the label.

 All label formatting is designed to comply with the Global 
Harmonizing Standard for Chemical Hazards.  More infor-
mation can be found at http:/wwww.gvsu.edu/sds
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Allows you to navigate between functions 
of the inventory system.

Utility allows a quick search of the inven-
tory.  For more information please click 
here.

List all types of resources within the 
requested search.

All inventory utilities will be located be-
low in the bar.  This bar changes buttons 
depending on what type of inventory you 
are viewing.

Equipment Inventory Overview 

Resource List

Search Utility

Utility Bar

1

2

3

4

5

2

3

4

Utility List
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Functions within the RMS system.  

The College of Liberal Arts and Sciences is supporting initial implementation costs for each 
department.  Please contact rms@gvsu.edu for more information. 

New Equipment 
Requests

Please contact rms@gvsu.edu for further 
details.

System will allows 
the college to record 
reviewer comments  for 
each request allowing for 
more transparency

Departments can carry 
over and edit previous 
requests. 

Daily backups with  
four month history

Committee Feedback

GHS Standardized 
Labeling

Depreciation Schedule 
for equipment replace-
ment planning.

Department Manage-
ment

RMS is a supported benefit to the CLAS departments 
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Search Bar allows you to view specific 
fiscal years, and which items have been 
approved by the Dean’s Office.

This allows you to add a new equipment 
request.

List all requests summaries within the 
requested search.

Allows you to edit the details of each 
request including justification for the 
equipment purchase, and attachment of 
PDF information.

New Equipment Request List View

Request List

Add Request

Detailed Button

1

2

3

4

5

2

3
4

Search Utility

Allow departments to read comments 
from the committee allowing feedback 
and transparency.

Committee Comment Tag

5
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6

Department reasoning for requests .

Reason for Request

7

Include vendor and website for the items 
requested.

Vendor Information

8

Upload any quotes and information per-
taining to the request.

PDF Documentation

23

Allows information for type of equipment, 
cost, and quantity.

Allows departments to prioritize the new 
equipment list.

Department funds to help support the 
request.

Building location for the equipment. If the 
request requires a facilities upgrade type 
yes into the form.

New Equipment Request Detailed View

Department Support

Priority 

Location and Facilities Upgrade

1

2

3

4

5

4

5

6

Equipment Request

Document the number of students which 
will use the equipment, and the course or 
courses this new equipment will support

Student Support

7 8
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The Decision will be posted here.  The categories are as followed

1. Funded
2. Request appropriate but no funding
3. Unfunded

New Equipment Request Comment View

1

2

Committee Decision

Any comments the committee would like to relay to the requesting 
department are posted here .

Committee Comments

Equipment requests once reviewed by committee will have the final decision posted for the department to review.
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Allows you to navigate between functions 
of the inventory system.

Utility allows a quick search of the inven-
tory.  For more information please click 
vhere

List all types of resources within the 
requested search

All invnetory utilities will be located be-
low in the bar.  This bar changes buttons 
depending on what type of inventory you 
are viewing.

New Equipment Request Review Process

Resource List

Search Utility

Utility Bar

1

2

3

4

5

2

3

4

Utility List
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    3 Select SDS

       4  Select FIND
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       5  Search for chemical by name or CAS number

SDS Management Pro-
cedure

       1

How to update Safety Data Sheets - 
Filemaker Pro

Open Most recent “SDS Update Email”. SDS Update 
emails are sent daily to ehs@gvsu.edu. If you would like 
to be added to the mailing list, please email Aaron Perry 
at perryar@gvsu.edu.
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       3

       2

Open Download and open attached file. File will not 
open unless Filemaker Pro is installed.

Upload or update chemical to the SDS.Chemicals that 
need updating show this symbol:

*Note that the most recently uploaded chemicals may be 
located at the top (fig. A) OR bottom of the page (fig. B)

       4



29

       5 After choosing a chemical to update, identify if 
there is a CAS Number listed (shown under “CAS 
Number”). If there is, skip to Step 10. If there is 
not, proceed to Step 6. 

     6 For chemicals with no CAS Number, select “Set 
MSDS Number”
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     7 Select “Create SDS File”

     8 Select “View SDS”
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     9 A new SDS needs to be uploaded, even if the fields were previously 
filled in. Research and find a SDS, then download to your files. DO 
NOT MOVE ON TO STEP 10: PROCEED TO STEP 15

*Tips for researching SDS:

1. Be sure the SDS you choose is from a reputable source. You may find SDS on the 
product’s website or on a supplier’s website.
2. All chemicals’ SDS should be taken from Sigma Aldrich’s Website: https://www.
sigmaaldrich.com/US/en/structure-search
3. Ensure the SDS is as recent as possible. Ideally, SDS should meet OSHA’s 
Hazard Communication standard put in place on June 1, 2015 (eCFR 1910.1200)

     10 Select “View SDS”
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     11 A new SDS needs to be uploaded, even if the fields were previously filled 
in. To find a recent SDS to upload, press Ctrl + 1 on your keyboard. This 
will take you to Sigma Aldrich’s website.

     12 Select the download button.

     13 Select the English language option.
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     14 Select the download button and save to your computer.

     15 Use alt+tab to go back to Filemaker Pro. Open Files.

     16
Drag SDS download to the box in the bottom right corner.
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     17 The Hazard Assessment section should automatically fill in. 
However, the information must be checked for accuracy. To begin 
this process, select “hide SDS”. 

     18 To refresh the page, select the “<” button, which shold take you to a 
different SDS. Then press the “>” button to return to your SDS. The 
document on the right should no longer be there. 
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     19 When checking the Hazard Assessment section, there are 3 things 
to look at: the Signal Word, the Hazard Codes, and the Pictograms. 
Because the SDS is no longer on the screen, you may use ctr+tab to 
toggle between windows to view the SDS for comparison.

19c. Pictograms: Pictograms are also typically located in 
Section 2 of an SDS – near the Signal Word. To add a pictogram to 
the GHS pictograms, drag the pictogram from the right column of 
the screen to the GHS Pictograms section. To delete a pictogram, 
select the desired pictogram and hit “Backspace” on your keyboard.

Example SDS, Page 2:



36

     20 Select “Manuall Set GHS Hazard Summary”.

     21 Select the “Back” button to go back to the home screen of SDS that 
need updating. Don’t be avlarmed if your updated SDS chemical is 
still listed-it may take a day to disappear from the list.



37

Scheduling Utilties

     1 Select Room Scheduling to reserve a room for a course.
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View rooms in calendar.     2

     3 Search course by name.
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     4 View classes by instructor.

     5 In the utility bar below you can adjust calendar settings, refresh, 
reset calendars, also view event list, view and print your schedule.
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     6 Under Create New Event you can Enter Event Description to reserve a 
room for a course.
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Hazardous Waste Labeling 
     1 How to Access the Tool in Filemaker Pro

     2 Select RMS

     3 Enter Login Information
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     4 Select “Hazardous Waste” icon from your Favorites Tool Bar

How to Create a New Label

     1 Select “New Record” 
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     2 Input “Container Type” and “Container Size” into highlighed label. “Department”, “Barcode”, “User”, “Accu-
mulating Start Date “, and “Status” will autofill. Hazardous Waste Type will be filled in later on. 

     3 Once finished, select “View” to further edit your label.



44

How to Add Constituents Manually

     1 Select the “+” button to add constituents of waste manually

     2 Select the search icon to look for the chemical in Grand Valley’s Safety Data Sheet Database
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     3 You may search for your chemical by name in box 1 or by CAS number in box 2.

     4 Once you’ve found the desired chemical, select the “+” button to add the chemical to the constitu-
ents list. Note that you may add multiple constituents at a time by selecting the search icon after 
each chosen chemical.
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     5 Once all desired chemicals are selected (CAS numbers are listed on the left hand side) select “Add 
Chemicals to Constituents”.

     6 Select the checkbox (es) that apply to your constituents.
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     7 Scroll down to finish editing your label. Ensure that the fields “Start of Accumulation”, “User” and 
“Department” are correct. You may also add any desired notes into the “Notes” section. These can 
be accessed at any point for your later reference and will be iewed by EHS staff when bulking.

     8 Select the printer icon next to the desired label size to print.
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How to Add Constituents from a Laboratory Prep List

     1 Select the “Create Label from “Prep” button.

     2 Select one or more options from the dropdown menu.
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     3 Once chemicals are added to the constituents list, select the checkbox (es) that apply to your constituents.

     4 Scroll down to finish editing your label. Ensure that the fields “Start of Accumulation”, “User” and “Depart-
ment” are correct. You may also add any desired notes into the “Notes” section. These can be accessed at 
any point for your later reference and will be viewed by EHS staff when bulking. 
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     5 Select the printer icon next to the desired label size to print.

How to Bulk Chemicals (EHS Staff Only)

** Note to Staff: Bulking chemicals is now to be done by EHS staff. Bulking will 
be done once weekly, date to be determined. If bulking is needed sooner than the 
scheduled time, please email EHS staff (ehs@gvsu.edu) to make an appoinmtent. 
If bulking by Laboratory Supervisors is necessary, please email EHS staff with the 
name of the satellite container bulked, and the container it was bulked into.

     1 Highlight the label for the satellite container to be bulked.
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     2 Select “Bulk Container”

     3 Select “Yes” in prompted box.

     4 Type the barcode of the corresponding hazardous waste label of the bulk container OR scan the bulk 
container label barcode.
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     5 Your container has been bulked in the system. Select “View” in the corresponding screen to view the 
updated constituents of the container.

     6 View the constituents in the “Hazardous Waste Label” box.


