
 

myLab Laboratory Information Card Generator User Guide 

 

As of today, the laboratory information card (LIC) generator will be available through myLab system.  

Only full (editing rights) access users will be able to edit and print the laboratory information card. 

The laboratory information card must be updated (edited, printed and posted on all laboratory doors) 
every THREE years or anytime there is a new information available. 

Please note that the laboratory information card in myLab is now created by room. See below 
for more details when generating laboratory information cards for shared rooms. Note if the 
room is shared among several PIs, it is essential to communicate with all parties so that the 
information presented on the LIC is accurate and up-to-date. 

 

1. How to OPEN the Laboratory Information Card form 

 

Once you log-in to myLab (https://mylab.mcgill.ca), a new section titled “Administration” will now 
appear.  

Select “Labs”. 

 

 

The new screen displays the list of all rooms attached to the myLab account of the PI.  

Click on “Edit Placard” for the room you want to edit the LIC 

https://mylab.mcgill.ca/


 

The new screen displays the editing form of the LIC. Please provide all required information. 

 

2. How to CREATE A NEW Laboratory Information Card 
a) Left side of the form 

The fields for Building Code, Building Name, Lab number, PI Name and the PI Office Phone Number 
are filled automatically (red arrows). 

The field for “Last Updated” date (green arrow) will be filled automatically with the present date (the 
date the LIC is created). 

The field for SDS location is also filled with “myLab” (blue arrow), however, additional information can 
be added in this field, if needed. 

This information is mandatory. 

 

Please fill all relevant fields (see below): 

• PI Emergency (personal) phone number. 
• Safety person contact information (name, office and emergency phone numbers). At least 

ONE safety contact information is required. For each safety contact person, both office and 



emergency (personal) phone numbers are required. When printing the LIC, choose whether to 
show the personal numbers or not. The personal phone numbers are available to the McGill 
Security Services department for emergencies. 

• Other SDS location (i.e. paper copies), if applicable. 
• Other hazards or additional pertinent information (i.e. other safety contact, contact information) 

can be added in the filed “Other Dangers/Hazards” 

Red arrows show mandatory information. Yellow arrows show required information, if applicable. 

 

b) Right side 

On the right side, select “Hazards and Warnings” to view the hazard pictograms. 

 
Click on the appropriate pictogram(s) for the hazards present in the lab. The four Personal Protective 



Equipment (PPE) pictograms will be shown automatically on the printed LIC if at least one hazard 
pictogram is selected. 

Click “Save”.  

 

 

3. How to CREATE A NEW Laboratory Information Card for SHARED laboratories 

Only ONE laboratory information card is available in myLab for each room. The Principal Investigators 
that share laboratories will access the SAME LIC in myLab for the room(s) they share. Consequently, 
before printing, each PI must add the contact information and hazard pictograms. The LIC must show 
the contact information and the hazards from all the PIs. Please note that each PI must print his/her 
own laboratory information card for the shared room because the “PI information” component (see 
below highlighted in yellow) will show only the information for the PI that edits/prints the LIC. The other 
information on the LIC is common for all the PIs sharing the room. 



 

 

a) Left side of the form 

The fields for Building Code, Building Name, Lab number, PI Name and the PI Office Phone Number 
are filled automatically (red arrows).  

The field for “Last Updated” date (green arrow) will be field automatically with the present date (the 
date the LIC is created or edited). 

The field for SDS location is filled with “myLab” (blue arrow). If additional information needs to be 
added for SDS location (i.e. location of paper copies, if available), please use “Other 
Dangers/Hazards” field (blue arrow). This field provides more space for all the PIs sharing the room. 

This information is mandatory.  



 

Please fill all relevant fields (see below): 

• Each PI must add his/her own emergency (personal) phone number. 
• Each PI must add the safety person contact information (name, office and emergency phone 

numbers). At least ONE safety contact information is required for each PI. For each safety 
contact person, both office and emergency (personal) phone numbers are required. When 
printing the LIC, choose whether to show the personal numbers or not. The personal phone 
numbers are available to the McGill Security Services department for emergencies. 

• Other SDS location (i.e. paper copies), if applicable must be added in the “Other 
Dangers/Hazards” field. 

• The field “Other Dangers/Hazards” can be used for additional safety person contact 
information (for additional PIs sharing the room), other hazards or other SDS location (i.e. 
paper copies). Other pertinent safety information can be added in the field. 

 



 

After all PIs added their information, the LIC must be printed by each PI sharing the room and posted 
on all laboratory doors.  

a) Right side of the form 

On the right side, select “Hazards and Warnings” to view the hazard pictograms. 

 
Each PI must click on the appropriate pictogram(s) for the hazards related to the products handled / 
stored in the laboratory. If a hazard pictogram was already selected by another PI sharing the room, 
please DO NOT unselect it. Select additional hazard pictograms pertinent to you products if not 
selected by other PIs. The LIC for shared rooms must show the hazard pictograms for all PIs. 

The four Personal Protective Equipment (PPE) pictograms will be shown automatically on the printed 
LIC if at least one hazard pictogram is selected. 



Click “Save”.  

 

 

4. How to EDIT (make changes on) a previously created Laboratory Information Card 

When editing (making changes on) a previously created LIC, please apply the same steps used when 
creating a new LIC (see sections 2 and 3). Please note that the previous information will be shown in 
the editing form. Check all information and update by adding new information or removing/changing 
existing information that are no longer valid. 

For shared rooms, make sure you update ONLY the information pertinent to your laboratory team or 
hazardous products used / stored. DO NOT update information from other PIs.  

 

5. How to PRINT the Laboratory Information Card 

Once you log-in to myLab (https://mylab.mcgill.ca), select “Labs” in the section titled “Administration”.  

 

The new screen displays the list of all rooms attached to the myLab account of the PI.  

https://mylab.mcgill.ca/


Click on “Print Placard” for the room you want to print the LIC 

 

 

Select whether to print the LIC without personal numbers or with personal numbers. The LIC in pdf 
format will be open. You can choose to save or open the pdf document. Print and post the LIC on all 
laboratory doors. 

 

Note: Handwritten up-dates are not permitted on LIC. Please edit and re-print the LIC for your 
laboratory anytime new information or updates are available.  

For shared rooms, each PI must print his/her LIC. Excepting the “PI Information” component, all 
information available on the LIC is common for all the PIs sharing the room. See section 3 above for 
detailed information. 

 

Laboratory information card with personal numbers: 



 

 

Laboratory information card without personal numbers: 



 

 

If you have any additional questions or require further clarification, please contact 
mylab.ehs@mcgil.ca. 

 

mailto:mylab.ehs@mcgil.ca

