
Waste Request Instructions

Using EHSA



1. Access & User Profiles

2. Waste Templates

3. Bulk Waste – Create containers, 
Add contents, Print Labels

5. Special Cases of Waste

6. Submitting the Request & 
Replacement Containers

4. Unwanted/Expired Chemicals 
(Lab-pack) - – Create containers, 
Add contents, Print Labels

Table of Contents

Click on any topic  (1-6)
to go directly there



Access & User Profiles



TO REQUEST A WASTE 
PICKUP:

Select Request Waste Collection 
Link on the screen

This link will send you to the 
current system until 8/1/23.

To access the new system and to 
test your access 
• Click here: or use this url 

https://ehsawebprod.emory.edu
/ehsa/

CHEMICAL
 WASTE

https://ehsawebprod.emory.edu/ehsa/


CHEMICAL
 WASTE

If you have access to 
the EHSA database, 
you will land on the 
Home Page



CHEMICAL
 WASTE

If you don’t have access to 
EHSA database, you will arrive 
at this page.

Follow the onscreen prompts 
and email 
chemwaste@emory.edu

EHSO staff will setup your 
access and connect you to the 
correct PI’s.

mailto:Chemwaste@emory.edu


GETTING 
STARTED

We will walk you through setting up:
1. Your Waste Profile
2. Selecting the correct Waste 

Template
3. Creating Containers for liquids &  

solids in EHSO provided 
containers

4. Creating containers for 
expired/unwanted chemicals.

• Selecting the correct Chemical 
compounds

5. Generating labels 
6. Requesting a pickup

Click here to return to 
Table of Contents



GETTING 
STARTED

Waste Profiles

• Select the Hazardous 
Waste (Accumulation) 
icon

 



WASTE 
PROFILE

Waste Profiles

• Select the Add a 
Waste Request 
button.



WASTE 
PROFILE

If a waste profile has been set up for 
you – you will see your default 
settings:

• Your Name 
• Contact phone
• Email
• PI 
• Department
• Location – building & room

• If you do not have a waste profile - 
you will be prompted to set up one 
up – we will review that in the next 
section



EDIT 
WASTE 
PROFILE

• To edit any section of your 
waste profile, select the 
Edit Profile button 

• This information tells 
EHSO who the PI is and 
where the waste is being 
stored.



EDIT 
WASTE 
PROFILE

User Information 

• Edit contact information as 
needed.

• Use a phone number that 
we will be able to reach 
you with if there is a 
question about your 
request.

• Use Emory emails only.



EDIT 
WASTE 
PROFILE
Waste Request Information 
• This section of the profile will let you set 

the default information you want:

• Select the PI, Building and location 
that you want to be the default for 
waste pickup requests.

• You can edit this information at any 
time as needed.

• You can add other PI’s you are 
affiliated with or remove other ones

• We will edit the PI = Scott Thomaston to 
be our default PI and change the location 
to be the lab where we store waste for 
collection.



EDIT 
WASTE 
PROFILE

Waste Request Information 

Editing PI or selecting Default PI

• Select the line for PI = Scott 
Thomaston 

• Click the Edit button 



EDIT 
WASTE 
PROFILE

Waste Request Information 

• Editing PI or selecting Default PI
• Made this the  default PI by 

changing Default to Yes 
• Changed the Building to Woodruff
• Changed the lab to L301
• When done select the green 

Attach button.



EDIT 
WASTE 
PROFILE

Waste Request Information 

Editing PI or selecting 
Default PI
• The PI= Scott Thomaston 

is the default PI and the 
default building and room 
are set to Woodruff 
Memorial Research Bldg 
L301

• Click Save at the bottom 
of the screen



EDIT 
WASTE 
PROFILE

Waste Request

Editing PI or selecting Default PI
• Our changes have set the default 

values:
• The PI to Scott Thomaston 
• The waste is in WMB L301
• The PI = Thomaston

• This tells EHSO whose waste we 
are collecting and where it is being 
stored for collection.



EDIT 
WASTE 
PROFILE

Waste Profile

• You can change to a different PI 
or change the building and room 
for a specific waste request

• Select the grey Edit buttons next 
to PI Name or Location and follow 
the onscreen prompts.

• NOTE: if a building or lab you 
need is not listed  - contact 
chemwaste@emory.edu so we 
can add that location to your 
permit. 

mailto:chemwaste@emory.edu


NO 
WASTE 
PROFILE

• If you do not have a waste 
profile - you will be 
prompted to set up one up 
the first time to you click 
the Add a Waste 
Request button

• Click the green Yes button



NO 
WASTE 
PROFILE

• The system will present the 
data the system has on file.

• Use a phone number that we 
will be able to reach you with if 
there is a question about your 
request.

• Use Emory emails only.
• Use the information from the 

previous slides to select a 
default PI with a building and 
location most often used for 
waste pickup requests.

• Click Save when done. 



NO 
WASTE 
PROFILE

• After clicking the Save 
button, you are returned 
to the Pickup Request 
screen

• Your default information 
should display correctly 
on the top section of the 
screen.



WASTE 
PROFILE

Summary Recap for how 
to access the Waste 
Profile menu.

1. From the main Screen 
Select the  Hazardous 
Waste Accumulation 
icon.

2. From the main Screen 
Select Add a Waste 
Request button

3. Select Edit Profile 
button– Edit as needed.



Video Review

• Watch the Video Review: Create and Edit Waste Profiles

https://drive.google.com/file/d/1NA3hnvFQ6FycJD5ayzSV0p2n4TceyngT/view?usp=sharing


Waste Templates

Click here to return to 
Table of Contents



CHEMICAL
 WASTE

1. All waste containers must be labelled with a 
Hazardous waste label PRIOR to adding waste.

2. Follow the guidelines below and you can print waste 
labels from EHSA complete with all the required 
information:

• Chemical description
• GHS pictograms
• Characteristics

3. Create the waste containers and generate the 
labels as your first step, before you begin to 
generate waste.

• Contact us at chemwaste@emory.edu if you need any 
assistance or have questions.

Quick Review:

mailto:chemwaste@emory.edu


CHEMICAL
 WASTE

We will now cover how to:

1. Select the correct Waste Template.
2. Creating Containers for liquids & 

solids in EHSO provided 
containers.

We will refer to these types of wastes 
as BULK WASTES for this guide.



WASTE 
TEMPLATES

EHSO reviewed all the waste profiles for chemical waste 
generated across the Emory Atlanta campus and consolidated 
the wastes into the Templates presented here.

We reviewed waste streams from the last several years and have 
a waste profile to cover it.

If you need any help deciding which Waste Template to select – 
just send us an email at chemwaste@emory.edu.  We will find 
the right Template for you or create one to meet your needs.

mailto:chemwaste@emory.edu


Selecting the right Waste Template to describe your waste

Templates are largely self-explanatory, please make sure you 
work with your Principal Investigator to determine your waste 
streams.

We have a list of the templates and a general description of each 
in this document: Link Here

If you need any help deciding which Waste Template to select – 
just send us an email at chemwaste@emory.edu.  We will find 
the right Template for you or create one to meet your needs.

WASTE 
TEMPLATES

https://drive.google.com/file/d/1oIm1PZzPppP1OnwCIfSapZwsh0aZocTg/view?usp=sharing


Selecting the right Waste Template to describe your waste
Templates fall into four major categories:
1. Research waste from Chemistry buildings Atwood and Emerson 

(CHEM@).
2. University Waste from all other buildings (WASTE@).  This will 

include waste from all other Research activities, Campus Service 
activities, Visual arts, Theatre, Museum, Physics shop, etc.

3. Health Care waste streams are managed as two groups Midtown 
and all others. 

1. HC@Midtown: All Emory Midtown sites
2. HC@: All non-Midtown Emory sites

4. EHSO only: waste groups that only EHSO will use to manage 
chemical waste  (EHSO ONLY).

WASTE 
TEMPLATES



WASTE 
TEMPLATES
Waste Templates for Chemistry

• Research waste from Chemistry buildings Atwood 
and Emerson (CHEM@) will primarily use these 6 
Templates.

• Waste streams from these buildings are unique and 
require their own waste profiles.

• The prefix CHEM@: can be used to help you filter 
for the templates you will want.

• There will be times you need to use one of the 
General Waste Templates for used batteries, used 
lamps, ice packs, etc., covered on the next slide.

Chemistry Waste Templates

CHEM@: Aqueous waste
CHEM@: Halogenated solvent
CHEM@: Hazardous Debris
CHEM@: Non-halogenated solvent
CHEM@: Sharps
CHEM@: Silica Gel



WASTE 
TEMPLATES

Waste Templates for General Use

• This is a broad list that covers all other University Waste 
from all other buildings (WASTE@). This will include 
waste from all other Research activities, Campus Service 
activities visual arts, theatre, museum, student shop, etc.

• The prefix WASTE@: can be used to help you filter for 
these templates.

• If you have any questions on which template to use – or 
believe you have a waste stream that doesn’t fit into 
these Templates, contact us at chemwaste@emory.edu.

General Waste Templates
Waste@: Aerosols
Waste@: Arsenic Trioxide
Waste@: Charcoal Canisters
Waste@: Electronic Waste
Waste@: Expired medicine with sharps
Waste@: Flammable Paint
Waste@: General Pharmaceutical
Waste@: Hazardous Debris
Waste@: Hazardous Vials
Waste@: Ice Packs
Waste@: Latex Paint
Waste@: Lead Aprons
Waste@: Non-halogenated Solvent
Waste@: Non-hazardous Debris
Waste@: Non-regulated Aqueous
Waste@: Photochemicals
Waste@: Piranha Waste
Waste@: Silica Gel
Waste@: Specimen in Ethanol
Waste@: Used Batteries
Waste@: Used Chlorinated Oil
Waste@: Used Film
Waste@: Used Lamps
Waste@: Used Oil
Waste@: Used Oil Debris

mailto:chemwaste@emory.edu


WASTE 
TEMPLATES
Templates for Healthcare

• EHSO manages the regulated waste for a 
variety of Emory healthcare sites.

• We have two main divisions for all 
Healthcare sites - Midtown and all others:

• HC@Midtown
• HC@

• There will be times you need to use one of 
the General Waste Templates for used 
batteries, used lamps, ice packs, etc., 
covered on the previous slide.

Health Care Waste Templates

HC@: Aerosols Histology
HC@: Arsenic Trioxide
HC@: Barium solution
HC@: Expired medicine with sharps
HC@: Formical
HC@: General Pharmaceutical
HC@: Hazardous Debris
HC@: Hazardous Vials
HC@: Histo Trace Metals (silver)
HC@: Non-halogenated solvent
HC@: RDO Aqueous Decalcifier
HC@: Rx Destroyer



WASTE 
TEMPLATES

Templates for EHSO Only 

• EHSO manages chemical waste collected from you in 
our 90 Day storage areas.  There are five across 
campus where materials are classified, sorted and 
packaged for disposal.

• We use these templates to manage waste internally.
• Please do not use these templates.
• If we have any questions on which template to use – 

we know where to go  chemwaste@emory.edu.

EHSO Waste Templates
EHSO ONLY Waste Corrosive Acid Labpack
EHSO ONLY Waste Corrosive Base Labpack
EHSO ONLY Waste Dangerous When Wet (4.3) Labpack
EHSO ONLY Waste Flammable Liquid Labpack
EHSO ONLY Waste Flammable Solid Labpack
EHSO ONLY Waste Non-Regulated Labpack
EHSO ONLY Waste Oxidizing Labpack
EHSO ONLY Waste Spontaneously Combustible Materials 
(4.2) Labpack
EHSO ONLY Waste Toxic Labpack

mailto:chemwaste@emory.edu


Bulk Waste
• Creating Containers
• Adding Contents
• Creating Labels

Click here to return to 
Table of Contents



CREATE A 
CONTAINER

Creating Containers for Bulk Waste

EHSO supplies these containers for waste collection.  
You will find them in the drop-down menu described 
this way:

• DRY 2.5-GAL BUCKET 
• DRY 5-GAL BUCKET 
• LIQ 1-LITER GLASS
• LIQ 1-LITER PLASTIC 
• LIQ 5-GAL PLASTIC
• LIQ 2.5-GAL PLASTIC 
• LIQ 1-GAL PLASTIC 

4
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CREATE A 
CONTAINER

Creating Containers for Bulk Waste

1. Select the Hazardous Waste 
(Accumulation) icon.

2. Select the Add a Waste Request button.
 



CREATE A 
CONTAINER

Creating Containers for Bulk Waste

The database gives you the option to 
create multiple containers at once – 
however – be aware that containers 
created in groups must be submitted 
together for on the same waste pickup.

If you won’t be submitting a waste pickup 
for the containers at once – then create 
multiple requests.

If you need to delete containers from a 
request, you can do that – the 
accompanying video will walk you 
through  this as well.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste

Using the dropdown menu, make the appropriate 
selections:
1. Physical Form: Liquid or Solid
2. # of containers: 1 or more
3. Container Type: 

• Contains a list of containers that  EHSO 
provides

• Enter the container volume
4. Amount: the volume of each container

• Any whole number
5. Select the unit of measure

• Gallon - liq
• Gallon – solid

These are required fields – the system will 
prompt you for these values if you forget.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: 
Selecting the Chemical Description and 
Template
1. Click Search.
2. Search for the Waste Template group 

you need.
o Research Groups:

• CHEM@ - Research groups in 
Atwood/Emerson

• WASTE@ - all other research groups 
on main campus

o Pharmacies and Clinics:
• EUH@ for Emory University Hospital 

EUHM@ Emory University Hospital – 
Midtown 

• WCI@ for Winship Cancer Institute

We will walk through examples on the 
next slides.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: 
Selecting the Chemical Description and 
finding the right Waste Template

Example 1: 
1. This example is to create two 5-

gallon plastic containers that will 
hold Non-halogenated solvent waste 
in chemistry.

2. Enter the required fields.
3. Click Search to find the correct 

waste template.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste:  
Selecting the Chemical Description 
and finding the right Waste Template

Example 1:  
1. Select the correct template for 

Chemistry Research Groups in 
Atwood/Emerson use CHEM@.

2. Type CHEM@ in the Search box 
and all the options will display.  

3. Click Select for the Template you 
need.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste:  
Selecting the Chemical 
Description and finding the right 
Waste Template

Example 1:  
1. The information is entered.
2. Click Save to complete the 

container creation process.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: 
Selecting the Chemical Description 
and finding the right Waste Template

Example 1:  

1. Click Save to Save this request.  
We are creating the containers 
before we add any waste to 
them, they are empty and not 
ready to be submitted.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: Selecting the Chemical Description and finding the right Waste Template

Example 1:  
1. After clicking Save, the containers are displayed together on the Waste Request Screen.  They system will 

list them as two separate containers on the same request.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: Selecting the Chemical Description and finding the right Waste Template

Example 2:  
1. Let’s start example 2 by clicking the Add a Waste Request button from the waste Request Screen.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste:  
Selecting the Chemical Description and 
finding the right Waste Template

Example 2:
1. This example is to create one five-

gallon plastic pail that will hold 
Ethidium Bromide Gel waste in 
Woodruff Memorial Research 
Building

2. Enter the required fields:
3. Click Search to find the correct 

waste template:



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: 
Selecting the Chemical Description and 
finding the right Waste Template

Example 2:
1. Select the correct template for 

University Waste using the 
WASTE@ templates. 

2. Type WASTE@ in the Search box 
and all the options will display.  

3. Click Select for the Template you 
need.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: 
Selecting the Chemical Description and 
finding the right Waste Template

Example 2:  
1. The information is entered.
2. Click Save to complete the container 

creation process.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: 
Selecting the Chemical Description 
and finding the right Waste Template

Example 2:  

1. Click Save to save this request.  
We are creating the containers 
before we add any waste to 
them, they are empty and not 
ready to be submitted.



CREATE A 
CONTAINER

Creating Containers for Bulk Waste: Selecting the Chemical Description and finding the right Waste Template

Example 2:  
1. After clicking Save, the container is displayed on the Waste Request Screen beneath the previous 

containers we created in example 1.



REVIEW THE 
REQUEST
In our examples, we created and saved several containers:  
• We created a single 5-gallon pail for Ethidium Bromide

• We created two 5-gallon plastic containers for Non-
Halogenated waste on a single waste request.  These will 
have to be submitted for pick up at the same time

From this Waste Request screen, we can:
1. Add a new waste request with new containers

2. Select either record and edit them as needed, adding 
more containers or deleting some.

3. Select either record and delete them



PRINTING 
LABELS

EHSO Hazardous Waste Labels:

From the Waste Request screen, we 
can generate EHSO Hazardous waste 
labels.

1. Click the green Hazardous Waste 
Label button 

2. At the prompt “what label # would 
you like to start printing on?” always 
enter 1.

3. Click View Report.

 



PRINTING 
LABELS

EHSO Hazardous Waste Labels:

• These can be printed on most Shipping 
Labels 3-1/3" x 4“ – 6 labels/page

• Must be printed in color
• Contact us at chemwaste@emory.edu if 

you need help 

mailto:chemwaste@emory.edu


PRINTING 
LABELS

EHSO Hazardous Waste Labels:

1. The system will print one label for 
each container you created.

2. The request number is unique to 
each container – take care to affix 
the correct label to the associated 
container.

3. The required elements for the 
Hazardous Waste Label are all 
present including the GHS 
pictogram.

4. Here is an example for Non-
halogenated solvent.

Non-halogenated solvent :

• Request number
• PI Name
• Department
• Building and room #
• Contact person
• Waste description
• Contents
• Characteristic
• GHS pictogram



PRINTING 
LABELS

EHSO Hazardous Waste Labels:

Another example label for Ethidium 
Bromide.  In this case there is no 
associated  pictogram or 
characteristic.

Ethidium Bromide:

• Request number
• PI Name
• Department
• Building and room #
• Contact person
• Waste description
• Contents
• Characteristic
• GHS pictogram



Video Review

• Watch the Video Review: How to Create Containers for Bulk Wastes, Find the Correct Waste Template, 
Print Labels

https://drive.google.com/file/d/1fVzj-Pv5y-EXKZqj8fGvJsYVDgMaSMfb/view?usp=sharing
https://drive.google.com/file/d/1fVzj-Pv5y-EXKZqj8fGvJsYVDgMaSMfb/view?usp=sharing


Unwanted/Expired Chemicals (Lab-pack)
• Creating Containers
• Adding Contents
• Creating Labels

Click here to return to 
Table of Contents



CHEMICAL
 WASTE

Creating Containers for 
expired/unwanted chemicals.

For clarity we will refer to these types 
of wastes as Lab- pack chemicals for 
this guide.



1. Select the Hazardous Waste (Accumulation) icon 
on the main screen.

2. Select the Add a Waste Request button

 

CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

• Expired and Unwanted chemicals are 
usually disposed of in the original 
manufacturer’s container.

• The process is very similar – you will create 
a container for each chemical you want to 
dispose.

• If you have a full lab clean out or a large 
volume of lab pack items – more than 30 
individual items  and you have an excel 
inventory list, contact us at 
chemwaste@emory.edu.

mailto:chemwaste@emory.edu


CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

1. Using the dropdown menu, make the 
appropriate selections:

2. Physical Form: Liquid or Solid
3. # of containers: 1 or more
4. Container Type: 

• Select original manufacturer container

5. Amount: 
• Enter the volume of each container –use any 

whole number

6. Unit of Measure
• Select the unit of measure

• Gallon - liq
• Gallon – solid
• Liter 

These are required fields – the system will 
prompt you for these values if you forget.



CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

Finding the correct chemical description:

We won’t be using the Waste Templates  - we will be 
using the chemicals that are listed in the EHSA 
chemical catalog.

All chemicals listed in the catalog have been updated to 
ensure the waste characteristics and GHS pictograms 
are correctly set so you can generate a Hazardous 
Waste Label if needed:

1. Click Search under Chemical Description.

2. Type in the chemical name in the dialog box that 
appears and click Search.



CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

Select the closest match to your expired or 
unwanted chemical.

NOTES:

1. The system will list know synonyms for 
the chemical you searched for.

2. If the chemical you searched for does 
not yield any results – contact us and we 
will add it for you.



CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

Example 3:

1. This example is to create the following containers 
of expired or unwanted chemicals for pickup.

• two 4-liter containers of methanol 
• one 4- liter of hydrochloric acid
• One 1-pound jar of sodium hydroxide
• One 500 mL bottle of phenol  

2. Enter the required fields for each item on your list.

3. Click Search to find the correct the chemical 
name:



CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

Example 3:

1. Search for the chemical you need from 
the list.

• You can search using the “Search by 
Chemical Description” box at the top

• You can filter the results further by using 
the “Synonym” box lower down

• Click on the black funnel to filter by 
‘contains’ or ‘exact match’ as needed

2. Click Select for the chemical  you need.



CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

Example 3:  

1. The information is entered.

2. Click Add Container to add the next 
chemical container for disposal to this 
request.



CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

Example 3:  

1. Container 2 will appear. 

2. Repeat the steps outlined above and 
search for the next chemical for 
disposal.



CREATE A 
CONTAINER

Creating Containers for 
expired/unwanted 
chemicals (Lab-pack)

Example 3:  

• Containers 1 through 4 
have been created. 



CREATE A 
CONTAINER

Creating Containers for expired/unwanted 
chemicals (Lab-pack)

Example 3:  

1. Click Save to Save this request.  



CREATE A 
CONTAINER

Creating Containers for expired/unwanted chemicals (Lab-pack)

1. The process 
works the same 
as with bulk 
waste containers 
- when the waste 
request is saved 
the system will 
list each 
container 
separately.

2. The PI, Building, 
Lab and contact 
will display.

3. You can edit this 
record as needed.



PRINTING 
LABELS

Expired/unwanted chemicals (Lab-
pack) do not routinely need waste 
labels since the original manufacturers 
labeling is adequate.

However - If instructed or the label on 
the original container is damaged or not 
legible  -print a waste label as outlined 
here:
1. Click the Green Hazardous Waste 

button to generate EHSO 
Hazardous waste labels.

2. At the prompt “what label # would 
you like to start printing on?” always 
enter 1.

3. Click View Report.



PRINTING 
LABELS

EHSO Hazardous Waste Labels:

• These can be printed on most Shipping 
Labels 3-1/3" x 4“ – 6 labels/page

• Must be printed in color
• Contact us at chemwaste@emory.edu if 

you need help 

mailto:chemwaste@emory.edu


PRINTING 
LABELS

EHSO Hazardous Waste Labels:

1. The system will print one label for 
each container you created.

2. The request number is unique to 
each container – take care to affix 
the correct label to the associated 
container.

3. The required elements for the 
Hazardous Waste Label are all 
present including the GHS 
pictogram.

4. Here is an example for Phenol – 
expired/unwanted

Phenol expired/unwanted :

• Request number
• PI Name
• Department
• Building and room #
• Contact person
• Waste description
• Characteristic
• GHS pictogram



Special Cases of Waste

Click here to return to 
Table of Contents



CREATE A 
CONTAINER

SPECIAL CASE: 

LARGE NUMBER OF SAME OR SIMILAR ITEMS

When you submit the waste request each container 
becomes its own line item. When you have a large 
number of the same or similar items, we need to 
handle this differently.

In this example we have 400 individual containers that 
are 20 mL each.  We don’t want 400 separate line 
items!

Follow the guidelines on the next slide for:

1. Small volume items of any number especially if 
they can be packed together in a box or ziplock 
bag

2. Large volume items when there are more than 5 
containers



CREATE A 
CONTAINER

SPECIAL CASE: 

LARGE NUMBER OF SAME OR SIMILAR ITEMS

We don’t want 400 separate line items.  

In this case make it one original manf container and 
include total volume as the amount.

Example: 

     Instead of 400 vials – 20 mL each 

      Enter one container of 8 L total

Add an additional note to help explain your entry, 
example: “ this request is for 400 vials – 20 mL each”

If you have any questions – contact us – we are 
always happy to answer questions 
chemwaste@emory.edu



CREATE A 
CONTAINER

SPECIAL CASE: 
Batteries, Cylinders & Aerosols

Batteries 

• Enter # of containers = 1

• Container Type  = Original Manf. Container

• Amount  & units of measure = # of pounds 
total 

• Chemical Description = Waste: Used 
Batteries 

• Add an additional note to help explain your 
entry.

Example: Batteries in a 5-gallon bucket –
estimated weight – 77 pounds.



CREATE A 
CONTAINER

SPECIAL CASE: 
Batteries, Cylinders & Aerosols

Cylinders 
• Enter # of containers = 1

• Container Type  = Cylinder

• Amount  & units of measure = approximate 
volume # /gallon 

• Chemical Description = Oxygen 

• Add an additional note to help explain your 
entry.

Example: Spent oxygen cylinder – estimated 
weight 5 pounds



CREATE A 
CONTAINER

SPECIAL CASE: 
Batteries, Cylinders & Aerosols.

Aerosols
• Enter # of containers = 1

• Container Type  = Original Manf. Container

• Amount  & units of measure = approximate 
volume # /gallon 

• Chemical Description – Waste: Aerosols

• Add an additional note to help explain your 
entry.

Example: Empty aerosol cans (compressed air) 
approximately 5 gallon bucket



CREATE A 
CONTAINER

SPECIAL CASE: 

Lab Closings or Decommissioning:

• Contact us at chemwaste@emory.edu for 
help with a lab closeout, move or 
decommissioning.

• We can work with you to import your 
chemical inventory if you have one.

• From the Quick Links section on the main 
screen expand the Chemical/Regulated 
Waste section by clicking on it.

• Look for the Chemical Inventory Upload 
Worksheet. 

mailto:chemwaste@emory.edu


Video Review

• Watch the Video Review: How to Create Containers for Expired and Unwanted (Lab-Pack) Chemicals

https://drive.google.com/file/d/1LEgi6243ls4SD6oCdeqShEB2DgIER15S/view?usp=sharing


Submitting the Request & Replacement Containers

Click here to return to 
Table of Contents



SUBMIT THE 
REQUEST

Submitting the Waste Request

1. Select the Hazardous Waste (Accumulation) 
icon on the main screen.

2. Locate the entry you want to submit.
3. Click the Request Pickup button.



SUBMIT THE 
REQUEST

Submitting the Waste Request

1. Confirm this is the container 
you want to submit.

2. Click Yes or No as 
appropriate.

3. The screen will update to 
reflect the request has been 
received and the date it was 
submitted.

4. EHSO will collect the waste 
within 5 business days.

You cannot edit a waste request once you have submitted it for pick-up.  
If you need to change/ edit or delete a request, contact us at chemwaste@emory.edu

mailto:chemwaste@emory.edu


REPLACEMENT
CONTAINERS

Ordering New Containers

EHSO will always supply a one for one 
container replacement when we complete a 
pick-up.  You don’t need to order containers 
at each pick up request.
If you want additional or different 
containers, you can submit a request.

1. Select Waste Supply Request from the 
Main screen.

2. Click Add.



REPLACEMENT
CONTAINERS

Ordering New Containers

1. Select the building and lab you need 
the containers delivered.

2. Find the container you want and 
indicate how many you need.

3. Include any comments or notes.
4. Click Save to submit

If you don’t see the container you need, 
contact us at chemwaste@emory.edu



QUESTIONS & 
COMMENTS

WE ARE HERE TO MAKE THIS A SMOOTH PROCESS FOR YOU

Email us at chemwaste@emory.edu

We can help you get you started and see you through.

mailto:chemwaste@emory.edu
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