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1.0 PURPOSE  

The purpose of this standard operating procedure (SOP) is to provide general information and steps to request a hazardous 
materials waste, biohazardous waste, or radioactive waste pickup and/or supplies in the EHS Assistant online database. Note that 
hazardous materials/chemical waste must be removed from the laboratory no later than 270 days from the start of the 
accumulation date.  

 
2.0 PROCEDURES 

 2.1 Login 

1. Log in at EHSA (https://adminsafety.usc.edu/ehsaweb/) and click on the Hazardous Waste icon (see image below).  

2. The Waste Request screen then appears (see image).   

https://adminsafety.usc.edu/ehsaweb/
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 2.2 Order Replacement Containers/Supplies only 

1. Click the “Supply Request” button at the top of the page (see arrow).  

2. The “Supply Request” screen appears. Click “+Add” to initiate a new request (see arrow).  

3. Click in the “Building” field to reveal a drop-down menu. Type in the building name or use scroll arrows.  
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4. Click in the “Room” field to reveal a drop-down menu. Select the appropriate room. 

5. Select quantity per item by entering a value (or scrolling up/down arrows). Insert instructions (optional) in “Comments” 
box (e.g., Provide both adhesive and tie-tag labels).  
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6. Click “Save” to dispatch a request notification email and save the request (see image). 
 
 

 

 

 

 

 

 2.3  Add Waste Request 

1. Click the “+Add a Waste Request” button.  

2. At the “Waste Profile” screen, you may: (a) generate a waste request by completing information under Container # 
(Container 1 in image below) and (b) order supplies. Note: please ensure that your Waste Profile displays correct contact 
and location information. 

3. Ensure that the location (building and lab/room number) of the waste is correct under “Waste Profile” box. If not, click 
“Edit” button (see arrow) to select new building and room number (a pop-up window appears). Click “Save” button.  

 a 

 b 
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2.3.1 Biological Waste 

1. “Biological” is the default “Waste Type” when “+Add a Waste Request” button is clicked. Select the “Biological 
Waste Type” from the drop-down menu.  

2. Once selected, the waste type will appear in the “Biological Waste Type” field as well as under “Bioagent 
Description” (see arrows).  

3. Complete the remaining fields (e.g., # of Conts; Container Type) and click “Save” button. The request will be added 
to the Waste Request page. 

 

  2.3.2 Chemical Waste 
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1. Select “Chemicals” at the “Waste Type” field. Highlight and select the hazard or hazards associated with the waste 
by clicking on the hazard from the drop-down list in Hazard(s) field. This will automatically add the hazard to the 
field. Add as many as needed.  

2. Complete the remaining fields (e.g., Container Type, Container Size).  

3. List the contents of the container in “Container Contents” section. Click Search to get started; a pop-up window 
appears. Enter chemical in “Chemical Name” field and click “Search” to comb the chemical catalog OR click Browse 
PI Inventory to locate the chemical. 

4. Click “Select” button to add chemical to the “Container Contents” table. Add additional chemicals to the table as 
needed to document container contents. Adjust percentages under “% of Content” column for each item added. 
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5. If additional containers are needed, click “Add Container” button and repeat Steps 1 to 4. Otherwise, click “Save” 
button to add request. 

 

  2.3.3  Radioactive Waste 
  Consult the EHSA SOP Radioactive Waste Management for procedures on how to request waste pickup. 

  2.3.4 Universal Waste 

1. Select “Universal” at the “Waste Type” field (see arrow). 

2. Complete the remaining fields (e.g., Container Type, Container Size). 

3. Click in the field below “Description” of the “Container Contents” table to add universal waste items. Add additional 
items to the table as needed. 

  

http://tiny.cc/ehsa-radWaste


 EHSA SOP 
WASTE PICKUP + SUPPLIES REQUEST

 

EHSA – Waste Pickup + Supplies Request                                Rev. 03/2018    Page 8 

 

4. Click “Save” button to add request.  

 

  2.3.5 Unknown Waste 

1. Select “Universal” at the “Waste Type” field (see arrow). 

2. Complete the remaining fields (e.g., Container Type, Container Size). 

3. Click in the field below “Description” of the “Container Contents” table to type in description of unknown item. Add 
additional items to the table as needed. 

4. Click “Save” button to add request.  
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2.4 Print Hazardous Waste Label 
1. Select the waste pickup for which you would like to print a hazardous waste label by clicking on the row. 
2. Select “Waste Request Reports” and select “Hazardous Waste Label” from the drop down 

 
3. The hazardous waste label will pop up as a report where you will have the option to print the label, following the 

instructions for displaying it on your waste container. 

 

 

2.5 Request Waste Pickup 

1. At the “Waste Request” screen, click on the “Request Pickup” button for the waste item created. 
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2. A “Confirm” pop-up window will appear. Click “Yes” button to initiate a request notification email.  

3. The “Request Pickup” button will change to a greyed out “Request Received” banner.  

4. Repeat Steps 1 to 3 for all waste items created. 

 
3.0 SOP REVIEW/REVISION 
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