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Submitting Waste Requests 

 

- Once logged in, click the Waste Pick Up Request icon on bottom left on the 
homepage.  

 

 

- Click on the +Add a Waste Request button in the top left side of the page.  

 

- Fill out the PI, Building and lab/room for your waste and click save.  
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- Select your waste type and click save.  

 
- You may be prompted to create a waste request profile if one has not been created 

yet (usually your first time trying to submit a request). Clicking yes allows you to fill 
out your user information, add additional individuals to the waste request profile 
and comments you may have. Clicking NO will automatically send you back to the 
pervious page and not allow you to submit a request.  
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- When you have filled out the waste profile information click save at the bottom of 
the page. When a new profile is created, “Waste Request Notifications” will be sent 
from the system.  

 

 

- Now, make your waste determination by selecting the hazard(s) of the material you 
are submitting a request for. 

 
 

- Begin filling in the required fields for your waste stream:  
o Physical Form (Liquid, Solid, Gas)  
o # of Conts. (Total number of containers for that waste stream) 
o Container type (Plastic, Metal can, Bag, etc.)  
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o Container Size (size is the container)  
o Unit of Measure (Gallons, Milliliters, Grams, etc.)  
o Put the pH of your waste stream when applicable.  

 
 

- Next, type in the contents of that waste stream. You do not need to fill out the CAS#, 
Chemical # or Inventory Link when submitting a waste request this way.  

 

 

 

- Once you have everything filled out pertaining to the waste stream, you have a few 
options.  

A. Save and submit the waste request.  
B. Add another waste stream that needs to be picked up.  
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A. Click the Save & Submit button located on the bottom left or top right of the 
page.  

 

 

 

B. Add another waste stream that needs to be picked up.  

 

- If additional waste streams need to be submitted, click the +Add Additional 
Container and start the submission process over. 
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NOTE: It will automatically fill in the Waste Type based on your first selection as well as the 
container descriptions. Please note that these may need to be changed for the addition 
submission(s).  

 

- Add your additional containers the same way you added your first one.  
 

- The system allows you to put in three waste streams at a time and then it will save. 
Hit ok and then it gives you another message about exceeding the maximum new 
containers and it will automatically save after every three new containers are added. 
Hit ok to continue to add more.  
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- Once all your waste streams/ containers have been entered, you will need to hit the 
Save & Submit button.  

 
 

- Finally, you will receive a notification that everything has sent successfully. Click the 
OK button.  

 
 

- Your waste request has been submitted and can be found listed in the waste 
dashboard now. You can also edit your request from this page if necessary.  
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- You can also duplicate a previous waste request form this page. Click on the line of 
the request you want to duplicate (it should be highlighted blue), then hit Duplicate 
Waste Request button. This is useful if you submit the same waste stream quit often 
as it saves you time from re-entering all the fields in.  

  
 


