
CampusOptics Hazardous Waste Guide 
Sections in this guide: 

Creating Hazardous Waste Cards 

How to Submit a Pickup Request 

How to Create Waste Card Templates 

Creating Hazardous Waste Cards 
Start on the Dashboard and select HazWaste on the left sidebar 

Select the waste stream of the waste you want to create a waste card for – a waste card is 
required before you can submit a pickup request. 



Click Accumulating on the right side of the Overview page 

Then click New Container 



If you have created a waste card template you can select that template to create a waste card from 

it. To create a new waste card select Manual Entry at the top. 

Instructions on how to create a Container Template are at the end of this guide. 



Enter the accumulation start date for this waste. This should be the date that you are 
creating the waste card. 

The Originating Space is where the waste was created. 

Usually the person creating the waste card is the generator, but if that isn’t the case enter 
the name of the person that generated it here. 

Select the container type of the waste here. If none of the pre-populated container types 
fit the container you have you can create a new container type. 
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If you are creating a waste card for waste that you will continue to add waste to and keep 
in your lab, select Accumulating. If you are ready for OEHS to collect this waste select 
Ready for Pickup. 

Enter the amount of the waste in the container and its units (ex. 4 Liters). 

CampusOptics uses a percentage method for all waste. If you have a pure chemical waste 
enter in the name of the chemical and then type 100% for the percentage. 

If you have multiple chemicals in your waste enter in each chemical along with the 
estimated percentage that chemical makes up in the total waste mixture.  
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This is the space where the waste is actually located – OEHS will go to this location to 
collect the waste. 

Select the hazard that applies to the waste. This area is required – you can’t generate 
the waste card without selecting one of these options. 

If there is information OEHS needs to know about the waste enter it here – this section 
is not required.  

Click Create Container to finish. 
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You will need to label the waste container you just created. After you click Create Container you 
will be taken back to the Container Overview page. Click the blue container name to be taken to 
the Container Details page.  

Click the Pickup Label section to generate a PDF of the label you can then print out and adhere 
to the waste container.  



Example of hazardous waste label 

How to Submit a Pickup Request 

Accumulating waste can be submitted for pickup by going back to the HazWaste page, then 
Chemical Waste, and click Accumulating under Containers by State.  



Click the checkbox by each container that you want collected 

Then click the Actions dropdown menu and select Mark as Pickup Requested 



Click Update Containers at the bottom of the page to notify OEHS you are ready for your 
hazardous waste to be collected.  



On the Dashboard you can view all the hazardous waste by status in your spaces. Once you 
request a pickup the container(s) will move from Accumulating to Pickup Requested.  

Container Templates 

If you will be generating the same type of waste often, you can create a Container Template to 
prepopulate all of the waste information so you don’t have to recreate the same waste card 
multiple times. You can do this using a waste card you’ve already made, or create an entirely new 
template. 

To create a template from a waste card you’ve already made, go to the Container Detail page of 
the waste card you want to create a template from. Click the Action dropdown menu and select 
Create Template From Container. 



Create a name for the template that you will remember – it can be as detailed as you want. You 
can also make this template available to all members of your spaces or keep it restricted to only 
the template creator.  

Click Create Container Template at the bottom of the popup window to finalize the template. 

To create a new blank Container Template click HazWaste from the Dashboard menu, then the 
waste stream you want to create the template for, and finally click Containers at the top of the 
page, and then Container Templates. 

This will take you to the list of Container Templates you have created. To make a new one, click 
New Container Template at the top of the page.  
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