Instructions to Complete
The Department of Homeland Security (DHS)
Chemicals of Interest List  - Online Survey Tool
General Information
1. All Principal Investigators (PIs) or personnel assigned responsibility (responsible person = RP) for laboratory spaces, chemical storage areas or locations that use chemicals must complete a survey.

2. The PI, RP, or his/her designee may enter the information into the Chemicals of Interest Online Survey Tool (preparer), but only the PI or RP can submit and certify the accuracy of the information.
a. There is a feature in the system to notify the PI or RP when a survey has been completed and is ready for his/her certification.

3. You may enter information for a single laboratory (room) or combine the information from multiple laboratories (if under the same PI) in the same building.  If you have laboratory spaces or rooms in different buildings, a separate survey must be completed for each building.
a. The PI or RP must submit and certify all surveys.

Accessing the Chemicals of Interest Online Survey Tool
1. Access the survey tool at https://www.rci.rutgers.edu/~rehs/dhs/ 

2. Log into the tool by using your NetID and password (what’s a NetID)
a. The PI, RP, or his/her designee may enter data into the tool
b. The PI or RP must submit and certify the accuracy of the information
c. All survey(s) completed on behalf of the PI or RP will appear on the PI’s/RP’s Main Menu page


3. Main Menu Page – From the Main Menu page you can access/download information, begin a new survey, see/review prepared survey(s), and see/download a summary of the prepared survey(s).  The following information is available:
a. Instructions on how to complete the survey

b. PDFs of the Chemical of Interest and Select Agents Lists

c. Surveys you entered (PIs and RPs have access to all surveys submitted on their behalf)

d. Summary information for each survey


4. Click on “New Survey” button to begin preparing the survey


5. Step 1 - Preparer/PI Information Page

a. Your information (name, email, department, phone number) will be automatically populated into the corresponding fields.  You must:

i. Choose the building number by using the search feature

ii. Enter the laboratory or room number(s)

b. PI/RP Information
i. If you are the PI or RP, click on the box.  Your personal information will be automatically populated.
ii. If you are not the PI or RP, choose the PI or RP by using the search feature
6. Click on the Step 2 button to save an go to Step 2

7. Step 2 – Chemicals of Interest

a. If you have a chemical on the list, enter the information, as requested

i. The listing of chemicals is alpha numerical.  You can click on the corresponding letter group or use the previous, next button on the bottom of the page

b. If you do not have chemicals on the list or use chemicals, please click on the appropriate “no” box


8. Click on the Step 3 button to save and go to Step 3

9. Step 3 – Select Agents

a. If you have a select agent on the list, enter the information, as requested

b. If you do not possess any select agent on the list, please click on the “There are no Select Agents in my possession” box


10. Click on the Step 4 button to save and go to Step 4


11. Step 4 Certification

a. Submit and certify the survey

i. Only the PI or RP can submit and certify the survey

ii. If the PI or RP has prepared and entered the data, an approval/certification statement will appear in Step 4.  Click on the box to submit and certify the survey
iii. For surveys completed by someone other the PI or RP, a note will appear stating that your information has been saved.  Please logout after Step 4.

iv. An email will be sent automatically to the PI or RP for his/her approval and certification for surveys entered by someone else.  The PI or RP will:

1. Enter the Chemicals of Interest  Online Tool by using his/her NetID and password

2. A summary of the survey(s) prepared for your lab/room(s) will appear on the Main Menu page
3. Review the survey(s) and ensure its accuracy.  Click on the printer icon next to the survey to see a summary of the survey on the Main Page
4. Submit and certify the survey(s) (Step 4).  Click on the clipboard icon next to the survey on the Main Page to proceed to Step 4.

5. Click on the certification box

Please contact REHS at 5-2550 if you have questions or need additional assistance.

