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Accessing the EHSA Forms Module
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Login into EHS Assist - https://ehsa.vanderbilt.edu

 For Vanderbilt University individuals, use your VUNetID and VU password, along with the Duo app for SSO 
authentication

 For VUMC individuals, use your VUMC email and you will be taken to the VUMC SSO page for authentication.

Step 1

Step 2 From the EHSA Homepage, select the EHSA Forms icon.

https://ehsa.vanderbilt.edu/
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A web form is available in EHS Assist if you need to dispose of a laser or transfer a laser to another VU location or PI.

Access the User/PI 
dropdown menu.

Any previously submitted 
or incomplete forms for the 
User/PI will be displayed 
on this page.

To resume work on a 
previous form, click the 

      button.

To begin filling out a new 
laser transfer or disposal 
form, click  Browse New Forms

Edit Assessment

How to Transfer or Dispose of a Laser (steps 1-4)



How to Transfer or Dispose of a Laser (steps 5-9)
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The Assessment Form 
window will appear.

Under the Lasers subcategory, 
click the      button next 
to Laser Disposal or Transfer 
Form.

In the Corresponds To 
window, select the Permit from 
the dropdown menu and click

The Add Assessment page 
will appear verifying your 
selections.

Click Next        to continue

Start     

Next     

Create Assessment     



How to Transfer or Dispose of a Laser (steps 10-13)
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On the Questions page, the 
Owner Information will be auto-
populated. Add any missing 
information.

Select options in the Purpose 
of Form section.

To select a laser from the PI’s 
inventory, use the Serial 
Number dropdown list.

This will auto-populate the 
remaining fields with the data 
directly from the laser 
equipment inventory.

If Serial Number is not in the 
list, type directly into this field 
to include any laser details.

A link to reference the PI’s full 
laser equipment inventory is 
located here.



How to Transfer or Dispose of a Laser (steps 14-16)
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Pay close attention to the 
yellow highlighted section that 
gives instructions on what to do 
prior to a laser disposal.

Select an option(s) for the 
Intended Laser Disposal 
section. If Option 1 or Option 2 
is selected, a description box 
appears to include more detail.

If you selected to transfer the 
laser in step 11 of this guide 
(pg. 6), the Transfer of the 
Laser to a New VU Location 
or New VU Owner section will 
become available to fill out.



How to Transfer or Dispose of a Laser (steps 17-18)
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At the end of the form, click on 
the           button to enter your 
electronic signature. This will 
auto-populate based on your 
login credentials.

Click           when you 
have completed the form. 

An email notification will be sent 
to the VU EHS Laser Safety 
Officer and the submitter will 
also receive a confirmation 
email.

Sign Last name, First name VUNetID Date

Save & Submit



EHS Assist – Additional Info

Find additional EHS Assist guides here:
https://www.vanderbilt.edu/ehs/ehsassist

With any questions, concerns or suggestions, contact the EHS Assist 
Administrator at ehsa@vanderbilt.edu

Contact the laser safety team with any questions about lasers or laser 
inventories at lasersafety@vanderbilt.edu

https://www.vanderbilt.edu/ehs/ehsassist
mailto:ehsa@vanderbilt.edu
mailto:radiationsafety@vanderbilt.edu
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