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This Quick Reference Guide outlines the process for completing the required Check-in process for Ray W. 
Herrick Laboratories through Passport. 

Access the Passport  via 
https://www.openpassport.org/Grou
p/herrick  
 
 

 

1. Join the Ray W. Herrick 
Laboratories Passport Group 

 
 
 
 
   

 

Navigate to the Herrick 
Laboratories Check-in (Initial) 
Badge 

 

 

https://www.openpassport.org/Group/herrick
https://www.openpassport.org/Group/herrick
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Review the information on the 
badge page. The challenges can 
be completed in any order.  
Attending a PPE Training is 
required before completing the 
quiz.  
 
Once you are ready to begin, click 
the blue Get Started button. 
 

 
 
 

Check-in Survey 
• Click the link to the Qualtrics 

survey under the instructions. 
This will navigate you to a new 
page where you will enter 
information necessary to 
access the labs.  

• Once you have completed the 
survey, you will receive and 
email to your Purdue email.  
If you do not see this email, 
check your junk mail.  

• Save this email as a .pdf 
• Click Begin this Challenge 
• Attach your saved .pdf under 

“Add Resources” 
• Submit 
• Your submission will be 

checked by a staff member 
and approved. You will receive 
emails regarding the status of 
the submission. 
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Hazard Communication 
Training 
• Navigate to the next Challenge 
• Follow the link to view the 

Hazard Communication 
Training in REM’s website. 

• After watching the video, 
complete the Qualtrics form 
linked on that page. 

• Once you have completed the 
survey, you will receive and 
email to your Purdue email.  
If you do not see this email, 
check your junk mail.  

• Save this email as a .pdf 
• Click Begin this Challenge 
• Attach your saved .pdf under 

“Add Resources” 
• Submit 
• Your submission will be 

checked by a staff member 
and approved. You will receive 
emails regarding the status of 
the submission. 
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Building Emergency Plan 
• Review the building 

emergency plan(s) for 
buildings you will be in.  

• Click Begin this Challenge 
• Complete the short quiz. You 

must score 100%. 

 

PPE Training 
• Email Ashley Ancil to 

schedule a training. 
Training can normally be 
completed within a week.  

• After attending a PPE 
Training, click Begin this 
Challenge 

• Complete the short quiz. 
You must score 100%. 

 



 

 
Quick Reference Guide 

Herrick Labs Passport Check-in  
 

Page 5 of 5 

Once completed, your badge 
submissions will be reviewed by 
Herrick Staff. If all requirements 
have been met, you will be given 
swipe access.  
 
Passport submissions will be 
reviewed once a day. Anticipate 
waiting 24-48 hours before 
gaining access.  
 
Annual recertification is necessary 
and will occur in January each 
year. You will receive a reminder 
with a link and instructions to a 
Refresher Training badge for that 
year. 
 
If you have any questions, contact 
Sara Mellady 
(sjmellad@purdue.edu) or Sarah 
Williams (sarahw@purdue.edu).  

 
 

mailto:sjmellad@purdue.edu
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