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You will receive an email requesting you to complete a restricted material survey. 

Click on the “Go to Survey” link to access the survey

Note: The supplier portal works in Chrome or Internet Explorer. However, Chrome 

is the recommended browser.

Survey Email
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Access Open Request

Once in the survey, click on the open request. 
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Identify Items Containing Restricted Substances

Select Yes or No within the drop down based on whether or not the item/part 

contains any REACH or RoHS substances. 
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Identify Items Containing Restricted Substances

If you select Yes, then you must select the part(s) that contain any REACH or RoHS 

substances. 

If you select No, then you do not have to select any parts. Skip to slide 7
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Chemical List 

If you select Yes and need to see a 

list of REACH or RoHS 

substances, click on the “Full 

substances list” link to bring up a 

list of the substances. This is just 

for reference only.
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Supplemental Documentation

If there are any attachments that you want to include, you can click on the link “Click to 

upload supplemental documentation” and either click on “Add File” on the top left of the 

screen or if you are using the Chrome Browser, you can drag and drop the files where it 

indicates. 

Then click on “Save” (See slide #14) or “Save and Continue” to proceed with the survey.
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Add Substance

Click on the Item/Part Number to add the substance declaration. 

Click on “View/Add Substance” to add the substance that is in the item/part.

If there are multiple parts that need a substance declaration added, click on each 

item/part number and then View/Add Substance to enter in information for each part that 

was selected to have a reportable substance.
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REACH – Select CAS chemical Name

For REACH, select the CAS Chemical Name within the drop down. Check the box if the 

substance is below the regulated threshold. If it is, then the concentration % w/w per unit 

does not need to be filled out. If it above the regulated threshold, you will need to add in 

the Concentration % w/w per unit.

Note: If there are more than 1 substance, then click on the “Add New Substance” link to 

add all substances
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RoHS – Select Substance Name

For RoHS, select the Substance under the Substance Name Drop down. Choose the 

declaration on whether the substance is compliant with exemptions or not compliant. 

When choosing Compliant with exemptions, you must choose the appropriate RoHS 

exemption. If there are multiple substances, click on the “Add New Substance” link to 

add another substance.

Once completed click on the “Save and Continue” button.
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Summary

Review the information within the survey response summary. If everything listed is correct, 

click on “Save and Submit”
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Survey Response Summary

If there are no REACH or RoHS substances in your part, the summary page will look 

similar to this.

Once reviewed, click on “Save and Submit”
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Finalize Survey

After you hit “Save and Submit” an alert window will pop up. Click “Yes” to finalize the 

survey. Click “No” if you need to make any updates. 

Once you click yes, it will bring you to a new screen that will indicate you have submitted 

the survey response. After, you will receive an email indicating that the survey response is 

pending review. If there are any issues, an email will be sent back to you with information 

on why it was not approved. 
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Saving Survey Response

If you click on “Save” you will be sent to this screen. 


