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Section 17 Introduction

1.1 Welcome Blue Box Stewards

Wel come to Stewardship Ontariobs upgraded @i We
This is volume 2 of a two volume set that explains your obligations for 2010. Volume one describes the
program and how you, as a potential steward, may fit into it.

A This guidebook will help you log on to and use You can review the Blue
the new, upgraded, online data reporting system. Box Program Rules at:
R http://www.stewardshipont
Letds get started. ario.ca/bluebox/pdf/rules/2

010 bb_rules.pdf

1.2 If you are an Existing Steward

If you are an existing Blue Box steward, you already have a User ID and password.
On February 28, Stewardship Ontario sent you an email message that contained your User ID and a
temporary password.

User ID T it will be the same User ID you originally set up unless there are two such identifiers in the
system, e.g. two gbrown. In this case, a number will be added to one of these identifiers to distinguish
it.

Password T the one you receive in the email is not the same as the password you originally set up.
Thatpassword is secret to you and we dondt have
to get you into the upgraded reporting system. Use the temporary password to get in, then you will be
prompted to change it to one of your choosing when you first enter the portal.

You can go right to Section 2.1 on page 4 for instructions and screen shots that will help you log onto
the new system.

1.3 If you are a Brand New Blue Box Steward

If you are a new Blue Box Steward who has never filed a steward report before, go to Section 2.2 on
page 5 to see instructions and screen shots that will help you log on the system for the first time and

Recyc

acce.:

register to use the steward reporting system. Onceyou 6 ve compl et ed that process

move directly to filing your Stewardds Report.

1.4 If you are both a Blue Box Steward and an MHSM Steward

If you are an EXISTING steward of the Blue Box and also a steward of the MHSW program, please
contact Steward Services directly to ensure that your account is set up with one Steward number that
can be applied to both programs. You can reach us by calling 1-888-288-3360 or emailing us at
werecycle@stewardshipontario.ca. (New stewards do not need to call.)

1.5 Where to Find Program Rules

Blue Box Program Rules: http://www.stewardshipontario.ca/bluebox/pdf/rules/2010 bb _rules.pdf

MHSW Program Rules: www.stewardshipontario.ca/cmhsw/rules/rules.html
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Section 27 Registering
2.1 Registering as an Existing Blue Box Steward
Step 1: Loggingont o t he OWe Recycl ed System

Click on or copy and paste the following URL into your browser:

http://werecycle.stewardshipontario.ca

The following screen will open up.

Sietdship

£ ONIARIO

Add your User ID and your Password to logon
New Here? Reqister Now
UseriD*

Password *

Logon Problems? Get Support

1. Using the User ID and temporary password that Stewardship Ontario provided in the email, log on to the
system.

2. The system will prompt you to change your password to one of your choosing.

3. Once you have completed the process of changing your password, you can go to Section 3, on page 12 of
this guidebook which shows you how to begin entering data for your report.

Note: Wheneveryoure-e nt er 6 We Re
t

ycled online system and
youdll go directly tuo e

data reporting sectio

c
h
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2.2 Registering as a New Blue Box Steward

Step 1: Logging onto the OWe Recycl ebd
Click on or copy and paste the following URL into your browser:
http://werecycle.stewardshipontario.ca
The following screen will open up.
Sg[v}vstmardshipkegistempp ‘Z?SAPNetWeavev Portal x lil B-8 deh ~ [i} Page
:::: :;)Jevre? Register Now
Password .
Logon Problems? Gt Support
A When you see the screen above, click on
A You will g o t We Recydebfmdeavibenegou tam input your login information.
Step 2: Input Your Contact Information
Create Login ID E|
Welcome to WeRecycle
w—{a——{z—
Login Information Confirmation
Login Information E]

Create a login ID as your unique identification for registration and reporting.
Login ID can be no more than 12 characters, including spaces.
You will need your login ID every time you enter the WeRecycle reporting system.

Login Id: * il ] [ Proceed With Regi

First Name: * :l
Last Name: * :l
E-Mail Address: * I:l
Confirm Email Address: * :

A Create vylogim lovnd 6You wi | | us e

t h aWe Récicledsystem.e v e r

A When you have finished inputting information, click on |Proceed with Registration]|

A You will receive confirmation thatyour Login has been received

and

System

that
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Z7 StewardShipRegisterapp
0

S

! ONT

-8
Create Login ID
Welcome to WeRecycle
» 1 — 7} -4
n Informatio Confirmation
Confirmation =]

LOGON RECEIVED

Thank you for creating a WeRecycle Logon ID. We will email you a temporary password soon.

You may copy it to enter the

Proceed with Registration

or exit and return at your convenience.

A Return immediately to this screen and click |[Proceed with Registration|

Step 3: Create a Password Unique to You

Steedship

B ONTARIO

© Password has expired

Replace the temporary password with your own password
Change Password
User D L
Old Password * |
New Password *

Confirm Password *

corce

Leave this window open while you go to your email to retrieve the temporary password. Look for an email
from werecycle.stewardshipontario.ca. Either write down the password or copy it.

Note: Once you have
completed the following 6 0 n ¢
t i me o n tayol, everg g

timeyouent er t he
Recycl ed onlin

page will open.
You then input your User ID
and new password and click
on [Log Onl. You can then go
directly to DATA
REPORTING SECTION.

Note:6 Password has expired6 ickangethetpmpgrarygpaspwomd.mpt f or you t o

A Input the temporary password (where it says fAoldo passwo
new password of your choice.

A Confirm the new password

A Click [Change]
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Step 4: OWeRecycl eb

Z7 Stewardship Registration - WeRecycle

-8

Stewardship
ONTARIO

Hello! You have entered the WeRecycle gateway for:
+ Stewards of Blue Box waste and/or Municipal Hazardous and Special Materials (MHSM)
= Service Providers for the Municipal Hazardous and Special Waste (MHSW) program.
Click below to register as a:

@ Steward (Blue Box or MHSW program)
© Service Provider (MHSW program)

If you are boty/é steward and a MHSW service provider, please complete your steward registration first. Then
create a spfond Logon I to register as a MHSW service provider.

For ggistance please contact Stewardship Ontario toll free at 1-888-288-3360

Gat eway

ip | Stewardship Ontario Web Ste  Log off "

Y g v Page- Safety~ Took- @~

»

Tip: Any time you
would like to
reference
information on the
Stewardship Ontario
website, click on the
link in the upper right
corner. This will take
you right to the
websiteobs
page. When you
close or reduce the
Stewardship Ontario
website window, you

will returntot h e
Recycl eod
which you were

working.

(

By clicking in the circle, register as a steward of the Blue Box or MHSW Program. Sometimes stewards are

also service providers. If you also wish to be a service provider you will need to re-enter the system afresh

and register as a service provider.

Click on

Step 5: Gather your Information Before you Continue

27 Stewardship Registration - WeRecycle

Stewardship
ONTARIO

» . 1 1 1 | -4 <
T L] L] L] <
RegistrationInfo  CompanyInfo  SelectProgram  Contacts  EnvironmentLead  Obigation Status
[4 Previous |

Registration Information

Before you Start
You will need:
= Corporate name, address, phone, email
= Primary and secondary contacts: names and coordinates
= Information about:
= Corporate residency — is your company resident in Ontario as defined by the Blue Box and/or MHSW Program
= Responsibilty for Blue Box waste (2002 to present) and/or MHSM (2008 to present)?
= Sales (Blue Box stewards only)—did your company’s gross sales in Ontario equal or exceed S2 milion

Ready to Register?
When you have allthe information you need, click <Next> to continue.
Note: your registration wil time out if inactive for 30 minutes and the information you have entered will be lost.

Need Help?
<Tips icon> for system tips
<info icon [ >for program information

Log off
To exit the system, click on the LogOff button at top right. If you exit now, your registration will not be saved and you will need to begin again.

Tip: You can use the
AfRoad Mapo
the screen to move back

and forth in the registration
process. Just click on the
boxes. If you mouse over
the boxes, an explanation
of each step is displayed.

a i

Note: before you continue you may want to collect pertinent information as shown on the screen (e.g., corporate

name, address, phone, emalil, etc.)

A Click to continue.
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Step 6: Input Company Information

Select Sector.

\

\

Input company informatio
Select Sector
Click on document icon to open a sector list to select your primary sector

Click [OK| to save or to exit primary sector.
Nex

Click to continue on to the next page.

Note: If your company address is outside Ontario
You wi | | be directed to another screen in O6We Red
instructionsi n t h-ef-Pii Owt n c e pleaseego o Bextion 4.1 on page 20 in this guidebook.

Step 7: Selecting your Program

Select the Blue
Box program

and click

to continue.
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