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Phone: 1-888-288-3360 (option 4)  

Email: serviceprovider@stewardshipontario.ca 
 
Stewardship Ontario Website 
www.stewardshipontario.ca  
 
 

This Guidebook is in effect from its date of publication until December 31, 2011.  If a subsequent 
version of the Guidebook is published prior to that date, it will supersede the contents of this document. 
This publication provides guidance for Service Providers of the MHSW Program but does not constitute 
a legal document.  Stewardship Ontario reserves the right to change program guidebooks at any time.  
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INTRODUCTION 
 
²ŜƭŎƻƳŜ ǘƻ {ǘŜǿŀǊŘǎƘƛǇ hƴǘŀǊƛƻΩǎ ƴŜǿ ²ŜwŜŎȅŎƭŜ portal! The WeRecycle portal is the front end of 
an integrated information management system that includes reporting, purchasing administration, 
data analysis and financial management service.   
 
This document will guide you through the various aspects of the portal. Service providers to the 
MHSW Program, including collection site operators, transporters and processors will find this 
guidebook useful.  
 
We trust that you will find the new WeRecycle portal easy and quick to use and we welcome any 
comments you might have on the system. If you should have any questions at any point during the 
registration and reporting process that are not resolved by this guide, we urge you to contact us at   
serviceprovider@stewardshipontario.ca. 
 
The rest of this introduction will provide details on logging onto and navigating the system. The next 
section will deal with the registration process and the final section will outline the reporting function. 

1 Sign-In 

The WeRecycle portal can be accessed at: https://werecycle.stewardshipontario.ca.  
 
Figure 1.1 Logon Screen 

 

1.1 Existing Service Providers  

Á Existing Service Providers are companies that have already registered with and who have been 
approved by Stewardship Ontario as an MHSW service provider 

Á Using the User ID and temporary password that Stewardship Ontario has already provided you 
with via email please log on to the system. 

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

mailto:werecycle@stewardshipontario.ca
https://werecycle.stewardshipontario.ca/
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Á Once this process is complete, you will be taken to the reporting home page in if you cannot 
remember your password, please click on Get Support at the bottom of the page and you can send 
an e-mail to customer service  requesting that you be given your password.  

Á If you cannot remember your User ID, please contact us at 1-888-288-3360, or via email at 
serviceprovider@stewardshipontario.ca.  

1.2 Brand New Service Providers  

Á If you are new to the MHSW program and wish to apply to participate in the program as a service 
provider (transporter or processor) or collection site, click Register Now to create a User ID and 
request a password. 

Á Once you have submitted an application to participate in the program, and while the status of this 
application is still under review, you will be unable to complete a report in the WeRecycle portal. 

2 General Navigating Instructions 

Figure 2.1 below displays the navigation bar that will be at the top of any page in the portal once you 
have logged on. 
 
Figure 2.1 Navigation Bar 

 

 
 
The navigation bar will allow you to access directions for help with the system, access the 
Stewardship Ontario website and log off once you have finished your session. 
 
 
 
 
 
Once you have completed your session on the WeRecycle portal, you must click Log Off to safely end 
your session. The dialogue box showed in Figure 2.2 will appear upon clicking and you will be asked to 
confirm that you want to end your session. 
 

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 websiteôs opening page. When you close or reduce 

the Stewardship Ontario website window, you will return to the óWe Recycleô page you were working.  

mailto:werecycle@stewardshipontario.ca
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Figure 2.2 Log Off Popup 

 
 
Note however that you may receive an error (see Figure 2.3) when trying to logoff if you do not have 
pop-ups enabled on your browser.  To avoid this error, you must allow Stewardship Ontario pop-ups 
at all times.  Further information on pop-ups is available on line at: 
http://www.stewardshipontario.ca/werecycle/guidebooks/popups/popups.pdf 
 
 
Figure 2.3 Log Off Error 

 

3 Browsers Supported by WeRecyle 
 

The WeRecycle portal supports most of the main web browsers currently in use, including IE7, IE8, 
and Mozilla Firefox. 
 
 

http://www.stewardshipontario.ca/werecycle/guidebooks/popups/popups.pdf
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SECTION I: REGISTRATION  
 
Registration is a two step procedure that involves creating a registration profile, and then completing 
and submitting an application. 
 
Before going through this process, however, prospective service providers and collection sites should 
acquaint themselves with the requirements and vendor standards which Stewardship Ontario expects 
all its partners to agree to and comply with. 
 
If you are interested in becoming a collection site for any obligated MHSW materials, including those 
set to become part of the consolidated program on July 1, 2010, please visit and read: 
http://www.stewardshipontario.ca/cmhsw/commercial/commercial.html in advance of registering on 
the WeRecycle portal. 
 
If you are a prospective transporter or processor for any obligated MHSW materials, including those 
set to become part of the consolidated program on July 1, 2010, please visit and read: 
http://www.stewardshipontario.ca/cmhsw/transporters/transporters.html in advance of registering 
on the WeRecycle portal. 

4 Creating a Profile 

Clicking Register Now on the first logon screen (Figure 1.1) will take you to the self-registration page, 
shown below.  Here you will create a login ID, which you will use whenever you wish to log onto the 
portal to complete your application or report your transactions. 
 
Figure 4.1 Profile Creation Screen 

 
 
 
All fields are required fields of entry and you will not be able to proceed with your registration until 
each has been completed. A failure to fill in any of the fields will produce an error message, as shown 
below in Figure 4.2 

http://www.stewardshipontario.ca/cmhsw/commercial/commercial.html
http://www.stewardshipontario.ca/cmhsw/transporters/transporters.html
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Figure 4.2 Required Fields and Errors 

 
 
The first and last name entered should be those of your primary contact, although this information 
may be modified later on during the application process. 
 
Once complete, you will receive the following message, shown in Figure 4.3 and your password will be 
issued promptly. 
 
Figure 4.3 Acknowledgement of Profile Creation 

 
 
Once you have entered all the requisite information, please click Proceed with Registration. You will see 
a message indicating that an e-mail (see Figure 4.4) with your temporary logon password has been 
sent to the specified e-mail address.  
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Figure 4.4 Receipt of Profile Creation E-Mail 

 
 
The e-mail will identify your User ID and password. If you have exited the portal, you can click on the 
link in the body of the message, which will take you back to the logon screen to begin the application 
process. 

5 Starting Your Application 
 

Once you have entered your User ID and temporary password into the appropriate fields on the logon 
screen (see Figure 1.1), you will be notified that your temporary password has expired and asked to 
replace it with a password of your choosing. You must type in the old password and then select a new 
password and confirm that password in the bottom field.  Simply copy the temporary password from 
your email into the password field to simplify the process. 
 
Figure 5.1 Create a Password 

 
 
Note: your new password must include both letters and numbers. 
 
Once you have selected and confirmed a new password by clicking Change you will be taken to the 
application gateway, shown in Figure 5.2 below 
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Figure 5.2 WeRecycle Application Gateway 

 

 
The WeRecycle portal is the front end of an integrated data management system, so it is designed to 
accommodate stewards for both the MHSW and Blue Box programs as well as MHSW service 
providers. Please check the Service Provider box and click  Submit 

6 Completing Your Application 

Note that the information you provide in the process described below is not binding; it merely serves 
to indicate your interest to Stewardship Ontario. Follow-up inquiries by a Stewardship Ontario 
representative will be undertaken to confirm and complete the details of your relationship with 
Stewardship Ontario. 

6.1 Company and Contact Information 

On the Company Information screen, shown in Figure 6.1, you will be asked to fill in your company 
information and select the desired service provider type. 
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Figure 6.1 Company Information 

 
 

Required fields are marked with a red asterisk and must be completed in order to move on to the next 
stage of the application process.  
 

Country and province selection is done via a drop-down menu, as shown in  

Figure 6.2. The selection defaults to Canada (CA), but if you are located in another country, you must 
use the drop down menu to select that country. Simply locate your country in the list, click on the 
grey square to the left of the record, then click OK. Repeat the procedure with the province or state. 
 
Figure 6.2 Country Selection 

 

Tip: You can 
use the ñRoad 
Mapò at the top 
of 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.  
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All registrants must select at least one service provider type. Failure to do so will generate the error 
message displayed in Figure 6.3 below. 
 
Figure 6.3 Service Provider Error Message 

 
The service provider types are: 
 
Collection Site Operator ς Select if you are interested in allowing consumers and possibly contractors 
to return their MHSW to your site for management and disposal. You may specify the types of MHSW 
you would like to see returned or that you generate at your site. Stewardship Ontario will arrange for 
the provision of containers and pick up services. 
 
Transporter ς Select if you are interested in hauling any or all types of MHSW from one point to 
another. Applicants must comply with all requisite rules and regulations. 
 
Processor ς Select if you are interested in processing any or all types of MHSW for disposal or 
recycling into marketable products. Applicants must comply with all requisite rules and regulations. 
 
 
Applicants may find fuller definitions of each of the service provider activities and the standards for 
partnering with Stewardship Ontario on our website at: 
http://www.stewardshipontario.ca/cmhsw/providers/providers.html  
 
Applicants may select as many of the three service types as they are interested in providing. 
  
Once you have filled out your company information and selected the type of service provider activity 
you would like to offer to Stewardship Ontario, you will be asked to provide the contact information 
of the representatives of your company who will work with Stewardship Ontario to complete the 
application process.  
 

http://www.stewardshipontario.ca/cmhsw/providers/providers.html
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Figure 6.4 Contact Information 

 
 
As displayed in Figure 6.4 above, you have the opportunity to enter up to two contacts and an 
additional accounting contact. The contacts should be the people who will be in charge of handling 
your business relationship with Stewardship Ontario, and will be able to answer operational details 
related to your business. Your primary contact should have the authority to contractually bind the 
company. The accounting contact should be the person who will be handling your Stewardship 
Ontario financial transactions. 
 
Note that you are only required to fill out the primary contact. The subsequent contacts may be left 
blank if so desired. These contacts may be changed at any time by contacting Stewardship Ontario at 
serviceprovider@stewardshipontario.ca after you have been approved (see Figure 7.2). 

6.2 Selecting Material Categories  

 
hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƛƭƭŜŘ ƻǳǘ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ŎƻƴǘŀŎt information, you will be asked to identify the 
materials which you wish to handle under the MHSW program. The list of material categories is 
shown in Figure 6.5 below and includes both MHSW currently collected under Phase 1 of the 














































