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an integratedinformation management systerthat includesreporting, purchasingadministration,
data analysis and financialanagement service.

This docurant will guide you through the variowspects of the portalService providesto the
MHSW Programncluding collection site operators, transporters and processolidind this
guidebook useful

We trust that you will find the new WeRecydgertal easy and quick to usand we welcome any
comments you might have on the systelinyou should have any questions at any point during the
registration and reporting process that are not resolvedhig guide, we urge you to contact us at
serviceprovide@stewardshipontario.ca

The rest of this introduction will provide details on logging onto and navigating the system. The next
section willdeal with the registration process and the final section aulline the reporting function.

1 Signin
The WeRecycle portal can be accessethtfihs://werecycle.stewardshipontario.ca

Figurel.1l Logon Screen

ONTARIO

Stﬁmlslu‘p "

Add your User ID and your Password tc logon

New Here? Register Now
UseriD* $02010

P: . |
Password |

Logon Problems? Get Support

1.1 Existing Service Providers

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

A Using the User ID and temporary password that Stewardship Oritasi@lreag provided you
with via emaipleaselog on to the system.

A The system will prompt you to change your password to one of your choosing.
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A Once this process is complete, you will be taken to the reporting home pafygon cannot
remember your passworglease click ofGet Support at the bottom of the page and yotan send
an email to customeiservice requestingthat you be given your password.

A If you cannot remember your UsHD, please contact us at888-288-336Q or via email at
serviceprovide@stewardshipontario.ca

1.2 Brand New Service Providers

A If you are new tahe MHSW program and wish to apply to participate in the program as a service

provider (transporter or processomr collection site, clicRegister Nowj to create aUserID and
request a password.

A Onceyou have submitted an application participate in he program, and whiléhe status of this
applicaton is still under reviewyou will be unable t@omplete a report irthe WeRecycle portal.

2 GeneralNavigatinginstructions

Figure2.1 below displays the navigation bar that will bethe top of any page in the portal once you
have logged on.

Figure2.1 Navigation Bar
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The navigation &r will allow you to access directions for help with the systaatess tha
Stewardship Ontario @bsiteand log off once you have finished your session.

Tip: Any time you would like to reference information on the Stewardship Ontario website, click on the link
intheupper right corner. This wil |l tagekWhenyauulose or getiute
the Stewardship Ontario website window, you will returntot he 6 We Recycl ed page

Once you have completed your session on the WeRecycle portal, you mubgl@kto safely end
your session. Thdialogue boxhowed inFigure2.2 will appear uporclicking and you will be asked to
confirm that you want to end your session.


mailto:werecycle@stewardshipontario.ca

Stewardship

ONTARIO

Figure2.2 Log Off Popup

2} SAP NetWeaver Portal -- Webpage Dialog  [X]

= stewardship.com

& Are you =ure you want to log off?

bt/ /stewardships @ Internet

Note however that you may receive an error ($8gure2.3) when trying todgoff if you do not have
pop-ups enabled on your browseiTo avoid this error, you must allow Stewardship Ontario-ppp
at all times. Further information on pogups is available on line at:
http://www.stewardshipontario.ca/werecycle/quidebooks/popups/popups.pdf

Figure2.3 Log Off Error

2 -- Webpage Dialog

= stewardship.com

http://stewardship= @ Internet

3 Browses Supported by WeRecyle

The WeRecycle portal suppornsostof the main wéy browsers currently in use, includihg7,|ES8,
andMozilla Firefox


http://www.stewardshipontario.ca/werecycle/guidebooks/popups/popups.pdf
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SECTION |: REGISTRATION

Registration is a two step procedure that involves creating a registration prafitethen completing
and submitting an application.

Before going througlthis 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 becomg acollection sitefor anyobligatedMHSW materials, including those
setto become part of theconsolidatedporogram on July 22010,please visind read
http://www.stewardshipontario.ca/cmhsw/commercial/commercial.htaml advance of registering on
the WeRecycle portal.

If you are a prospectiveansporter or processofor any obligated MHSW materialancluding those
set to become part of theonsolidatedprogram on Jyl 1, 2010, please visit and read:
http://www.stewardshipontario.ca/cmhsw/transporters/transporters.htnm advance of registering
on the WeRecycle portal.

4 Creating a Prile

Clickindregister Now on thefirst logon screer{Figure 1.} will take you tothe selfregistration page,
shownbelow. Here you will create a login ID, which you wikk wghenever you wish to log onto the
portal to complete your application or reporgour transactions.

Figure4.1 Profile Creation Screen

Smh b p Create Login ID =
f & Welcome to WeRecycIe

ONTARIO
22—+

Login Information Confirmation

Login Information ]

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: * 15020101 | [L Proceed with Registration |
First Name: * [fonn ]
Last Name: *
E-Mail Address: * ]
Confirm Email Address: * %

All fields areequiredfields of entryand you will not be able to proceed with yoregidration until
each has ben completedA failure to fill in any of the fields will produce an error messagshas/n
below inFigure4.2


http://www.stewardshipontario.ca/cmhsw/commercial/commercial.html
http://www.stewardshipontario.ca/cmhsw/transporters/transporters.html
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Figure4.2 Required Fields and Errors

E

Create Login ID =
Welcome to WeRecycle

p———

Login Information Confirmation

Login Information =l

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: * [so20102 | {. Proceed With Registration |
First Name: *

Last Name: * ——
Ewaiadwess * [ ]
ConfimEmai adaress:* [ |

0 Blank value for LAST NAME not allowed!

The first and last name eated 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 messaf@wnin Figure4.3 and your password will be
issued promptly.

Figure4.3 Acknowledgement of Profile Creation

Create Login ID ]
Welcome to WeRecycle

b i

nformation Confirmation

Confirmation E
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 y gi ion ga y il i or exit and return at your convenience.

| Proceed with Registration

Once you have entered all the requisite information, please Elieteed with Registration. You will see
a message indicating that arneail (seeFigure4.4) with your temporary logon password has been
sent to the specified -enail address.
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Figure4.4 Receipt of Profile Creation-Klail

Dear Stewardship Ontario :

Thank you for ereating your WeRecycle Logon ID.

Please use this information to complete your registration with Stewardship Ontario

UserID: 502010

Password: R3VoIWSCoSPXRD

Please click on the link below to complete your registration. You will be asked to change your password for security purposes

http://stewardship3 stewardship com:33000/ij ‘portal

For assistance please contact us at.

Toll-free - 1-888-288-3360

The email will identify yourUser ID and passwortf.you have exited the portal, you cafick onthe
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 pemary password into the appropriate fields on the logon
screen(seeFigurel.1), you will be notified that your temporary pasevd has expired and asked to
replace it with a password of your choosinégpu must type in the old psword and then select a new
passwordand confirm that password in the bottom fiel&imply copy the temporary password from
your email into the password field to simplify the process.

Figureb.1 Create a Pssword
[

. |
S
SteWardship
E ONTARIO
@ Password has expired
Replace the temporary password with your own password
Change Password
Uszer ID 502010
Old Password * TEssssRRETRRERY
MNew Password * sssssssss
Confirm Password * sssssssss|
Cancel
. o]

Note: your new password must include both letters and numbers.

Once you have selected and confirmed a new passWwgrdickindchange] youwill be taken to the
application gatewayshownin Figure5.2 below
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Figureb.2 WeRecycle Application Gateway

S[ewar dShﬁ) Help | Stewardship Ontario Web Ste  Log off ‘
ONTARIO

Hello! You have d the WeRecycl y for:

g

= 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)

i(e Service Provider (MHSW program)

If you are both a steward and a MHSW service provider, please complete your steward registration first. Then
create a second Logon ID to register as a MHSW service provider.

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

|
The WeRecycle portal is the front end of an integrated data management systenis designed to
accommodatestewards foboth the MHSW and Blue Box prograas well as MHS\&ervice
providers. Please check tfgervice Provider] box and clickSubmit

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 Ontarkollowup inquiries by a Stewardship Ontario
representative will be undertaken to confirm acdmpletethe details of your relationship with
Stewardship Ontario.

6.1 Company and Contact Information

On the[Company Information| screen,shownin Figure6.1, you will be asked to fill in your company
information and select the desired service provider type.




Stewardship

ONTARIO
Figure6.1 Company Information
Tip: You can
T8 1 1 1 [ e
. . || ) |_| ) [ . |_ us e t h e
Company Information Contact Informaticn Material Categories Document Upload & Attachment Registratior Ma p C) at
4 Previ
of the screen to
move back and
Service Provider Type forth in the
[] Coliection Site Operator registration
[ |jfEac=poci=y process. Just
[] Processor click on the
boxes. If you
Company Information mouse over the
Company Name: * || ; bOXES,. an
Street No.: * | | street: = | explanatlon_of
o each step is
e | ! displayed
Country: * = )

Province/State: * Postal/ Zip Code: * |:|
Company Phone: * | | Extenzion: |:|
Company Fax: | | Extension: |:|

Company Email: | |

Company Website: | |

G.5T Number: * |

Required fields are marked with a redterisk andnust be completed in order to move on to the next
stage of the application process.

Country and province selection is done via a dredpwn menu, asshownin

Figure6.2. The selection defaults to Canada (CA), but if you aréddéa another country, you must
use the drop down menu to select that country. Simply tegaur country in the listglick on the
grey square to the left of the recorthen clickok|. Repeat the procedure with the province or state.

Figure6.2 Country Selection

[=I|E3)
Country Name
Al Andorran
AE Utd.Arab Emir.
AF Afghanistan
AG Antigua/Barbuda
Al Anguilla
AL Albania
AN Armenia
AN Dutch Antilles
A Angola
Al Antarctica
[ ] ] row[ 1]of2ses [=][=]=]
Cancel
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All registrants must select at least one service provider type. Failure to do so will generate the error
message displayed Figure6.3 below.

Figure6.3 Service Provider Error Message

# At least one =ervice type must be zelected, Pleaze =elect the zervice type

The service provider types are:

Collection Site Operatog Select if you are interested in allowing consumensl possibly contractors
to return their MHSW to your site for management aidposal. You may specify the types of MHSW
you would like to see returnedr that you generate at your sit&Stewardship Ontario will arrange for
the provision of containers angpick upservices.

Transporterg Select if you are interested in hauling amyall types of MHSW from one point to
another. Applicants mustomplywith all requisiterules and regulations

Processor Select if you are interested processing any or all types of MHSW d@posal or
recycling intomarketableproducts Applicans mustcomplywith 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 tiimeee service types as theye interested in providing

Once you have filled out your company information aetected the type of service provider activity
you would like to offer to Stewardship Ontario, you will be asked to pravideontact information

of the representatives of your companyho will work with Stewardship Ontarito complete the
application pocess

10


http://www.stewardshipontario.ca/cmhsw/providers/providers.html

Figure6.4 Contact Information

As displayed ifrigure6.4 above, you have the opportunity to enter up to two contacts and an
additional accounting contact. The contastsould be the people who will be in charge of handling
your business relationshipith Stewardship Ontaricand willbe able to answer operational details
related to your busines¥our primary contact should have the authority to contractually bind the
company. The accounting contact should be the person who will be handling your Stewardship
Ontariofinancial transactions

Note that you are only required to fill out the primary contact. The subsequent contacts may be left
blank if so desired. These contaitnay be changed at any tinbg contacting Stewardship Ontario at
serviceprovider@stewardshipontario.efter you have been approvgdeeFigure?.2).

6.2 Selecting Material Categories
hyO0S &2dz KIFI 88 TAft §RinfrdmtionpyduteMdbenak¥d i igeitip the O2 vy i | O

materials which you wish to handle under the MHSW progréine listof material categories is
shown inFigure6.5 below and includes both MHSW currently collected under Phaselieof t

11





































































