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STEP ONE: Creating a Re-TRAC Connect Account & Joining the
NYSDEC E-waste Online Registration & Reporting System

(Instructions for Manufacturers & Collectives)

New and existing covered electronic equipment manufacturers and collective electronic waste acceptance programs
regulated under the NYS Electronic Equipment Recycling & Reuse Act (Act) must create a Re-TRAC Connect account to
gain access to the NYSDEC E-waste Online Registration & Reporting System. The online system will be the only method
regulated entities may use to submit their registration and annual reporting forms required under the Act.

What other guidance is available for using Re-TRAC Connect?

e Re-TRAC Connect General User Support: http://re-trac.com/help.

e Tuesday Training hosted by Emerge Knowledge — join them every two weeks for a free one-hour webinar.
The session provides an overview of the system and highlights available features.
Register here: https://attendee.gotowebinar.com/rt/2697460826506056450.

e STEP TWO: Completing and Submitting Registration Forms and Applicable Fee Payments: Guidance for
Manufacturers/Collectives (PDF)

e STEP THREE: Completing and Submitting Annual Reporting Forms and Applicable Fee Payments: Guidance
for Manufacturers/Collectives (PDF)

Who do I contact if | have questions?
e Technical support questions related to the Re-TRAC Connect online software should be directed to Emerge
Knowledge Design, Inc. at: support@re-trac.com or (888) 600-3907.
e Questions related to the content of the online registration and reporting forms should be directed to the
NYSDEC E-waste Team at: ReTRAC.Ewaste@dec.ny.gov or (518) 402-8706.
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http://www.dec.ny.gov/docs/materials_minerals_pdf/s2retracmc.pdf
http://www.dec.ny.gov/docs/materials_minerals_pdf/s3retracmc.pdf

Re-TRAC Account Creation

1. Visit https://connect.re-trac.com/registration/nys-dec-program, and click on the “Create My Account” button after
entering the required new account information.

Helpful Tips:

* Accounts should be created for an organization and not for a specific person within that organization.

That way, if the account creator leaves, others in the organization will know the log-in credentials and be able
to pick up where the account creator left off.

* ldeally, the person who will physically complete the online registration and subsequent years’ annual reports
should create the account. A different person may still be listed as the primary program contact when filling
out the online forms.

e If you already have a Re-TRAC Connect account, you may use your existing log-in credentials to join
NYSDEC's E-waste Online Registration & Reporting System. You will simply need to search for the program
to join after logging in.
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2. After clicking “Create My Account”, you will receive the following message to check your e-mail for an activation
link:

Activate your Re-TRAC Connect account

¥

We sent you an email!

To complete the registration, you must verify your email address by clicking the activation button in the email.

Remember to check your spam folder - sometimes automated messages get caught up there.

3. Click the activation link in your e-mail.

Re-TRAC Connect <suppori@re-trac.com= 9:51 AM (1 minute ago) - -
to me |+
Q)
“SRe-TRAC
Connect

Hello Instruction,

Flease click the button below to activate your Re-TRAC Connect account.

Activate

The Activation link provided is good for a period of three months and can only be used once.

If you are not logged into Re-TRAC Connect after clicking the link above, please copy and paste the following link into the address bar of
your internet browser: http-/fdemo.re-trac com/activate/bia2fFHzFeCiDiKhe\Ww5h

Have guestions? Reply to this email.

QEJ This message was sent through Re-TRAC Connect
https-ffconnect re-trac.com
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4. The activation link will direct you to join the NYSDEC's E-waste Online Registration & Reporting System.
Click the “Join” button.
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5. You will now need to provide the name and organization type (manufacturer or collective) you are representing,
and then click the “Next” button. The name you provide in this step will be your identifier to the NYSDEC and
throughout the online system.

NOTE: If you are already registered with the NYSDEC, you should provide the same name as you did on your
original paper registration form.
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6. Location details and contact information are entered in this next step. Once complete, click the “Save” button.

NOTE: If you represent an electronic equipment manufacturer based in a country outside of the United States,
without a United States headquarters, and the country is not available in the drop-down menu, please contact the
NYSDEC E-waste Team for assistance.
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7. A NYSDEC E-waste Team Program Manager will then review and approve your request to join. We will do our
best to respond within one business day. You may now exit the system while you await approval.

NOTE: Should you be denied access to the NYSDEC E-waste Online Registration & Reporting System, you will be
notified via e-mail and will have an opportunity to try and re-join.
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8. Once approved, you will receive an e-mail notification and be able to Log in to the online system. Click the “Log

in” button.
Re-TRAC Connect =suppori@re-trac.com= 2:23 PM {0 minutes ago) - -
fo me [+
Y
2 - 4
annect

Hello Instruction,

XYZ Organization has been approved fo paricipate in NY'S Electronic Equipment Recycling & Reuse Act Program delivered by New York
State Department of Environmental Conservation.

Your Re-TRAC Connect log in email address is: nydectest+instructions@amail com

Log in to begin reporting:

¥ This message was sent through Re-TRAC Connect
https-ficonnect re-trac.com
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9. Once you've logged-in to the online system, you will be brought to your organization’s Dashboard. From here,
you must click the “Go” button to access any applicable registration or annual reporting forms available to you.
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You have now completed the Re-TRAC Connect account creation process, and have
successfully joined the NYSDEC E-waste Online Registration & Reporting System.
You may now begin STEP TWO, entering data into the available registration form.

Thank you.
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