NEW YORK | Department of

-
TS | Environmental Y5Re-TRAC

Conservation Connect

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

(Instructions for Electronic Waste Collection Sites, Consolidation & Recycling Facilities)

New and existing electronic waste recycling facilities, consolidation facilities and collection sites 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 is in this document?
e Re-TRAC account creation instructions
e Re-TRAC profile/ Recyclesearch.com creation instructions

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
Sites/Facilities (PDF)

e STEP THREE: Completing and Submitting Annual Reporting Forms: Guidance for Facilities (PDF)

e STEP THREE: Completing and Submitting Annual Reporting Forms: Guidance for Collection Sites (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/s2retracsf.pdf
http://www.dec.ny.gov/docs/materials_minerals_pdf/s3retracf.pdf
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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.

NYS Electronic

g;,:::arﬁ:" Equnpm:ntgecyclmg &
Create Your Account euse Act rogram
Department of Fhie H133 Elacieonic B {Recyetng an
Environmental sk
Conservation

recytie Mair slectronic w
escorsc'o nanner. The At reg

First Hame * Last Hame *

Questions?
Email * {Use this to Log In}
wastn T

A waste{dec ny gov

Confirm Email * Available In

o Everywhers

Password * Confirm Password *

Create My Account, | agree fo the
f {f3e and Privacy Policy
Updated June 23, 2015)

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

Re-TRAC Connect =support@re-trac.com= 951 AM (1 minute ago) - -
to me [+

“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:/idemo.re-trac.com/activate/bia2fFHzFeCtDiKhe \Ww5

Have questions? Reply to this email.

95 This message was sent through Re-TRAC Connect
https-/iconnect re-trac.com

4. The activation link will direct you to join the NYSDEC'’s E-waste Online Registration & Reporting System.
Click the “Join” button.

RE'TRAC Instruction Creation Messages Help Log Out

Connect

TRTTA
Directorics Toolkit [zl MY PROFILES [ commuNITY

i Available In
= A NYS Electronic

G Equipment Recycling &
Reuse Act Program

« Everywhere

Department of o _
Environmental The NYS Electronic Equipment Recycling and Reuse Act
Conservation (Act) went into effect January 1, 2011. The Act ensures that

every New Yorker has the opportunity to recycle their
electronic waste in an environmentally responsible manner.
\:’ The Act requires manufacturers of covered electronic
equipment to provide free and convenient recycling of
| | electronic waste to most consumers in the state, using a
variety of acceptance methods. Electronic waste recycling

facilities, consolidation facilities, collection sites (e.g. retail
and municipal locations) and collection events are all major

Host:

MNew York State Department of
Environmental Conservation

Méchatc: components of the state’s electronic waste recycling
hitp:/iwww.dec_ny.govichemical/65583.h infrastructure. In order to properly track the flow of material

L and evaluate the effectiveness of the Act, the NYS

Program Manager Department of Environmental Conservation (Department)
NYSDEC E-waste Team must obtain complete and accurate registration and annual
ReTRAC Ewaste@dec. ny.gov reporting data from all regulated entities.

(518) 402-8706
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5. You will now need to provide the name and organization type (electronic waste collection site, consolidation
facility, or recycling facility) 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.

NOTES:

o If you are already registered with the NYSDEC, you should provide the same name as you did on your
original paper registration form.

e Electronic waste sites and facilities should familiarize themselves with the details of the program by
visiting the NYSDEC's website (http://www.dec.ny.gov/chemical/65583.html). If you are registering as a
combination of an electronic waste collection site, electronic waste consolidation facility and/or electronic
waste recycling facility, you should select the highest level of facility operation as your organization type.
For example, if you are registering an electronic waste recycling facility that will also operate as an
electronic waste collection site, you should select “recycling facility” as your organization type. Once your
account is created you will be required to complete a registration form where these additional details of
your organization will be noted.

- Re-mAc Instruction Creation ~ Messages Help Log Out

Cannect

[z] MY PROFILES [ coMmmuNITY

Drashboard Directories Toolkit

o 2 ;
NEW YORK
STATE OF

EO
OPPORTUNITY Get Started Create an Organization Complete

DEP artment of ;-‘?a-'m you ‘o your .'mi"esx in _a'o;n-‘-“.lg You c-_frrs-".l_r:__t- do not -'?i! Ve an existing Of'i.?mzarfon fg}f to join
= Siart by entering your Organization's name and select your Organization type. Click the "Next" button to
Environmental salli 22 4 ipafial sl giauatl)

Conservation _ continue.

ADD A NEW ORGANIZATION

Host:

Name your Organization * Select your Organization type *
New York State Department of

Environmental Conservation XYZ Organization
Collection Site
Website: Collective
Consolidation Facility
hitp:/f'www.dec_ny.govichemical/65583.h Electronics Manufacturer
tml Mext| Recycling Facility

Program Manager
NYSDEC E-waste Team
ReTRAC.Ewaste@dec.ny.gov

(518) 402-8706
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6. Location details, contact information, and drop-off hours (if applicable) are entered in this next step. Once
complete, click the “Save” button.

@ .2) O

Malke sure all required information on this form is complete and accurste. Glick “Save™ fo proceed to the next Sfep

Location Details

Collsction Stts Nams *
‘xvzm_mmm

e.g. Resiriolons, Instnuclions, etz

NOTE: If you represent an electronic waste consolidation or recycling facility that does not have public drop-off
hours, please write “n/a” in the Drop Off Hours box.

Contact Information

Drop Off Hours

Drop O Hours
‘mmawam

—
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7. If you manage the reporting for separate individual electronic waste sites and/or facilities, you may click the “Add
Another” button to enter the name and organization type, and then click “Next” to enter the location details as in
Step 6 above. Doing this will give you access to multiple reporting entities under one account log-in.

Important: Do not use the “Add Another” feature if you are a retail organization with multiple collection
locations but will be reporting under one registration number. Location information for multiple retail collection
sites will be addressed later in this document.

Dashboard Directories Toolkit

NEW YORK ) - ;
Department of ,
Environmental
Conservation

My Crganizations

Host

New York State Depariment of
XYZ Organization
Environments| Conservation

Callection Site
Website:
625 Broadway, Albany, N¥ 12207, USA

hitp:/fwww.dec.ny. govichemicaliB8553.h
tml
Program Manager
NYSDEC E-wsste Team Ad Aot /
ReTRAC Ewaste@dec ny gov i
(518) 402-8706

8. 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 wait.

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.

9. Once approved, you will receive an e-mail notification and be able to Log in to the online system.
Click the “Log in” button.

Page 6 of 14

Re-TRAC Connect =suppori@re-trac.com= 2:23 PM (0 minutes ago) - -
to me [+

“SRe-TRAC

Connect

Hello Instruction,

XYZ Organization has been approved to participate 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:

- e

:?f;: This message was sent through Re-TRAC Connect
https:/iconnect re-trac.com
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10. 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.

Messages 1 Help Log Dut

@ MY PROFILES 1 COMMUNITY

Dashboard

My Programs
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Bereer Understanding,
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NY Flectronie Equipment Reeyeling & Rewse Azt Progmm
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Connect
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snsgEmEnt INformBSon b the publc

Re-TRAC Profile Creation

1. At this time, we ask that the first thing you do once logged-in to the online system is create your profile. Profiles
will appear on Recyclesearch.com, which is a helpful locator tool for those looking to connect with the recycling
community. To begin, click on “My Profiles” in the upper right hand corner of your screen.
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2. Click on the icon below “Edit”.

,:; RE'TRAC Instruction Creation Meszages [T Help

Connect

w§ RE-TRAC CONMECT E MY PROFILES

Welcome to your profile Find an Organization
dashboard!

From this page you can: 1 Profile Status Updated Edit View Profile
= create public profiles for your XYZ Organization Private Jan 12,2016 |Z

organization(s)
= view information about your
organization(s)
access settings for configuring
your organization's public profile
add/list your profile to searchable
public directories

3. Please fill out your Organization Details, Materials Collected, and FAQs as applicable, paying close attention to the
contact details and hours of operation provided in the Organization Details category. You must click on the icons
below “Edit” to access the different categories. When you are editing the Organization Details category, make
certain you check the Hours of Operation box under Contact Details so that your location’s hours are shown in its
profile. Make sure to click the “Save” button at the bottom right of the page before exiting each category.

RE-TRAC CONNECT PROFILE

Build your profile for: XYZ Organization | —

Share Information from your Re-TRAL Connect sccount i Praview

Materisiz Callecten & \* E €
PFrograma @\ Qo @
FAQE —>» Al

Profile Status

pulic |~ private | @
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4. Once you are satisfied with your profile, please change the Profile Status to “Public,” click all buttons under
“Share,” and then click the “Save Settings” button.

NOTES

RE-

Any information shared will be viewable by the public via the http://recyclesearch.com/ website once the
profile status is made public.

If you do not accept from the public, you may wish to leave your profile private.

If you do not accept from the public or have restrictions on what/from whom you accept, but still wish to
have a public profile, make sure to include any such restrictions in your profile.

TRAC CONNECT PROFILE

Build your profile for: XYZ Organization

Share Information from your Ae-TRAC Connect sccount

5. If you report for more than one organization and have created multiple organizations as in Step 7 under Re-TRAC
Account Creation, you will need to repeat Steps 2 through 4 above for each reporting organization.

“§ Re-TRAC

[«

Instruction Crestion Messages a
T

«§ RE-TRAC CONNECT [Z] MY PROFILES

Welcome to your profile dashboard! Q. |Fing an Organizaton
From this page you can:
* Profile Status Updated Edit View Profile

w create public profiles for your organizati

= viewinformation about your rgarization(s) = :

® access settings for configuring your XYZ Organization Public Jan 12,2016 E
organization's public profile : R b e . . Saviaiaini s e T i . i e i [

. a_chHm_your profile to searchable public Y22 Private Jan 14,2016 E _
directories m
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6. Once you have completed all your Re-TRAC Connect profiles, you may now click on Re-TRAC Connect to return to
your dashboard and begin filling out the online registration and annual reporting forms.

NOTE: Remember to fill out the registration and annual reporting forms for each of the organizations you've
created a profile for.

5 Re-TRAC

RE-TRAC CONNECT PROFILE

Build your profile for- XYZ Organization

n from your R TRAC Connect account

Profile Stams I Punlic | & Private |2

PREVIEW ORGANIZATION DETAILS Z

XYZ ORGANIZATION

Please continue ONLY if you are reporting on behalf of multiple retail collection sites, as
additional steps are required.

For all others, you have now completed the Re-TRAC Connect account creation process,
have successfully joined the NYSDEC E-waste Online Registration & Reporting System,
and have created your organization’s profile(s) for Recyclesearch.com.

You may now begin STEP TWO, entering data into the available registration form(s).
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7.

For multiple retail collection sites under one registration, you can add profiles under Recyclesearch by clicking on
the drop-down menu with your account name in the upper right hand corner and clicking on “My Organizations”.

Directories

Dashboard

My Profiles

AF Recyclesearch

5. XYZ Organization

Toolkit

View All Profiles

Log Out

Messages 2 Help

[ myrrores ([ comMMummy

NEW PLASTIC TRACKING CATEGORIES /

Track your recycled plastic using
industry agreed-upon categories:
28 new plastic material categories
in the Tracker tool.

a2

VIEW TOOLKIT

My Programs Join Programs
Tuesday Training
NYS Electronic Equipment Recycling & Reuse Act Program
NEWYORK Join us every two weeks for a free one-hour
il s %YZ Crganization Tuesday Training webinar. This session provides
srkaf L= an overview of the system and highlights features
Environmental available to free account holders in Re-TRAC
Conservation Connect.
Add / View All Organizations 1
Register for an upcoming session by
clicking the Register’ button below.
Get Started Register

Enter the name for the Program,/Directory, Tool you're looking for.

8. Click on the “Add Organization” link to choose the type of organization profile to create.

» Orgenization Index

Add Organization

Wunicipality
ZipiPostal Code

County

StateiProvince

Organizations and Event Types

Results Per Page
25

Toolkit

Drop OF Location XYZ Drop Off Location has been successfully deleted

Organizations, Locations & Events List

[=]

o]

[+l

Add Event
2 Results splaying 25 per page
Search
|+ nane | Tvee ADDRESS ZIPPOSTAL CODE | MUNICIRALITY | county STATE/PROVINCE COouNTRY EDIT DELETE
XYZ Organization | Colle 5 Bro: =} 2 1
= Advaied Opkions XYZ Organization | Collection Site 625 Broadway 12233 Albany Albany Ny United States o ]
xvz2 Collection Site 4 Elliot Ave. 12081 Esst Gresnbush Rensselzer NY United States 3 ]

Log Out

Messages (2 Help

[ uyrmosmes [0 commuwmy

csv i s @
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9. NYSDEC recommends multiple retail collection sites choose “Drop Off Location” under Drop-off/Depot Locations.
Then, click “Next.”

Messsges 2 Help Logout

] wv rmoFnES M commummy

Dashboard Programs Toolkit

Add Organization

1. Organization Type 2. General Information 3. Completed & Next Steps Instructions

o Select the specific organization type, and click Next.

Organization Details

- Governments

@) Borough D ciy ) County ) First Nation [Canada) @) Municipality
) Parish @ Province @ state @ Town ) Township
@ Tribe (usA) © village

- Institutions

@ College or University @ K12 School

- Business/Non-Profit Organizations

@) Broker @ Business @) Buy Back Center @ Civic Organization @) Composting / Anaerohic
Digestion Facility

@ Composting Facility @ consultant @ Electronics Recycler @ End Market @ Federal Government Agency
7 Hauler © Hotel or Motel © Incinerator © Lanafll © Manufacturer

' Manufacturing Plant & Material Recovery Facility (&) Non Profit @ Office Building @ Other Generator

@ Paper Shredder @ Processor ® o [+] @ Retait Complex

7) Retail Establishment @) ReuseThrift Store @ Scrap Yard @ state Agency (@) Transfer Station

@ Waste To Energy Plant

- Drop-offiDepot Locations

@ Drop OF Location @ Recycler

e ——

10. On the General Information tab, please complete the Add Drop Off Location page by filling out the Location
Details. The Contact Information for this Drop Off Location and the Drop Off hours for Drop Off Location do not
need to be completed at this point. Once complete, you can click “Save” at the bottom of the page.

Messages 2 Help Log Out

Dashboard Programs B wremomes 0 commumry

Add Drop Off Location

Instructions

1. Organization Type 2. General Information 3. Completed & Next Steps

« Complete the Location Information and Contact
Information for the new Drop Off Location

Location Details «# To finish adding the new Drop OTf Location, click

Save button

Drop OFf Lo
Drop Off Lo

“fq;‘ R C
% & 2 k3
any Pump Station = &
% ' S
n
Hoo P . o
New York State Capitol = % Cop
qyfn,) Academy Park e o
5 &
o
3
East CapitollE2S
Fark @ Alsany city Hal
o,
&
K2 +
P 2,
ShaNy A7 %%
& & g s % e
Googleg - ~ s & G Terms of Use
Search Google Maps for your Address
825 Broadway, Albany, NY 12207, USA Hote: To find your location, typs your address inio the Search Google Maps fo
your Address box o navigate in the Google Map and dick on your focat
the s d fron is incamect, you can modt
the in ided below.
it you req
Country* State/Province*
s B =
city* ZipiPostal Code *
Alsany 12207

Street Address*

825 Broadway

Page 12 of 14 Revised 1/15/16



11. You will be brought to the “Completed & Next Steps” screen where you can click on the “Add Organization”
button to add another location or click on the “Dashboard” tab to go back to the Dashboard.

- ReTRAC v Messages 2 Help Log Out

Connect

(] mreeornes [0 commummy

Dashboard Programs Directories Toolkit

Successhully created XYZ Drop OF Locafion

Completed & Next Steps

Instructions
1. Organization Type 2. General Information 3. Completed & Next Steps
" Selecta quick fink, and get started using the
features in Re-TRAC Connect to achieve your
goals.
Completed: .
p Congratulatl ons! " Join your peers in this easy-to-use system.

v You are now able to access features in Re-TRAC Connect on behalf of your
You have successfully added XYZ Drop Off organization|z).

Location (Drop Off Location ). Add anather organization to participate In a program, andior join a directory, on

behalf of more than one organizstion

Addorgantzaton <@

Get Started

Report to Organizations Join Directories

12. When you have finished adding all your locations, return to the Dashboard, click on the “View All Profiles” link in
the lower right corner of the My Profiles box. There you will see a list of all your added drop-off locations.

-~ Re-TRAC v Messages @  Hep  Logow

Connect

Programs Directories Toolkit ] uypoFnes [ commumrmy

Dashboard

My Profiles B .
y Carton Council
4 P RecycleCartons.com
85| XYZ Organization & 5
= New free technical resources available
to help communities, schools, L
A% Recyclesearch & facilities begin and/or increase A
\ carton recovery rate! E
View All Profiles < & A
LEARN MORE
L
My Programs Join Programs &
Tuesday Training
NYS Electronic Equipment Recycling & Reuse Act Program
N‘!rnmm( Join us every two weeks for a free one-hour
sut e
{ el 8] KY¥Z Organization o Tuesday Training webinar. This session provides
. an overview of the system and highlights features
Department of f g
Environmental available to free account holders in Re-TRAC
Conservation Connect

Add / View All Orqanizations 1
Register for an upcoming session by
clicking the 'Register’ button below.
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13. For each drop-off location, repeat Steps 2, 3 and 4, making sure to mark “Share” for each category, change the
Profile Status to “Public,” and click on “Save Settings” after each profile is entered. The drop-off locations will

now appear on the Recyclesearch website along with the location name, address, hours of collection and

materials accepted you specified in each location’s profile.

Help

Log out

§' Re-TRAC

“§ RE-TRAC CONNECT [l my PROFILES

Build your profile for: XYZ Drop Off Location

messages (@

FAGs have been updated

RE-TRAC CONNECT PROFILE

Your Profile Is hiaden ‘

snare Information from your Re-TRAC Connect sccount

Orgenization Details B ED\ @
Materigls Collected (2 E @\ ® 5
2 8 \J o |
e —
‘ Profile Status

EDIT FAQS

Question *

Is there a charge?

Welcome to your profile dashboard!

From this page you can:
T Profile Status

® creste public profiles for your organization(s)

u view information about your organizstion(s) . .

= gecess settings for configuring your organization's Xz Doy Oif Lncation P

public profile

n add/list your profile 1o searcheble public directories ¥X¥Z Organization Public
XYZ2 Private
XYZ2 Drop Off Private

Updated

Jan 14,2016

Jan 12, 2016

Jan 14,2016

Jan 14,2016

Edit View Profile

(4

2
“

L1

You have now completed the Re-TRAC Connect account creation process, have
successfully joined the NYSDEC E-waste Online Registration & Reporting System, and
have created your organization’s profile(s) for Recyclesearch.com.

You may now begin entering data into the available registration form(s). Thank you.
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