RU Annual Report Login and Navigation Quick Reference

Logging In
On the Log In page, enter your Wisconsin User ID and password.

MyFacility page
In this system, a municipality or county is called a “facility” and may have different roles, including responsible unit and materials
recovery facility.

. If more than one facility or role is displayed, click on both the facility and role that you are interested in. Your selection in
each list will be highlighted.

Click the View Details button to see detailed information and access your annual report.
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My Facility (s)

Select a Facility
Facility Address County Region

ABBOTSFORD CITY OF TEST Clark West Central Region
TESTs, WI 54405-1234

Select a Role

Role Program Action
Materials Recovery Fac Solid Waste ProcessordTreatment
Responsible Unit Solid Waste Generator/Collector

2 Wiew Details

Facility Detail page
Make sure “Responsible Unit” appears in the drop-down menu in the upper right.
Review and update your facility’s preferred name, website and mailing address. Click the Save button when finished.

To access the annual report form, click the Annual Report link in the top menu bar.
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Waste & Materials Management System Logout Contactls Smiachbacrd

MyFacility(s) = > Facility Detail

Facility Name: ABROTSFORD CITY OF RDIE:IRespUﬂsible Unit vl

Profile: > Facility Contact WONE Staff

Submittals: Annual Regart Grants
Facility Details ; .

Preferred Name: * |TEST

Address 1: 123 main st.

Address 2 124 Main St

City: Abbotsford State: Wl Zip: 94405

County: Clark DMR Region: West Central Region

Website: | Test Link
Mail Address

Address 1: * |TE5T Same As Above

sddress 2; fresT

City: * TESTs State: # |WI x| Zip: * |54405-1234

Responsible Unit Details
Recycler D ‘Zﬁﬂ/n Wunicipal Code: 10201

Save




General Annual Report Form Navigation
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Department of Natural Resources

Beturn to

Waste & Materials Management System N el SRR
MyFacility (5] > » Annual Report List > > Annual Report /

RU Name: Municipal Code:
RU Category: Single Last Grant Year: 2002 RU Population:

. SECTION 2: EFFECTIVE PROGRAM INFORMATION
2 Effective

Programy all questions in this section as they relate to your collection of NR 544 Table 1 materials, listed below. vou will be
brt on collection of other materials {such as tires, appliances and yvard waste) in another section.

spaper Steel & Bi-metal containers
& Corrugated cardboard
» Magazines

& Alurminum containers

Plastic containers
Glass containers
Foam polystyrene packaging

Save your work often using the 'Save’ button in the left-hand menu, After saving, you can move to other areas of the form or
exit the systemn, then return later to complete this section,

A. Collection of Recyclables for 1-4 Residential Unit Housing

Save/Validate Review and update information on how your program collected recyclables from single-family homes and multi-family

dwellings up to 4 units during the previous calendar year.
phawe Details..

ST

Print KR rbside collection? ®ves g

What is your curbside collection method? | vI
What is your curbside collection freguency? I vI

Instructions

Navigating back to list of reports or other forms

e  Click on links in this list of “breadcrumbs” to return to screens you were on before entering the report form.

Navigating among sections of the form

e Click on a section name to go to that section. If you have unsaved changes, you will get a prompt asking if you want to save
changes before leaving the current section.

e A check mark next to a section indicates it has been completed and validated. You must complete and validate all four sections
before submitting your report. We recommend that you complete the sections in numerical order.

Report tools

e Use the Save button to save your changes at any point during the process. This button will not check for errors or incomplete
answers.

e Use the Save/Validate button when you are finished with a section. This button will both save your changes and check for
errors or incomplete answers. You will receive a prompt listing any problems you need to fix. After fixing them, click the
Save/Validate button again. Once you have successfully validated a section, a check mark will appear next to the section name
at the top of the menu bar.

e The Submit button will only be activated once you have completed and validated all four sections of the report.

e Use the Print button to print a copy of your report at any point during the process. It will include any information you have
entered and saved.

e Click the Instructions button to view a PDF of a more detailed set of instructions for navigating and completing your report,
including definitions and other background information.



