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Account Creation

When a new Member seeks to register with Interchange Recycling the first step
is to create an Account in The Vault. This is a one-time step for users of The Vault.
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Account Creation: Login Page

A The vault

* sermame

* Password

Fargot password! | Créate account

¥ Thevauilt

Navigate to The Vault login page
and click “Create account”.

| |
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Overview of the Account Creation Process

Once an individual associated with a Member organization (“user”) selects the “Create account” button, there are four steps

associated with signing up for an Account in The Vault:

Business Number

Step 1 User first enters a
unique identifier to make sure
that the Account is not already
registered in The Vault.

If an existing account is found,
the user is prompted to login.

Step 2 Enter information
pertinent to the organization,
e.d., legal business name and
address.

Contact Information

Step 3 Contact information is
collected about the user
creating the Account.

This user will automatically
become the Account
Administrator and thereby
have control over adding other
users, enrolling for new
programs, etc. (this can be
changed once logged in to
The Vault. Refer to Managed
Users).

Step 4 Before an Accountis
created, the user can review
the entered information for
accuracy and make any
necessary changes.

Interchange
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Account Creation: Business Number

User enters a unique identifier to make sure that the Account is not already registered in The Vault. If an existing account is
found, the user is prompted to log in using their existing credentials.

: Enter a Business Number: Duplicate Account:
J Thevaunt . .
Enter a Corporate Business If an account already exists in
Registration Number or a Business The Vault, an error message will
License Number. prompt the user to signin.

Start Registration by entering your business number

Hamber Beooming & mesmiber of Interchange Recyching ensures your company will be in compliance with the reguirements of the a

Corporate Registration Mumber

OR

J TheVvault

I

Cancel Maxt

1
1
1
1
1
I
1
1
1
1
! "
1 Business License Number
1
I
1
1
1
1
1
1
1
[l
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Account Creation: Business Information
Enter information pertinent to the Member organization, e.g., legal business name, contact information, and address.

o /i Business Information
& s In makien I/
1= ,/' Thank you for providing your Business Number.

The next step in the account creation and registration process is to provide basic information on your business.

Baristeria Constant hommeatu

The red asterisks indicate fields that must be completed.

Frovuiny Busarmm dadderan

* Legal Business Name of Registrant

* Operating As

Franchise Name (if applicable)

Business Name |

Mandatory Fields: These fields that must be filled out by the user in order to proceed to the next page.

Interchange 7
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Account Creation: Business Information

Enter information pertinent to the organization, e.g., legal business name, contact information, and address.

Business Contact Information

Bussiness. Information * Business Phone

T
[ =
s Bansaa b .

-

Extension

Business Website

. -
Fevuiny B dableran |
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Account Creation: Business Information

Enter information pertinent to the organization, e.g., legal business name, contact information, and address.

.- Bamdreys. Informrakion

Baristeria Conslant vhommeatan

Frovuiny Busarmm dadderan

Primary Business Address

* Street Address

" l:-ily

|

* Country

* Province / State

* Postal f Zip Code

|

Add Mailing Address (if different from business address)

Previous Cancel

Mailing Address: If the mailing address differs from the primary business
address, the user can select the 'Add Mailing Address' checkbox and enter
the new primary mailing address.
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Contact Information (1/2)

Account Creation: Contact Information

Contact information is collected about the specific user creating the Account.

Contact Information for your business

Yama

ST I T

Contact Information for your business

Please provide the name and contact information for the primary contact in your crganization for the interchange Recycling program,

The red asterisks indicate fields that must be completed.

Mame

* First Mame

* Last Mame

* Title/Position

l

* Department
Finance
Operations

Administration

Marketing

EnvirenmantalSustainability

\ Departments: Multiple departments can be selected. These are used to

define what emails/notifications a user receives (see: Communications).

Interchange
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Account Creation: Contact Information

The email address entered must be connected to an inbox that can accept inbound message (i.e., not a “noreply” email) given
that a verification email code will be sent to this address.

& _ Contact Informaticn for your business

-]

ha—a

Conti information

~
~

Contact Information

A link will be sent to the email you provide to complete your registration

* Email (This will be your username)

Contact Information (2/2)

|

* Phone Number

|

Extension

Secondary Phone Mumber

|

Previous Cancel

Interchange
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Account Creation: Summary

Before an Account s created, you can review all the information you have entered on a single page for accuracy and make
any necessary changes.

----------

Frofile and Contact Information

e

Attestation:
| e e 2 -—--— |&——— User must agree to the Terms & Conditions (by
| selecting this checkbox) to create an Account.

Interchange
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Setting a New Password

After creating an Account in The Vault, the User will receive a system generated email to set a
password that they will use, along with their email address, to access The Vault.

| |

Interchange
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Setting a New Password: Welcome Email

Once an account has been created, the user will receive an email directing them to click a link to complete their registration.

Sandbox: Welcome to The Vault by Interchange

To: emilie.rodier«45@pwc.com hu 11/21/24 821 AM

| The Vault

Hello Peter Parker,
Welcome to The Vault! To get started, click here
Username: emilie.rodier+45@pwc.com

Thank you

IThe Vault

Reply » Forward

Interchange
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Setting a New Password: Setting a Password

Upon clicking on the email link, Users will be redirected to the password change page and prompted to set their new
password.

Sandbo Weltome to The Vault by Interchange

T

e ad e 45 S LT

1 The Vault

Hedo Pelar Parksr

___________________________________________________

Change Your Password

Enter a new password for emilie rodier+45@pwe.com.

Make sure to Include at least:

| |

1
1
1
1
1
1
1
1
|
1 1
1 1
1 1
1 1
1 1
1 1
1 1
! 8 characters !
Weakcoms 1o The Vail! To gel slan*c | I
1 s 1
Useimame: smie rodar+ A5G Com : 1 lette |
Thark you | 1 number |
| I
' * Mew Password '
| |
1 1
1 1
1 1
¥ The vault ; :
1 1
| * Confirm New Password |
| |
= Repy Fanwand : :
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
: Password was last changed on 112172024 4:21 PM :
| i
1 1
1 1
1 1
S 1
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Role and Program Selection

Once logged in, the user needs to select their Role (Member) and the
Program they want to register for (e.g., British Columbia and/or Yukon).

Interchange
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Role & Program Selection

After creating your Account, you will select Member as your role. This selection impacts what program(s) are subsequently
available for registration.

Roles:

Role Selection 1 Member e Defines what program(s) an Account can be registered for

\4 l
1 British Columbia L Yukon e Allows for different pricing, products, etc. per jurisdiction

e An Account can be registered for more than one program

] Program-Specific Program-Specific Reporting:
Reporting Reporting Reporting

e Reporting requirements can be unique per program

Interchange
1 Recyeling 9 17



Role Selection

Once an Account has been created and a password successfully set, the user will be able to log into The Vault and is
directed to the Role Selection page. This page shows the Roles that the user's Member organization is eligible to register for

(Unregistered Roles) and those that the Member Organization is actively registered for (Registered Roles).

Roles Roles

Unregistered Roles Repistered Roles

Unregistered Roles Registered Rales
There are no other Roles available to registerfor atthis time. 1 Mermiteer
Avias

g P P e e e g ol
Member " A e e L.
i bn reghibe Fgaws weier! i Role from the lnfl fusd wide 50 begin the segiatation prooma

J The vault Y The Vaul

Interchange
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Program Selection

Once registered for a Role, the applicable Programs for that Role and Member organization are displayed on the Program
Selection page. Programs the Member organization has not yet registered for are displayed (Unregistered Programs) and the

Programs that the Member organization is actively registered in (Registered Programs).

J The Vault

Member Programs Member Programs
Tiong & wally wiwieng [het el 4 & MMTIRET, 5 vhire Thet il 46 & v Vi 4 Dufvanlly wibwioeg the puoetil ik & lammbar. To vk e ul i & . &

Unregistered Programs Registered Programs Unregistered Programs Registered Programs
1 _IlﬂllfJ_ﬁC!M_.lmblrl Vins a8 el regatened i g prog e L Yukon l H-ril-w'colurrb-q
Ao

X The Vaurt

T The vauit

If a Member is registered in only one Program, they will be automatically directed to their homepage upon logging in.

If a Member is registered more than one Program, Users logging into The Vault will be directed the Program Selection Page
where they will pick the program they want to view.

Interchange
Recyeling
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Program Registration

Once the user has selected the role of the Member organization, they will be prompted to register
for an applicable Program. Member organizations that operate in both British Columbia and the
Yukon will need to register in both Programs.

| |

Interchange

Recyeling
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Program Registration

To begin registration in a specific Program, the user confirms their intention and selects “Register”.

I The Vault .-i-. Poter Pasker

-‘ British Columbla
GreenCycle Ing, W Switch Program

British Columbia Registration

Begin your British Columbia registration process,

The Vault

by Interchangs Recycling

Interchange Recycling is a trade name and trade mark of the Britkh Columbia Used 04 Managemant Assoaciation,

Interchange
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Program Registration: Typical Flow

Once a user selects “Register”, there are five steps associated with completing a Program Registration in The Vault.

Business Information

Step 1 Provide additional
program- specific
business information of
your organization, such as
any additional locations
of operations, your first
supply date and the
amount of approximate
annual sales of eligible
materials.

Step 2 Indicate if your
organization works with
any other companies that
supply you with program
eligible materials

You can also indicate if
your organization pays
environmental fees to
your Suppliers and can
upload any supporting
documentation for these
relationship(s).

Customers

Step 3 Add any reseller
Customer information
and upload any
applicable supporting
documentation for these
relationship(s) if your
organization sells
Program Eligible Material
to end users and
resellers.

Step 4 Optional upload for

any other additional
relevant documentation to
their registration.

Summary

Step 5 Review the
entered information for
accuracy, go back to a
section to make changes,
and confirm the terms and
conditions when ready to
proceed with the program
registration.

Interchange
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Program Registration: Business Information

Enter information pertinent to your organization, e.g., business start date, primary line of business.

Business Information

Business Information

Please provide the follpwing information for your business in the context of the province you selected

Legal Business Mame Business Phone:
GreenCyche Inc. (416) 2.22-0000
O S N
Operating As: Business Address:
=y GreerCyche Ind. 00 Main Street
Wictoria, British Columbia
ATATAN, CA
_ Wisbdite:
grawncycle.com
* Business Start Date
o oo

* Locations of Customars (sedect all that apply)

In Provinoe/Terribory
Outside Provinde Tarritany

Program Dighte Muteriss * Select one description that best descoribes the company's
prirnary line of business

Sedect all descriptions that best desciibe the company’s secondany :iu\-[,] of Bssiness
Distributor
IFparted
Manufactures
Online Seller
original Equipment Manufacturers (OEM)
Refaller
Wetohean e
I The Vault Comemt & Otheir

Interchange
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Program Registration: Additional Locations

Enter any additional location(s) your organization operates within the jurisdiction you are registering into (e.g, the Yukon).

_________________________________________________________________________________________________________________

1
Business Information )/ :
/ I L] L] -
/1 Additional Locations
K | Please list out all additional locations for the company in the province. Add Location

’ 1

/ 1

"~ 1 1

1 M | Location Name Phone Number

/ 1

/// :

/ 1

K | Click Add Location to add to this table
/ 1
/! i
S L Ll
/
— - — /
-— /
- - K Add a Location

Addaional Lacations.

Add a Location:  Location Name - bhone
Program Oighie st For each additional location | | |

' added, the user will be
prompted to enter: the " Street Address -y
Location Name, Street | l [ l
Address, and Phone * Country * Province/State * Postal/Zip Code
Number. . . ]

Interchange
1 Recyeling 9 24




Program Registration: Program Eligible Materials

Enter the volume your organization sells/supplies annually for all Program Eligible Materials. This supports Interchange
Recycling identify approximate amounts of products to expect per annum.

Business Information 1

_______________________________________________________________________________________________

Program Eligible Materials
* Date of first salefsupply in or into the province/territorny
=
Please enter an approximate number of products sold/supplied per vear for the following aptions. If vou do not sellSupply this
product please enter 0 where applicable
* Qils

* Filters

* Qil Containers

Addaional Locations.

* Antifreeze/Glycols

Program Elpible Materials 1

* Antifreeze/Glycol Containers

Interchange
Recyeling



Program Registration: Suppliers

Enter the details of all companies that supply your organization with Program Eligible Materials. This supports Interchange
Recycling with understanding a Member’s position in a supply chain.

Suppliers e ---T T T T T T T T T T T T T T T T T T T T T T T T |

WPRp— - -="7 1 - 1
‘Suppliers :

| ! |

amimrstrsiaruar A= | Please select all companies who supply your business with Program Eligible Material. i

Srlected Suppliers : 1

8 = ' :
1 1

) - Compmrim | ' gearch for a Business [

bnvoice Upload

The search functionality allows users to search for and select any Supplier
already registered in The Vault and add them to their Suppliers List.

Interchange
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Program Registration: Suppliers

If the Supplier does not already exist within The Vault, the user can manually enter in their details.

_ If you cannat find the company who supplies your business, then you can request for the business to be added by contacting us, or

D'j manual ¥ Ql'l[f:"ll‘-g their details below.,
Suppliers
R Selected Suppliers

: ]
P Add Supplier
Srlected Suppliers
- i | Company Mame ! Manage
& 1= EE N
ApTa— - Click Add Supplier to add to thi
Iiveirice Ligskaand
o S s
. - Add a Supplier:
' J [ ] For each supplier, the user
| I | will be prompted to enter
the: Company Name,
| | | | Address, Contact Name,
* Country ' Prowingarsaate " PoataliTip Code and EmaiL
~ - J
o .

Interchange
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Program Registration: Invoice Upload

Upload PDFs of an invoice(s) or other documentation that prove your relationship with the Selected Suppliers.

Suppliers

* Do you pay environmental fees
to all your suppliers?

| e .

Srlected Suppliers

Invoice Upload

Please provide invelces or documentation proving your relatienship with the above listed suppliers.

3 Upload File SRS

M results

bnvoice Upload

Previous Cancel Save Draft “

Interchange
Recyeling
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Program Registration: Customers

Indicate if your organization sells Program Eligible Material to end users and/or resellers. This helps Interchange Recycling
understand the distribution network.

_________________________________________________________________________

Customers
* Do you sell Program Eligible
peo— Materials to end users?
G Yes -
® [

* Do you sell Program Eligible
Materials to resellers?

IedcUpdead o __ [ _______________________________________________________
=

Selling Program Eligible Material to Resellers:
If you select “Yes”, you will be prompted to fill out a Customer List
1 i i and upload supporting information.

Selected Cuktomirs

Interchange
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Program Registration: Customer List

If selling to resellers, you can provide a list of your customers.
Note: This table only appears when then answer to “Do you sell Program Eligible Materials to resellers” is YES.

Customers -
Customer List
Please select all companies to whom your company supplies Program Eligible Material. Include customers who are resellers anly,
R do NOT include end users.
[ -
& e =l [ Search for a Business
I Selected Customers Add
=
T

Irrwcice Upload

' Search for a Business:

Allows you to search and add users that have an active
registration in The Vault and add them to your Customers List.

I 'I'I'lr '!u!'i!l_ll:_

Interchange
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Customers (3/4)

Program Registration: Selected Customers

If the Customer does not already exist within The Vault, you can manually enter in their details.

Customers

Cusfieenar List

Selected Cuktomirs

~

Irnvcign Liphoad

For each Customer, you will be prompted to enter Company
Name, Address, Contact Name & Email

Selected Customers

Company Name Address Manage

Click Add Customer to add to this table

_______________________________________________________________________________________

Add a Custormer

1

1

1

1

1

1

1

HWame Conkact !

o 1

| | ) |
i 1

1

P Ermail :

( ) { ) |
1

1

1

1 Add ity 1

| | | |
1

1

1 1
* Country * Provinga/SLile * Podtsltip Code 1
1

] !

1

1

1

1

1

1
_________________________________________________________________________ 1

1
:
1
Add Customer !
1
1
1
1

Interchange
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Customers (4/4)

Program Registration: Invoice Upload

Upload PDFs of an invoice(s) or other documentation that prove your relationship with your Customers.

X el

Customers

Cusfieenar List

Selected Cuktomirs

Irnvcign Liphoad

Invoice Upload

Please provide invoices or documentation proving your relationship with the above listed customers.,

A, Upload File [Eegsi=-igi

No results

| |

Interchange
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Program Registration: Documents

Upload any additional supporting documentation (as PDFs).

Document Upload

r""s"'" Prosvide Dacurment atian

howd o continus Lt !

S Draly

Interchange
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Program Registration: Summary

Before a Program Registration is completed, you can review the information entered on a single page for accuracy.

. oo
. Summary
Regintration
L w - ‘“
b e
X
B -
At e s » .
1 e e i | Documents
& o D —
[
e . -

Supplers

You must accept the program-specific Terms & Conditions to be
able to submit a program registration.

Interchange
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The Vault Homepages

Landing pages where you can manage information related to your organizations’ registration(s) and
EHC Reports. This includes enabling users to manage reporting obligations (including notifications) and
your program account balance (e.g., view invoices).

| |

Interchange
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The Vault Homepages

The Member Homepage in The Vault shows four tabs:

ThE Vault

terchange Recycling

©_ Peter Parker

—

British Columbia
GreenCycle Inc.
Registration #: PR-00000177

 §

{+ Program Home

Reporting OEMs Registration Information  Program Account Balance

Reporting
View/manage EHC Reports or View details of standard
EHC Report Adjustments. OEMs and create/manage

custom OEMs.
This is the default tab for the
homepage.

View information that was
submitted as part of Program
Registration.

Program Account Balance

View Program Statements,
Invoices, and Payments and
Credits.

Interchange
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The Vault Homepages: Navigation Menu

You can access a Navigation Menu by clicking on your User Avatar/Name in the top right corner.

Navigation Menu:

R < Peter Parker L e Role Dashboard: Takes you to the
', Role Dashboard Role Selection page to registerin a
. 5] srogram Dashboard new Role or access all your
ftish Columbla = .
‘ GreenCycle Inc. current registered Roles.
Registration J: FR-00000177 s e Program Dashboard: Allows you
53 My Communications to access the Program Selection
feporting ©OEMs  Registration Information  Program Account Balance B My Support Cases page to register in a new Program
B Logout and access all your registered
Program Account Balance Programs.
$0‘00 e Manage Users: This is only visible

. . : _ _ for Account and Program
The sutstanding balance appearing on this page may ot indude credits, amounts not yet due, L.
adjustments or other charges in progress and payments not yet recelved or applied Ad ministrators an d a l.lOWS fo r

managing which users can access
The Vault on your organization’s

. : behalf.
eports s e e ¥ Filtar e My Communications: Displays
Report Repart Type Due Date 3 s Manage previously sent communications to

the user account.

e My Support Cases: You can view
submitted Support Cases and
check the status.

Mo results

Interchange
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The Vault Homepages: Reporting Tab

The homepage for Members defaults to the Reporting tab.

Page Header: T The vaur New notifications will display
The page header on the here to alert you of a pending

homepage displays the: - _ action item (refer to
e Program Icon 1 oy Communications for
° Pro ram Name Registration #: PR-ODO00 77 ey .
A g \ additional details)
° ccount Name
Py Unlque F)rog ram Reponing  OQEMs  Eegistration information  Program Account Balance

Registration Number

Program Account Balanoe

$0.00
The cutitinding balinde appearing cn this page may not indede credits, amounts not yet due,
dhrstrments of olbsr charges in progress and paymhents Aok yed redeivid o applied
EHC Reports ¢ ¢ T Fliter

s EHC Biport Degernber 21, 2024 Mot Started Stan

1 Rixgailt . EnTHEL DT Dagd

Interchange
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Manage Users

Configure functionality that allow the Program Admin to add
additional users associated with your organization to The Vault.

Interchange
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Manage Users Model

The Manage Users functionality in The Vault enables Program Admins to manage the users that can access the portal on
your organization’s behalf. These users are tagged to a department(s), for which they will receive targeted communication.

Assigned Register for New Add New Users? Edit Existing Deactivate Role Can Be

Programs? Users? Existing Users? Updated By?

By default, to the user who created Interchanae
the Account (or has been assigned Yes Yes Yes Yes Recvelin 9
the role during data migration). yeing

Account
Administrator

By the Account Admin to one of the

. Yes Yes Yes Account Admin
Programs that the Account is No
. ithi igned ithi igned ithi igned
reglstered for. (within assigned program) (within assigned program) (within assigned program)

Program
Administrator

Departments: Users can be attributed one or multiple Departments within the registered Programs, allowing them to receive targeted communications.
These users cannot manage other users. Available departments are Finance, Operations, Administration, Marketing, and Environm ental/Sustainability.

. Interchange
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Manage Users: Navigation Menu

From the Navigation Menu, you can access the Manage Users landing page by clicking on “Manage Users”.

Navigation Menu:

Y The Vault o ¢ Role Dashboard: Takes you to the
Role Selection page to registerin a
new Role or access all your current

iy4 Role Dashboard

British Columbla E program Dashboard registered Roles.
" Greentyce Inc,
‘ pegiatration & PR-00000177 s Manage Users e Program Dashboard: Allows you to

access the Program Selection page
to register in a new Program and

My Cormmunications

PR PR Restenifermaton  Prewam Accountasines (9 My suppor s access all your registered Programs.
[ togout e Manage Users: This is only visible
Program Account Balance for Account and Program
$0*00 Administrators and allows for

T"IIC- outstanding balance aﬁse:ariﬂg o this page may not indude CrE:ﬂi‘.S-.al'l‘Cll.ll'lj-!i mot yet due, managing Whlch use rS Can access
ATmENs o e Chathes I rogress and payments netyeteesed orapeed The Vault on your organization’s
behalf.
e My Communications: Displays
EHC Reports ter search terms here 7 Filter previously sent communications to
your account.
e My Support Cases: You can view
Mo results submitted Support Cases and check
the status.

Report Report Type Due Date % Manage

Interchange
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Manage Users: Landing Page

Upon selecting “Manage Users” from the Navigation Page, the user will be redirected to the Manage Users landing page.

I The Vault
il Ko

Active Users:
Shows active users Greencyele inc
within the Account.

Add a User:
Account or Program

Administrators can add
\?Ma_nag/e Users a new user to assistin
Active Lisers Inactive Users managing the account.

Manage Options:

Inactive Users:

When a user's access

_ Account or Program
to Th? Vaultis ] "~ Administrators can edit
deactivated, they are

' access or deactivate
moved to the Inactive active users.

Users tab. T The Vault

Furges Barpii=ng

Interchange
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Manage Users: Adding a User

Account and Program Administrators can manage user access to The Vault for their business. They can add, edit or
deactivate users. To add a user, the Account or Program Admin begins by clicking “Add a User” and entering the new user’s

email address. There are three scenarios when adding a User:

1. User does not exist in The Vault
e If the entered email address is not found, the administrator can
continue to enter in the contact details for that new user and send

them a registration email

2. User already has a Vault login for this organization
e [f the entered email matches an existing contact within the same
account, the system will navigate the admin directly to the Edit
modal. No new registration email is sent.

3. User already has a Vault login, but for a different organization
e |[f the entered email matches one associated with a different
account, an error message will be displayed indicating that the
email is already in use, and the administrator cannot proceed with
adding this user. A different email address must be entered to

continue.

Interchange
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Manage Users: Adding a User

Once the user’s email is populated, you can enter the new user’s contact information as well as define the Program(s) they

wish to enroll them in and assign them to a specific Department(s) per Program.

Manage User

Ermall
emilie, rodinr 5@ mwe com

Verification * First Nama ® Last Mame

[ J

" Tithe

Dhistaily I

Departments:
The Account Admin or Program Admin can assign Department(s)
to the user.

] Note: Multiple Departments can be assigned to one user, and

* Busirsess PFhome Phicne Extension

Different Departments can be assigned per user per Program.
This is where a user can also be assigned the Program Admin

British Columbis Britigh Calurmbis Departiment]s)
Program Admin

Finance

Operations

Administration

Marketing
Enwironmental/Sustainabiity

access level.

* D hereby suthodize this user to createfmedily data

Attestation:

[ Provious Cancel

B The Account or Program Admin must check the attestation box to

authorize the new user to create or modify data.

Interchange
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Manage Users: Edit User

The Account Admin or users with the Program Admin department assigned can edit other users access to The Vault by
clicking on the “Edit” button in the Manage column of the Active Users table.

______________________________________________________________________

{
- Manage User |
S |
’ ! 1
Manage Users S !
/  Email !
Active Users  Inactive Users , : emilie.rodier+46@pwc.com :
// 1 1
1
. 1 First Name Last Name |
Active Users m | First Contact |
1
Ernail Program Last Login E Title i
1 ‘e 1
. .t . rar . ’ ! LI:-IJ .
First Contact emniligrodier+4 8@ pwi.com British Columbia -!+l|- : . ) :
1 Business Phone Phone Extension |
) o ) | (416) 222-3939 0 !
Result 3 RNATHES DAT pagE : h
1
i British Columbia British Columbia Department(s) |
: - Program Admin :
. 1 1 1
Only the departments can be edited, . ;““““‘ !
| perations !
any other changes need to be done Administration :
by logging a Support Case with ! Marketing
Interchange Recycling. i Environmental/Sustainability !
! |
! 1
| * | hereby authorize this user to createfmodify data ‘ !
! 1
! 1
! :
1 1
! |
L o o e
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Manage Users: Deactivate User

The Account Admin or users with the Program Admin department assigned can disable a user’s access to The Vault by
clicking on the “Deactivate” button in the Manage column of the Active Users table.

Manage Users

Active Users  Inactive Users

Active Users m

Program

First Contact ermillieroad i r «4 558 pwnc.Com British Columbia Edit E]

Actions

1 Result
Deactivate

Manage Users

active Users  Inactive Users

Inactive Users

First Contact emilie. rodier« 8B pwccom Mo

1 Result

Account Admin or Program Admin can deactivate a user's
access to The Vault by using the “Actions” button from the
Active Users table. This will move the user to the Inactive
Users table. The user will not receive any notifications.

Reactivate User:
To restore access, find the user in the Inactive Users table

and click 'Activate’. They must then be re-assigned to their
applicable department(s). This will move the user to Active
Users table. The user will receive a notification.

Interchange
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Support Cases

You can access support from Interchange Recycling directly from The Vault by creating a support case.
You can also track the status of your cases on the Support Cases landing page.

| |
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Support Cases: Navigation Menu

From the Navigation Menu, you can access the Support Cases landing page by clicking on “My Support Cases”.

Navigation Menu:
e Role Dashboard: Takes you to the
Role Selection page to registerin a

L TheVault

& Role Dashboard new Role or access all your current
gritish Columbla [E Program Dashboard reg|Stered Roles.
‘ GreenCyde Inc. e Program Dashboard: Allows you to
Registration & PR=-000001 77 & Manage Users .
access the Program Selection page
) My commnieations to register in a new Program and
Reporting ©EMs Registration Information  Program Account Balance L:J My Support Cases access all your registered Programsl
O Logout e Manage Users: This is only visible
Program Account Balance for Account and Program
$0.00 Administrators and allows for
The I:lu!‘i".al"ldil'lg balanoe ag:eariﬂg af this page may ot include credits, amounts not ¥el due, managlng WhICh use rs Can access
adjustments or other charges in progress and payments not yet recelved or applied The Vault on your orga nization’s
behalf.
e My Communications: Displays
reviously sent communications to
EHC Reports ter search terms here 7 Filter P Y
the user account.
Report Report Type Due Date Manage e My Support Cases: You can view
. submitted Support Cases and check
the status.

Interchange
1 Recyeling 9 48



Support Case: Creating a Support Case

You can seek help from Interchange Recycling by creating a support inquiry (a Support Case) in The Vault.

Rarpfestion I P QUK T Coract Support

EHC Reports ey —

Sl R B3 30 W, Bt wewbes ., 0 S

¥ The Vaur matn Creating a Case:

i g g — You can select the Program, Support Type, Priority, and provide a
description of your support request. This request is sent directly to
Interchange Recycling to address through The Vault.

Interchange
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My Support Cases Page

By clicking on “My Support Cases” in the Navigation Menu, the My Support Cases page is displayed, where you can view
submitted Support Cases, and the status of each case.

1Pl

Gyl 1R v Eritssh Columbia Home
My Support Cases [ % Finter
Case Murnber ) Dt Subsmsitted Program
00001347 Movembar 15, 2004 gritish Columbia Medium Dipen View
Case 00001347
1 Rt PErp

Status: Open

Program: British Columbia
Suppart Type: Reporting
Pricrity: Medium

Piivacy Policy Description: | don't see my October 2024 EHC Report on the Reporting tab.

Date Submitted: November 25, 2024

Inmerchange Recyching is b trade name and trade mark of the British Columbia Used Chl Management ASSocuismn

Interchange
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Managing OEMs

Members can report on Standard and Custom OEMs during EHC Reporting.

Interchange
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Managing OEMs Overview

Within The Vault, there are two types of OEMs that can be used by a Member during EHC Reports:

e Standard OEM: These are OEMs that exist within The
Vault and are managed by Interchange Recycling. You

can add these to any EHC Report. L s e

Standard OEMs Pl

e Custom OEM: These are OEMs added by a Member for
a specific Program Registration and are only available
for that Member to report on.

My Custom OEMs

.r The Vault

Interchange
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Managing OEMs: Standard OEMs

From the OEMSs tab on the homepage, you can review the list of Standards OEMs that are available for selection when
completing an EHC report. The Standard OEMs have already been uploaded to The Vault for selection.

_______________________________________________________________________________

,’:l View OFEM |
British Columbis 71 1
‘ Greencyce e Jol !
Registration & PR-OCOOOIT? S |
/’ : CHM Hame GEM Type :
y ! p - i :
Reporming  OEME  Begitestion nformation  Brogram Ascoun Balesoe )/ 1 1
—_— / : Category Code :
. | Automotive CEAUTR |
Standard OEMs [ ene - |[ v Fmes | ! !
| Descripthen 1
Passngir Vihichs Aubomethie JEALITP | |
: Umit Price :
T AUt Vi : Al 1 /L CASY00 :
 Trucke / Buses./ Motarhome Automothve Vien : Conc a4 5 $17L CAS5.00 :
: oSO o g CHls i $17L CAS2.00 :
3 Automothe View : Total Par Linig CARR.00 :
I L 3 hesuns |
[ o] When you select "View", you can view a summary of the Products
My Custom OEMs : | [ wrme ] included within the selected OEM, the associated units and

applicable unit price.

Neti: A tustam OEM canmot be edited or deliated once It Fut Been createsd, Pesse Create 2 Supoort Coie for sssistance
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Managing OEMs: Custom OEMs

Custom OEMs are managed from the OEMs tab. The “My Custom OEMs” table displays the list of OEMs that users from your
Account have created themselves. Custom OEMSs are not shared with other Member Accounts.

British Columbia

1 CrpenCycle bn.

Registration & PR-00D00ATT

Repating OIS Regieatics information  Progrim Actount Balisge

Standard OEMs

| [ w Fiee

M Hamae Category Manape

wigwing 110 5 of 46
Rty

My Custom OEMs

) Suppart Caie for aisfitance

Create Custom OEM

= CMA Marm * Category
l Agr 1 ]
Cescription

Thhiis i O

Raagan for pdding this 58 & Cuitam OEM

3wy | craated my Cugtom DM

Search for 3 comporant to add to

this Ol M

AF Concenarate AFCOMC 5 CASOUDD Crpbartu
o e F £1/Ex CAS0.00 i
Total Per Link Cabao0
2 Bwiults

Nobe: You cannot make changes 1o a Custom OEW ono it has been sived. Please carefully revies the
infarrmanion antsred bafare eliciong 1id.

- C

You can create custom
OEMs by assigning a
Product Name and
Category, providing a
description of the OEM, and
explaining the reason for its
creation. You can then
select and quantify each
component that should be
included in the OEM.

Currently the only products
available for selection in an
OEM are Oils, Filters (both
less than 203mm or more
than 203mm), Antifreeze
Mix and Diesel Exhaust
Fluids (Yukon only)

Note: Once created, a
Custom OEM cannot be
edited or deleted to avoid
disruption to EHC report
data.

Interchange
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EHC Reports

EHC Reports are automatically generated, depending on the reporting cadence (e.g., monthly,
quarterly, annually), for Members to complete directly in The Vault.

| |
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EHC Reports: Typical Flow

EHC Reports will be automatically generated for Members based on their defined reporting cadence - Monthly, Quarterly, or
Annually. Once you click the “Start” button for an automatically generated EHC Report, there are three steps associated with
completing a reportin The Vault.

Step 1 If applicable, select an
existing Standard or Custom
OEM, or add a Custom OEM, to
report on. Add the applicable
units for each OEM added to
the EHC Report.

Step 2 Report on the units for non-Container products and/or

Container Products (depending on whatis applicable for the Member).

Non-Container products:
- BC: Oils, Filters, Antifreeze/Glycols
- Yukon: Oils, Filters, Antifreeze/Glycols, Diesel Exhaust Fluids

Container products:
- BC: Oil Containers, Antifreeze/Glycol Containers
- Yukon: Oil Containers, Antifreeze/Glycol Containers, Diesel
Exhaust Fluid Containers

Fees are automatically calculated based on the units entered and the
unit price.

Step 3 Before submitting an EHC
Report, you can review the
entered information for accuracy
and make any necessary changes.

) |

Interchange
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EHC Reports: Report Statuses

EHC Reports and EHC Adjustments are assigned a Status to indicate their progression through the report submission flow.
Depending on the Status, the report may be editable or may allow for an adjustment request to be submitted.

Status Description Editable Adjustable
Not Started Default state for newly created EHC Report No

In Progress Values have been entered into the EHR Report, but it has not been submitted by the Member No
Delinquent EHC Report is still in progress, butit is past the due date No
Submitted EHC Report has been submitted to Interchange Recycling

Under Review EHC Report is being reviewed by Interchange Recycling No No
Approved Interchange Recycling approved the EHC report No -
Declined Interchange Recycling declined the EHC Report. and an adjustment must be completed by the Member No No
Adjusted An adjustment has been initiated for the EHC Report No No

Interchange
Recyeling
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EHC Reports: Reporting Homepage Tab

Once registered in a Program, Members can navigate to the homepage and will land on your Reporting tab by default.

If you have pending or
overdue reports to be

completed, a message
will be displayed here.

EHC Reports Table:
This table displays all
EHC Reports, organized
by their Report Name
(i.e., the reporting period).
They are categorized by
type (EHC Report or EHC
Adjustment), due date,
and status.

¥ TheVaurt

British Columbia

l GreenCycle Inc.
Registration & PR-00000177

£

= Peter Parker

Reporting OEMs  Registration information  Program Account Balance

¥ou have pending reports to be completed.

Program Account Balance

$0.00

The cutstanding balance appearing on this page may not include credits, amounts not yet due,
adjustments or other charges In progress and payments not vet recelved or applied

™

EHC Reports

Report Type Due Date [

Dictober 2024 EMC Report December 21, 2024

1 Result

Enirees pEr page

Program Account Balance:
Your current Account
Balance for this Program is
displayed.

*Program Account Balance
= Starting Balance +
Invoices - Payments —
Credits

Note: Members are encouraged
to review the Program Account
Balance when paying invoices
to ensure you are not making
overpayments by looking at
individual invoice balances
instead of adjusted balances.

Manage Action Column:
Shows the action
available depending on
the status of each Report.

Interchange
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EHC Reports: Starting an EHC Report

Depending on your Reporting Schedule, an EHC Report will be automatically generated and appear on the EHC Reports
table either monthly, quarterly, or annually. By default, all new Members are initially setup as quarterly.

W= ]
X = o it e i
A %%T:mw I E [ i
Feperien * //, i T — i
- . /'/ i — i Starting an EHC Report:
$0.00 , ' When an EHC Report is ready for
; - completion, it will appearin the EHC
/ F—— . Reports table with a status of "Not
. Started”. You can click “Start” in the
- / - = = = - ] ! . .
EHC Reports =7 ' Manage action column to begin
filling out your EHC Report.
| e e !
¥ The Vauit i P E
| — 2
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Sep 2024 - Nov 2024

Nt Sales Data

O

EHC Reports: Adding Standard and Custom OEMs

Members can select an existing Standard or Custom OEM, or add a Custom OEM, to report on.

OEMs

Please add the details for any OEMs that you would like to report on.

| have no OEMSs to report

OEM Name Unit Price

Mo results

Add OEM

Search for an OEM to add to this report

If you have OEMs to
report on, clicking

“Add OEM” will

enable you to select
an existing
Standard or Custom
OEM, orcreate a
new Custom OEM
entirely.

[oeareroor S

Cancel

Search for Existing OEMs:
All existing Standard and Custom OEMs listed under the OEMs tab on
your Homepage can be searched for here.

Create a New OEM:
Members can create new
Custom OEMs that will be
available for current and
future EHC Reports.

Interchange
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EHC Reports: Adding an Existing OEM

When an existing (Standard or Custom) OEM is searched for and selected, a pop-up modal displays information about the
selected OEM. The descriptive fields for the OEM are shown (name, type, category, code and description) plus the product
components included within that OEM, their code, units, unit price and total fee.

Add OEM

farch Tor an OEM 12 sdd 1o thi repai

Add OEM

OEM Maime OEM Ty
Sr g nid

Search for an OEM to add to this report Passenper Vihices
passenger x ] Create a Mew OEM Category Code
Elon

Passenger Vehicles |

Cancel

AEMIE ] 1L CAS.00

Units Sold: AF Commsiniy AFCONI 5 $141 CASED0
Members are required to enter the 33t eA$10:00
total number of Units Sold in order to cAsIn0
add this to their EHC report. -

Rervhew the detalls above and cikck the Add bution below to add this OEM to your report

Interchange
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EHC Reports: Creating a New Custom OEM

If you opt to create a new Custom OEM, a pop-up modal displays the necessary data input fields. You must search for the
individual products to be included in their Custom OEM and define how many units of each product should be included.

Create Custom OEM

Add OEM

Deescription

Search for an OEM to add to this report

passenger x ] Create a Mew OEM
L

Reason for adding this as s Cusfom CEM

Passenger Vehicles |

Cancel

Materisd Proguct
o

Component

Hote T d o cRangid 1S & Cuils " b vl Pl - -
™ e Batiore clicking

Interchange
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EHC Reports: Review Added OEMs

Once the desired Existing and/or Custom OEMs have been added to the EHC Report, you can
review (and edit if needed) the reported units per OEM /andor remove OEMs added.

QOEMs

Please add the details for any OEMs that you would like to report on.

| hawe no OEMS to repoart

Category OEM Mame Unit Price Units Fees Manage

Automotive Passenger vehicles % 16/ Each CAS160.00

Total CAS160.00

Manage Actions Column:
Units: The Manage actions allow the User the
The Units field can be updated ability to remove the OEM entirely from the

EHC Report or view the OEM'’s description
and product component breakdown.

to reflect the total amount of
reported units per OEM.

Interchange
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N ) .
—— EHC Reports: Reporting on Products

Nt Sales Data

The Products on an EHC Report fall into two broad categories: Non-Containers and Containers.

Non-Container Products:
e BC: Oils, Filters, Antifreeze/Glycols
e Yukon: Qils, Filters, Antifreeze/Glycols, Diesel Exhaust Fluids

By default, all products within these categories are displayed on an EHC Report

Container Products:
e BC: Oil Containers, Antifreeze/Glycol Containers
e Yukon: Oil Containers, Antifreeze/Glycol Containers, Diesel Exhaust Fluid Containers

By default, these products must be individually added to the report by Members who must
select a category of container size and enter in the specific container size.

Interchange
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EHC Reports: Reporting Non-Container Products

For non-Container products you enter the total number of units to report per product. The fees are automatically calculated
based on the units entered and the unit price.

Oils “l have no products to report”:
Please add the detalls for any Oll products that you would like to report on. If you have no products within a category to report, selecting
I have no Oil products to report +* this checkbox hides the table and reports all applicable

products equal to O Units.

Product Unit Price Units

Motor or Lubricating Qils oIL £5/L 10 CAS50.00
Total 10 CA$50.00
Filters Interchange Recycling’s fees for each of the Product
Please add the detalls for amy Fiiber products that you would ke to report on. categories - i.e., per Litre or Each is shown here. This is a non-
| have no Filter products to report editable field for Members.
o
Filter 203 mm or more FM203 51/ Each 10 CAS10.00
Fees:
Filter Less than 203 mm FL203 $1/ Each 10 CA$1.00 The total fees based on the Unit Price and the Units entered.
This is a non-editable field for Members.
Filcer Sump type FSUMP %1/ Each 10 CA%10.00
.\
Total 30 21.00

Units:
The total units your organization sold for the reporting period.

Interchange
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EHC Reports: Reporting Container Products

For Container products, nothing is listed initially on an EHC Report. You must click the “Add Container” button to add
individual Product details. The fees are automatically calculated based on the units entered and the unit price.

il Containers Add Product

Please add the details for any il Container products that you would like to report on.

| have no Oil Container products to report

Category
* Product * Size (Litres)
Product Size (L) Unit Price Units Manage OC 10 Litres to 19,999 Litres . 10,000
Mo results
oil Containars —— Product & Size: You must select the applicable product from a
Please add the details for any il Container products that you would like to report on. predefined d rop—down list (O n ly pI’Od ucts from the current
I hawe no Ofl Container products to report Container category are shown) and enter a specific container size

(up to 3 decimal places).

Product Size (L) Unit Price Units BES Manage

O 10 Kitres b 10,00 Litres 10 $015 /L - cAdi250 — Once you click “Save”, the Container details are added onto the EHC
Report. You then need to enter in the total units to report on for that
specific container size.

Interchange
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EHC Reports: Summary

Before an EHC Report is submitted, you can review the data entered on a single page for accuracy. Once a report has been
submitted it can no longer be edited by you. If changes are required, an adjustment to the submitted EHC Report must be

made.

Sep 2024 - Nov 2024

Mgt Sales Data

- If you want to make edits to the entered data, you can click the “Edit” button in
the desired section to return to the previous page to make changes.

nnnnnnnnnnnnnnnnn

Bt Attestation:
e ¢ You must agree to the Terms & Conditions (by selecting this checkbox) to
submit an EHC Report.

X Tk

Interchange
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EHC Report Adjustments

For previously submitted EHC Reports, either the Member or Interchange Recycling
can request and complete adjustments on the data entered.

Interchange
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EHC Report Adjustments Model

If an adjustment is needed to a previously submitted EHC Report, it must go through an adjustment process. This can be
initiated by Interchange Recycling or a Member.

Interchange Recycling

Request adjustment Request adjustment

l l

“Interchange Recycling” Adjustment “Compliance Initiated” Adjustment “Self Initiated” Adjustment
Member Adjusts EHC Member Adjusts EHC Member Adjusts EHC
Report Report Report

Interchange
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EHC Report Adjustments: Requesting an Adjustment

Once a Member has submitted an EHC Report, the only way to make changes is to request an adjustment.

You can initiate an adjustment to a previously submitted EHC
Report by clicking “Request Adjustment” under the Manage
Y The vaur o actions column. This only appears if the report has a status of
‘ . “Submitted”.

Interchange
Recyeling

70



EHC Report Adjustments: Not Started Adjustment

Once an adjustment is requested, the original EHC Report is moved to the status of “Adjusted” and a new EHC Report
Adjustment is created. This is denoted as the first version of the EHC Report Adjustment for that specific EHC Report.

gL

Requested EHC Report Adjustment:
EHC Report Adjustment NS The EHC Report Adjustment duplicates the
e e o s 1 e o e e e originally submitted EHC Report so you can
make the necessary changes.

Version:
Every EHC Report Adjustment
requested will have a version
number so that both the
Member and Interchange
Recycling can keep track of the
changes that have been made.

EHC Reports

When the adjustment is initiated the original
EHC Report goes to a status of “Adjusted”.

j’ Thie Vault
by gy Ay L
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EHC Report Adjustments: Reporting an Adjustment

An EHC Report Adjustment looks very similar to the original EHC Report but has the ability to add “Revised Units” which

will update the fees. The report shows the previous and revised units and fees for the Member to see.

I The Vault

GreenCycle e

0 Net Solea Data

October 2024 (Adj. v1)
Net Sales Data
OEMs Adjustment

we v OV 10 regont

......
Categor

Total

Oils Adjustment
Peane add e detaly for

Total

Filters Adjustment
Pesse 203 D Oetads for

Previous Units and Fees:
The units and fees entered in the EHC Report
Adjustment completed previously to this one.

Updated units and fees entered as part of this
adjustment.

Fees Difference:

The difference in the first EHC Report Adjustment
entered fees and the adjusted fees from the second
EHC Report Adjustment.

Interchange
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EHC Report Adjustments: Submitted Adjustment Under Review

Any adjustments made to submitted EHC Reports will need to be approved by Interchange Recycling.

T e vaur

Sritihh Colambila

1 CaverdDytle Inc
Rusgiatrathom & FR -CW00W00 1 77

$904.00
aitriartd o ot chiopil b priagritd i gt Ak yet siscibvind o gl Submitted EHC Report Adjustm ent:

When the adjustment is submitted, itis
sent to Interchange Recycling to review and
either approve or reject. During this time
the EHC Report Adjustment is in the status
of “Under Review”.

Interchange
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EHC Report Adjustments: Adjustment vl Reviewed & Declined

If an EHC Report Adjustment is declined by Interchange Recycling, the status is updated to “Declined”, a reason for the
rejection is provided on the report, and a new version of the adjustment is created. T

Declined Reason: "
When an EHC Report Adjustment
is declined, Interchange Recycling
will provide a reason thatis

visible on the report. ——

I The Vaul

$904oo EHC Report Adjustment v2: I —————— —

R When the first version of the EHC - - v e
Report Adjustment is declined, N
another version (v2) is created with - : :

EHC Reports a status of “Not Started” forthe = =

Member to complete again.

If Interchange Recycling declines
the adjustment, the status is

automatically changed to L.:.M_m
“Declined”.

J The vault

Interchange
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EHC Report Adjustments: Adjustment v2 Reviewed & Approved

If an EHC Report Adjustment is approved by Interchange Recycling, the status is updated to “Approved” and an invoice can
be manually generated.

| N | Wit
£904.00 £904.00
EHC Reports 7 Wanar EHC Reports
L TRy Drclrad! =
Adpried e

j’ The Vault
iy et g
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Automated Delinquencies

When a Member has not submitted an EHC Report or paid an Invoice on time there is an automatic flag
created based on defined criteria (e.g., days past due date, amounts outstanding). These generate
delinquencies which notify internal staff and send reminder emails to the delinquent Members.

| |
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Automated Delinquencies: Reporting Homepage Tab

Once logged in, Members can navigate to their homepage and will land on their Reporting tab by default. A Page Banner
automatically appears on the homepage if a Member has an overdue (delinquent) EHC Report.

If you have overdue
rgports, a message will be %éﬁifdﬁlm Status:

displayed here. Toe cpanciog ince 1 As soon as the Delinquency Date of the EHC
Report (or FRR) is reached, the status will be

automatically moved to Delinquent.
EHC Reports : Fines

Starting an EHC Report:

When an EHC Report (or FRR) is ready for
completion but past the due date, it will
appear in the EHC Reports table with a
status of "Delinquent”. You can click
“Resolve” in the Manage action column to
¥ The v begin filling out your EHC Report/FRR.
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Automated Delinquencies: Thresholds for EHC Reports

The following thresholds are used to determine when an EHC Report in The Vault is deemed delinquent.
How EHC Due Dates are determined:
EHC Report Due Date = EHC Report Generation Date + 30 days

When there is an adjustment, the Adjustment Due Date is the latter of:

Current EHC Report Due Date + 15 days or Today’s Date + 15 days

When are EHC Reports deemed delinquent:

EHC Report Delinquency Date is always 7 days after the EHC Report Due Date

Interchange
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Automated Delinquencies: Thresholds for FRRs

The following thresholds are used to determine when an FRR in The Vault is deemed delinquent.
How FRR Due Dates are determined:
FRR Due Date = determined by the internal user generating the FRRs

When there is an adjustment, the Adjustment Due Date is the latter of:

Current FRR Due Date + 15 days or Today's Date + 15 days

When are EHC Reports deemed delinquent:

FRR Delinquency Date is always 7 days after the FRR Due Date

Interchange
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Automated Delinquencies: Program Account Balance Homepage Tab

When a Member navigates to their Program Account Balance homepage tab, a Page Banner automatically appears on the
homepage if your organization has an overdue (delinquent) invoice.

Status:

As soon as the Due Date of the
invoice passes, the status will be
automatically moved to Delinquent.

Payments and Refunds

]' The Vault

Interchange
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Automated Delinquencies: Thresholds for Invoices

The following thresholds are used to determine when an invoice in The Vault is deemed delinquent.

How Invoice Due Dates are determined:

If the invoice generation date is on or before the EHC Report Due Date:

Invoice Due Date = EHC Report Due Date + 30 days

If the invoice generation date is after the EHC Report Due date:

Invoice Due Date = Invoice Generation Date

When are invoices deemed delinquent:

Invoice Delinquency Date is always Invoice Due Date + 1 day

Interchange
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First Remittance Report

When a Member creates an account and registers into relevant program(s), your supply start
date will determine if you are a new Member or a free rider. When Interchange Recycling
reviews your program registration they will decide if the Member needs to be issued past

EHC Reports (First Remittance Report) to complete.

| |

Interchange

Recyeling

82



First Remittance Reporting: Typical Flow

FRRs are used to ‘catch up’ a Member in their reporting requirements who may have missed reporting previously. Multiple
individual reports can be created for a Member at once. They have a unique flow.

Create

Step 1 Interchange
Recycling can generate
multiple EHC reports for
a specific Member from
the Program Registration
record. The Vault will
recognize the correct
reports that need to be
generated for a Member

and make these available.

Step 2 The Member
completes each new EHC
report individually, as
with the usual EHC
reports.

These EHC reports can be
submitted individually but
are automatically setto a
Status of Under Review,
for Interchange Recycling
to approve before
invoicing.

REEWY

Step 3 Interchange
Recycling must review
and approve each
individual EHC report that
is submitted as part of an
FRR.

Step 4 The Interchange
Recycling team can
generate invoices for each
individually submitted EHC
report that has been
approved.

Interchange
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First Remittance Report: Reporting Homepage Tab

An FRR will appear on the homepage as with other EHC Reports. They will be populated with a due date, and the actions
available to them will depend on their Status.

If you have overdue R
reports, a message will $0.00
be displayed here. i,

Starting an EHC Report:

When a FRR is ready for completion,
it will appear in the EHC Reports
table with a status of "Not Started”.
EHC Raports You can click “Start” in the Manage
action column to begin filling out your
FRRs for past reporting periods.

¥ Thevaur
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Financing and Invoicing

Invoices are generated based on the data submitted by a Member on an EHC Report or an FRR.
If an EHC Report or FRR is adjusted, an invoice may be issued to accommodate for the adjustment.
Invoices can also be generated on an ad hoc basis by Interchange Recycling.

| |
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Finance & Invoicing: Types of Invoices

There are several different types of invoices that will be generated in The Vault.

EHC Report When a Member submits an EHC Report. Automatic upon submission
EHC Report Adjustment When an adjustment is made to an EHC Report and approved by Interchange Recycling. Manual after approval
FRRs When a Member submits an FRR, and it is approved by Interchange Recycling. Manual after approval

Ad Hoc When Interchange Recycling wants to issue an invoice for any other ad hoc reasons. Manual

Interchange
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Finance & Invoicing: Program Account Balance Homepage Tab

The Program Account Balance is a tab on the homepage that Members can access.

£904.00

Program Account Statements

Imvaiced

2 TR emrmmdmr 11, 3304 e Virm

S

Payments and Refunds -

"I" The Vault

Program Account Balance = Opening Balance + Invoices - Payments

and Credits

Members are encouraged to review the Program Account Balance when paying
invoices to ensure you are not making overpayments by looking at individual
invoice balances instead of adjusted balances.

Monthly generated snapshot in time of the amount a Member owes
Interchange Recycling (or, in some instances, that Interchange Recycling owes
to a Member). It also includes any delinquent reports or invoices. Statements
are provided on the 15t of the following month for the month prior.

Fees generated automatically or manually by Interchange Recycling that can
be associated with a submitted EHC Report, a penalty, etc. These are
associated with an Account over time.

Transactions (payment and credits) associated with an Account over time.

| |
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Finance & Invoicing: Viewing a Program Account Statement

The details of each Program Account Statement can be viewed directly from The Vault.

Download the invoice
as a PDF from The
Vault.

IFrviaiois lors

Payments and Refunds -

I The Vault
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Finance & Invoicing: Viewing an Invoice
The details of each invoice can be viewed directly from The Vault. o= -]

 §
==
| S
fga.f'a?.. e o e e e e - = Download the invoice
Sales Data as a PDF from The
- -~ - -]

Imvaiced

"I" The Vault
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Communications

Users will receive targeted communications based on the departments they are tagged to in their
registered Programs. Communications are either emails or new bell notifications that display in The
Vault to alert a Member of a pending action item.

| |
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Communications: Navigation Menu

From the Navigation Menu, you can access the Communications Centre by clicking on “My Communications”.

Navigation Menu:
e Role Dashboard: Takes you to the
Role Selection page to registerin a

L TheVault

& Role Dashboard new Role or access all your current
British Columbla [El Program Dashboard rengtered Roles.
‘ GreenCycle Inc. e Program Dashboard: Allows you to
Registration & PR=-000001 77 & Manage Users .
access the Program Selection page
I My commnieations to register in a new Program and
Reporting ©EMs Registration Information  Program Account Balance li:J My Support Casis access all your registered Programs.
O Logout e Manage Users: This is only visible
Program Account Balance for Account and Program
$0.00 Administrators and allows for
The I:lu!‘i".al"ldil'lg balanoe ag:eariﬂg af this page may ot include credits, amounts not ¥el due, managlng WhICh use rs Can access
adjustments or other charges in progress and payments not yet recelved or applied The Vault on your orga nization’s
behalf.
e My Communications: Displays
reviously sent communications to
EHC Reports ter search terms here 7 Filter P Y
the user account.
Report Repart Type Due Date 4 s Manage e My Support Cases: You can view
. submitted Support Cases and check
the status.
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Communications: Communications Centre

This page showcases communications a user has received in The Vault.

T The vault

Ecokat

Communications Center

Communications v Filter
Received On J Subject Manage
Navember 27, 2024 Upcoming Victoeta Event View
Novembes 27, 2024 Navember Monthly Newsletter View

) Results

.r The Vault
g Yy interchange Recycling
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Communication

Password Setup/Reset Instructions

EHC Reportis Ready To Be
Completed

EHC Reportis Due in 5 Days

EHC Report is Past Due

EHC Report Adjustment is Triggered
by Interchange Recycling

EHC Report Adjustment is Rejected
by Interchange Recycling

EHC Report Adjustment is Approved

by Interchange Recycling

Invoice is Past Due

Notifications

Email

B HE B B B HE B HI

Portal Bell

] B B B B H B I

Summary of Communications

Frequency

Once - after Account Creation

Once - after EHC Report generation

Once - Five (5) days before the EHC Report due date

Day that the EHC Report becomes delinquent and every fifteen
(15) business days after the due date; ends when the EHC Report
is successfully submitted.

Once - after the EHC Report Adjustment has been created by
Interchange Recycling.

Once - after an EHC Report Adjustment has been rejected by
Interchange Recycling.

Once - after an EHC Report Adjustment has been approved by
Interchange Recycling.

Day that the invoice becomes delinquent and every fifteen (15)
business days after the due date; ends when the invoice is
marked as paid.

NSO S NN

N NN NN

RSN

SENENEN

Departments Receiving

the Communications

Account Admin
Program Admin
Finance
Operations

Account Admin
Program Admin
Finance
Operations

Account Admin
Program Admin
Finance
Operations

Account Admin
Program Admin
Finance
Operations

Account Admin
Program Admin
Finance
Operations

Account Admin
Program Admin
Finance
Operations

Account Admin
Program Admin
Finance
Operations

Account Admin
Program Admin
Finance
Operations

AN

0 <« o

< o

o]

« o

o

< o

[e]

0 <« o©

0 <« ©

< o

[e]

Marketing
Administration
Environmental/
Sustainability

Marketing
Administration
Environmental/
Sustainability

Marketing
Administration
Environmental/
Sustainability

Marketing
Administration
Environmental/
Sustainability

Marketing
Administration
Environmental/
Sustainability

Marketing
Administration
Environmental/
Sustainability

Marketing
Administration
Environmental/
Sustainability

Marketing
Administration
Environmental/
Sustainability
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Communications: EHC Report Ready To Be Completed

The following email and bell notification is received when an EHC Report to complete.

Portal Bell Notification Email Notification

Sanclipon IVIETChasr British Coemibda - s Repon 15 Rty 1 be Comphited

Winat e e CRCTO PO H e dwagy 10 N _—
by ey il ' Tl )

The Vault

by Interchange Recycling

RO M Crrpsiriie g
Program Regifration Number: PE-00000177

Hala Peter Parier,

Woun rioor for el pered Of Cilober S024 o Fe il 10 B Coemgietnd) Pikicie Bocind T porlal vid P i0h Beiow I Sormgiete Tad fegorn

ey
Sl
Cortac

"
4 of admandiandee chacos ecrdiog sam
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Communications: EHC Report is Due in Five Days

The following email and bell notification is received when an EHC Report due in five days.

Portal Bell Notification Email Notification

Sanvifbeac Inteschurge Britics Colurmiis - Remsinder that your EHE Raport i due in 3 Dey

Yiour report is dise in 5 days. Please complete

Strephyabiee. bl ol b g B . By n Formwd W o dn B
W 4 ~
Uhis fepart 35 So0n iS5 possible L

The Vault
by Interchange Recycling

Arooaal Kame: Grgen Solfon
Progoam Fegistration Mumbsr: PRO0OO0TTS

Hialls D] Lot

This i Banclly reminder Bt yrour nport for Sap 224 - Now 2004 s dus on Discember 7, 2004, Plaass wna B nk below o complets Tis report
Thidk jyiss

W] Saippot?

Cortact us o pdminiisntecchanoecscvciog com
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Communications: EHC Report is Past Due

The following email and bell notification is received when an EHC Report past its due date.

Portal Bell Notification Email Notification

Sanabugar iR TG BrnEh Coluamid - 'Sou DHE Repodl & Pait Dus

Vour report for fan - Dec 13 b now past Sue
Plaane compbete s Feport o5 5000 25 W T
PR8I 0BG BT e,

The Vault

Your sdatmand for Oober MO MG YD by Interchange Recycling
L R )

Actound Ramse Dresnlychs inc

Voud BERATIENT or Oihobar 2004 [AG. vi) e Paogim Regealranon Wamber. PR 000001 TT
s bt chircBrod
|||||||

onr repor for B paraed of Jan - Dee 29070 0 o it chun. Pl scomts S portal via S brik belons bo complels $an reprt i 1oon a8 ponsibie

Trasi you
Kl Suppeor
Contact 8 4 Bamend i (MmO v M) COm
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Communications: Adjustment Ready To Be Completed

The following email and bell notification is received when an EHC Report adjustment to complete.

Portal Bell Notification Email Notification

Sundbar interchangs Brtith Columbis - sour THC Repor! Adpustment n Resdy o e Completed

gt EHEC Rapont sdfurimend Lor Cniober 2004
Ve
(] w1) b noew neadly 00 b complened. Y ..

o0 B e =4 5 e o .
Tt repart Tor Drtober J0E i now ready 50 ThE Va U|t

b compied o by Interchange Recycling

Accomgnt Hams; Cosan e in
Progiarm Magiil sbeon Mursbepd, FH-Q0000! TS

Halla Pedsr Parie:

Your FMC Report sduuiment for e percd of Oclober 2004 (A4 wY] B mow nesdy 1o be compisted Pisase S T portal via B ik Beiow o compiete T repart

Traw: e
Y —
Contact os o admandfemechaneeccing con
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Communications: Adjustment Rejected

The following email and bell notification is received when an EHC Report adjustment has been rejected.

Portal Bell Notification

Your pdiuasrmaen dor Dunober 2004 (A, i)
gt b cecEred

[AGE ) B ey oy 10 b oML

Vour rapert Bar Aug J134 - O 3024 H hew
FeaEy 10 b Cov et

Your BHC Regort adpestmant for October 1004

Email Notification

Sundtar interchangs Britnh Codumids © our Adpnfment? Reguest hus been Declined

T
Fox o

The Vault

by Interchange Recycling

Aicoun] Mams: Creerlyt N
Program Regatrason Fumier: FR-O03177

Ht P P

Wind BIPREYTEN il B8 Wb D o ChOMOE SO0 LA v T P De O] Pl 004 E T O Wk b b D B O g e e

T ot
Mesd Tapport?
Comact it M Rt TR O BT THOR COFE
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Communications: Adjustment Approved

The following email and bell notification is received when an EHC Report adjustment has been approved.

Portal Bell Notification Email Notification

Sarafbeie: i Beins Cobermin - Your Adpestssenl Regurit b ben Apioeed

Vour sdiusimand for Oicober 2004 e, 2] . Porepiy S atroron o o beha of byThasrpe L Rps 4 Ry b foaws W s o B -
W

Your sdjuatment for Qunober DO (A, wt) The Vau It

has e decined e by Interchange Recycling

Accorar Kama: Deesnlychd nc
PRI Ra TR W PR e 1T

Haplz Padmr Paries

Your sdpntment e ko B perodd of Oclober 2004 (A4 v77] han Been appeowed

T o
e Sugpar! T
Contact w8 & amendiante el BOrikeg oM
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Communications: Invoice is Past Due

The following email and bell notification is received when an Invoice is past its due date.

Portal Bell Notification Email Notification

Sardbsoe Your Britah Colusnbis volcs Vicborias Solutions Sep 2024 - Now 2004 i Past Dus
Wiossr Briieh Cofumibla irresioe Whmoris Sobutions rorephaBuboror.ane. on behal of Srfierge b Gy He Gk fmas B o @ 2

T
Sep 2024 - Mo 2004 b noew st due with an e g
captztandting bulnce of S34.00. Flease pury the

g b 0 s e The Vault

by Interchange Recycling

Vs

el Mk Wb S
Prosgram Elasginirtion Hursbsr: FH 000015

Fadla Mardn Waed

o Btk Colarnbsk ol Wickorla Sohuiorn Sag 2O - Mo 2000 in rew puie! dhom wilh e cnutaiarcting, Bkt of D) B4 00 Plodns sccins P pocial via B link Bsskoe 55 ity e snutabiaring bualircs ik
o i pririelin

e
Bl Tapupea v
Contact vn ol pdeniiintechargerecrdeg com
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Interchange
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interchangerecycling.com | memberservices@interchangerecycling.com



https://interchangerecycling.com/
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