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Foreword

The Department of Environment (DoE) regulates the transport of wastes that may cause
environmental or health risks. It does so through the application of the Environmental
Protection (Controlled Waste) Regulations 2004. The Regulations provide for the
licensing of Carriers, Drivers and Vehicles involved in the transportation of controlled
waste on public roads.

The objectives of the Regulations are:
» Toensure the safe transportation of controlled waste to an approved location;

* To monitor and track controlled waste to prevent unauthorised discharge into the
environment;

* To collate information to assist the Government in identifying priority waste
management issuesin Western Australia;

» To provide an even and competitive system for companies in the waste management
industry.

Disclaimer

This Guideline has been prepared by the Department of Environment in good faith,
exercising all due care and attention. NoO representation or warranty, expressed or
implied, is made as to the relevance, accuracy, completeness or fitness for purposes of
this document in respect of an particular user’s circumstances. Users of this document
should satisfy themselves concerning its application to their situation, and where
necessary seek expert advice. Information relating to legal matters in this Guideline is
provided as a genera guide only; it does not purport to be legal advice.

This Guideline should be read in conjunction with the Environmental Protection
(Controlled Waste) Regulations 2004.

Other Publications in this Series

No. 1 Guideline for Controlled Waste Generators

No. 2 Guideline for Controlled Waste Carriers

No. 3 Guideline for Controlled Waste Treatment or Disposal Sites
No. 4 User Guide: Controlled Waste Tracking System

No.5 User Guide: Paper Tracking Forms

V1.2 — March 2004 iii
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1

1.1

1.2

Controlled Waste Tracking System

The Controlled Waste Tracking System (Tracking System) has been implemented in
order to streamline the process in which information is collected about the
transportation of certain controlled wastes. This information, once stored electronically
in a computer database, can be updated, sorted and queried very efficiently and quickly.
This will enable statistical reports to be produced that can be used to determine such
things as future treatment facility requirements.

The system’s primary function is that of tracking waste, however, users may also use
the system as arepository for Tracking Forms. Management may find the system useful
asatool to run reports. Reports are often of benefit prior to making business decisions.

Requirements

« PC/Mac

* Internet connection

» Web browser (Internet Explorer / Netscape)

» Adobe Acrobat reader — can be downloaded free from
http://www.adobe.com/products/acrobat/readstep2.html

e Username

e Password

Logging On

From your Web browser (eg Internet Explorer, Netscape Navigator) enter the following
address on the address bar and hit enter; (note you must be connected to the internet).

http://203.20.251.100/cwts/cwps.cfm

:l’._'lnllrl Wazie Primi Spziem - Depmimen! of Envaonmant - Mecromof Inleest Eeplomm

Fie Ed&t Yiewm Fgeoles Jook Help
+ .+ Q@ B Al d &I B I H A
Back Swp Raeliigh  Homa Semich Favoiles Hidoy Mad Fiirt Dz
Adovees @ R s e e R T T ey e
Links

¥ :h--.
e =" Department of Contro
™y Environment Tracki

This will take you to the main page of the Controlled Waste Tracking System, where
you will be able to login to the system using your Username and Password (Supplied
by the Department of Environment).
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:-]l'.rlrllnllnrl ‘Wasks Prim#l Spctem - Depmimen! of Envrconmect - Miciozolt |ndmred Eoplosm

| Fie Edt New Fawoder Took  Help

#.*-fﬂ_‘lffﬁ:ﬂudé'ﬂ.ﬂ

| Back - 2 Siop  Febash Fascle:  Hstolp Fal Prird Ect  [nscuss

| Agekmss @] b/ /203 20 251 1 0V owifowps cin

| Lirks
i = Department of Cor
t':._,_ Environment Tra

mestens | Login |

Main Menu

Application Request

FWWM

Selecting “Log in” from the Main Page opens the “ System Logon” dia ogue box.

System Logon

Please enter your Uzername and password:

Uzername: |

Password: |

Login |

» Enter “Username”: (Y our unique username, issued by the DoE)
e Enter “Password”: (Y our unique password, issued by the DoE)
» Select “Login” to access the Controlled Waste Tracking System.
1.3 Access Levels
Depending on your role within your organisation, you will have a predetermined level
of access to the system. This means that Managers will be able to perform more tasks

than aDriver.

Managers therefore, will have a Main Menu that 1ooks slightly different to a Drivers
Main Menu.
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Both the Driver and Data Entry Main Menus will look like this.

Carrier Menu

Carrier Operations Tracking Form QOperations
> wiew Carrier Details [ Mew Tracking Form

.» List Open Tracking Forms

Other

P Change Passwiord

Enter Tracking Form |d I Qpen |

The Manager Main Menu looks like this.

Current User Information

Carriers of YWaste Glenn Ranford () Carrier Company (Manager)

Carrier Menu

Carrier Operations Tracking Faorm Operations

Wiew Cartier Details P Mewy Tracking Form

Lizt Managers ' List Open Tracking Forms
List Diata Entry Peaple

List Drivers

Lizt Wehicles

Eeports

VYVVYYY

Other

v

Chandge Password

Enter Tracking Form Id I Cpen |
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2 Carrier Functions

2.1 Carrier Menu

I File  Edit Wiew Favortes Tool: Help
S SR AR BRNE"
Back Fariarnd Stop  Refresh  Home Search Favorites

I Address I@ http: Aintrades/cwps_test/cwps. cim MO DULE =mainktstrmp=1070!

H
i“ 4'}

:’ ) : Department of
B onment
."“"'n.J"_<

-‘I.’J

Carrier Menu Log out |

Note: ToreturntotheMain Menu at anytime, click on Carrier Menu

Also notice the Contact Us, Feedback and Disclaimer buttons. They are located
towards the top left corner of every web page displayed and their use is self-
explanatory.

Controlled Waste
Tracking System

From the Carrier Main Menu page, several options are available to enable you to
complete various tasks. The options are self-explanatory.

Carrier Qperations

: ~arrisr Detai
List Managers
List Data Ertty People

List Drivers
List “ehicles
Reports

Cther

Change Password
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2.2 View Carrier Details
Example:

LCamiers of Waste Information

Canrier|d
L nni]
Carrier Deta s
Tre= Carner of Wasies
Comparry
Tradig Hars Carrrs of Vess
Contac! Dedails
IR cemam
wiobia MUDE 041 3-200-358
Physical Bdcrass
TS Do Park
g,
Postal Acdriss
TiraTi=ubir b Ferih
s

This page displays information the system has in regard to your company.

contact details and addresses.

AEN 133

B o
E-mi Ccalviers_WaslegHiorinue com Ay
12 Trah&poiar Sinasd
shoaech: GEN
e
11 Carvier Romd
G000
ALISTRE IS,

Basicaly,
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2.3 List Managers

Example:

Carrier Company {(Manager) List

BISHOP, URlKRChAT

DCAAREY, STEPHER Yes Wiewy
HUDSOM, LR RO Mo WiEnn
RAILT M, LMK Yes Wiewy
Person, Test Yes ey
ROBERTS, LIMKMC YR Yes Wiewy
Ranfaord, Glenn Yes Wiey

Meswy Carrier Company (Manager) Application | Done |

Click on “View” aongside a persons name to look at those people’s details. In
addition, you will find a facility that allows you to apply to add a new person to the
system (e.g. aDriver / Manager, €etc).

2.4 New Tracking Form

Adding a New Tracking Form will incur afee

Tracking Form Qperatiops
blewy Tracking Form
List Open Tracking Forms

When opening a new Tracking Form, clicking on “New Tracking Form” will open the
following dialogue box.
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New Tracking Form - Enter Details

Carriers of Waste

Bulk 0 Bulk Setic £ Packaged ©

Mo
Select : |- Select Vehicle — Bl

YWehicle ar

Reogistration : I

Select : | -— Select Driver - =]

ar

Drriver Login : |

Select : |- Select Category — —

0 Adding a nevy tracking form will incur a fee.

Select the type of waste, vehicle, driver and category group and click “Next>>" to open
the “ Select Treatment Plant” dialogue box.

New Tracking Form - Select Treatment Plant

Carriers of Waste

Bulk
Paper Permit Mo
Yehicle BHJTT45 Test Test

STEPHEM DCWTIE™

Category Group 1
Treatment Plant Select - | --- Select Treatment Plant --- LI
0 Adding a newy tracking form will incur & feel

== Back | Add Tracking Farm | Cancel |

Ensure that the entered data is correct (click “<<Back” if not correct). Select a
Treatment Plant from the drop down menu and click the “Add Tracking Form” button.
The Tracking Form will then be activated for the waste type, vehicle, driver and
Treatment Plant specified. The following dialogue box will open;
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Tracking Form No. 5000141

Tracking Form Details

Catriers of VW aste

Qpen

230252004 Expired 010352004

Category 1 - Biological YWastes

Trestment Plart Test Treatment Plant

Tracking Form Events

I DateTime A Description

YehicleTank
LABC587T Tanker

Driver
Eob Builder

)
]
=
[
=
m
[
=

Add Waste Generatar By D

Entet ID= Add D= |

Drganisation Waste Generator Selection

Organisation Search | List All Crganisations |

Add Tracking Form Action

Yehicle § Driver Change | Transit Site Drop Off |

Done | Print |

Note: This is the form that will be displayed when you open a New Tracking Form or
when you View an existing Tracking Form.

The Tracking Form displays the Tracking Number, details of the form, and a section
listing events associated with thisform. The lower portion of the form providesfor;

» Entering the ID(s) of Waste Generators whose controlled waste will be transported
on this Tracking Form;

» Searching for the Waste Generator(s) ID either via the “Search” button or you can
list al previously serviced Waste Generators (List All Organisations).
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“Add Tracking Form Action” allows for the updating of the form when either;

» Thewasteistransferred to adifferent vehicle or the driver is changed,
» Thewasteistransported to a Transit Site.
The final two buttons, “Done” and “Print” are used to indicate that you have finished

inputting data (“Done”), or when you want to print or save a PDF record of the
Tracking Form (“Print”).

Waste Generator 1D’ s are added to the form to indicate where the waste associated with
this form originates. |If the Waste Generator’s ID is known, it can be entered directly.
When a generators ID is not known, the “Search” and “List All Organisations’ buttons
will alow you to find them quickly provided the generators details have been entered
into the Tracking System.

In the case where the Waste Generator is unknown to the system, simply click on
“Search”. The following dialogue box will open.

Tracking Form No. 286

Organisation Search Criteria

I T
| | |

Cancell

Enter the Generators name in the name field and click search. This will update the
dialogue box like this.

Tracking Form MNo. 286

Organisation Search Criteria

T T T

Ifred hlogos I I

Search | Cancel |

Organisation Search Resulis

IS TR T T

Mo arganisation could be found.

Acld Mew |
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Clicking the “Add New” button will open the following form that allows all the data
associated with a Waste Generator to be input. Be sure to click the “Save” button when
all the data has been entered.

Tracking Form Mo, 227

Organi=ation Celails
cmpany Hame [ i “ I—'
= | -

T mandsbors information T - Wust inckids siher Company Mame or Trading Meme

e
bl L.rresd |

¥ _ Wust rchude efter Conisct Mumbsr o Mokl bumbsr

Coriac Delails

PAchds Ry

Priysical Address

Fiate: | Sutr | Lavet |
=T Ld'l_ ™ N-ITﬂl L “WI x
I_" m I_'
Tl - —

¥ Wardstory dormabion T - Wust inchude sier Sresl Mumber o Lot Mumber

Pasial Addness

¥ . Wancksiory indoemaion T - H o Postel address hen st inchade efhiesr Sineet Mumiser of Lot

Manager Ferzon Details

|

- [ |

* . Mereistory méormation T - Must inchude sither Confec] Numioer or Moble Mumier

10
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2.5 List Open Tracking Forms

Tracking Form Qperations

Blesyy Tracking Farm
Lizt Open Tracking Fu:urms_
Open Tracking Forms

Commenced : oot “-

246 Mo N WiEny
245 Mo Yes \-"Iﬂ_
244 Mo Yes =0
242 Mo Yes Wieny
241 Mo Yes Wienn
240 Mo Yes Wieny
239 Mo Yes Wieny
235 Mo YEs WiEny
232 Mo Mo Wieny

Select “View” to access the open Tracking Form.

11
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3 Tracking Form Events

3.1 Vehicle / Driver Change
The Vehicle/ Driver Change button will allow the changing of aVehicle or Driver for a

Tracking Form. The Vehicle change must be used when a Truck-to-Truck Transfer is
performed.

Add vehicle and Driver Transfer

Daife/llniz * Format ; dadfmmfeyyy hibcmm
Select: |- Select ehicle/Tank —— -]
Yehicle Tank ar
Registration : I
Select : I--- Select Driver —- j
ar
Driver Login : I

3.2 Transit Site Dropoff

Select “Transit Site Drop Off” to enter the details of controlled waste transported to a
Transit Site.

Add Transit Site Drop Off

DateTime I * Format : daimmfyyyy hbcmim

Transt Site I--- Select Transit Site --- j

Save | Cancel |

12
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4  Closing a Tracking Form

A Tracking Form can only be closed:
» After the Treatment Plant has accepted the waste;

» After the Treatment Plant has actioned the Tracking Form to indicate the quantity of
waste accepted,;

» By the Carrier that opened the Tracking Form.

To close a Tracking Form, the Carrier logs in to the system and selects “List Open
Tracking Forms’ and clicks on “View” for the Tracking Form to be closed. Notice that
the screen that is displayed is afamiliar one with a notable exception.

Tracking Farm Details

ERZ

Open

1210172004 Expired 120252004

Category 1

Tracking Form Events

I Date/Time

YehicleTank
Pickup EIE!KSEIE FORD WEHICLE Edit
Driver
Jim Wanshorough
1240172004 12:11 Disposal U i

ERS - Kalgoorlie

AddWwaste Generator By D

Ertet D= Add D= |

Organisation Waste Generatar Selection

Organisation Search List All Crganizations |

Add Tracking Form Action

“ehicle ! Driver Change | Transit Site Drop Off | Close Farm |

Done | Prirt |

The “Close Form” button will only be available after the Treatment Plant has actioned
the Tracking Form to indicate that the waste has been accepted.

13
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Clicking on “Close Form” will cause the following form to be displayed where
confirmation is required that this action is to be taken. Carrier Managers, Data Entry
persons and Drivers can close Tracking Forms.

Tracking Form No. 341

Carrier Information

ERZ

Status Open

Packaged Paper Permit Mo

Tracking Form Events

DatesTime Action Description
Yehicle
12012004 09:51 Pickug EE!KSDE P utEn LS
Ditiver
Jim wWansharough
12/01/2004 12:11 Disposal L s

ERS - Kalgoorlie

‘ Confirm Close | Cancel |

14
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5.1

5 Carrier Reports

A report is a mechanism that queries the database and produces an output that can be
viewed and printed. Many reports alow you to be selective in the information the
report will generate. For example, you may only be interested in seeing which Tracking
Forms you opened in a specific date range (e.g. “show me only the Tracking Forms
opened between December 1% 2003 and December 31% 2003”).

A variety of reports can be run that provide various statistical information. The Carrier
reports menu is accessed by clicking on:

Carrier Qperations

R R
List Managers

List Data Entry People
Lizt Drivers

List Yehicles

‘Regcﬂs

Other

Change Password

A list of reports will be displayed, which includes:
e Carrier Details— information about the Carrier company;

e Treatment Plants Used — information about the Treatment Plants the Carrier has
used;

» Tracking Forms Report — information about the Tracking Forms generated by the
Carrier;

» Waste Transported Report — information about the categories and quantities of
controlled waste transported by the Carrier;

» Controlled Waste Licenses Report — information about the Carriers Controlled Waste
Carrier Licence;

* Inspection Report — information about Inspections performed by DoE Inspectors,

» Conditions Report — information about a Carriers Conditions of Licence.

Example Report

There are seven different reports that can be run. Most reports can be tailored to only
display certain information. For example, you may be interested only in finding out
how many Tracking Forms you used between 1% November 2003 and 11" Nov 2003.
In this example you would enter the following information into the Tracking Forms
Report menu:

15
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Tracking Forms Report

Commencement
Date End

Allocated
Clozed
Irvoiced

111103 111103

=

ott Format

--- &ll Inclustries ---
0100 Agricuture

0110 Horticutture and Fruit Growing G d Fun Report

0111 Plart Murseries bl

Notice that the default values have been left at “ALL” in both the Status field and
Waste Generator Industry Code fields.  Thiswill produce areport showing all Tracking
Forms between the specified dates.

The format of the report defaults to PDF (Printed Document Format). This means that
once the data for the report has been retrieved from the database, another application
(Adobe Acrobat Reader) will open a new window to display the report output. PDF
format is commonly used because it is convenient to Print, File or E-Mail as an
attachment. The output from the above report is as follows:

SR
1

e Contralled YWaste Tracking System
* * Department of
h@ Environment

Frimad o ot 51202

Transpomers Trackng Ferms Tk’ Tawrisadtin” CITE
Transporier: Canriens of Waske - B3] Lisi of ai Tracking Frema
Balesctiion Crineria Cammammanen' Dale Stad i RRRTri 1 s ssued o Coames ol VWasn
Cammascamen’ Daie S BT ETr b ] DA T S
b Dt Dste 5512900
Generaky iusye Cade L] Dt Time: 141040
Opan Tracking Forms:

Eupiry  Paper VAR DA LT

Cara Pl

=7 BTS00 RHLRAE ke Has 5}
. Ao ENa AN Ko Ter -0 !
Foo Do549 12000 IR0 Ho Yas -
MaE U] IR0 Ho el i]
MR Dl f0d iRAARIGE Eo Vi 5]
HE 1WENG NN Ko ek CLOWER S kL LGDO0S - (567
WEDOMALDE - (1 FedT)
F1J TUTIE AN NRNaE ke Tas i}

16
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When you view the report output in Acrobat Reader, you can select Print to print the
report or send it via E-Mail if you need to distribute copies of the report to others.

All the other reports are structured in a similar manner and this consistency makes
running areport a simple straightforward process.

In the case where you may want to export the contents of areport to another application,
for example you want to take the output of the report and enter it into a spreadsheet or
accounting package. In this case, you can select either CSV (Comma Separated
Variable) or XLS (Microsoft Excel Spreadsheet) as the output format.

When you are finished with your PDF output, you can click on the Close button at the
top right corner of the report Window or alternatively you may select File and Close to
return to the Reports Main Menu.

¥ : P - Tl =
ooa | iy g e T B OW N
Pl TP ot l---'b-“—fi.l-l.u'\-:ul:-“.l'\-l-'. ! Tl 3 i
_;:‘5'«" na [EEiW s rhjes oo -8 DOBED- O
Fren Tl 5 .h-
[SEEFSE] PO J‘
e
o Contralled Wasie Tracking System

= snariment ol
'!:;' ~ Emvlronmsnt

Transporier Tracking Foms Tikis Transpnser CHTE
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6.1

6.2

Treatment Plant Functions

Treatment Plant Menu

Waste Treatment or Disposal Sites are responsible for ensuring that details of the waste
that is accepted at their facilities are entered into the Tracking System. Logging in to
the Tracking System as a Treatment Plant Manager will present the following
Treatment Plant Menu.

Current User Information

Chriz's Treatment Plant Ken Smith () Treatmert Plart (Manager)

Treatment Plant Menu

Treatment Plant Operations Tracking Form Qperations
[ wiew Treatmert Plant Details [ Handle Waste Disposal
b- List Managers b- Lizt Open Disposals
[ List Data Entry People

[ Reports

Cther

[ Change Passward

The five options on the left side of this form are the same or very similar to those
described earlier for Carriers at the Carrier main menu.  The main actions that
Treatment Plant personnel will undertake using this system are accepting waste and
listing open disposals.

Handle Waste Disposal

To notify the Tracking System that you are accepting waste, you will need to click on
Handle Waste Disposal thiswill display the following form:

18
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New Waste Disposal

Select'aste Tracking Forms

Mo tracking forms have heen added.

Add Tracking Farm Dz Add

EnterWaste Received Infarmation

| =]
Single : | - Select Category --- =] or
Mutiple | (em. 1.1.1.2,1.4)

“olume I I i I“ Mo, of Pkgs I
|

Add Disposal | Cancel |

When controlled waste arrives at a Treatment Plant, the driver of the vehicle will
provide Treatment Plant staff with a Tracking Form Number (possibly more than one).
The Tracking Form Number(s) supplied by the vehicle' s driver are entered at the top of
the form and the “ Add Disposal” button is clicked.

New Waste Disposal

SelectWaste Tracking Forms

Mo tracking farms have been added.

245 Add _

| g
Single : |- Select Category --- .
Muttiple : | (e, 14.1.21.4)

Yolume Mo, of Pkgs
| | [

Add Dizposal | Cancel |

This will update the details of the waste being accepted. There are five such data input
areas because some loads can be made up of different types of waste, which alows each
information for each waste type to be entered simultaneously.

19
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Enter the details of the controlled waste consignment(s) in the appropriate boxes.

New Waste Disposal

SelectWaste Tracking Forms

Carriers of Waste

Bulk
243

1.02

Mo details found

Remove Selected

Addd Tracking Form D= Ao

Enter Waste Received Information

_ IChemu:aIIy Treated j*

Single - | 1.02 Septage wastes =] or

Mutiple : | (eg.11,1.21.4)

fz000 L =* Mo. of Pkgs |

Motes I

‘ Add Dizposal | Cancel |

Click “Add Disposa” to indicate to the system that the waste has been accepted.

6.3 List Open Disposals

The List Open Disposals option on the Treatment Plant Menu will show basic details of
Tracking Forms where the Treatment Plant has accepted the waste but the Carrier has
not closed or finalised the Tracking Form.  This can be useful as a reminder in
circumstances where the Treatment Plant and the Carrier are in fact one and the same
company.

Clicking on the “Done” button will return you to the Treatment Plant Menu.

20
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7 Treatment Plant Reports

The Treatment Plant reports menu is accessed by clicking on:

Treatment Plant Operations

Wiesy Treatment Plant Details

Lizt Managers
Lizt Diata Entry People

qﬁegads
Other

Wiewy Sour Details
Change Passwoaord

A list of reports will be displayed, which includes:
» Treatment Plant Details — information about the Treatment Plant;

» Carriers Report — information about the Carriers who have unloaded controlled waste
at the Treatment Plant;

» Tracking Forms Received Report — information about the Tracking Forms received
by the Treatment Plant;

» Waste Processed Report — information about the categories and quantities of
controlled waste accepted by the Treatment Plant;

Treatment Plant Reports can be generated in the same way as the Carrier Reports (see
Section 5).

21
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Controlled Waste Guideline Series

8 Site Map.

Grey Background functions are only available to Managers. W

8.1 Carriers

Carrier Menu

VView Carrier Details

List Managers

Apply for new Manager

Display Contact Details

List Data Entry People

Apply for new Data Entry

Display Contact Details

List Drivers Apply for new Driver
Display Contact Details
List Vehicles Register new Vehiclein CWTS
Display Vehicle Details
Reports
Change Passwor d

New Tracking Form

List Open Tracking Forms

View/Edit Tracking Form
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8.2 Treatment Plants
Treatment Plant Menu View Treatment Plant Details
List Managers Apply for new Manager
Display Contact Details
List Data Entry People Apply for new Data Entry
Display Contact Details
Reports

Handle Waste Disposal

List Open Disposals Edit Disposal

Change Password
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