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Introduction

Purpose of User Guide

The purpose of this User Guide is to provide SWIS eFile users with information on how to use the system
for conducting their monthly filing business with Metro. Demonstration videos of SWIS eFile in action
are available online at www.oregonmetro.gov. Individual assistance and training is also available to users
by request.

Organization
For each major process, the user guide includes the sub-headings:

A. Description — Brief description of the process

B. Prerequisites — Steps or processes that must be completed prior to starting the steps listed
C. Applicability — To who and/or how this section applies

D. Steps — Numbered steps to complete the process, along with screen prints, as needed

E. Next Steps — Where to go next in SWIS eFile

In this guide, a “reporting entity” is generally a facility that submits reports or remits fees and taxes to
Metro on a monthly basis. More specifically, a reporting entity is:

| A solid waste facility | | Files regulatory reports |
OR OR
| A disposal site | | Files fee & tax returns |
OR AND OR
A hauler or generator authorized to Remits payment of solid waste fees
deliver waste directly to disposal sites and taxes to Metro.
or certain out-of-district facilities

A “user” is a person who submits regulatory reports, tax returns or payments on behalf of the reporting
entity.
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SWIS eFile

System Overview

Purpose of SWIS eFile

SWIS eFile is an online portal through which users can file monthly reports and remit payments
on solid waste activities, efficiently and securely.

User Roles and Role-Based Security in SWIS eFile

SWIS eFile utilizes a role-based security system for authorized users, in order to accommodate
needs for separation of duties and security when filing monthly reports with Metro. Each user
will be granted one or more system roles and will be authorized to file on behalf of one or more
reporting entities, as authorized by those reporting entities. Each role provides the user with
specific levels of access to the system in order to perform certain system functions when filing
monthly reports with Metro.

Overview of System Roles

There are three (3) primary roles in SWIS eFile: Submitter, Certifier and Payer/Remitter. At a
general level, the submitter is responsible for uploading and/or entering the reporting entity’s
monthly tonnage information to SWIS eFile. The certifier is responsible for officially confirming
that the information uploaded or entered by the submitter is correct and accurate. Finally, the
payer is responsible for remitting any fees and taxes that are associated with the reporting entity’s
monthly filings. The filing functions and processes fulfilled by each role are sequential:

Submitter =N Certifier _— Payer

e Upload transaction data *Review filing * Remit fees/taxes

e Complete supplemental e Certify filing
info (if applicable)

*Review filing

For information about a reporting entity’s existing registered users and their respective roles,
contact Metro at efile.admin@oregonmetro.gov. For information about registering new users, see
the Accessing SWIS eFile section below. Each of the three roles are described in more detail
below.
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Submitter

The submitter is authorized to upload transaction data on behalf of the reporting entity, and to
perform any validation checks or corrections of transaction data that are warranted. Depending
on the type of reporting entity, the submitter is also authorized to enter information that
supplements the uploaded transaction data. SWIS eFile provides supplementary forms for this
purpose. Those supplementary forms are:

e Ending Inventory — applicable only to local transfer stations and material recovery facility
reporting entities.

e Schedules A and B — applicable only to landfills and certain licensees authorized to deliver
materials directly to a disposal site or certain out-of-district facilities.

After entering, validating and correcting transaction data and supplementary information, the
submitter is authorized to conduct a pre-certification review of the filing, prior to passing the
filing off to the certifier. If the submitter deems that the data uploaded and entered is incorrect
and must be edited, the submitter may cancel and edit any part of the filing.

In addition to entering and reviewing monthly information, the submitter is also authorized to
perform a variety of administrative functions on behalf of the reporting entity. The submitter is
authorized to review historical monthly filings for the reporting entity, manage customer
destination and material code mappings to Metro’s code value sets, and manage requests to Metro
for adding new code values.

Certifier

The certifier’s role begins where the submitter’s role ends, at pre-certification review. The
certifier is authorized to certify that the monthly tonnage activity of a reporting entity, including
the transaction data and any applicable supplemental information uploaded by a submitter is
correct and true. In simple terms, certifying a report in SWIS eFile attaches the electronic
signature of a principal or agent of the reporting entity to the filing.

If, during the certifier’s review, the certifier deems that the data uploaded and entered by a
submitter is incorrect and must be edited, the certifier may cancel or edit any part of the filing
prior to certification. In order to perform these functions and complete the certification process,
the certifier has the same data upload, validation and supplemental form authorizations as the
submitter.

In addition to reviewing and certifying the monthly filing, the certifier is authorized to perform
administrative functions on behalf of the reporting entity. The certifier, like the submitter, is
authorized to review historical monthly filings for the reporting entity, manage their reporting
entity’s customer, destination and material code mappings to Metro’s code value sets, and
manage their requests to Metro for adding new code values.
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Payer/Remitter

The payer’s role, which begins after certification, is to review the fee and tax obligation
associated with the certified submission, and to initiate the remittance of any fees and taxes owed
to Metro. Fee and tax obligations and remittances are not applicable to all reporting entities and
filing periods.

If a fee and tax obligation is applicable and the payer initiates the remittance to Metro, the payer
is also responsible for ensuring that Metro actually receives the payment. SWIS eFile provides
the payer with three methods of remittance: by check, by electronic funds transfer (EFT) from the
payer’s bank, and through Metro’s US Bank e-Payment system.

Like the submitter and certifier, the payer is also authorized to perform administrative functions
on behalf of the reporting entity. The payer is authorized to review historical monthly filings for
the reporting entity, manage their reporting entity’s customer, destination and material code
mappings to Metro’s code value sets, and manage their requests to Metro for adding new code
values.

Accessing SWIS eFile

Overview

Access to SWIS eFile is restricted to registered users. A registered user must be a principal or an
agent of a reporting entity, and authorized to submit and certify transaction data and reports, or
remit fee and tax payments on behalf of the reporting entity. A registered user is a person to
whom Metro has provided a user name and temporary password allowing them access to and use
of SWIS eFile. Registration of new users is described in the next section.

Registered users can access SWIS eFile at swis.oregonmetro.gov/efile using their user name and
password. From the welcome page, users click the “Login to eFile” link at the top right of the
welcome page, enter their user name and password, and click “Ok”. If a registered user does not
remember his or her password, the “Forgot Password” button automatically emails the user a new
temporary password to access the system. The first time a user tries to access the system with a
temporary password, SWIS eFile requires that the user set and confirm a new password.
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il Go to www.swis.oregonmetro.gov/efile

Lagin
Plosie Login 1o af il
hse Hasme:

e Enter user name and

Registering New Users

There are three (3) steps involved in registering a new user. First, an appropriate representative
of the reporting entity must fill out, sign and submit a SWIS eFile User Registration form to
Metro. (This is done off line.) Second, after receiving the signed worksheet, Metro will add the
new user to the system, assign a username and send the new user a temporary password for
accessing the system. Third, the first time the new user logs into SWIS eFile, he or she will be
required to change their temporary password to a permanent one of their choosing. Only the user
has access to their permanent password, and all passwords are stored encrypted by the system.
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Complete, sign (by authorized representative) and
send SWIS eFile User Registration form

Receive user name and temporary password from
Metro (shortly after worksheet submission) via email

Hello JoelTest,

Your temporary password for the login JMStest into the Metro
SWIS eFile system is: 7TsodmhJo

When vou login to eFile vou will be required to change vour
password.

If vou believe that you have received this message in ervor, please
contact Metro (efile admin @ oregonmetro.gov).

Thank vou,
SWIS eFile Administrator

Change Password Login-to-eFite-(swis:oregonmetro.gov/efile) with temporary
T password and set new|password

JMStest

Temporary Password:

Mew Password:

Confirm New Password:

Modifying User Information

Registered users can review and edit their personal information at any time by logging in to their
SWIS eFile account and clicking on the “Manage My Info” link in the upper menu bar on the
SWIS eFile home page.

If a reporting entity wishes to modify any role-based security settings for its registered users, an
authorized representative of the reporting entity must provide a revised, signed SWIS eFile User
Registration form to Metro. (Again, this is done off line.) Upon receiving the worksheet, Metro
will make the necessary security setting changes to the user in the system, and will alert the user
when the update has been made.

Deactivating Users

If a reporting entity wishes to deactivate any of its registered users, it must do so via email from
an authorized representative. The transmittal must include the user’s first and last name, user
name, email address and phone number, along with the words “Inactivate eFile User” in the
subject line, and send to efile.admin@oregonmetro.gov.
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SWIS eFile User Registration Form

The SWIS eFile User Registration form is available in this User Guide on the following two
pages, or from www.oregonmetro.gov.
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SWIS eFile User Registration

Use this form to register new users or change user permissions (“roles”) within SWIS eFile
See complete instructions on next page

Reporting Entity

Name*

User Role*(check 1 or more)

Users and SWIS eFile Roles Submitter Certifier Payer

1. Name* O O O
Address 1
Address 2
City State Zip
Telephone*
Email*

2. Name* O O O
Address 1
Address 2
City State Zip
Telephone*
Email*

3. Name* O O O
Address 1
Address 2
City State Zip
Telephone*
Email*

4. Name* O O O
Address 1
Address 2
City State Zip
Telephone*
Email*

*  Required fields

This request submitted by:

Name* Title*

Signature* Email* Telephone*

| declare that | am authorized to provide access to SWIS eFile on behalf of the reporting entity named above, and to

assign specific SWIS eFile user roles to the persons listed above.
Agree* Date*
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Instructions for SWIS eFile User Registration Form

Use this form to register new users or to change user permissions within SWIS eFile.
Please note that entries marked with a star (*) are required fields.

You must fill out one form for each of your reporting entities.
A “reporting entity” is a company, usually a solid waste facility, that submits reports or remits solid waste fees
and taxes to Metro on the basis of one or more solid waste regulatory instruments or as a party to a designated
facility agreement with Metro. Examples. ABC Transfer Station that holds a Metro facility franchise and a
non-system hauling license is a single reporting entity in SWIS eFile. XYZ Landfill that is a party to a
designated facility agreement with Metro is a single reporting entity in SWIS eFile. Hauler PQR that holds five
non-system licenses is a single reporting entity in SWIS eFile.

Enter the name and contact information for each person that you want to have access to SWIS eFile.

Check the boxes to indicate which roles (permissions) each user will have. These roles are:

Submitter. Able to upload transaction data. Able to enter data on supplementary reports. Able to make
corrections to the data, and to data codes prior to certification. Able to establish mappings from the reporting
entity’s data codes to Metro’s standardized codes. Able to view reports based on the transaction data before and
after certification. Currently, this is the person who prepares and sends transaction data and reports to Metro.

Certifier. Able to sign (“certify™) that regulatory reports and tax returns based on the data are correct, accurate
and complete. Able to commit the reporting entity to payment for any solid waste fees and taxes due, based on
these reports. Also, able to perform all of the functions of the Submitter. Currently, this is the person who
signs the monthly reports and tax returns submitted to Metro.

Payer. Able to remit payments to Metro . Currently this is the person who “signs the check” or initiates an
electronic funds transfer to Metro.

Each user may have one, two, or all three roles.
Use additional sheets if you need to register more than four users for any one reporting entity.

Send completed forms to Metro:
By email:  efile.admin@oregonmetro.gov and include “User Registration” in the subject line.
By fax: 503-813-7544 Attention: Robyn Brooks

By US mail: Robyn Brooks, SWIS Administrator
600 NE Grand Ave.
Metro Regional Center
Portland, OR 97232

Use these contacts if you have questions on this registration form. Or call Robyn Brooks at 503-797-1618.

You will be notified by email when each new user has been registered, or when permissions have been changed.
New users will receive a user 1D, temporary password, and advised of their permissions within SWIS eFile directly
by email. Current users will be notified of any change in their permissions.
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IV. Navigating eFile

Navigation Diagram

The diagram below provides the general navigation scheme and approximate sequencing of
functionality and processes within the SWIS eFile system. The diagram is overlaid with the
system role (submitter, certifier or payer) so that each user can understand how to use the system
in the context of his or her own role-based filing activities. Each box in the diagram is a
“clickable” SWIS eFile process, and moves the user to the appropriate section of the User Guide.

The balance of this User Guide summarizes and illustrates those functional sections.

Any Role The Submitter The Certifier The Payer
Enter Supplemental
Forms if Applicable
Y
‘ Login Page ‘ ( \
Ending Inventory
~.
Y
Upload Transaction e \ Pre-certification P If Applicable
Home P. f
‘ ome Page H Data }—' Schedule A Review of Filing Certify Filing Review Obligation
Fee/Tax Credits N J
A \ )
\ Ve N\ .
 EEEEEEE— Schedule B If Applicable
Review & Correct Fee/Tax Initiate Remittance
Validation Issues Exemptions
.

Code Mapping

Maintenance

Code Requests &

\ 4

Responses

Y
Historical

Submissions
~.

Y

» User Information

~__
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SWIS eFile and the Submitter
I.  Uploading Monthly Data

A. Description

Metro requires users to upload their reporting entity’s transaction data as part of their
monthly filing process. The data will originate in a Microsoft Excel file, and then will be
submitted to Metro using the SWIS eFile upload process.

B. Prerequisites

A Microsoft Excel, or tab delimited text file must be created in the format required by the
SWIS eFile Data Standard, available on the next page.
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SWIS eFile Data Standard
Allow
Field Name Field Type Blank Field Description / Notes Allowable Values
(Y/N)

RPTENTITY_ID Number N Reporting entity identifier. Uniquely identifies each transaction as being reported | {Metro will specify
by a particular solid waste facility or hauler/generator in the SWIS system. This constant for each
value is set to be constant for all records being reported. reporting entity}

TNUM Number N Numerical value representing the ticket number assigned by reporting entity's any >= zero (0)
scale or internal control system.

DIRECTION Number N Numerical code indicating that the transaction was inbound to or outbound from 1 =inbound
the reporting entity facility. (Example: 1 or 2) 2 = outbound

CUSTDEST Text N Code or description for the name of the customer hauling the transaction inbound | any
to the reporting entity OR the name of the destination for which the transaction
outbound from the reporting entity is heading.

MATERIAL Text N Code or description for the material type being delivered inbound to or outbound | any
from the reporting entity. Can be a numerical or text description of the material.

DATE Date N Date of transaction any

(mm/dd/yyyy)
TIME Time N Time of transaction any
(hh:mm:ss)

TONS Number N Net weight of transaction in tons any

ORIGINTYPE Number N Numerical code indicating whether the inbound transaction was generated in the 1 =inside metro
metro district, outside the metro district but inside the tri-county region, or 2 = outside metro,
outside the tri-county region. For outbound transactions, the ORIGINTYPE should inside tri-county
be based on the location of the reporting entity. For example, if the reporting 3 = outside tri-county
entity is cited inside the metro jurisdictional boundary, the value should be 1

TIPFEE Currency (S) N A currency (S) value indicating the reporting entity's tipfee charged for the any
transaction. For outbound transactions, default value to zero (0) dollars

IGNORE Text Y Indicator to eFile to ignore the transaction record. Use for voided, duplicates, "y" =ignore
tests or other transactions that should be ignored by Metro blank = not ignore

COMMENT Text Y Transaction comments. If IGNORE ="y", this field cannot be null and should any
contain a reason for ignoring the transaction.

SPWASTE_PRMT Text Y Special waste permit identifier (for landfills only) any

GENADDRESS Text Y Generator address (for landfills only) any
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C. Applicability
The upload process may be performed by users with submitter or certifier authorization.

D. Steps

1. On the home page, use the dropdown boxes to select the reporting entity and the month
for which the filing applies.

SWIS eFile Welcome Tom Thompson
Metl’o Home | Manage User Info | ContactUs | Help | Logout
Home Page
Reporting Entity  ABC Transfer [=]|  April 2012 [=]

2. Click the Upload Submission button.

SWIS eFile Welcome Tom Thompson [
Metfo Home | Manage User Info | Contact Us | Help | Logout
Home Page
Reporting Entity ~ ABC Transfer [x]  April 2012 []

What would you like to do?

Data Payments Administration
i 7% )
{ -
f‘%%\ )
Upload Submission Account Codes
Material Codes
Request Codes/Notifications
Review/Certify
©Copyright 2012 Windsor Solutions, Inc. | Version: 0dcd3ba37dfc | Built on 5/11/2012 9:27:07 AM Privacy Statement | Terms of Use

3. Copy the data from the Excel spreadsheet. Be sure to include all required fields, even if
they are blank. For more information on the required fields and allowable formats, see
the SWIS eFile Data Standard.
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A B c D E F G H [ J K L M N
1 IRPTENTITY_ID {TNUM  :DIRECTION CUSTDEST 'MATERIAL 'DATE TIME TONS ;ORIGINTYPE TIPFEE {IGNORE \COMMENT SPWASTE_PRMT GENADDRESS
2 51 10001 1PDR PW 4f1/2012! 8:37AM: 6.19 1 $67.00!

3 51 10002 1RCD CRM 4/2/2012' 9:54 AM; 7.66 1 $63.00!
4 51 10003 1558 CK 4/2/2012 11:09PM: 7.46 1 $62.00,
5 51 10004 1 PDR PW 4/3/2012. 324 AM! 4.82 2 $67.00,
6 51 10005 1 PDR CRM 4/3/2012 11:56 AM_ 2.36 1 $60.00,
7 51 10006 2/CRL CK 4/4/2012' 3:42PM 7 1 $65.00!
g 51 10007 2 FWF PW 4/4/2012  8:18PM: 4.58 3 $62.00.
E] 51 10008 2 NWFR CRM 4/5/2012. 9:40 AM! 1.83 1 $60.00;
10 51 10009 2 NWFR PW 4/5/2012 11:44 AM" 2.8 1 $68.00,

11 51 10010 2/CRL PW 4/6/2012' 1:24PM. 3.54 2 $61.001Y Void
12 51 10011 2 CRL CRM 4/6/2012 3:11PM: 2.76 2 $70.00.
13 51 10012 2 CRL CK 4/7/2012. 7:47 AM! 7.92 1 $65.00;
14 51 10013 1.RCD CK 4/7/2012. 3:39PM° 1.57 2 $60.00,
15 51 10014 11555 PW 4/8/2012' 5:22 AM. 5.19 3. $65.00!
16 51 10015 1 PDR CRM 4/8/2012 10:32 AM: 9.95 3 $65.00.

17 51 10016 1 RCD CK 4/8/2012  7:05PM! 7.76 31 $61.00Y Void
18 51 10017 2 FWF PW 4/9/2012. 5:03PM° 3.33 1 $65.00;
19 | 51 10018! 2 NWFR CRM 4/9/2012! 5:48 PM 1 $70.00!
51 2 CK 4/10/2012 12:02 AM 1 $68.00

4. Paste the data into the large paste area.

SWIS eFile Welcome Tom Thompson (i

Mﬁtro Home | Manage User Info | Contact Us | Help | Logout
Transaction Data Upload
Upload your transaction data by selecting all transaction data and pasting into the area below.
51 10004 1 PDR PW 4/3/2012 3:24 AM 482 2 $67.00 o~
51 10005 1 PDR CRM 4/3/2012 1156 AM 236 1 $60.00
51 10006 2 CRL CK 4412012 3:42PM 7 1 $65.00
51 10007 2 FWF PW 4/4/2012 8:18PM 458 3 $62.00
51 10008 2 NWFR CRM 4/5/2012 940 AM 183 1 $60.00 i
51 10009 2 NWFR  PW 4/5/2012 11.44AM 28 1 368.00
51 10010 2 CRL PW 4/6/2012 1:24PM 354 2 36100 Y Void
51 10011 2 CRL CRM 4/6/2012 311PM 276 2 $70.00
51 10012 2 CRL CK 472012 T-4TAM 792 1 $65.00
51 10013 1 RCD CK 472012 3:39PM 157 2 $60.00
51 10014 1 58S PW 4/8/2012 522AM 519 3 $65.00 e
51 10015 1 PDR CRM 4/8/2012 1032 AM 8.95 3 $65.00
51 10016 1 RCD CK 4/8/2012 T:05PM 776 3 $61.00 Y Void
51 10017 2 FWF PW 4/9/2012 5:03PM 333 1 $65.00
51 10018 2 NWFR  CRM 4/9/2012 5:48PM 284 1 $70.00
|51 10019 2 CRL CK 411012012 12:02 AM 3917 1 $63.00 L3
Clear Transaction Data
©Copyright 2012 Windsor Solutions, Inc. | Version: 0dcd3ba37dfc | Built on 5/11/2012 9:27:07 AM Privacy Statement | Terms of Use

5. Upload or Clear Transaction Data. Once the data is pasted into the form, the user has two
options: Upload or Clear Transaction Data. If the pasted data is satisfactory, click
Upload to submit the data. To remove the data, click Clear Transaction Data.

6. If SWIS eFile accepts the file and no validation errors exist in the data, a confirmation
screen will appear. The screen will display a count of the total number of records
uploaded as well as the detail of each individual record uploaded.
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SWIS eFile Welcome Tom Thompson [
Mﬁtro Home | Manage User Info | ContactUs | Help | Logout
Transaction Data Upload
GFiIe has uploaded 19 recordQ
What would you like to do next? Edit Inventory | View Materials | View Monthly Report
Print
Row Report Ticket Direction Customer / Material Date Time Tons Origin Tip lgnore Comment Special Generator i
Entity Id Number Type Destination Type Fee Waste Address
Permit
1 51 10001 1 PDR CK 4212012 837 619 1 67.00
AM
2 51 10002 1 RCD PW 4212012 954 766 1 63.00
AM E
3 51 10002 1 858 CK 422012 1109 746 1 62.00 3
PM
4 51 10004 1 PDR PW 432012 324 482 2 67.00
AM
5 51 10005 1 PDR CRM 432012 1156 236 1 60.00
AM
6 51 10006 2 CRL CK 442012 342 7 1 65.00 b
PM
7 51 10007 2 FWF PW 442012 818 458 3 62.00
PM
8 51 10008 2 NWFR CRM 452012 940 183 1 60.00
AM
9 51 10009 2 NWFR PW 452012 1144 28 1 62.00
AM
10 51 10010 2 CRL PW 462012 124 354 2 61.00 Y Void
PM
If SWIS eFile does not accept the file due to validation errors, the user will need to
review and correct any validation issues and re-upload the data to the system.
7. After the data has been uploaded successfully, if the user is not satisfied with the data, the

Cancel Upload button will clear the submission and allow the data to be re-uploaded.

If the submission is acceptable, the user can Print the uploaded records or move on to the
next steps, including the entry of any ending inventory, or credits and/or exemptions
against fee and tax remittances, as applicable, for the reporting entity and filing period.
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SWIS eFile Welcome Tom Thompson [l
@ Metr() Home | Manage User Info | Contact Us | Help | Logout

Transaction Data Upload
eFile has uploaded 19 records
@al would you like to do next? Edit Inventory | View Materials | View Menthly Report
Print
Row Report Ticket Direction Customer / Material Date Time Tons Origin Tip Ignore Comment Special Generator -
Entity Id Number Type Destination Type Fee Waste Address
Permit
1 51 10001 1 FDR CK 4122012 &37 6.19 1 67.00
Al
2 51 10002 1 RCD PW 422012 954 766 1 63.00
AM L
3 51 10003 1 555 CK 4122012 11:08 746 1 62.00 F
PM
4 51 10004 1 PDR PW 4312012 324 482 2 67.00
AM
5 51 10005 1 FDR CRM 4132012 11:56 236 1 60.00
AM
6 51 10006 2 CRL CK 442012 342 7 1 65.00
P
7 51 10007 2 FWF PW 442012 818 458 3 62.00
PM
8 51 10008 2 NWFR CRM 4552012 940 183 1 60.00
AM
g 51 10009 2 NWFR PW 452012 1144 28 1 62.00
AM
10 51 10010 2 CRL PW 4162012 1:24 354 2 6100 Y Void
PM
Cancel Upload

If the file is submitted with validation errors, the user must review and correct the validation
issues in the source data and re-upload the data to the system. If the file is submitted
successfully, the user may enter any required supplemental information, such as ending
inventory, credits, and/or exemptions for the filing period, or may proceed to the pre-
certification review of the filing.

Validating Data

A.

Description

Immediately after the user uploads data by clicking the Upload button, SWIS eFile validates
the submission. The application verifies that the file structure, fields and primary codes are in
the correct format. If the file passes all validation tests, it will be uploaded to SWIS eFile. If
the file structure, fields or codes fail any of the validation tests, the user will be required to
correct the errors and re-upload the file.

Prerequisites

Validation will occur after data has been pasted in the paste box and the Upload button is
clicked.

. Applicability

Validation may be performed by users with submitter or certifier authorization.
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D. Steps

File Validation

File structure validation errors will be identified and described at the bottom of the upload
screen, as shown below. These errors typically arise from data uploads that have fewer or

greater than the 14 required columns specified by the SWIS eFile Data Standard.

SWIS eFile Welcome Tom Thompson (i

Metro

Home | Manage User Info | Contact Us | Help | Logout

Transaction Data Upload

51 10004 1 PDR PW 4/3/2012 324 AM 482
51 10005 1 PDR CRM 4/3/2012  11:56 AM 2.36
51 10006 2 CRL CK 4/4/2012 3:42PM 7
51 10007 2 FWF PW 4/4/2012 8:18PM 458
51 10008 2 NWFR  CRM 4/5/2012 9:40AM 183
51 10009 2 NWFR  PW 4/5/2012 11:44 AM 28
51 10010 2 CRL PW 4/6/2012 1:24PM 354
51 10011 2 CRL CRM 4/6/2012 311PM 276
51 10012 2 CRL CK 472012 74T AM 792
51 10013 1 RCD CK 4712012 3:39PM 157
51 10014 1 585 PW 4/8/2012 522 AM 519
51 10015 1 PDR CRM 4/8/2012  10:32 AM 995
51 10016 1 RCD CK 4/8/2012 7:05PM 7.76
51 10017 2 FWF PW 4/9/2012 5:03PM 333
51 10018 2 NWFR  CRM 4/9/2012 5:48PM 2384
51 10019 2 CRL CK 410/2012 12:02 AM 917

Upload your transaction data by selecting all transaction data and pasting into the area below.

S L LI LI R R R b L s s R

File Validation Error

eFile expects 14 columns using the SWIS eFile template and found 13 columns.
Please re-upload data.

BCopyright 2012 Windsor Solufions, Inc_ | Version: Oded3ba37dfc | Built on 5/11/2012 9:27-07 AM

§67.00
$60.00
$65.00
$62.00
$60.00
$68.00
$61.00
§70.00
$65.00
§60.00
$65.00
$65.00
$61.00
$65.00
§70.00
$68.00

Void

Void

 Upload

m

Clear Transaction Data

Privacy Stalement | Terms of Use

Field Validation

If SWIS eFile discovers an error in one or more fields in the uploaded data, each error will
be displayed and highlighted to identify the line in the source data file that needs to be
corrected. These errors arise from data issues within the required 14 fields.
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SWIS eFile Welcome Tom Thompson [

Mﬁtro Home | Manage User Info | Contact Us | Help | Logout

Transaction Data Upload

Row-by-Row Validation

@Copyright 2012 Windsor Solutions, Inc. | Version: Oded3ba37dfc | Built on 5/11/2012 9:27:07 AM

eFile found errors in 1 of 19 uploaded records. Please correct in source data and re-upload Download
Row Ticket Number Issue
1 10001 Transaction Date is required.
~ Error Records
Row Report Ticket Direction Customer / Material Date Time Tons Origin Tip Ignore Comment Special Generator
Entity Id Number Type Destination Type Fee Waste Address
Permit
1 51 10001 1 PDR PW 8:37 619 1 67.00
AM
Re-Upload Data

Privacy Stalement | Terms of Use

Customer, Destination & Material Code Validation

If SWIS eFile detects a customer, destination or material in the uploaded data that is not
mapped in the system, the unknown values will be identified. A “map” hyperlink is

provided that enables the user to correct the code mappings.

SWIS eFile Welcome Tom Thompson fi

Mﬁtl’o Home | Manage User Info | ContactUs | Help | Logout

Transaction Data Upload

Row-by-Row Validation

eFile found errors in 2 of 19 uploaded records. Please correct in source data and re-upload

Row Ticket Number Issue
10001 Material is required
1 10001 Material code " not found in database.
2 10002 Material is required
2 10002 Material code " not found in database.

Code Mapping

eFile found unrecognized material codes [map]:

= Error Records

Row Report Ticket Direction Customer / Material Date Time Tons Origin Tip Ignore
Entity Id Number Type Destination Type Fee
1 51 10001 1 PDR 422012 837 619 1 67.00
AM
2 51 10002 1 RCD 4212012 9:54 766 1 63.00
AM

©Copyright 2012 Windsor Solutions, Inc_ | Version: 0dcd3ba37dfc | Built on 5/11/2012 8:27-07 AM

Comment

Download
Special ‘Generator
Waste Address

Permit

Re-Upload

Privacy Statement | Terms of Use

m
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Correcting and Re-uploading Data

If the file upload encounters any of the above 3 types of validation errors, the data will not
be uploaded to the system and the entire data set will need to be corrected at the source and
re-uploaded.

1. Tocorrect the data, it is best to make all identified changes in the source Excel
spreadsheet. The Print and Download buttons are available to help identify incorrect

data.

SWIS eFile Welcome Tom Thompson [

Mﬁtro Home | Manage User Info | Contact Us | Help | Logout

Transaction Data Upload

Print

Row-by-Row Validatien

eFile found errors in 2 of 19 uploaded records. Please correct in source data and re-upload

Row Ticket Number Issue
1 10001 Material is required
1 10001 Material code " not found in database.
2 10002 Material is required.
2 10002 Material code " not found in database.

Code Mapping

eFile found unrecognized material codes [map]:

~ Error Records

Row Report Ticket Direction Customer / Material Date Time Tons Origin Tip lgnore  Comment  Special Generator
Entity Id Number Type Destination Type Fee Waste Address
Permit
1 51 10001 1 PDR 422012 837 819 1 67.00
AM
2 51 10002 1 RCD 41212012 954 766 1 63.00
AM

Re-Upload Data

Privacy Statement | Terms of Use

©Copyright 2012 Windsor Solutions, Inc. | Version: 0dcd3ba37dfc | Built on 5/11/2012 9:27:07 AM

2. Once the changes have been made in the source Excel file, the user will follow the
steps for uploading monthly data to re-upload the data file. Click the Re-Upload Data

button to return to a blank upload paste box.
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SWIS eFile Welcome Tom Thompson [
@ Metro Home | Manage User Info | Contact Us | Help | Logout
Transaction Data Upload
Print
Row-by-Row Validation
eFile found errors in 2 of 19 uploaded records. Please correct in source data and re-upload m
Row Ticket Number Issue
1 10001 Material is required
1 10001 Material code " not found in database.
2 10002 Material is required.
2 10002 Material code " not found in database.

Code Mapping

eFile found unrecognized material codes [map]:

~ Error Records

Row Report Ticket Direction Customer / Material Date Time Tons Origin Tip Ignore Comment Special Generator

Entity Id Number Type Destination Type Fee Waste Address
Permit
1 51 10001 1 PDR 4122012 837 819 1 67.00
AM
2 51 10002 1 RCD 41212012 954 766 1 63.00

AM

Re-Upload Data

©Copyright 2012 Windsor Solutions, Inc. | Version: 0dcd3ba37dfc | Built on 5/11/2012 9:27:07 AM Privacy Statement | Terms of Use

Next Steps

After all validation errors have been corrected and the system has accepted the valid file,
the user may enter any required supplemental information for the reporting entity and filing
period, such as ending inventory, credits and/or exemptions, or may proceed to the pre-
certification review.

Entering Ending Inventory

A.

Description

The Ending Inventory supplemental form allows users filing for transfer station and
material recovery facility reporting entities to enter total recoverable material tons and total
waste tons that are still at the reporting entity’s facility at the end of the filing period.
Prerequisites

Prior to entering Ending Inventory, the user must upload a data file for the reporting entity
and filing period.

Applicability

This activity is only applicable to users filing for transfer station and material recovery
facility reporting entities.

Steps

1. The SWIS eFile home page has a link to the Ending Inventory form.
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SWIS eFile Welcome Tom Thompson [
Metro Home | Manage User Info | Contact Us | Help | Logout

Home Page

Reporting Entity  ABC Transfer [v]  April 2012 [=]
What would you like to do?

Data Payments Administration

~
{ -
~
Lo
|
=T
®Copyright 2012 Windsar Salutions. Inc. | Version: 0dcd3ba37dfc | Built on 5/11/2012 9:27:07 AM Privacy Statement | Terms of Use

The page can also be accessed from the Transaction Data Upload page after a successful
data upload.

[ swiseFite ... ... .|
{ESDIVLEtnD

Transaction Data Upload

eFile has uploaded 19 records
What would you like to do next? Edit Inventory | View Materials | View Monthly Repoa

2. The screen is divided into 2 sections, Recoverable Materials and Waste Materials.
The user will use the fields to the right of each material type to enter tonnage amounts.
If inventory tonnage cannot be classified into one of the general items listed, the user
should include that tonnage in “Other Recycling” or “Other Disposal”, as appropriate.
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SWIS eFile Welcome Tom Thompson [
@ Mt‘tl‘() Home | Manage User Info | Contact Us | Help | Logout

Ending Inventory

Enter the ending inventory

Recoverable Materials Tons

Glass 0.00
Inerts 0.00
Metal 0.00
Organics 0.00
Other Recycling 0.00
Paper 0.00
Plastic 0.00
Wood 0.00
Yard Debris 0.00
Total Recoverable Material Tons: 0.00

Waste Materials Tons
Dry 0.00
Other Disposal 0.00
Wet 0.00
Total Waste Tons: 0.00
Total Inventory: 0.00

En &=

©Copyright 2012 Windsor Solutions, Inc. | Version: Odcd3ba37dfc | Built on 5/11/2012 9:27.07 AM Privacy Statement | Terms of Use

3. After all inventory has been entered, click the Save button. To return to the SWIS eFile
home page, click the Cancel button. Clicking the Cancel button will not save tonnage
amounts entered.

Next Steps

The user may proceed to the pre-certification review.

IV. Entering Fee & Tax Credits (Schedule A)

A.

Description

The Schedule A (credits) supplemental form allows users for landfill and other select
reporting entities to claim credits against fee and tax remittances.

Prerequisites

Prior to entering fee and tax credits on Schedule A, the user must upload data for the
reporting entity and filing period. The reporting entity must be eligible to claim credits
with Metro.

Credits that do not require pre-approval from Metro, such as petroleum contaminated soils,
or other cleanup media, may be entered in the top portion of the schedule.

Credits that require pre-approval from Metro will be assigned an approval code by Metro
and will be available to select when entering tonnage to be claimed for the specified
reporting entity and filing period.

Applicability

This form only applies to landfills and other select reporting entities that remit fees and
taxes to Metro.
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D. Steps

1. Enter the Schedule A (credits) supplemental form. Users filing for landfills and other
select reporting entities will be able to click the Schedule A (credits) link on the home

page.
SWIS eFile Welcome Tom Thompson i

Metro Home | Manage User Info | Contact Us | Help | Logout

Home Page

Reporting Entity B Hill Landfil [+]  May 2012 =]
What would you like to do?

Data Payments Administration

A

Upload Submission

Schedule A (credits)

Material Codes
Request Codes/Notifications

Schedule B (exemptions)

Review/Certify

@Copyright 2012 Windsor Solutions, Inc. | Version: c6b83b41d29f | Built on 5/11/2012 6:31:55 PM Privacy Statement | Terms of Use

2. The first section allows the user to enter tonnage amounts for environmental cleanup
credits that do not require pre-approval from Metro. These tonnage amounts can be
entered for Petroleum Contaminated Soils and Other Cleanup Media.

SWIS eFile Welcome Tom Thompson
MEtro Home | Manage User Info | ContactUs | Help | Logout

Schedule A
Credits against Regional Fees and Excise Taxes

Environmental Cleanup Credits

Enter the total tonnage claimed, if any, for petroleum soils and other cleanup media.
Glm\eum Contaminated Soils 0.00 )

Other Cleanup Media 0.00

Credits that Require an Approval Code from Metro
Click the "+" to add credits that require approval codes and enter tonnage claimed for each.

Material Customer Used For Approval Code Tons *

Total Tons Subject to Credits: 0.00

I understand that by saving this Schedule A, | am claiming credits on behalf of the above named customers (including customers delivering petroleum W
contaminated soils and other cleanup media), and that once | have certified my monthly filing, this form becomes attached to and incorporated in my
fee and tax return

w

The second section allows users to enter tonnage amounts for credits that do require pre-
approval from Metro. Click the “+” button to select an approval code. Any or all of the
codes can be used for each reporting entity and filing period. Codes will be added
individually and users will need to click the “+” icon to add each code.
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SWIS eFile Welcome Tom Thompson

Metro

Home | Manage User Info | Contact Us | Help | Logout

Schedule A
Credits against Regional Fees and Excise Taxes

Environmental Cleanup Credits

Enter the total tennage claimed, if any, for petroleum soils and other cleanup media.

Credits that Require an Approval Code from Metro

Click the "+" to add credits that require approval codes and enter tonnage claimed for each.

Material Customer Used For Approval Code
Total Tons Subject to Credits: 0.00
| understand that by saving this Schedule A, | am claiming credits on behalf of the above named customers (including customers delivering w

petroleum contaminated soils and other cleanup media), and that once | have certified my monthly filing, this form becomes attached to and

incorporated in my fee and tax return

Petroleum Contaminated Soils 0.00

Other Cleanup Media 0.00

Tons

4. A pop-up box appears with a list of all approved credits. Click the row of the credit to

add it to the schedule.

ional Fees and EXCISe laxes

up' Select a row to add to your list of Credits. x
b Approval Code Material Customer Used For
BHLOO1 Putrescible Port DR test
BHLOOZ2 Comingle River CD test
lan J BHLOO3 Corrugated Swatco S5 test
5 thi
g th
Boils
dta

5. Once the credit has been selected, it will be added to Schedule A. Enter the tonnage
amount to claim in the box provided. After all Credits are entered for the reporting entity
and filing period, verify the Total Tons Subject to Credits.

PAGE 24



SWIS EFILE USER GUIDE

SWIS eFile Welcome Tom Thompson

Home | Manage User Info | Contact Us | Help | Logout

Schedule A
Credits against Regional Fees and Excise Taxes

Envirenmental Cleanup Credits
Enter the total tonnage claimed, if any, for petroleum solls and other cleanup media.
Petroleum Contaminated Soils 0.00
Other Cleanup Media 0.00
Credits that Require an Approval Code from Metro

Click the "+" to add credits that require approval codes and enter tonnage claimed for each.
Material Customer Used For Approval Code s @
Comingle River CD test BHLOOZ x
Total Tons Subject to Credits: 0.00
| understand that by saving this Schedule A, | am claiming credits on behalf of the above named customers (including customers delivering m

petroleum contaminated soils and other cleanup media), and that once | have certified my monthly filing, this form becomes attached to and
incorperated in my fee and tax return.

6. Toremove the selected approval code, click the “X.’

SWIS eFile Welcome Tom Thompson
Metf(_) Home | Manage User Info | ContactUs | Help | Logout

Schedule A
Credits against Regional Fees and Excise Taxes

Environmental Cleanup Credits

Enter the total tonnage claimed, if any, for petroleum soils and other cleanup media.

Petroleum Contaminated Soils 0.00
Other Cleanup Media 0.00
Credits that Require an Approval Code from Metro
Click the "+ to add credits that require approval codes and enter tonnage claimed for each.
Material Customer Used For Approval Code Tons 9P
Comingle River CD test BHLDO2 10.00
Total Tons Subject to Credits: 10.00
I understand that by saving this Schedule A, | am claiming credits on behalf of the above named customers (including customers delivering m

petroleum contaminated soils and other cleanup media). and that once | have certified my monthly filing, this form becomes attached to and
incorporated in my fee and tax return

7. Tosave Schedule A, click the Save button. To close out of the form without saving and
return to the home page, click Cancel.
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SWIS eFile Welcome Tom Thompson

Home | Manage User Info | Contact Us | Help | Logout

Schedule A
Credits against Regional Fees and Excise Taxes

Environmental Cleanup Credits

Enter the total tonnage claimed, if any. for petroleum soils and other cleanup media.

Petroleum Contaminated Soils 0.00
Other Cleanup Media 0.00
Credits that Require an Approval Code from Metro
Click the "+" to add credits that require approval codes and enter tonnage claimed for each.
Material Customer Used For Approval Code Tons P
Comingle River CD fest BHLDO2 x
Total Tons Subject to Credits: 0.00

| understand that by saving this Schedule A, | am claiming credits on behalf of the above named customers (including customers delivering
petreleum contaminated seils and other cleanup media), and that once | have certified my monthly filing, this form becomes attached to and
incorporated in my fee and tax return

8. After clicking Save, the user will be returned to the home page with the message
“Schedule A (Credits) saved successfully.”

SWIS eFile Welcome Tom Thompson [isl
Metl.’o Home | Manage User Info | Contact Us | Help | Logout

x

@ Schedule A (Credits) saved successfully

Home Page
Reporting Entity B Hill Landfill [=]  May 2012 [=]

What would you like to do?

Data Payments Administration

m

l’-\

L'
I‘Sﬁa\

Schedule A (credits)
Schedule B (exemptions)

Account Codes

Destination Codes

Material Codes

Request Codes/Notifications

E. Next Steps

The user may claim fee & tax exemptions using Schedule B or proceed to the pre-
certification review.
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V. Entering Fee & Tax Exemptions (Schedule B)

A. Description

The Schedule B (exemptions) supplemental form allows users filing for landfills and other
select reporting entities to enter and claim exemptions against fee and tax remittances.

B. Prerequisites

Prior to entering exemptions on Schedule B, the user must upload a data file for the
reporting entity and filing period.

The reporting entity must be eligible to claim exemptions with Metro. For each reporting
entity, Metro-approved exemptions will be assigned an approval code and will be available
to select when entering tonnage to be claimed for the reporting entity and filing period.

C. Applicability

This form only applies to landfill and other select reporting entities that remit fees and taxes
to Metro.

D. Steps

1. Enter the Schedule B (exemptions) submission form. Users will be able to click the
Schedule B (exemptions) link on the home page.

SWIS eFile Welcome Tom Thompson [
Metro Home | Manage User Info | Contact Us | Help | Logout
Home Page
Reporting Entity B Hill Landfill [+]  May 2012 [=]

What would you like to do?

Data Payments Administration
| | IH
| | [ I"I )

] L
’k"ﬁ%\

N
Account Codes

Upload Submission

Schedule A (credits) Material Codes

Schedule B (exemptions) Request Codes/Notifications

Review/Certify

©Copyright 2012 Windsor Solutions, Inc. | Version: c8b89b41d29f | Built on 5/11/2012 8:31:55 PM Privacy Statement | Terms of Use

2. Click the ‘+’ button to add an approval code. Any or all of the codes can be used for
each reporting entity and filing period. Codes will be added individually and users will
need to click the ‘+” icon to add each approval code.
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SWIS eFile Welcome Tom Thompsen

Metr() Home | Manage User Info | Contact Us | Help | Logout

Schedule B
Exemptions against Regional System Fees and Excise Taxes

Exemptions

Click the "+" to add exemptions that require approval codes and enter tonnage claimed for each.

Material Customer Used For Approval Code Tons

Total Tons Subject to Exemptions: 0.00

| understand that by saving this Schedule B, | am claiming exemptions on behalf of the above named customers, and that once | have certified my m
monthly filing, this form becomes attached to and incorporated in my fee and tax return.

3. A pop-up box appears with a list of all approval codes. Click the row of the exemption

to add it to the Schedule.

Select a row to add to your list of Exemptions. ®

it Code Material Customer Used For
BHLOD4 Putrescible River CD test

BHLOOS Comingle Swatco 55 test

4. Once the exemption has been selected, it will be added to Schedule B. Enter the

tonnage amount to claim in the box provided. After all Exemptions are entered for the

reporting entity and filing period, verify the Total Tons Subject to Exemptions.
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SWIS eFile Welcome Tom Thompson

Metro

Home | Manage User Info | Contact Us | Help | Logout

Schedule B
Exemptions against Regional System Fees and Excise Taxes

Exemptions
Click the "+" to add exemptions that require approval codes and enter tonnage claimed for each.
Material Customer Used For Approval Code Tons 9P
Putresciole River CD test BHLO04 ®
Total Tons Subject to Exemptions: 10.00
I understand that by saving this Schedule B, | am claiming exemptions on behalf of the above named customers, and that once | have certified my m

monthly filing, this form becomes attached to and incorporated in my fee and tax return

5. Toremove the selected approved credit code, click the “X.’

SWIS eFile Welcome Tom Thompson

Metl’o Home | Manage User Info | Contact Us | Help | Logout

Schedule B
Exemptions against Regional System Fees and Excise Taxes

Exemptions
Click the "+" to add exemptions that require approval codes and enter tonnage claimed for each.
Material Customer Used For Approval Code Tons +
Puirescible River CD test BHLOD4 10.00
Total Tons Subject to Exemptions: 10.00
| understand that by saving this Schedule B, | am claiming exemptions on behalf of the above named customers, and that once | have certified my m

manthly filing, this form becomes attached to and incorporated in my fee and tax return.

6. To save Schedule B, click the Save button. To close out of the form without saving
and return to the home page, click Cancel.

SWIS eFile Welcome Tom Thompson

Metl’() Home | Manage User Info | Contact Us | Help | Logout

Schedule B
Exemptions against Regional System Fees and Excise Taxes

Exemptions
Click the "+ to add exemptions that require approval codes and enter tonnage claimed for each.
Material Customer Used For Approval Code Tons +
Puirescible River CD test BHLOD4 10.00 x
Total Tons Subject to Exemptions: 10.00

| understand that by saving this Schedule B, | am claiming exemptions on behalf of the above named customers, and that once | have certified my
manthly filing, this form becomes attached to and incorporated in my fee and tax return.

7. After clicking Save on the Schedule B form, the user will be returned to the home
page with the message “Schedule B (Exemptions) saved successfully.”
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SWIS eFile Welcome Tom Thompson

Metl’() Home | Manage User Info | Contact Us | Help | Logout

& Schedu

Home Page

Reporting Entity B Hill Landfill =]  May 2012 [=]

What would you like to do?

Upload

Schedu

Schedu

Review/Certify

History

X
le B (Exemptions) saved successfully

Data Payments Administration

S
.

Account Codes

Submission Remit Fees/Taxes

Destination Codes

Material Codes

le A (credits)

Request Codes/Notifications

le B (exemptions)

VI.

E.

Pre-
A.

w

o

Next Steps
The user may proceed to the pre-certification review.

Certification Review

Description

Prior to certifying a monthly filing or passing the filing off to a certifier for the reporting
entity, the submitter will have the opportunity to review the entire filing. This review takes
place using the Monthly Report form, and displays sections that only pertain to the unique
reporting entity at hand. The form has sections for solid waste fees and taxes, regulatory
filings and links to material and ending inventory summaries, as applicable.

Prerequisites

To conduct a pre-certification review, all data for the reporting entity and filing period must
be entered into SWIS eFile including transaction data, ending inventory, credits and
exemptions.

Applicability

Users with submitter or certifier authorization have the ability to conduct a pre-certification
review of the filing.

Steps

1. Enter the Monthly Report form by clicking the Review/Certify link from the home
page.
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SWIS eFile
Metr() Home | Manage User Info | Contact Us | Help | Logout

Home Page
Reporting Entity ~ ABC Transfer [=|  April 2012 [=]

What would you like to do?

Data Payments Administration

|

|

|
f,\
\I‘““a\

Material Codes

Request Codes/No

©Copyright 2012  Windsor Solutions, Inc. | Version: c8b&9b41d29f | Built on 5/11/2012 6:31.:55 PM Privacy Statement | Terms of Use

2. Review the summary of uploaded data and entered supplemental information and

verify that all data is accurate.

SWIS e Welcome Tom Thompson (i

@ Metro Home | Manage User Info | Contact Us | Help | Logout

Monthly Report

View Material Summary
When you certify and submit this page, you are filing these reports with Metro, sa please review this information carefully.

Solid Waste Fee & Tax Return

Regional System Fee

Waste Subject To Tons System Fee ($17.64/ton) Adj Rate Adj Total Net System Fee
Full Fees -7.05 (5124.36) $0.00 $0.00 (5124.36)
Totals: -1.05 ($124.36) $0.00 (8124.36)
Excise Tax
Waste Subject To Tons Excise Tax ($11.80/ton) Adj Rate Adj Total Net Excise Tax
Full Tax 3147 537135 $0.00 $0.00 837135
Totals: 3147 §371.35 $0.00 §371.35
Total Solid Waste Fee & Tax Due: $246.99

Regulatory Filing

License | Franchise Tonnage Limit Report

Instrument Instrument Title Current Tons To Date Tons Ton Limit  Limit Period
REA Fran ABC Transfer Franchise A-002 2876 2876 70,000.00 CY
REANSLA1 ABC Transfer Non-System Licence B-1-01 -3182 -3182 70,000.00 CY
Tonnage Report - Flows View Material Summary Tonnage Report - Ending Inventories View Ending Inventory
Direction Tons Type Last Period This Period Change
Inbound 149.35 Recoverable Materials 0.00 0.00 0.00
Qutbound 111.08 Waste Materials 0.00 0.00 0.00
Total 3827 Total 0.00 0.00 0.00
| declare that to the best of my knowledge and belief that the statements above are correct and true. []
©Copyright 2012 Windsor Solutions, Inc. | Version: c8b89b41d29f | Built on 5/11/2012 6:31:55 PM Privacy Statement | Terms of Use
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3. The View Material Summary link is available to the user to conduct a more in-depth
review of the uploaded data, and summarizes the tonnage and load counts for each of
the reporting entity’s material types.

SWIS eFile Welcome Tom Thompson [i8

Metro

Home | Manage User Info | ContactUs | Help | Logout

Monthly Report

T
Solid Waste Fee & Tax Return
Regional System Fee

‘Waste Subject To

Full Fees

Totals:
Excise Tax

‘Waste Subject To

Full Tax

Totals:

Regulatory Filing

Tonnage Report - Flows
Direction
Inbound
Quibound
Total

Tons

7.05

Tons
3147
31.47

Total Solid Waste Fee & Tax Due:

License / Franchise Tonnage Limit Report

View Material Summary

Instrument Instrument Title
REA Fran ABC Transfer Franchise A-002
REANSL 1 ABC Transfer Non-System Licence B-1-01

ons
14935
111.08

3827

View Material Summary
emryoutertify-amdtslbmit this page, you are filing these reports with Metro, so please review this information carefully.

System Fee ($17.64/ton) Adj Rate Adj Total
($124.36) £0.00 $0.00
($124.36) $0.00
Excise Tax ($11.80/ton) Adj Rate Adj Total
$371.35 3000 $0.00
$371.35 $0.00
Current Tons To Date Tons
2875 2876
-31.82 -31.82

Tonnage Report - Ending Inventories

Type Last Period
Recoverable Materials 0.00
Waste Materials 0.00
Total 0.00

| declare that to the best of my knowledge and belief that the statements above are correct and true. [C]

©Copyright 2012 Windsor Solutions, Inc. | Version: c8b89b41d29f | Buill on 5/11/2012 6:31.:55 PM

Print.

Net System Fee
(5124.36)
(5124.36)

Net Excise Tax
837135
§371.35

$246.99

Ton Limit  Limit Period
70,000.00 CY
70,00000 CY

View Ending Inventory

This Period Change
0.00 0.00
0.00 0.00
0.00 0.00

Privacy Statement | Terms of Use

4. The View Ending Inventory link is available to the user in order to view the Ending
Inventory form for the reporting entity and filing period. There, the user may change
any information on that form and save the new inventory information.
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SWIS eFile Welcome Tom Thompson [
Metro

Home | Manage User Info | Contact Us | Help | Logout

Monthly Report

View Material Summary

When you certify and submit this page, you are filing these reports with Metro, so please review this information carefully.
Solid Waste Fee & Tax Return

Regional System Fee
Waste Subject To

Full Fees
Totals:
Excise Tax
Waste Subject To
Full Tax

Totals:

Tons
-7.05
-7.05

Tons
3147
3147

Total Solid Waste Fee & Tax Due:

Regulatory Filing

License / Franchise Tonnage Limit Report
Instrument Title

Instrument
REA Fran
REANSL 1

Tonnage Report - Flows

Direction
Inbound
Qutbound

Total

ABC Transfer Franchise A-002

View Material Summary

ABC Transfer Non-System Licence B-1-01

Tons
14935
111.08

38.27

System Fee ($17.64/ton)
(8124.38)
($124.36)

Excise Tax ($11.80/ton)
537135
$371.35

Adj Rate
30.00

Adj Rate
$0.00

Current Tons
2876
-31.82

Adj Total
$0.00
$0.00

Adj Total
$0.00
$0.00

To Date Tons
28.76
-31.82

Tonnage Report - Ending Inventories

Type

Recoverable Materials

Waste Materials

Total

Last Period
0.00
0.00

0.00

| declare that to the best of my knowledge and belief that the statements above are correct and true. [

@Copyright 2012 Windsor Solufions, Inc. | Version: c8b89b41d29f | Built on 5/11/2012 6:31:55 PM

Net System Fee
(5124.38)
(§124.36)

Net Excise Tax
$371.35
$371.35

$246.99

TonLimit  Limit Period
7000000 CY
70,00000 CY

iew Ending Inventory

0.00 0.00
0.00 0.00

Privacy Statement | Terms of Uss

5. The Credits link is available in the Solid Waste Fee & Tax return section of the
Monthly Report, and enables the user to view Schedule A and change any claimed
credits for the reporting entity and filing period.

SWIS eFile

Metro

Welcome Tom Thompson

Home | Manage User Info | ContactUs | Help | Logout

Monthly Report

View Material Summary

When you certify and submit this page, you are filing these reports with Metro, so please review this information carefully.
Solid Waste Fee & Tax Return

Regional System Fee
Waste Subject To

Full Fees
Credits

Excise Tax
Waste Subject To
Full Tax
Credits

Tons
-20.00
2000

0.00

Tons
-20.00
20.00
0.00

Total Solid Waste Fee & Tax Due:

System Fee ($17.64/ton)
(8352.80)

$352.80

$0.00

Excise Tax ($11.80/ton)
(5236.00)

$236.00

$0.00

Adj Rate
20.00
(515.14)

Adj Rate
$0.00
($10.80)

Adj Total

$0.00
(5302 .80)
($302.80)

Adj Total

$0.00
(5216.00)
($216.00)

| declare that to the best of my knowledge and belief that the statements above are correct and true. [7]

Net System Fee
(8352.20)
$50.00
($302.80)

Net Excise Tax
(5236.00)
$20.00
$216.00)

($518.80)

6. The Exemptions link is available in the Solid Waste Fee & Tax Return section of the
Monthly Report, and enables the user to view Schedule B and change any claimed
exemptions for the reporting entity and filing period.
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SWIS eFile Welcome Tom Thompson

Metro

Home | Manage User Info | Contact Us | Help | Logout

Monthly Report

View Material Summary

Solid Waste Fee & Tax Return

Regional System Fee
Waste Subject To

Full Fees
Credits

Totals:

Excise Tax
Waste Subject To
Full Tax
Credits

Totals:

Total Solid Waste Fee & Tax Due:

Tons.

-45.00

35.00
10.00

Tons

-45.00

35.00
10.00
0.00

System Fee ($17.64/ton)
(5793.80)

$617.40

$176.40

50.00

Excise Tax ($11.80/ton)
(5531.00)

$413.00

$118.00

$0.00

Adj Rate

$0.00
(515.14)
(517.64)

Adj Rate

$0.00
(510.80)
(511.80)

When you certify and submit this page, you are filing these reports with Metro, so please review this information carefully.

Adj Total

50.00
(§529.90)
(5175.40)
($706.30)

Adj Total

$0.00
(5378.00)
(5118.00)
($496.00)

| declare that to the best of my knowledge and belief that the statements above are correct and true. [

Net System Fee
(5793.80)
$87.50

£0.00

(5706.30)

Net Excise Tax
(8531.00)
$35.00

§0.00
(5496.00)

(§1,202.30)

7. The user may cancel, correct and re-upload any part of the filing, including the
transaction data upload, ending inventory, or credits and exemptions.

E. Next Steps

Once the filing has been verified to be correct and is ready to be submitted to Metro, the
submitter may certify the filing or pass the filing off to a certifier for the selected reporting

entity.
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SWIS eFile and the Certifier

l. Pre-Certification Review

A. Description

Prior to certifying a monthly filing, the certifier will have the opportunity to review the
entire filing. This review takes place using the Monthly Report form, and displays sections
that only pertain to the unique reporting entity at hand. The form has sections for solid
waste fees and taxes, regulatory filings and links to material and ending inventory
summaries, as applicable.

B. Prerequisites

To conduct a pre-certification review, all data and required supplemental information for
the reporting entity and filing period must be entered into SWIS eFile.

C. Applicability

Users with submitter or certifier authorization have the ability to conduct a pre-certification
review of the filing.

D. Steps

The Pre-Certification Review for the Certifier follows the same process as the pre-
certification review for the Submitter. Please see that section for more information.

E. Next Steps

Once the filing has been verified to be correct and is ready to be submitted to Metro, the
certifier may certify the filing for the reporting entity and filing period.

lI.  Certifying the Submission

A. Description
Each monthly filing for a reporting entity must be certified.

B. Prerequisites

All monthly filings should be reviewed prior to certification using a pre-certification review
of the filing.

C. Applicability
Users with certifier authorization have the ability to certify the reporting entity’s monthly
filing.

D. Steps
1. Enter the Monthly Report form to certify a submission by clicking the Review/Certify
link from the home page.
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SWIS eFile

Metro

Home | Manage User Info | Contact Us | Help | Logout

Home Page
Reporting Entity  ABC Transfer April 2012

What would you like to do?

Data Payments Administration

[
I
[
1
N

=

Upload Submission

N

Material Codes

Request Codes/Not tions

ReviewiCertify

©Copyright 2012 Windsor Solufions, Inc_ | Version: c8b89b41d297 | Built on 5/11/2012 6:31:55 PM

Privacy Statement | Terms of Use:

2. After reviewing all submission data using a pre-certification review, the certifier must

check the box stating “I declare that to the best of my knowledge and belief that the
statements above are correct and true.”

View Material Summary
When you certify and submit this page, you are filing these reports with Metro, so please review this information carefully. m

Solid Waste Fee & Tax Return

Regional System Fee

Waste Subject To Tons System Fee ($17.64/ton) Adj Rate Adj Total Net System Fee
Full Fees -7.05 ($124.38) $0.00 $0.00 ($124.38)
Totals: -1.05 ($124.36) $0.00 (8124.36)
Excise Tax

Waste Subject To Tons Excise Tax ($11.80/ton) Adj Rate Adj Total Net Excise Tax
Full Tax 3147 $371.35 $0.00 $0.00 §371.35
Totals: 31.47 $371.35 $0.00 $371.35

$246.99

Total Solid Waste Fee & Tax Due:

Regulatory Filing

License / Franchise Tonnage Limit Report

Instrument Instrument Title Current Tons To Date Tons Ton Limit  Limit Period

REA Fran ABC Transfer Franchise A-002 28.76 28.76 70,000.00 CY

REANSL 1 ABC Transfer Non-System Licence B-1-01 -31.82 -31.82 7000000 CY

Tonnage Report - Flows. View Material Summary Tonnage Report - Ending Inventories View Ending Inventory

Direction Tons Type Last Period This Period Change
Inbound 14935 Recoverable Materials 0.00 0.00 0.00
Outbound 111.08 Waste Materials 0.00 0.00 0.00
Total 3827 Total 0.00 0.00 0.00

©Copyright 2012 Windsor Solufions, Inc. | Version: c8b89b41d29f | Built on 5/11/2012 6:31.55 PM

(i

(I declare that to the best of my knowledge and belief that the statements above are correct and true ) Certify and Submit

Privacy Statement | Terms of Use

3.

The Certify and Submit button will initiate the certification process and submit the
filing to Metro.
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View Material Summary
When you certify and submit this page, you are filing these reports with Metro, so please review this information carefully.

Solid Waste Fee & Tax Return

Regional System Fee

Waste Subject To Tons System Fee ($17.64/ton) Adj Rate
Full Fees -7.05 ($124.38) $0.00
Totals: 7.05 ($124.36)

Excise Tax
Waste Subject To Tons Excise Tax ($11.80/ton) Adj Rate
Full Tax 3147 $371.35 £0.00
Totals: 31.47 $371.35
Total Solid Waste Fee & Tax Due:

Regulatory Filing

License / Franchise Tonnage Limit Report
Instrument Instrument Title Current Tons To
REA Fran ABC Transfer Franchise A-002 2876
REANSL 1 ABC Transfer Non-System Licence B-1-01 -31.82

Tonnage Report - Flows. View Material Summary

Direction Tons Type

Inbound 14935 Recoverable Materials
Qutbound 111.08 Waste Materials
Total 3827 Total

@Copyright 2012 Windsor Solutions, Inc. | Version: c6b83b41d23f | Built on 5/11/2012 6:31:55 PM

Tonnage Report - Ending Inventories

| declare that to the best of my knowledge and belief that the statements above are correct and true wl

Adj Total Net System Fee
$0.00 (8124.38)
$0.00 §124.36)
Adj Total Net Excise Tax
§0.00 §371.35
$0.00 $371.35
$246.99
Date Tons Ton Limit  Limit Period
2876 70,00000 CY
-31.82 70,000.00 CY
View Ending Inventory
Last Period This Period Change
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
Certify and Submit | Close
Privacy Statement | Terms of Use

4.

SWIS eFile

Metro

The user will be returned to the home page with a message “Monthly Summary
successfully certified.”

Home | Manage User Info | Contact Us | Help Logout

& Monthly Summary successfully certified

x

Reporting Entity  ABC Transfer [+| |April 2012

What would you like to do?

Payments

Data

I

i
l’*\
L'
s

Upload Submission
Ending Inventory

Review/Certify

Administration

i

Next Steps

After the filing has been certified, if there are any fees and taxes associated with the filing,
the user must review the fee and tax obligation for the reporting entity and filing period,

and initiate the fee and tax remittance to Metro.
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SWIS eFile and the Payer

I.  Reviewing the Fee & Tax Obligation

A. Description

Prior to initiating a fee and tax remittance to Metro, users have the opportunity to review
the fee and tax obligation on the Payment Summary form. This form displays the current
solid waste fee and tax obligation (certified by the certifier) and any outstanding credits and
charges posted to the reporting entity’s account.

B. Prerequisites

To review the fee and tax obligation, all data and supplemental information for the
reporting entity and filing period must be uploaded and entered into eFile, and the filing
must be certified.

C. Applicability
Users with payer authorization can review the payment summary.

D. Steps
1. Enter the Payment Summary form by clicking the Remit Fees/Taxes button from the
home page.
SWIS eFile Welcome Tom Thompson
MEtI'O Home | Manage User Info | Contact Us | Help | Logout
Home Page
Reporting Entity B Hill Landfill E May 2012 E‘

What would you like to do?

Data Payments Administration
| l [ed y/
| i
| ¢ N
Destination Codes

Schedule A (credits) Material Codes

Schedule B (exemptions) Request Codes/Notifications
Review/Certify

History

I
1
{
h
F’%%\
N\

©Copyright 2012 Windsor Solutions, Inc. | Version: 757ded1d44286 | Built on 5/16/2012 3.51:10 PM Privacy Stalement | Terms of Use

2. On the Payment Summary, review the certified current fee and tax obligation, and any
outstanding credits and other charges posted to the reporting entity’s account.
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w

Credits

Payment Summary

Solid Waste Fee & Tax Return

Reeginnal System Fee

Waste Subject Ta Tons System Fee ($17.6410n) Adj Rate A Towl et System Fee
Ful Fees <10 (5124.36) 0.00 000 ($124.36)
Taotals: 705 (§124.36) §0.00 1§124.36)
Exclse Tax
‘Waste Subject Ta Tons Excise Tax {$11.80/0n) Adj Rate Adj Total et Cxcise Tax
Full Tax nar $371.35 .00 0.00 3.3
Totals: nar REIRRe 50.00 EETRR L
Cument Solid Waste Fee & Tax Subiotal Due: $246.99

Outstanding Credits and Charges

Description
E

Lredit Subtotal: o0
Other Charges

Uescnption Total

Orther Charges Subtotal: $0.00

Total Amount Due: $246.99
Payment Detall

Enter Amount to Remit: LS 24699

Payment Method:

Total

Mietro a-Fayment

Chuck
My Bank BFT

| agree 1o remil the above stated amount m

E.

Next Steps
After reviewing the obligation, the user will initiate the fee and tax remittance to Metro.

. Initiating Remittances to Metro

A.

Description

Users have 3 options for remitting fees and taxes to Metro. First, they may remit manually
by check, and SWIS eFile will allow the user to print a remittance slip that must
accompany their check to Metro. Second, they may remit electronically, via EFT from
their own bank account. SWIS eFile allows the user to print an EFT remittance slip.
Finally, the user may remit electronically using the US Bank e-Payment system.

Prerequisites

Prior to initiating a remittance, users should review the fee and tax obligation for the
reporting entity and filing period.

Applicability
Users with payer authorization can remit fees and taxes to Metro.
Steps

1. Enter the Payment Summary form by clicking the Remit Fees/Taxes button from the
home page.
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SWIS eFile Welcome Tom Thompson
Metro Home | Manage User Info | ContactUs | Help | Logout

Home Page

Reporting Entity B Hill Landfill =]  May 2012 []
What would you like to do?

Data Payments Administration

O

Upload Submission

Schedule A (credits)

Schedule B (exemptions)

Review/Certify

©Copyright 2012 Windsor Solutions, Inc. | Version: 757ded1d4426 | Built on 5/16/2012 3:51:10 PM Privacy Statement | Terms of Use

2. If the user wishes to remit using the e-Payment system, they will select the Metro e-
Payment option button. To continue, click the OK button. Cancel and Close are
also options, and both will return the user to the home page without initiating the

remittance.
Totals: 705 1$124.36) $0.00 5124.36)
Excise Tax
Waste Subject To Toms Excise Tax ($11.8010n) Adj Rate Adj Total Nét Excise Tax
Full Tax 347 837135 $0.00 5000 537135
Current Solid Waste Fee & Tax Subtotal Due: $246.99
‘Outstanding Cradits and Charges.
Credits.
Description Total
Credit Subtotal; $0.00
Other Charges.
Ko =
Other Charges Subtotal: $0.00
Total Amount Due: $246.99
Payment Detail
yoonim
| agree to remit the bove stated amount m
After clicking OK, the user will receive a message, “Payment was updated
17
successfully”.
VICTTO Home | Manage User Info | Contact Us | Help | Logout

@ Payment was updated successilly

Payment Summary

Click Continue to US Bank.
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Payment Method:

@ Metro e-Payment
Check

My Bank EFT

| agree to remit the above stated amount Cnnﬁnue To LS Ban

The user will then be directed to the US Bank e-Payment site. User ID and password
are required. The first time a user uses the e-Payment service, they will not have a
User ID and password. They will need to register with e-Payment by clicking
Register, and following the onscreen instructions.

E
Metro

pRvACY | [ customer service| [[E] veLe| [ § ex|

REGISTERED USER LOG IN User ID:

If you have already registered with the payment Password:
system, you may log in now. Enter your User ID and
Password, then click Log In.

Register
Forgot Password

powered by

MEbank.

3. If the user wishes to remit by check, they will select the Check option button.
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TotaT ™ TSI T T BT
Excise Tax
Waste Subject To Tons. Excise Tax ($11.80%ton) Adj Rate Adj Total Net Excise Tax
e o ey o s
Totais: e $371.35 $0.00 $31.35

Credits
Description
Credit Subtota:

Other Charges
Description

Payment Detail

Current Solid Waste Fee & Tax Subtotal Due:

Outstanding Gredits and Gharges

Othar Charges Subtotal:

Total Amount Due:

Enter Amount to Remit:

$246.99

Toial
50.00

Toial
$0.00

$246.99

s 246.99

Payment Method:
2\ _teitg e Payment

¥y Bank EFT

Tagres o remit the above stated amount Cancel

After clicking OK, the user will receive a message, “Payment was updated
successfully”.

@ VICTTO

@ Payment was updated successfully

Payment Summary

Home | Manage User info | Gontact Us | Help | Logout

Click Continue to Print.

Payment Method:
Metro e-Fayment
@ Check
My Bank EFT

| agres to remit the above stated amount Cuntinue To Pn'n

A pop-up box with the check remittance slip will appear and prompt for printing.

The user must include his or her check number in the box provided, either by
canceling the print dialogue and typing the check number into the form (and printing)
or printing and writing the check number by hand.
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»

Payment Summary B

Metro
Payment Method: Check

Unit 20
Payment Amount: $246.99

.0. Box 4500
Due Date: 6/15/2012

Portland, OR 97208-4500

CheckNumber:

You have elected to remit payment by check. Enter the check number to the right and include your Customd
P.ccount Id on your check. Remit this form and check to the Metro address listed above.

Customer Account Id: P51
({Include on check)

Solid Waste Fee & Tax Return

Regional System Fee

Waste Subject To Tons System Fee ($17.64/ton) Adj Rate Adj Total Net System Fee
Full Fees -7.05 (5124.36) £0.00 $0.00 (5124.36)
Totals: 7.05 (8124.36) $0.00 (8124.36)
Fxcise Tax
Waste Subject To Tons Excise Tax ($11.80/ton) Adj Rate Adj Total Net Excise Tax
Full Tax 3147 F371.35 £0.00 §0.00 £§371.35
Totals: 31.47 §371.35 $0.00 §371.35
Current Solid Waste Fee & Tax Subtotal Due: $246.99

Qutstanding Credits and Charges

Credits
Description Total
Credit Subtotal: $0.00
[Dther Charges
Description Total
Other Charges Subtotal: 50,00
Total Amount Due: $246.99  _

4.  If the user wishes to remit electronically using their own bank account, click the My
Bank EFT option button, then the OK button.

Excise Tax

Waste Subject To Tons Excise Tax {$11.80/100) Adj Rate Adj Total Net Excise Tax
Full Tax 347 537135 5000 5000 57135
Totals: 347 $I1.35 50.00 51135
Currant Solid Waste Feo & Tax Subtotal Due: $246.99
Outstanding Credits and Charges
Cradits
Description Tota
Crodit Subota: 000
Other Charges
Description Total
$0.00

Other Charges Subtotal:

Total Amount Duo: $246.99

Payment Detall

Enter Amount to Remit: H 246.99)

Payment Method:
Matro e-Payment

After clicking OK, the user will receive a message, Payment was updated
successfully.

VICTTO Home | Manage User Info | Contact Us | Help | Lagout

x
@ Payment was updated successhully

Payment Summary

Click Continue to Print.
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Payment Method:
Metro e-Payment
Check
@ My Bank EFT

| agree to remit the above stated amount ( Continue To Frin

A pop-up box with the My EFT remittance slip will appear and prompt for printing.
This slip is more for the user’s own records, and instructs the user that he or she must
remit fees and taxes on or before the payment due date, and they should include the
Customer Account ID in their EFT transmission to Metro.
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Fayment Summary -
Metro
Payment Method: EFT
init 20
Payment Amount: $246.99
P.0. Box 4500

Due Date: 4/15/2012
Portland, OR 97208-4500

Customer Account Id: P51
rou have elected to remit payment by EFT from your bank account. Initiate the EFT before  (include on check)
he payment due date. Include the Customer Account Id in the EFT.

Solid Waste Fee & Tax Return

Regional System Fee

Waste Subject To Tons System Fee ($17.64/ton) Adj Rate Adj Total Net System Fee
Full Fees -7.05 (5124.36) £0.00 $0.00 (5124.36)
Totals: -1.05 ($124.36) $0.00 (8124.36)
Fxcise Tax
Waste Subject To Tons Excise Tax ($11.80/ton) Adj Rate Adj Total Net Excise Tax
Full Tax 3147 $371.35 30.00 $0.00 £371.35
Totals: 3147 $371.35 $0.00 §371.35
Current Solid Waste Fee & Tax Subtotal Due: $246.99

Outstanding Credits and Charges

Credits
Description Total
Credit Subtotal: $0.00
[Dther Charges
Description Total
Other Charges Subtotal: £0.00
Total Amount Due: $246.99

E. Next Steps

After remitting fees and taxes for a filing period, users have access to a variety of
administrative and information management tools, or may log out of the system until the
next filing period.

[ll.  US Bank e-Payment
A. Description

US Bank e-Payment is a separate web site operated by US Bank that allows SWIS eFile
users to remit fees and taxes associated with their reporting entity monthly filings.

B. Prerequisites

The payer has initiated a fee and tax remittance to Metro using the Metro e-Payment
option.

C. Applicability

Users with payer authorization can review the certified fee and tax obligation, and initiate
the remittance of fees and taxes to Metro.
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D. Steps

Registration & Account Setup

1. The first time a user uses the e-Payment service to initiate a fee and tax remittance,
they will need to Register.

SWIS eFile

Metro

powered by

prRIVACY | [ cusTomer service | [[E]) vELe| [ § BxT|

REGISTERED USER LOG IN User ID:

If you hawve already registered with the payment Password:
system, you may log in now. Enter your User ID and
Password, then click Log In.

Register

Forgot Password

TSbank.

Metro

2. Select Register link from the e-Payment login page.

powered by

[[E] prvacy| [@ customer service| [[E] were| [§ exim]

User Registration

*Reguired Field

PAYOR IDENTIFICATION

User ID:* Tthompson 6-16 characters
Password:* sssess 6-12 characters, at least one letter and
one number

Re-Enter Password:* ssssss

PAYOR PROFILE

First Name:* Tom
Last Name:* Thompson
Company Name:
Street Address 1:* 555 SW Main S5t
Street Address 2:
City:* Portland
State:* Oregon -
Zip Code:* 97239 =
E-mail Address: tthompson@abctransfer
Phone Number:* 503 - 555 - 1212

Shared Secret Question:*  Inwhat city were you bom? -

Shared Secret Answer:*  Portland|

Ebank.
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Enter the Payor Identification and Payor Profile sections and when complete press
the Submit button.

Note: The User Id and Password in e-Payment are separate from the user’s
credentials in the SWIS eFile system, because e-Payment is a separate service.

pRIVACY | | cusTomer service | | (B] HELP| | §7 exiT|

Registration Complete

Thank you for registering. You are now logged in to the system. Please make a note of your
User ID and Password for the next time you visit the payment system.

4.

The registration process is complete. If the user entered an e-mail address, he or she
will receive a confirmation email from the e-Payment system. Press Continue.

Using e-Payment to Initiate the Fee & Tax Remittance

1.

After registration is complete, a form is displayed with the filing payment amount
and payment date for the reporting entity. Press Continue.

Metro

Make Payment

Manage Accounts

Pending Payments

Payment History

Update Profile

| PRNACY| |® CUSTOMER SER‘U’ICEl |EI HELP| | g E)(IT|

Make a Payment - SWIS

PAYMENT INFORMATION

Payment Amount: $740.97
Payment Method: eCheck

Payment Date: Jun-01-2012

2.

Enter the bank routing and account numbers, and the bank account type from which
the payment will be made.
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Note: The account information may be saved for future use. To save the account,
check the Save this Account check box and provide an Account Nickname.

Metro

privACY| (i@ customer service| [E] wee| [ §7 exim|
Make Payment

- BANK ACCOUNT INFORMATION
Pending Payments
Payment History Hl?]l-ﬁi-?ﬂﬁ:”ll)l-ii' | L=k} |

Update Profile Bank Routing | | Bank Check
Number Account Number
Mumber (mot requinred)

Bank Routing Number:* 075000022 US BANK NA
Bank Account Number:* 22222000300222033
Re-Enter Bank Account Number:* 222220002300222023
Bank Account Type:* g Checking (=) Savings
Is this a business account?: % é Yas | : 1 Mo

Sawve this account?
Account Nickname: US Bank

3. After reviewing and reading the terms and conditions section, check the I accept the
Terms and Conditions checkbox. Then press the Continue button.
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Metro

Make Payment
Manage Accounts
Pending Payments
Payment History

Update Profile

|[E privacy| | customer service| |(B] weLp| | § exim|

Verify Payment - SWIS

*Required Field

Please review the information below and select Confirm to process your payment. If you need to
make any changes to your payment, select Cancel to return to the previous screen.

Your Payment Detail
Payment Amount: $740.97
Payment Date: Jun-01-2012

Your Account Detail
Us Bank

075000022

Account Nickname:

Bank Routing Number:

Bank Mame:
Bank Account Number:
Bank Account Type:

Bank Account Catagory:

US BANK NA
JOCOOOOOOONN 2222
Checking

Business

Send an email confirmation:

Re-Enter Password:*

thompson@abctransfer.com

Terms And Conditions

PLEASE READ AND APPROVE THE FOLLOWING AUTHORIZATION

By clicking "l Accept”, | authorize the payee to electronically debit my bank account for the amount{s)
and atthe frequency and date set forth above.

Ifthis is a single payment, this authorization is valid for this transaction only. If this is a recurring
payment, this authorization is to remain in full force and effect until | notify my bank or notify the
payee of its termination by canceling any pending payments and recurring paymentinstructions
within this system at least three banking days before my account is scheduled to be debited.

If a convenience fee is added to the transaction, | understand that the convenience fee displayed
will be included in the total payment amount.

In the event that a payment is returned for insufficient funds, | authorize the payee to electronically
debit my bank account for the original amount of the transaction, as well as a returned item fee, up

tntha maovienm osmonnt allowead b Lo

| accept the Terms and Conditions: [

The Payment process is complete. An email confirmation will be sent to the user
summarizing the payment information. The user may also print the page for his or
her records. Press the Continue to Main Menu button to view payments, manage
accounts, or mange user profile information. Press the Exit button in the page header
to exit US Bank e-Payment.
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Metro

privacY | @ customer service| 5] weLe| | §7 exir|
——

Pending Payments Thank you for your SWIS e-File payment.

Payment History
Please keep a record of your Confirmation Number, or print this page for your records.
Update Profile

Confirmation Number: MTOMTO000001019

Your Payment Detail
Payment Amount: $740.97
Payment Date: Jun-01-2012

Your Account Detail
Account Nickname: US Bank
Bank Routing Number: 075000022
Bank Name: US BANK NA
Bank Account Number; XXOOOOOXXXXXNXX2222
Bank Account Type: Checking

Bank Account Category: Business

Email Address: tthompson@abctransfer.com

powered by

MEhank.
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SWIS eFile Administration & Information Management

Reviewing Historical Filings
A.  Description

Users can review past filings for the reporting entity and see details of monthly reports,

payments and transaction data for each filing month.
B.  Prerequisites

None.
C. Applicability

All users have the ability to view filing history.
D. Steps

1.  From the Home page, click History.

SWIS eFile

@- Metro

Home Page

Reporting Entity  ABC Transfer [=]  Febuary 2012 [=]

What would you like to do?

Data Payments Administration
-~
, v
...... /"
T L -'./I.
. =
s
i |

©Copyvight 2012 Windsor Scutions. inc. | Version: ffcis1edcd | Bull on 5252012 4-06:27 PM

Home | Manage User Info | Conlact Us | Help | Logaut

Links are available to View Monthly Report, View Payments and View
Transaction Data.

PAGE 51



SWIS EFILE

USER GUIDE

SWIS eFile

@) Metro

Certification History

Period
May 2012
Al 2012
March 2012

Copyright 2012

Cartification Date
SRER012 1015 AM
SM52012 154 PW

SRN0IZ 1040 AWM

Windsor Scutions, Inc. | Version: i9c#5 18003 | Bult on SEHI012 40627 FM

Cortifhod By
Tam Thompson
Tom Thompson

Tom Thompson

Home | Managa User Info | Contact Us | Help | Logout

Privacy Statemend | Terms of Use

2.

SWIS eFile

@ Metro

Certification History

Period
May 2012
AprE 2012
March 2012

©Copyright 2012

Certification Date
WEBENL W0 AW
SNS2012 354 PM
S202012 10:40 AM

Windsor Sohubions, Inc. | Viersion 588chiS1e3c3 | Bull on 5252012 4.06.27 PM

Certified By

Tom Thomgean
Tom Thomeson
Tom Thomeson

¥ Paym

Payments

View Monthly Report: Click link View Monthly Report.

e Tom Thompsan i

Home | Manage User Infa | Contact Us | Help | Logout

A pdf version of the Monthly Report is available for review and printing.
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fRezaEe=|

il;-’ll - :m-u.'-'

=

£ B ] [

Tools

sign

Commed

[L] | Bockmarks

B- B
P 5wis efile |

* [} Manthly Report

= [ Material Summary

EMQ

SWIS eFile Wedcorme Tom Thorr

@ Metro

Home | Manage User Info | Contact Us | Help | Logou

Monthly Report

Castified on S/Z/2012 by Tom Thompeen

Solid Waste Fee & Tax Return

Ragional System Fee

Wasto Subject To Tors Systom Fos ($17 B440n) A Rate Acl| Total Mot Systorn Foa
Full Fees -T05 {5124 35) 000 £0.00 (5124.36)
Tokals: 705 (5124.36) 50.00 (5124.36)
Exciss Tax
Waste Subject To Tors Excise Tax ($11.50M0n) 2y Rate Acf Total Mt Excise Tax
Full Tax AT 337135 $0.00 £0.00 $371.35
Totals: AT 5ITa8 5000 578
Total Solid Waste Fee & Tax Due: $246.99
Regulatory Filing
License [ Franchise Report
Instrument Instrument Titke Current Tors To Date Tons Ton Limit  Limit Period
REA Fran FBC Transter Franchise A002 2878 5752 7000000 CY
REANSL 1 ABC Transfer Non-System Licance B-1-01 382 4364 7000000 CY
Tonnage Report - Flows Tonnage Report - Ending Imventories
Direction Tons Last Period This Pericd ~ Change
Inbound 14835 Recoverable Materals 000 0.00 0.00
Cuthound 11108 Vissie Malenals 000 000 0.00
Total a7 Total o000 000 000

3.

SWIS eFile

@- Metro

View Payments: Click link View Payments.

Home | Manage User info | Contact Us | Help | Logout

Certification History

Pediod Certificaton Date Certified By

May 2012 S287012 1015 AM Tam Thompesan

Apeil 2012 SN2 34 PM Tom Thompson

March 2012 SN2 10:40 AM Tom Thompson
BCgrprght 2017 cn Soktian, I | Vi 03RS TaBed | Buil on SIS/7017 408 37 P

View Man

by Rupat
View Montrity Repon

View Montrty Repart

View Payments

View Payments

A pdf version of the Payment Summary is available for review and printing.
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L e
s 29 Windsor Email 1 WS Intranet B3 WS Wiki

PEEeE [T} L Tools | Sign | C
=1
| Bookmarks &
L |
(=
N= ® SWIS eFile Mievconey.Tou TImkione
= | I swiseFile
&
S || # P payment Summa MMearr
o i Metro Home | Manage User Info | Contiact Us | Help | Logout
#
Payment Summary
Solld Waste Fee & Tax Return
Regional Systemn Fea
Waste Subject To Tons Systom Foe ($17.64%on) Ad| Fata Ad Total Nt Systam Feo
Full Fees 105 (5124.38) 000 000 (5124 .38)
Totals: 705 5124.36) 5000 (5124.36)
Excise Tax
Wasts Subject To Tons Exciso Tax ($11.8000) A Rate Ay Total MNat Excise Tax
il Tt 347 $37135 $0.00 3000 537135
Totals: nar $371.35 $0.00 $371.35
Current Solld Waste Fee & Tax Subtotal Dus: 5246.99
Outstanding Credits and Charges
Credits
Description Total
Gredit Subtotal: $0.00
Other Charges
Doscription Total
Cther Charges Subtotal: $0.00
$246.99

Total Amount Due:

Paymant Detail

4.  View Transaction Data: Click link View Transaction Data.

SWIS eFile Welcome Tom Thompsan |8

Metl’() Home | Manage User Info | ContactUs | Help | Logout

Certification History

Period Certification Date Certified By

May 2012 5/28/2012 10:15 AM Tom Thompson View Monthly Report View Payments

April 2012 515/2012 3:54 PM Tom Thempson View Monthly Report View Payments View Transaction Data
March 2012 5/28/2012 10:40 AM Tom Thompson View Montnly Report View Payments View Transaction Data

®Copyright 2012 Windsor Solutions, Inc. | Version: f09cf651e8¢3 | Built on 57252012 4:06:27 PM Privacy Statement | Terms of Use

An Excel spreadsheet of the Transaction data is available for download.
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Al - f= | Reporting Entity Id
A B 5 D E F G H 1 1 K L M N (o}

1 Reporting Ticket Nu Date Time Load Dire Cust/Des' Origin Ty; Material Tons TipFee Ignore  Commen' Special W Generator Address
2 51 10001 5/1/2012  8:37:00 1 RCD 1PW 6.19 67

3 31 10002 5/2/2012  9:54:00 1RCD 1 CRM 7.66 63

4 51 10003 5/2/2012 23:09:00 1555 1CK 7.46 62

5 51 10004 5/3/2012  3:24:00 1588 2 PW 4.82 67

6 31 10005 5/3/2012 11:56:00 1555 1 CRM 2.36 60

7 51 10006 5/5/2012 15:42:00 2 CRL 1CK 7 65

8 51 10007 5/5/2012 20:18:00 2 FWF 3 PW 4.58 62

9 31 10008 5/5/2012  9:40:00 2 NWFR 1 CRM 1.83 60

10 51 10009 5/5/2012 11:44:00 2 NWFR 1PW 2.8 68

11 31 10010 5/6/2012 13:24:00 2 CRL 2 PW 3.54 61Y Void

12 51 10011 5/6/2012 15:11:00 2 CRL 2 CRM 2.76 70

13 51 10012 5/7/2012  7:47:00 2 CRL 1CK 7.92 65

14 31 10013 5/7/2012 15:39:00 1RCD 2 CK 1.57 60

15 51 10014 5/8/2012  5:22:00 1555 3 PW 5.19 65

16 51 10015 5/8/2012 10:32:00 1588 3 CRM 9.95 65

17 31 10016 5/8/2012 19:05:00 1RCD 3 CK 7.76 61Y Void

13 51 10017 5/9/2012 17:03:00 2 FWF 1PW 3.33 65

19 31 10018 5/9/2012 17:48:00 2 NWFR 1 CRM 2.84 70

20 51 10019 #HH#HEE 0:02:00 2 CRL 1CK 9.17 68

a1 =1 TARIN s 3.80.00 2 nnaco 5 mar 3 A a3

[I. Managing Customer, Destination & Material Code Maps

A.

Description

Users can manage their reporting entity’s unique customer, destination, and material code
relationships, or “maps”, to Metro’s values. As the reporting entity acquires new
customers, destinations, and/or materials, the user will associate these new values to Metro
equivalents, so that transaction data may be uploaded successfully. If a Metro equivalent
value is not available in the Metro drop-down list, the user may request that a new
customer, destination, or material be added. Metro will evaluate these requests and post
replies, that the requested value has been added, or suggest mapping to an existing value
that the user may have overlooked.

Prerequisites

None.

Applicability

All users have the ability to add new customer, destination and material code maps.

Steps

Customer Maps

1. From the home page, click Account Codes.
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[T b e £ - ¢ X || 1 5w ere 1™

File Edt View Favortes Took Help
5 2 Windsor Email 1 WS Intranet B3 WS Wik
SWIS eFile

@ Metro Homa | Manage User info | Contact Us | Help | Logout

Home Page |

Reporting Entity  ABC Transfer [»]  Fobruary 2012 [=]

What would you like to do?

1
Upload Subenissian Remit FecalTaxos
Ending lnveatory History

SCIoYIORE 2012 Windsor Solutons, Ine. | Version Sesis1eBed | Bul en S2E012 40627 PU Prvacy Stalement | Termy. of Use

2. All existing account mappings are displayed.

SWIS eFile
@ Metro Home | Manage User Info | Contact Us | Help | Logout
Account Mapping
Account = Metrn Account Dt Maggeed
RCD Fivr Clty Disposal 0INNZ012 7 n
555 Swalco Sanhary Service IR s
o P o - ENER View 12802
Closs
SCopyright 2012 Windsor Soutons, Inc. | Verskon: feSciE51e00) | Bull on 5252012 406:27 PM Privacy Statement | Terms of Uise

3. To Add a new account mapping, click the ‘+’.
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SWIS eFile

@ Metro

Account Mapping

RCD
555

River City Disposal B3012012 F
Swatco Sanitary Sandce (Rl f ] a4

Bl CEIEERS - (-] View 1-2el2

The New Mapping section will expand. Enter the reporting entity’s new customer in
the Account field and select the corresponding Metro value using the Metro
Account drop down list. Clicking Save will add the account mapping to the list.
Close will cancel the entry.

Note: if the Metro Account drop down list does not have the value that the user is

looking for, select “Request New Account” from the Metro Account drop down (the
first item in the drop down list). The Request text box will appear and allow the user
to provide information about his or her new customer value, so that Metro can review

the request. All requests and responses by Metro are viewable from the Notification
Board.

SWIS eFile
@ Metro Home | Manage User Info | Contact Us | Help | Logout
Account Mapping
New Mapping
(o]
Demiond JC°
Account = Medro Account Dete Mapped Actions
RCD Rivar City Disposal 03012012 & R
555 Swalco Sanitary Service 032N i 1
N CRIEE - [+ Miew 1. 2082
Clate
5. Edit an existing mapping by clicking the pencil icon.

SWIS eFile

@ Metro

Home | Manage User Info | Conlact Us | Help | Logout

Account Mapping

RCD
585

River City Disposal [ECIFTIF ®

Swatca Sanftary Servica 002017 7 it
<o ol - - BRI View 1. Jat7
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6. The Edit Mapping section will expand. Edit the Account and/or the associated
Metro Account values from the dropdown list. Clicking Save will update the
account mapping in the account list. Close will cancel the update.

SWIS eFile

@ Metro

Account Mapping

Homme | Manage User Info | Contact Us | Help | Logout

Edit Mapping
Account
RCD
Metro Account
Fimes ity Dispasal

Deesond
hazent = Metis Arcount Chain Whappend ctions
RCD River City Disposal 03012012 s R
888 Swatco Sanitary Servics 03012012 y ”

7. Delete an existing mapping by clicking the X’ icon.

SWIS eFile

@ Metro

Account Mapping

Home | Manage User Infa | Contact Us. | Help | Logout

RCO
888

Reer Chty Dispasal a3012012
Swatco Sanhary Service 3012012

oo pae e - - ENER View1-2002

8. To confirm delete, click the ‘OK” button when prompted. Cancel will not delete the
entry.

ra

Message from webpage

e,
P 3

Permanently delete this mapping?

Destination Maps

1. From the home page, click Destination Codes.
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SWIS eFile

£+ 0% || 10 s erve = ol

@ Metro Home | Manage User Infa | Contect Us | Help | Logout

Home Page

Reporting Enty  ABC Transler [=|  Fetniary 2012 [=]

| What would you like to do?

Uphoad Submission Remit FoeaTates Account Codes
[ Ry — Histary Destination Codes.

Matorial Codes

Roquest Codes/Notifications.

SCopyrght 2012 Windsor Sokstion, Inc | Version: #SCE5188C) | BUM on SEST01Z 40627 PM Privacy Statement | Tems of Lse

2. All existing destination mappings are displayed.

SWIS eFile

@ Metro Hema | Manage User info | Contact Us | Malp | Logout

Destination Mapping

Deatunation & Metro Destination Diate Mapped .

CRL Columbia Fidge Landsi [ETATF] Fa ]
FWF Far West Fibors Inc 0301012 a1
NWFR Northwest Wood & Fiber Recycling LRSI LI a
e QO < ¢ [= =] View1- 3803

3. To Add a new destination mapping, click the *+’.

SWIS eFile

@ Metro Home | Manage User Info | Contact Us | Help | Logout

Destination Mapping

CRL Columbia Ridge Landfill 03012012 PR
FWF Far West Fibers Inc o002 a4
NWFR Narthwest Wood & Fiter Rocycling 03012012 7R
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SWIS eFile

The New Mapping section will expand. Enter the reporting entity’s new destination
in the Destination field and the corresponding Metro value using the Metro
Destination drop down list. Clicking Save will add the destination mapping to the
list. Close will cancel the entry.

Note: if the Metro Destination drop down list does not have the value that the user
is looking for, select “Request New Destination” from the Metro Destination drop
down (the first item in the drop down list). The Request text box will appear and
allow the user to provide information about his or her new destination value, so that
Metro can review the request. All requests and responses by Metro are viewable
from the Notification Board.

Wadcome Tam Thompsan
e
@ Metro Home | Manage User Info | Contact Us | Help | Lagout
Destination Mapping
w Mapping
Destination
Wetro Desunanon =
*
Destimation = Meore Destmnation Dute Mapped Actions
CRL Columbia iidge Lanain LIIRM2 7 n
EWF Far West Fibers Inc 030112012 e
NWFR Northwest Wend & Fiber Recyeling 01012012 7R
~ raoe e - - ENED Voow 13003
5. Edit an existing mapping by clicking the pencil icon.

SWIS eFile

'® Metro

Destination Mapping

FWF
NWFR

Columbia Ridge LandSil 03012012
Far West Fibors Inc 03012012

Morthwest Wood & Fibar Racycling 1D & n

oo Poge o1 - [ENER View 13003
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6. The Edit Mapping section will expand. Edit Destination and/or the associated
Metro Destination from the drop down list. Clicking Save will update the
destination mapping in the destination list. Close will cancel the update.

SWIS eFile
@ Metro Homa | Manags User Infe | Contsct Us | Help | Logeut
Destination Mapping
Edil Mapping
Destination
AL
Wetro Destnaton
Codumii Rign Landtll = -
2=+
[e—— [ — [ “Actions
CRL Colurnbia Ridge Landfil 030112012 k]
FWF Far Wast Fibors Inc [T AT5TH Fa
NWFR Northwest Woed & Fiber Recycling o302 F e |
o

7.  Delete an existing mapping by clicking the “X’ icon.

SWIS eFile

@ Metro

Hama | Manage User Info | Contact Us | Halp | Logout

Destination Mapping

Columbia Rkige Landill
FWF Far Wesl Fibers Inc &
NWFR Narthwest Wood & Fier Rucycling R
. rage [ o1 BE View 1-3013
E=

8. To confirm delete, click the ‘OK” button when prompted. Cancel will not delete the
entry.

ra

Message from webpage

e,
P 3

Permanently delete this mapping?

Material Maps

1.  From the home page, click Material Codes.
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[Fle Bt Veew Favorites Tewk Help
s A Windes Eril 11 WS Tnimner. B WS Wi
SWIS eFile

@ Metro

Home | Manage Liser info | Contact Lis | Hedp | Logout

Home Page
Reporting Entity  ABC Transber [x]  February 2012

What would you like to do?

Upload Submisaion
Ending Imantory

SCoomgh 2012

Windsor oo, Ine. | Version: RFeSS5 1883 | Bl an S/252012 40627 P

Administration

Hemit | oes/laxes.

Roquest CodesNotifications:

Frivacy Stalement | Termy of Use

2. All existing material mappings are displayed.

SWIS eFile
@ Ml.‘tl‘() Homa | Manags User Info | Contact Us | Help | Logowt
Material Mapping
‘Materisi = Meiro Maserial Date Mappod
CK. Corugated & krafl o3memz a1
CRM Cammingled recyclabbe materials 03017012 S n
P Putrascible waste 0012 s n
- rage (I =1 - E=E Veew 12003

3. To Add a new material mapping, click the ‘+’.

SWIS eFile

@ Metro

Horna | Manags User Info | Contact Us | Halp | Logout

Material Mapping

CK
CRM

Carugaled & kraf

3Rz a3
Commingied racyclabis matorials 03017012 SR
Putrascible wasts 02 & "

- rage (I =1 - E=E Veew 12003
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SWIS eFile

@} Metro

Material Mapping

The New Mapping section will expand. Enter the reporting entity’s new material in
the Material field and the corresponding Metro value using the Metro Material

dropdown list. Clicking Save will add the material mapping to list. Close will
cancel the entry.

Note: if the Metro Material dropdown list does not have the value that the user is
looking for, select “Request New Material” from the Metro Material drop down (the
first item in the drop down list). The Request text box will appear and allow the user
to provide information about his or her new material value, so that Metro can review

the request. All requests and responses by Metro are viewable from the Notification
Board.

Homa | Manage User Info | Contact Us | Halp | Logoat

Hew Mapping

Marerial

Metro Material

Marenial Defineion

== +
Material & | .

Mitro Matarisl Daln Mapped Actions

CRM
W

Corrugated & keaft
=
Putrescible waste 03012012

03012012 -4
d recyclable materials omzn2

5.

SWIS eFile

@ Metro

Edit an existing mapping by clicking the pencil icon.

Home | Managa User Info | Contact Us | Help | Logeut

Material Mapping

M
W

Corrugated & kraft 02
Commingied recyclable materials RSP )

Pulrescible waste om0z
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6. The Edit Mapping section will expand. Edit Material and/or the associated Metro
Material from the dropdown list. Clicking Save will update the material mapping in
the material list. Close will cancel the update.

SWIS eFile Welcome Tom Thompson

@' Metro Home | Managa Usar Infa | Contact Us | Help | Logous

Material Mapping

Edit Mapping
Material
=

Metre Matenal

Corugaled & brafl

Waterial Chermition
Paper mix predoeminantly comugated cardboardioraft paper, bul exchuding wid of coafed comupsted cardboard

B +

[ Wetsis Masbmaial [ Astiona

G Corugated & keaft 020172012 ]
CRM Commingled recyclable materials na12012 a3
W Putrescible woste 030172012 FE
L AN - -] Viewi-2ef3

Clas

7. Delete an existing mapping by clicking the *X” icon.

SWIS eFile Welcomi: Tom Thampson

@ Metro

Material Mapping

Home | Manage User Infa | Contact Us | Holp | Logout

Sz i %
PW Putrescible waste o302 o 4
c o g e - - ENER iew 130l 3
 Closo
8.  To confirm delete, click the ‘OK” button when prompted. Cancel will not delete the
entry.

ra

Message from webpage

' Permanently delete this mapping?

[ll.  Managing Code Requests & Responses
A.  Description

Users can manage their requests to and responses from Metro for new customers,
destinations, and material codes, using the Notification Board. There is a Notification
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Board for each reporting entity. Each reporting entity request has a reference number, and
responses from Metro will use the same reference number, so the user can cross-references
specific requests with corresponding responses. The list is sorted so that reference
numbers are paired together in chronological order.

B. Prerequisites
A user has submitted a request on behalf of a reporting entity for a new customer,
destination, or material.

C. Applicability
All users have the ability to view the reporting entity’s Notification Board

D. Steps

SWIS eFile

1.  From the home page, click Request Codes / Notifications.

Welcome Tom Thompson

A Metro

Home | Manage User Info | Contact Us | Help | Logout

Search

Ref
1
1

Notification Board

Date Name Type Message
513112012 437 PM Dan Diligence Response Account XYZ has been added.
5/15i2012 2:29 PM Tom Thompson Request Need new acct for ABC Transfer

2. Acknowledge the response of the associated reference number by selecting the
response. The row will change from bold to normal font.

3. Press Close to return to the home page.

IV. Managing User Information

A.

Description

SWIS eFile users have the ability to manage their own user information to ensure that their
information is accurate, and up to date. This includes the user’s name, address, phone
number, and email address. The user may also change their password.

Prerequisites

None.

Applicability

All users have the ability maintain their own user information.

Steps

1.  From the home page, click Manage User Info located in the page header.
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SWIS eFile

‘A W .
'A_,) Metro Heme | Manage User Info | Centact Us | Help | Logout

User Profile

User Hame:
m
Company Hame:

Tithe:
Center
First Name™:
Tom

Last Name®:
Thompson

Mailing Address Line 1:
Ybb Main 3t

Mailing Address Lime 2:

City:
Portiand
State:
QR

Lip Code;
ar23s

Phone Mumber*:
5035551213

Atternative Phone Number:

Email Address™

hompson@aboransiencom

* Required Fiekl

EDE=

2. Edit the required fields to maintain accurate and up to date information and/or press
Change Password to change the existing password.

3. Click the Save button to save the updated user information. To close out of the form
without saving and return to the home page, click Cancel.
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