RDRS Contacts Management Guide
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How contacts work in RDRS

The primary contact is responsible for overseeing their organization/site and quarterly reporting for all
reporting entity activities on a site in the Recycling and Disposal Reporting System (RDRS). This includes
the option of assigning other non-primary contacts the permission to submit quarterly reports and/or
change organization/site and reporting entity activity information. RDRS allows primary contacts to add
non-primary contacts and assign these contacts the following permissions for their site/organization:

e Ability to view organization/site data but not change any information.

e Ability to enter, edit, submit and revise reporting entity quarterly reports.

e Ability to change organization/site information including adding and editing reporting entity
activity information for an organization/site, changing general organization/site information
such as address and operator info, and requesting status changes to organization/sites and
reporting entity activities.

e Ability to add and edit non-primary contacts and assign permissions to a non-primary contact to
report and change organization/site information.

This guide shows how to add new non-primary contacts, add the contact permissions listed above and
change the primary contact for an organization.

How to add a contact

Primary contacts are allowed to add new contacts, edit existing contact information and change
permission levels for a non-primary contact. An unlimited number of non-primary contacts can be added
for an organization/site.

Steps for adding a new contact include:

e Adding a non-primary contact for a site/organization
e Setting the permissions for a non-primary contact
e Having the primary contact create a WebPass so they can access RDRS

Adding a Contact

e Select the Contacts tab. Select the ‘+Add Contact’ button
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RDRS {Organizations) RHome  AiRepors  @Help (@ Perer Staklis

USER TESTING - BUILD: 1.00.0000.00 USER TESTING - BUILD: 1.00.0000.00
& Organization/sica Home » This Organization/Site » Contacts
4 Quarterly Reports Organization/Site: Contacts
Concrete recycling and transfer station
© Switch/Add O

| Summary ‘ Detalls [ Reporting Entity Activities € ‘ Flags @ H Addresses €3 [ Documents ) H Communications l
¢ + Acd Contact | BB Export to Excel

Name T Y Phone Y Emall Y Primary Contact o
EEIR eosmith 515) 543-4444 Yes
[ = seiect BREESEEEE 11333) 888-3344 Peter.Stklis@CalRerycle.ca.gov No

- 15 % It (v]

Add the contact’s info including first and last name, email, calling code and phone number. Add
the title if you wish.
Select ‘Save’ to add the contact.

~ = O @& B hpssecurestaging calrecyel neUKORS O

Heew toider

RDRS (Organizations)

USER TESTING - BUILD: 1.00.0000.00 USER TESTING - BU
lnrpn'uatluﬂrsim Home = This Drganization/Site = Contacts » Add
A Quarterly Reports Organization/Site: Add Contact

Concrete recycling and transfer station
& Switch/Add Organization/Site

| summary | petals | Reporting entity actiaties @) | Fiop=@ || addresses @ | DBocuments (£ || Communications @) |

ﬂ:‘_—_ save [RETT] Organization/Site Information

Organization/Site Name

Concrele recycling and transfer station

Wo  Primary Contact
Ermail
First Name * Last Name * Palm@email.com

Physical Address
4533 Langwill Way, Los Altos Hills,

T sl California 95841
Prlmal"' Contact
Calfing Code * Phone * Saatiln Fieons Bill Smith
1 - |

Reporting Entity Activities
RDRS Y Reporting T

e o
Dt Entitv Acthvitv

If the contact does not have a WebPass, the ‘Send Web Pass’ button will appear. Click the
button to send an e-mail notice and link to the contact to create a WebPass. Once a contact has
created a WebPass they will be able to access your organization/site in RDRS.
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= - 0O a 1| hitgrs securestaging calrecyche.net Hiw onsCinganization;ConfaciDetnis 6 TtontaciD=150
Maw falder
RDRS (Organizations) [ETEuLE
o —— Organization/Site: Contact Details
Concrete recycling and transfer station
okt Quarterly Reports ’ ; ;
il summary || Detolls || Reporting Entiy Acthities @) || o= D) || Addresses @ |
 Switch/Add Organization/Site
Primary Contact € Or.
Na
MNamg Title org
Joe Mont [+
Fhone © Mobile Phone i
1(333) B88-3344 No Pa
Emall Phy
JorEemail.com 45
Ca
Application Access :I.rl
i
123
This emadl associated with this contact does ot currently have a Web Pass. By
clicking the "Send Web Pass” button, the email associated with this contact will
receive o Web Pass Invitation via email. The email will contain instructions on I

haowe 1o complete the WebPass registration process. Upon successful complete
of the registration process, the user will automatically be granted access to the
RORS [Orpanizations] app with default p jons1o i
Concrete recycling and transfer station.

=> s

Created by Stakls Poter on DATINS 2:48 PM ¢ Last Updated by Stakli, Peter on 0420419 10:33 AM

o | pee

If the contact that was added already has a WebPass, a message will appear that the contact
already has a WebPass and the ‘Activated’ field under WebPass Status will show ‘Yes’. The
contact will have read only access to your organization/site when they use RDRS

RORS (Organizations) IR

Application Access
1 Eiatlones

The emall associated with this contact has Web Plss sccess to this application

weth permission 1o ceganization Mr Transfarmation facility. &

ok Quarterly Reports permissions will onily affect access ta arganization Mr Transforr

this email has access to-other arganizations, those penmissions
removed ma‘dle-'f from the related contact pages.

1 Switch/Add Organization/Site

4 WebPass Status

Activated Last Paswward Change On

Yos .

Last Sign-in On Sign-in Count

ANe209 23

Permissions
the permi faw for this
Display Y Description 3 o
Name

Organization Group for webipass users wha can edit
Editars Organization (Repesting Entity) informatian

In the Grganization Porta

EE)  QueneryReport | Group for webpass users who can edit
Editors Quarterly Report Information in the
Organization Partal

> EEERY Crponivsion | Group forwbpassusers who can iew

kit Organtzation formatio In the <=

Organization Partal

[t | Grganization Group for webpass users wha can edit
Contact Editors | Organization Contact informatian in the
Organization Portal

okl et o | 4 - Fo|w m v ()

Contacts added to RDRS are given Organization Viewer read only access to organization/site

data by default. See the next section for steps on how to add additional permissions to a
contact.
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How to add or remove permissions for a non-primary contact

e Contacts added to RDRS are initially given read only access to organization/site information. You
may wish to grant new contacts additional access to an organization/site such as the ability to
view and submit reports or change organization information. Initially, only primary contacts can
change the security permission for other non-primary contacts. A primary contact can assign
another contact the ability to change permissions for organization/site contacts.

e Non-primary contacts can be given the following access to an organization/site’s information:

0 Organization Editors:
= Change organization/site information including adding or editing reporting
entity activities and changing organization/site information such as site address.
0 Quarterly Report Editors
= (Create, enter, edit and submit quarterly reports for all reporting entity activities
for an organization/site. Non-primary contacts must have this access to view
quarterly reports. Contacts with this access also have permission to view but not
change organization/site information.
0 Organization Viewers
= Can view but not change organization/site information.
0 Organization Contact Editors
= Can add new contacts, edit existing contacts and assign permissions to non-
primary contacts. Can change the primary contact for an organization/site.
0 Note: The primary contact is automatically given all security permissions including the
ability to submit quarterly reports, add, edit or delete contacts, change the permissions
for contacts or change the primary contact for a site/organization.

Changing permissions for a non-primary contact

e Click on the Contacts Tab. The list of all current contacts for the organization/site will be
displayed.

e Select a non-primary contact by selecting a contact that has ‘No’ in the ‘Primary Contact’
column. Select the ‘Select’ button next to the contact’s name.

RDRS (Organizations) FEISILT #rome  MReports  @hHelp (@ Peterstakiis

USER TESTING - BUILD: 1.00.0000.00 USER TESTING - BUILD: 1.00.0000.00

Home & This Organization/Site » Contact
L Organization/Site i y

ki Quarterly Reports Organization/Site: Contacts
LA transfer station (Test 1)
@ switch/Add Organization/Site

summary || Detais | Reporting Entiy Actvities @) || Flops @) | Addresses @ || Documents @ | Communications @

<+ Add Contact B Export to Excel

+

e ¥ | Primary Contact r
=" i s
Joe Jones 14016} i =
a s v .
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Add up to four types of security permissions to the contact by selecting the ‘Add’ button next to
the permission.

0 Organization Editors

0 Quarterly Reports Editors

0 Organization Viewers

0 Organization Contact Editors

WITR) This CONEACT Nars WED Parss 000655 10 This applicatan
<ganization Concrete recycling and transfer station.
Removing user permissions will enly affect access to organization Concrete

& Organization/Site recyeling and transfer station. i this ermail has access to ather organizations,
those permissions will have to be removed separately fram the related contact
pages.

4 Quarterly Reports
A WebPass Status

2 Switch/Add Organization/Site Activated Last Password Change On

Yes WI0/201E
Last Sign-in On Sign-in Count
EOEITE] 203

=::- Permissions

Addrfemove the permissions below for this evpanization

Display Y Description T
Name
Organization Group for webpass users who can edit

Editors Ceganization (Repa
the Organkzation Portal

Entity} inform,

) uerteriyRepont | Group for webpass users who can edit
Editors Quarterly Report information in the
Grganization Portal

Organization Group for webpass users who can view

Viewers Drganization infarmation in the Organizatsan
Fortal.

Crganization Growp for webpass users who can edit

Contact Edors | Organization Contact information in the

Organization Portal.

- i 0 o o)

€ = D@

#®rome  sMAepors

organizations, those permissions will have to be remaved separately fram the

related cortact pages. RORS Y Reporting Y ReportingEntty Y
o ot Entity Activity Activity
Organizaticn/sie A webPass Status Name
Acthated Last Passward Change On m RDW0TE Concrete transfer | Transfer/Processar
ok Quarterly Reports Yoz 1102018 station
Last Signein On Sipn-in Count
RDI0140 Concrete recycling | Recycler/Composter
@ Switch/Add Organization/Site H1S2019, === Company
Permissions
AdeliRemove the permissians below for this organirstion. - - i e Al
Display ¥ | Description T
Name

Group for webpass users wha can edic

Organization (Reporting Entity) information
in the Organization Poral

&3 Quarterly Rsport | Graup for webpass users who can edit

Editors Quarterly Report Infarmation in the
Organization Portal

$ = organization Group for webpass users wha tan view

Viewers Organization infarmation in the
Organization Partal

B orsenization Group for webpass users wha can edit
Cantact Editors Organization Contact information in the
Organization Portal

- 0w <
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How to make an existing contact the primary contact

Click on the Contacts Tab. The list of all current contacts for the organization/site will be

displayed. The Primary contact will have a ‘Yes’ in the ‘Primary Contact’ column.

To choose a non-primary contact, select ‘Select’ next to a contact that has ‘No’ listed under the

‘Primary Contact’ column.

RDRS (Organizations)

USER TESTING - BUILD: 1.00.0000.00

Home » This Organization/Site » Contacts

L Organization/Site

o Quarterly Reports Organization/Site: Contacts
Concrete recycling and transfer station

o

Select the ‘Edit’ button to change the contact’s info.

# Home

USER TESTING - BUILD: 1.00.0000.00

| Summary H Details " Reporting Entity Activities €3 ]I Flogs @ “ Addresses € “ Documents €3 ‘ Communications ()

<+ add Contact | B Export to Excel

Name 1
Bill Smith
=" X Peter Staklis

Y Phone
14515} 543-4444

1(333) 888-3344

RORS (Organizations) MRS
Last Sign-in On Sign-in Count
4/8/2019 103

L Organization/Site
Permissions

ki Quarterly Reports the p below for this org

Display Y Description
& Switch/Add Organization/Site e

Organization
Editors

Editors

Organization
Viewers

Organization
Contact Editors

Croated by Siaklis. Peter 0n 03/21/10 242 PM / Last Updated by Sakiis, Peter on 04/03/18 2:21 PM

Quarterly Report
=3

Group for webpass users who can edit

Organization (Reporting Entity) information in

the Organization Portal.

Group for webpass users who can edit
Quarterly Report information in the
Organization Portal.

Group for webpass users who can view
O in the O

Portal.

Group for webpass users who can edit
Qrganization Contact information in the
Organization Portal.

10 » it

T

:> ¢Back [ Delete

Change the primary contact button to ‘Yes’
Select the ‘Save’ button.
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RDRS [Crganizations) TR

USER TESTING - BUILD: 1.00.0000.00 USER TESTING - BUILD: 1.00.0000.00
1 i Home » This Organization/Site » Contacts » Detalls = £di
Ak Quarterly Reports Organization/Site: Edit Contact

Concrete recycling and transfer station

[ surmmary || oot [ neporteg vy Acvies @ | For- @ || sacreses @ |

$m Cancal Organization/Site Information

OrganizationSite Mame Phane
or station 1 [316) 3334433
== | TG Frivaey Contact s 13181 3334432
Website
First Mame * Lt Name * !
— Staklis Priysical Address Mailing Address
. 4533 Langwill Way, Los Altos Hills, 4533 Langwill Way, Blarnery Way, California
Tieie i Califarnia 95841 95841
Primary Contact
Calling Code * Phone* © Mabile Phooe BNl Sl
e =L Elotsal.not
v 3332883344 B
Reporting Entity Activities |
-
RORS T | Reporting Y Reporting Entity T Mas T
"o o enkidis i s

o A message will appear asking if you’d like to change the contact to be the primary contact.
Select ‘Yes'.

= D@ é e IGing ol _- T S — ' .

A confirm Primary Contact

Bill Smith i5 already designated as the primary contact for Conerete recycling and
transfer station. Do y to change the pi ¥ to Peter Staklis”
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