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REGISTERING AN ORGANIZATION

• Step-by-step guidance helps users move through the organization 

registration process.

• Registering an organization is similar to user registration, with detailed 

steps to create an organizational profile.

• Information is saved after each step, allowing users to return later if they 

can't complete registration in one session.

• Once the organizational profile is set up, users who have registered their 

personal profile can link to the organization.

• Multiple users can be linked to the same organization, each with different 

roles within the organizational profile setup.
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PROCESS OVERVIEW – REGISTERING AN ORGANIZATION

Step 1

Organizational

Details

Step 2

Organization 

Address

Step 3

Additional 

Details

Step 4

Role 

Identification

Step 5

Operations

Step 6

Invite Users

Step 7

Review

• Each section of registering an organization is setup to collect a set of information

• Each person’s role within the organization is setup towards the end of the organization 

registration

• The following slides will guide you through the step-by-step process of completing each 

section for registering an organization. 



REGISTERING AN ORGANIZATION:

ORGANIZATION LEAD

1. From the dashboard, click on Start New 

Registration.

2. Select if you are the Organization Lead (see note 

below about how to complete as non-organization 

lead).

3. Fill in all the required fields in the registration form.

4. Click Submit

Anyone can start the registration of an organization. However, each organization will need to choose their 
Organization Lead. The Organization Lead is the person who will be ultimately responsible for 

registering the organization with ECCC. If someone other than the Organization Lead begins to register 
the organization, the Organization Lead contact details must be entered see slide 8.



CONFIRMING YOU ARE REGISTERING AN ORGANIZATION:

ORGANIZATION LEAD

5. After selecting the role of Organization 

Lead or providing the information of who 

will be the Organization Lead, a 

confirmation notice will appear.

6. Click I Confirm to agree with continuing 

the organization registration process.

Note: After confirming, the next steps are 

associated with a unique registration number.

If someone other than the Organization Lead begins to register the organization, 
the Organization Lead will receive an invite to complete the registration after Step 

7 Review and Submit.



REGISTERING AN ORGANIZATION:

NOT ORGANIZATION LEAD

1. From the dashboard, click on Start New 
Registration.

2. Select you are not the Organization Lead.

3. Fill in all the required fields in the registration form.

NOTE: The email used in the Organization Lead Details 
will receive a notification to accept or decline the role. If 
accepted, the Organization Lead will have to review the 
organization registration and confirm the registration for 
completion. 

4. Click Submit

As the person registering the organization on behalf of the 
Organization Lead, ensure you have the correct contact 

details prior to starting the registration process.



ADDING ORGANIZATION DETAILS

1. Enter all (required) Organization 

details. 

Note: The Organization’s Canada 

Revenue Agency (CRA) business 

number is required.

2. Click Save and Continue. 

Throughout the registration process, the organization 
information will get more detailed. 



ADDING ORGANIZATION ADDRESS

3. Enter all (required) Address information. 

4. Click Save and Continue. 

The organization address is the civic (street) address. There 
is an option to provide a separate mailing address, if 

required. 



ADDING ORGANIZATIONAL DETAILS

5. Select all Organization operations that apply 

(required). 

6. Select the primary North American Industry 

Classification System (NAICS) code that applies to 

the organization’s main economic activity (required). 

Note: If your organization also uses or chooses to 

associate with additional NAICS codes, use the 

secondary and tertiary fields to select additional 

codes. Only one code per field.

7. Click Save and Continue. 

To search for a NAICS codes using key words, use *word* and click        . 
Any NAICS codes with that key word will show up as options for selection.



ROLE IDENTIFICATION
8. There are several roles that can be identified in this 

section: 

a) The main contact can be the Organization Lead or someone 

else selected by the organization. Enter the main contact 

(required) information OR select the box indicating that the 

Organization Lead is the main contact.

b) Adding authorized representatives. Additional people can be 

linked to the organization registration for the purpose of providing 

data when it comes time to submit to ECCC. These people 

provide information but are not responsible for submitting.

c) Legal Binder is the authorized representative that will be the 

individual who has the authority to submit information to ECCC. 

Add their contact information (required). 

Note: the Legal Binder can be the Organization Lead.

9. Click Save and Continue. 

Many users can be set-up by the organization and a user 
may also belong to more than one organization.

a

b

c



ADDING OPERATIONS

10. Enter all (required) Operations information 

related to your organization.

11. Select a Delegate Organization, if needed, and 

enter all (required) information.

Note: This step is optional, but the information 

requested I the step is required. 

12. Click Save and Continue. 

To provide assistance, another organization, known as a Delegate 
Organization (e.g., PROs), can participate and assist your 
organization with reporting to the Federal Plastics Registry.



INVITING USERS

13. To add additional users who can assist in 

entering data/information, click Invite 

Authorized Representative.

14. In the popup window, enter all (required) 

Authorized Representative details. 

15. Click Invite. 

16. Click Save and Continue. 

In the popup window, additional users can be added as Authorized 
Representative(s) (e.g., additional organization internal employees, 

PROs/ODRs). This step is optional.



TO ADD AN ORGANIZATION TO THE 

FEDERAL PLASTICS REGISTRY

17. Review the organization registration 

and role  information provided. If 

you need to edit, click Go Back.

18. After completing the review, click 

the checkbox to confirm that all 

information provided is correct.

19. Click Complete Registration. 

Note: The checkbox attestation includes any information 
provided for additional users invited within the Registering the 

Organization process. 

17

18

19



REGISTERING AN ORGANIZATION – COMPLETE 

• Upon selecting Complete Registration, the 

user will be redirected to the Dashboard.

• The status of the registration will show as 

registered.

The green highlight box also indicates the registration status and 
registration ID. The registration ID can be used when sending support 

requests. Lastly, an email to the organization email as written in step 1 – 
Organization Details will receive a verification of successful registration.
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SUPPORT

• Where can you find help?

• You can find helping using these tools:

1. The step-by-step instructional user guides; or

2. The Help & Support option on the RSP menu bar
a) Guided Support provides you with a list of frequently asked 

questions or encountered problems with guided resolutions and 

provides you the ability to submit a ticket for additional support.

b) Support Request History provides you with a list of requests to help 

you track.

a b



SUPPORT

3. The Guided Support is a series of drop-down menu 

options that allow you to select the question you have 

and the resolution steps.

4. If Guided Support does not answer your question, you 

can click on Contact Support to access the support 

ticket form.

The Guided Support invites you to select the type of support required: 
Program = answers questions about the reporting program for which you are registering; or 

Technical Support = answers questions about the IT reporting solution.



SUPPORT

5) The Contact Support is an online form.
a) Fill in all required fields to create a support ticket.

b) Click Submit when you complete your question or problem 

explanation. ECCC monitors support requests and will contact 

you directly.

The Contact Support form automatically fills in the type of question you are inquiring about, 
Program or Technical Support. This provides ECCC with the ability to assess your question 

type and to route the question to the appropriate team for service.

a

b



SUPPORT PROCESS IN REVIEW

User encounters a problem

User reviews step-by-step instructions

User reviews Guided Support tool on RSP

If the issue persists, user submits a support request ticket via Contact 
Support

Support team reviews the request and contacts the user with solutions 
or next steps

The support process follows an 

established guidance model.

• Users (you) have a systematic flow 

that will guide and assist.

• Users have options for support:

– Step-by-step instructions

– Guided support (to be iterative)

– Support request forms that directly contacts 

ECCC

• ECCC has created specific guidance 

model service lines to address 

questions or provide assistance that 

is supported with case management.
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