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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 Step 2 Step 3 Step 4
Organizational fged Organization fged Additional Role OSetreaptigns InviSttee{)Js6ers — :;3?63\/
Detalils Address Details |dentification P

« 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.



From the dashboard, click on Start New

Registration.

Select if you are the Organization Lead (see note My Title

below about how to complete as non-organization * Sebectthe epordig program: o)

I e a.d) . Notice with Respect to Reporting for the Federal Plastics Registry <

Fill in all the required fields in the registration form.
Click Submit e (2]

REGISTERING AN ORGANIZATION:
ORGANIZATION LEAD

Organization Registration

* Are you the Organization Lead? (required)

Dashboard

No O Yes, I am the Organization Lead

By clicking “Submit,” you confirm that the information you have ju
e you cannot return to this page,
@‘
J

-

\_

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.

J




CONFIRMING YOU ARE REGISTERING AN ORGANIZATION:
ORGANIZATION LEAD

5. After selecting the role of Organization "

Lead or providing the information of who Welcome to the RSP!

will be the Organization Lead, a

confirmation notice will appear. Thanicyoutorsubmitting your information.

Click "I Confirm" to continue to Step 1 of the Organization

6. Click | Confirm to agree with continuing Registration form.

the organization registration process. e o e
Note: After confirming, the next steps are e
associated with a unique registration number. dlick "Go Back” to make any necessary changes.

4 )
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

. Ehboard
1. From the _dashboard, click on Start New e e R ELT
Reglstratlon. e . ,
* Select the reporting program: (required)
Notice with respect to reporting for the Federal Plastics Registry v
2. Select you are not the Organization Lead. * Are you the Organization Lead? (required)
3. Fill in all the required fields in the registration form. o
NOTE: The email used in the Organization Lead Details
will receive a notification to accept or decline the role. If g e e S R
accepted, the Organization Lead will have to review the
organization registration and confirm the registration for OTganTzaton Tead DEtas
Completlon " 9 * First Name: (required)
4. Click Submit
* Email: (required)
( \ test;a-‘ewwommemt‘com
As the person registering the organization on behalf of the * Phone: (required)
Organization Lead, ensure you have the correct contact
details prior to starting the registration process.
\ ) By clicking "Submit," you confirm that the information you have just entered is accurate. Once submitted,




ADDING ORGANIZATION DETAILS

3 4 6
rganization  »  Additional > Role > . > Invite >

Details Identification Users

Link to Request Support

1. Enter all (required) Organization
detalls. o m——

Note: The Organization’s Canada
Revenue Agency (CRA) bUSIneSS 0 French Trade Name:
number is required. e s

613398643
General Contact Information

2. Click Save and Continue.

madgduck@gmail

* Organization Phone Number: (required)

5555554433

4 )

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

1\ J




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.

~

J

Detail

arganization Address

Organization Address

,,,,,

Organization Civic Address

* Address Line 1 (Street Address): [required)

* Clty/Town/Municipality: (required)

.......

Oriario

* Postal Code/ZIP Code: [required)

Address Line 2 (Suite Number, Building Name, P.O. Box Number, etc):

TiNo @Yes

Is your mailing address the same as your civic addre:

557




ADDING ORGANIZATIONAL DETAILS

5. Select all Organization operations that apply R I

(required). i
e My Title1

6.  Select the primary North American Industry « Seact i hat pply b i rpanisntion's saemtian: s
Classification System (NAICS) code that applies to
the organization’s main economic activity (required). Provide the 6 igit NALCS codls) that best lasifie thi
Note: If your organization also uses or chooses to e " rrmary
associate with additional NAICS codes, use the = o
secondary and tertiary fields to select additional .
codes. Only one code per field. e — ;

7.  Click Save and Continue. 0 i m—

4 )

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

\_ J




ROLE IDENTIFICATION

8.

9.

There are several roles that can be identified in this
section:

a)

b)

c)

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.

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.

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.

Click Save and Continue.

(

\_

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

\

J

1 2 3

[
Organization » Organization > Additional 5 3 Ivite » 7
i i Operations Review
Details Address Details Identification P e
v v 4

Authorized Representative (Main Contact)

Provide the following information of the individual whao is an authorized representative of the

organization subject te the Notice and will act as the main contact.

[] The Organization Lead is the authorized representative who will act as

the main contact.

* First Name: (required)

* Last Name: (required)

Link to Request Support

* Email Address: (required)

* Business Phone Number: (required)

Provide a telephone number

Authorized Representatives (Reporting)

Provide the following information of the individual whao is an authorized represer

1
/A There are no autherized representatives responsible for repor

subject to this notice and will be responsible for reporting.

MName Email

Authorized Representative (Legal Binder)

information of the individual wha has the authority to bind the organization

o their report and is legally respensible for data submitted to the Minister for

[ The Organization Lead has the authority to bind the organization to its

report and will be legally responsible for data submitted to the Minister.

* First Name: (required)

* Last Name: (required)

* Email Address: (required)

* Business Phone Number: (required)




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 | the step is required.

12. Click Save and Continue.

1 2 3 4
Organization > Organization > Additional > Role > 5 »
Details Address Details Identification Operations
+ « 4 v

Operations

Plastic Product Producer, Resin Importer/Manufacturer, Waste
Generator

* Select the provinces and territories in which this organization places
plastic products or resins on the market, and generates waste, as
applicable: (required)

Select or search options wr

* Select the provincial and territorial EPR programs in which this
organization participates, if any: (required)

Select or search options ~

* Select the provincial and territorial stewardship programs in which this
organization participates, if any: (required)

Select or search options '

List Delegated Organization (e.g. PROs)

Add Delegated Organization

Delegated Organization Name Province/Territory

1
M\ There are no delegated organizations to display.

- (| @

-

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.

~

[
Invite ¥

7

Review
Users

Link to Request Support

10

& Create

i This site is private: Only specific people can view this site Learm more

Delegated Organization Details

* Name of delegated organization: (required)

* Select the provinces and territories in which those PROs
operate on behalf of this organization (required)

Select or search options




INVITING USERS

13. To add additional users who can assist in
entering data/information, click Invite
Authorized Representative.

Name Email Invitation Type 4 Status B’ c reate

i This site is private: Only specific people can view this site, Learm more

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

Authorized Representative Invitation

Authorized Representative Details

15. CIICk InVIte. * First Name (required)

Training

* Last Name (required)

16. Click Save and Continue. @

* Email Address (required)

madgducki®gmail.com

[ \ * pPhone Number (required)

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

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 Certification
you need to edit, click Go Back.

@ By clicking this checkbox I affirm that I have reviewed all the information
and hereby do certify that the information I am about to submit is
accurate

18. After completing the review, click
the checkbox to confirm that all
iInformation provided is correct.

a Go Back I Complete Registration | Q

19. Click Complete Registration.

a2 )
Note: The checkbox attestation includes any information
provided for additional users invited within the Registering the
Organization process.

\_ _/




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.

Dashboard

B The Organization with registration ID: ORG-P&X9T1-241809 has been created successfully.

| 4 You have 2 new notifications

Start New Registration

My Registered Organizations

Registration ID Organization Name Date Submitted Status Last Modified ¥
ORG-PEX9T1-241809 Vandelay Industries 2024-09-18 Registered | 2024-03-18 |

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.

Francais

Gouvernement
du Canada Search Search RSP n

L My Account

-.‘ Notifications

Government
of Ganada

i

Regulatory Services Platform (RSP)

Dashboard  Invitation Help & Support

Regulatory Services Platform (RSP) » Dashboard

Help & Support

The RSP team is here to address your inquiries about the platform, regulatory requirements, and beyond. Explore our
support features below to get the help you need and streamline your experience. We are here to ensure your questions

are answered and your needs are met promptly.

0

The Support Request History page allows users to view and
track all their previous and current support requests. You
can check the status of ongoing issues, review past
responses, or follow up on unresolved matters.

Go to Support Request History

Guided Sunnort@ |Support Request History

Explore our Guided Help feature to streamline your support
experience. Identify the type of assistance you need,
whether technical or program-related. Select from our
featured topics to quickly find the information you are
interested in.

Go to Guided Support




SUPPORT

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

options that allow you to select the question you have

. Explore our Guided Help tool below to streamline your support journey. By selecting your support and instrument type
and the reSOIUtlon Ste pS . for RSP (Regulatory Services Platform) reporting, you will get a filtered list of featured topics for tailored assistance.

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

can click on Contact Support to access the support
ticket form.

Select the type of support required :

If your topic is not listed or you have a specific question about the reporting program that hasn't been addressed, we're

here to help. Please click on thg¢ Contact Support}ink to reach our team directly.

(
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.

\_

~

J




SUPPORT

5) The Contact Support is an online form. elﬂta“ Support
a) Fillin all required fields to create a support ticket.
b) Click Submit when you complete your question or problem
ll-’rogramType

explanation. ECCC monitors support requests and will contact
you directly.

®  Q

* Subject (required)

e Enter a brief title to your question or issue, such as "Report Submission Issue” or "Data Entry Question”. Keep it concise to help us address your inquiry quickly.

* Description (required)
n your message. provide as much detail as possible about your question or Issue, 50 we can assist you effectively. Include as much relevant information as possible and

avoid including any sensitive personal information.

O |exn

-

\_

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.




SUPPORT PROCESS IN REVIEW

User encounters a problem
The support process follows an

established guidance model.

« Users (you) have a systematic flow r
that will guide and assist.

« Users have options for support:

User reviews step-by-step instructions

—  Step-by-step instructions
— Guided support (to be iterative)

— Support request forms that directly contacts
ECCC User reviews Guided Support tool on RSP
« ECCC has created specific guidance .
model service lines to address
guestions or provide assistance that 1
is supported with case management. 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
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