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DASHBOARD (MY ACCOUNT): 

PROFILE, ORGANIZATION & ROLE INFORMATION

Click here  to view or update 
user profile information



HOW TO VIEW & UPDATE PROFILE INFORMATION

1. Clicking on My Account opens the window to view 

and/or update the user profile. Update all (required) 

Personal Information.

2. Click Update. 

Only the user that created the account can update or edit the 
personal profile information. If you require assistance, contact 

ECCC using Support.
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WHERE TO VIEW & EDIT ORGANIZATION REGISTRATION 

INFORMATION

Click here to edit organizational 
registration information

Click the Registration ID to 
view Organization 

Registration Information

Edits to organizational registration information are limited to the assigned 
role within the organization. For e.g., Organization Lead can update 

organizational details, whereas Authorized Representatives cannot.



HOW TO EDIT ORGANIZATION REGISTRATION INFORMATION

1. Click Edit Details



HOW TO EDIT ORGANIZATION REGISTRATION INFORMATION

2. Edit required 

Organizational 

Profile information.

3. Click Update 

Registration. 

Fields marked with an asterisk (*) are mandatory. 
Note: The user can also add a Delegate Organization (e.g., PRO), to receive and respond to 

Federal Plastics Registry notifications and data submissions on behalf of the Organization Lead. 



HOW TO DOWNLOAD ORGANIZATION REGISTRATION 

INFORMATION

Click here to download 
registration info



HOW TO DOWNLOAD ORGANIZATION REGISTRATION 

INFORMATION

1. Click 

Download

RSP will generate a PDF saved to your Downloads folder.
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HOW TO INVITE DELEGATED ORGANIZATIONS

1. Click Invitation.



HOW TO INVITE AFFILIATED ORGANIZATIONS

2. Under Send 

Invitations, select the 

Organization from 

which to send the 

invitation.



HOW TO INVITE AFFILIATED ORGANIZATIONS

3. Click Invite 

Authorized 

Representative.



HOW TO INVITE AFFILIATED ORGANIZATIONS

4. Enter all (required) 

Authorized 

Representative Invitation 

information.

5. Click Invite.

Once the user clicks Invite, the user is redirected to Authorized 
Individuals page, where all invitations are listed. 



HOW TO REMOVE DELEGATED ORGANIZATIONS

1.Click Invitation.



HOW TO REMOVE DELEGATED ORGANIZATIONS

2. Select the Organization 

to remove the 

delegated organization.



HOW TO REMOVE DELEGATED ORGANIZATIONS

3. Using the dropdown, 

select the Invitee to 

remove.

4. Click Revoke.

5. Click Deactivate.
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HOW TO TRANSFER A ROLE: ORGANIZATION LEAD

1. Click Invitation.



HOW TO TRANSFER A ROLE: ORGANIZATION LEAD

2. Select the Organization 

to transfer the role of 

Organization Lead.



HOW TO TRANSFER A ROLE: ORGANIZATION LEAD

3. Click Transfer 

Organization 

Lead Role.



HOW TO TRANSFER A ROLE: ORGANIZATION LEAD

4. Enter all (required) New 

Organization Lead Contact 

Information.

5. Click Submit.

6. Click Ok.
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HOW TO VIEW NOTIFICATIONS

1. Click Notifications either on 

the blue notifications ribbon; 

or

2. Click on the Notifications 

button in the control ribbon at 

the top right

The user can also view notifications by selecting the dropdown 
function. 



HOW TO VIEW NOTIFICATIONS

3. Notifications is a list of all contact points 

between the user and Federal Plastics 

Registry.

4. To view details for a particular notification, 

click on the arrow to the right of the 

notification, and then on Details. 

5. This opens a window with full details on the 

activities that occurred within the notification.

All Notifications are accompanied with a verification email 
sent to the user email.
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