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Icons identify the users of the Container Deposit Scheme (CDS; the Scheme) system, and 

their roles.

A

Flags call out important information or business rules you should be aware of when 

completing a task.
B

I M P O R T A N T :  S u p p o r t i n g  i n f o r m a t i o n  

o r  b u s i n e s s  r u l e s  f o r  a  p r o c e s s .

Callout boxes with green text contain specific instructions for a process, for example, rules 

about what type of data to enter into a field.
C

ABN = 11 digits

ACN = 9 digits

No spaces

Grey callout boxes give sub-step instructions to assist you with more complex tasks.D

Click 

REGISTER

a

Grey circled checkmarks denote the end of a process, and are accompanied by an outcome 

statement.
E

YOU HAVE SUCCESSFULLY RESET YOUR PASSWORD.



C O N TA I N E R  A P P R O VA L S  P R O C E S S  O V E R V I E W
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Supplier registers for 

account on Return 

and Earn Approval 

Portal

EPA approves 

supplier’s account 

application

EPA emails login 

details to supplier

Supplier logs into the 

Portal

EPA notifies supplier 

by email about 

container approval 

application outcome 

Supplier registers 

eligible containers for 

EPA approval

Supplier pays 

container approval 

application fees

EPA reviews 

container approval 

applications

Upload individual 

containers

Upload containers in 

bulk 

(see sections 3.8 to 

3.12 )

Container approval 

granted (possibly 

subject to condition/s)

Container approval 

not granted

The supplier checks 

whether container 

approval is required

(refer to EPA website)

http://www.epa.nsw.gov.au/waste/container-deposit-scheme.htm
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1.1

I M P O R T A N T :  F i e l d s  w i t h  a  r e d  a s t e r i s k ( * )  a r e  r e q u i r e d .

Go to the following web page to register: cds.epa.nsw.gov.au

Click SUPPLIER REGISTRATION.1.2

Complete the fields on the form.1.3

I M P O R T A N T : E a c h  s u p p l i e r  c a n  o n l y  r e g i s t e r  o n c e .  

O n l y  o n e  l o g i n  i s  p r o v i d e d  f o r  e a c h  s u p p l i e r .  T i p :  y o u  m a y  w i s h  t o  s e t  u p  

a  g e n e r a l  m a i l b o x  t h a t  o t h e r  s t a f f  m e m b e r s  c a n  a c c e s s  a n d  u s e  i t  t o  

r e g i s t e r  a n  a c c o u n t .      

ABN = 11 digits

ACN = 9 digits

No spaces

I M P O R T A N T :  I f  y o u r  o r g a n i s a t i o n  i s  b a s e d  o v e r s e a s  a n d  y o u  c a n n o t  

r e g i s t e r  b e c a u s e  y o u  d o  n o t  h a v e  e . g . a n  A u s t r a l i a n  c o n t a c t  n u m b e r ,  e m a i l  

c o n t a i n e r . a p p r o v a l @ e p a . n s w . g o v . a u .



Select if postal and 

physical address 

differ

Accept Terms 

of Use to proceed Click 

REGISTER

a

b

R E G I S T E R  A S  N E W  S U P P L I E R  ( C O N ’ T )
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N O T E :  I f  S u p p l i e r  T y p e  i s  O t h e r ,  

y o u  m u s t  s t a t e  w h i c h  t y p e .

N O T E :  Y o u  w i l l  r e c e i v e  a  s u p p l i e r  a c c o u n t  r e g i s t r a t i o n  

c o n f i r m a t i o n  e m a i l .  

YOU HAVE SUCCESSFULLY REGISTERED AS A SUPPLIER.

Enter your primary contact 

number. It can be a landline 

or mobile phone number.

Phone numbers 

must be 10 digits 

with no spaces

Nine character 

reference from the 

Scheme Coordinator 

(if you have entered 

into a supply 

arrangement).

Select one type: 

- Brand Owner

- Distributor

- Retailer

- Manufacturer

- Other

You must re-type your 

email to confirm it. 



R E G I S T E R  A S  N E W  S U P P L I E R  ( C O N ’ T )
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The EPA determines whether to approve your request for a supplier account. 

1.4
If your account is approved, retrieve your Portal Supplier Approval Notification email 

and click the link to finish setting up your account.

1.5 Create a new password, then click Change Password.

YOU HAVE SUCCESSFULLY RESET YOUR PASSWORD AND LOGGED INTO YOUR 

SUPPLIER ACCOUNT.

N O T E : T h e  E P A  t h e n  s e n d s  y o u r  a p p r o v a l  

o r  d i s a p p r o v a l  n o t i f i c a t i o n  b y  e m a i l .

Your password 

must include:

8 characters

1 letter

1 number

N O T E :  Y o u r  u s e r n a m e  i s  t h e  e m a i l  a d d r e s s  y o u  u s e d  t o  

r e g i s t e r ,  p l u s  . c d s  a t  t h e  e n d .  



U P D AT E  S U P P L I E R  P R O F I L E
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2.1 Log in at the following web page: cds.epa.nsw.gov.au

Select My Profile in the tab bar at the top of the home page.2.2

Update your CUSTOMER DETAILS and ADDRESS DETAILS as required, then click SAVE.2.3

I M P O R T A N T :  r e d  a s t e r i s k ( * )  

d e n o t e s  r e q u i r e d  f i e l d s .

YOUR SUPPLIER PROFILE HAS BEEN UPDATED

Company Name and 

ABN/ACN are ‘read 

only’ (they cannot be 

updated here)



R E G I S T E R  N E W  C O N TA I N E R  F O R  A P P R O VA L
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3.2 Select Registration.

3.3

I M P O R T A N T :  I n i t i a l  r e g i s t r a t i o n s  o f  1 0  o r  m o r e  c o n t a i n e r s  c a n  b e  b u l k  

u p l o a d e d  o n t o  t h e  P o r t a l .  R e f e r  t o  s e c t i o n s  3 . 8  t o  3 . 1 2  f o r  m o r e  

i n f o r m a t i o n .  

Click Create New Beverage Container Registration.

3.1 To log in, go to the following web page: cds.epa.nsw.gov.au 

I M P O R T A N T : C h e c k  w h e t h e r  y o u r  c o n t a i n e r  r e q u i r e s  E P A  a p p r o v a l .  T h e  

E P A  w e b s i t e  p r o v i d e s  g u i d a n c e  a b o u t  w h i c h  c o n t a i n e r  c l a s s e s  r e q u i r e  

a p p r o v a l .  U s e  t h e  R e t u r n  a n d  E a r n  C o n t a i n e r  S e a r c h  t o  s e e  i f  y o u r  

c o n t a i n e r  h a s  a l r e a d y  b e e n  r e g i s t e r e d .  T h e  E P A  w i l l  n o t  r e f u n d  t h e  

a p p l i c a t i o n  f e e  i f  a  s u p p l i e r  i n c o r r e c t l y  r e g i s t e r s  a  c o n t a i n e r .

https://cds.epa.nsw.gov.au/CDSContainerSearchPage
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3.4 Complete the fields on the form, then click Save.

I M P O R T A N T : R e d  l i n e s  d e n o t e  r e q u i r e d  f i e l d s .

Select Save to save this 

container registration and 

close the form

Select Save & New to save this container 

registration and open a blank form, so you 

can enter another container

Click Save, then view the next screen.3.5

Hover over the ? 

to view  required 

ranges

N O T E :  I f  M a t e r i a l T y p e i s  P E T o r  G l a s s ,  y o u  m u s t  s e l e c t  P E T  C o l o u r  

o r  G l a s s C o l o u r .

A NEW CONTAINER REGISTRATION HAS BEEN CREATED. YOU CAN NOW MAKE PAYMENT TO THE EPA. 

REFER TO ‘PAY FOR CONTAINER REGISTRATION FOR APPROVAL’.

Select if registering new product 

that has not been launched. Also 

select date when product will be 

launched publicly.

N O T E :  I n f o r m a t i o n  a b o u t  c o n t a i n e r s  w i t h  N e w  P r o d u c t  s e l e c t e d  w i l l  o n l y  

b e  m a d e  p u b l i c  a f t e r  t h e  n e w  p r o d u c t  l a u n c h  d a t e  h a s  p a s s e d .   

‘Removable lid?’ 

only selectable if 

Material Type is 

Aluminium or 

Steel (Cans).

Barcodes must be 8-

13 digits and unique, 

otherwise type No 

Barcode

Registration 

Status = Pending 

Payment

Payment 

Status = 

Pending 

Payment
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To view a full list of container registrations awaiting payment, select Back to List: Beverage 

Container Registrations.
3.6

VEW ALL YOUR NEW CONTAINER REGISTRATIONS INCLUDING ITEMS FOR WHICH YOU NEED TO MAKE 

PAYMENT. 

3.7 Select My containers – awaiting payment.

Page displays a list of 

container registrations 

awaiting payment
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Upload your completed template, select Choose File. 3.10

N o t e :  I n s t r u c t i o n s  a b o u t  h o w  t o  c o m p l e t e  t h e  t e m p l a t e  a r e  i n  t h e  

d o w n l o a d e d  t e m p l a t e .  E n s u r e  y o u  p r o v i d e  d a t a  i n  t h e  r e q u i r e d  

f o r m a t .  A n y  e r r o r s  w i l l  d e l a y  y o u r  u p l o a d  a n d  y o u  m a y  b e  r e q u i r e d  

t o  f i x  t h e m .

Initial registrations of 10 or more containers can be sent to the EPA for bulk upload. Select Help.3.8

Select Bulk container upload template. Save and complete the downloaded template.3.9
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YOU HAVE SENT YOUR BULK CONTAINER UPLOAD TEMPLATE TO THE EPA. THE EPA WILL MANUALLY 

UPLOAD YOUR TEMPLATE. THE EPA WILL EMAIL YOU ONCE THIS IS COMPLETE. YOU WILL THEN BE 

ABLE TO MAKE PAYMENT TO THE EPA. REFER TO ‘PAY FOR CONTAINER REGISTRATION FOR 

APPROVAL’.

Select your completed template file and click Open. 3.11

Select Upload File. 3.12

File upload successful 

message displays. Your 

template has been sent 

to the EPA.
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YOU HAVE SUCCESSFULLY DELETED A CONTAINER. 

You can delete incorrectly registered containers. You can only do so before you initiate payment for 

them. Go to the relevant container by selecting the Beverage Registration #. 
3.13

Container will be deleted and you will return to the Beverage Container Registration screen. 3.16

Select Delete. 3.14

Registration 

Status and 

Payment Status 

= pending 

payment

I m p o r t a n t :  Y o u  c a n  o n l y  d e l e t e  c o n t a i n e r s  t h a t  h a v e  

R e g i s t r a t i o n  S t a t u s  a n d  P a y m e n t  S t a t u s  a s  ‘ p e n d i n g  p a y m e n t ’ .    

Confirm by selecting OK. 3.15
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4.2 Select Payments.

4.1 Log in at the following web page: cds.epa.nsw.gov.au 

4.3 Select Pay for new beverage container registrations, then click Next.

N O T E :  C o n t a i n e r  a p p r o v a l s  a r e  f o r  f i v e  y e a r s .  
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4.5 Select Payment Method, then click Pay.

4.4 Select the relevant beverage container item on this list, then click Next.

Select Credit Card 

or Bank Transfer

a

Select 

Pay

b

I M P O R T A N T :  T h e  A p p r o v a l  E x p i r y  D a t e  d e f a u l t s  t o  

f i v e  y e a r s  f r o m  t h e  d a t e  y o u  p e r f o r m  t h i s  s t e p  ( a f t e r  1  

D e c e m b e r  2 0 1 7 ,  t h e  S c h e m e ’ s  s t a r t  d a t e ) .

N O T E :  A  o n e - o f f  a p p l i c a t i o n  f e e  a p p l i e s  t o  

e a c h  n e w  c o n t a i n e r  r e g i s t e r e d  f o r  a p p r o v a l .

Select 

containers

a

Click 

Next

b



PAY  F O R  C O N TA I N E R  R E G I S T R AT I O N  ( C O N ’ T )

18

4.7 A Pay by credit card. 

4.6 A Pay by bank transfer, or proceed to step 4.7 A.

YOU HAVE SUCCESSFULLY PAID VIA BANK TRANSFER.

4.6 B Make the bank transfer payment to the EPA.

N O T E :  Y o u  c a n  a l s o  d o w n l o a d  a  c o p y  o f  t h e  t a x  i n v o i c e  f r o m  

t h e  t r a n s a c t i o n  r e c o r d .  R e f e r  t o  s e c t i o n  5 . 4 ,  V i e w  T r a n s a c t i o n s .  

Enter 

credit card 

details

a

Click 

Next

b

Note credit card 

surcharges apply, 

viewable on the 

next screen

Note: use this  

reference 

number in the 

bank transfer

a

Download copy 

of the tax invoice

b

Click 

Finish

c
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4.7 C Click Finish to complete the payment.

4.7 B Confirm payment.

Email a 

copy of the 

receipt

Enter the 

verification code

a

Accept the 

surcharge

b

Click 

Confirm

c

Print a 

copy of the 

receipt
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4.7 D Review the Payment Transaction Summary, then click Finish.

YOU HAVE SUCCESSFULLY PAID VIA CREDIT CARD.

I M P O R T A N T :  A t  t h i s  s t a g e ,  t h e  c o n t a i n e r  r e g i s t r a t i o n  i s  s t i l l  

p e n d i n g  a p p r o v a l  b y  t h e  E P A ;  r e f e r  t o  V i e w  T r a n s a c t i o n s .

The EPA will review your container approval applications. You will receive a CONTAINER

APPROVAL NOTIFICATION EMAIL once your container registration is approved. 

This email will have an attached letter that lists all of the approved containers including any 

conditions of approval. 

See Section 6 ‘View Approved Container Condition/s of Approval’ to see how to view approved 

containers with conditions of approval on the Portal. 

I M P O R T A N T :  I t  m a y  t a k e  t w o  t o  f i v e  d a y s  t o  p r o c e s s  y o u r  p a y m e n t .  P l e a s e  

c o n t a c t  t h e  E P A  a t  c o n t a i n e r . a p p r o v a l @ e p a . n s w . g o v . a u i f ,  a f t e r  f i v e  d a y s ,  

t h e  c o n t a i n e r  p a y m e n t  s t a t u s  d o e s  n o t  u p d a t e  f r o m  ‘ P e n d i n g  p a y m e n t ’  t o  

‘ P a i d ’  ( r e f e r  t o  s e c t i o n  5 . 5 ,  V i e w  T r a n s a c t i o n s ) .  

N O T E :  Y o u  w i l l  r e c e i v e  a  p a y m e n t  r e c e i p t  c o n f i r m a t i o n  e m a i l  o n c e  

y o u r  p a y m e n t  i s  p r o c e s s e d  o n  t h e  P o r t a l .

mailto:container.deposit@epa.nsw.gov.au


V I E W  T R A N S A C T I O N S

21

5.2 Select Transactions.

5.1 Log in at the following web page: cds.epa.nsw.gov.au 

5.3 Select Transaction Name to view more details.

I M P O R T A N T : P a y m e n t  S t a t u s  f o r  b a n k  t r a n s f e r s  w i l l  d i s p l a y  a s  P a y m e n t  

I n i t i a t e d u n t i l  y o u r  b a n k  t r a n s f e r  i s  c o m p l e t e  a n d  y o u r  p a y m e n t  

p r o c e s s e d .  

Note the 

Payment 

Status
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5.4 Review transaction details, then select the link under Beverage Registration.

Cancel Pending 

Transaction

cancels items with a 

Payment Status of 

Payment Initiated

5.5

YOU HAVE CHECKED THE STATUS OF YOUR CONTAINER REGISTRATION.

I M P O R T A N T :  Y o u  c a n n o t  r e v e r s e  c o m p l e t e d  c r e d i t  c a r d  p a y m e n t s  u s i n g  t h e  

C a n c e l  P e n d i n g  T r a n s a c t i o n .  H o w e v e r ,  y o u  c a n  c a n c e l  b a n k  t r a n s f e r  

t r a n s a c t i o n s  n o t  y e t  c o m p l e t e .  

Review Container Registration Status and Payment Status.

Payment Status

• Paid

• Pending Payment

• Renewal –

Pending Payment

• Payment Initiated

• Cancelled

• Pending Payment 

Reconciliation

• Not Processed

For payments by bank 

transfer, select Bank 

Transfer Details to 

download a copy of 

the tax invoice

Select link under 

Beverage 

Registration 

Registration Status

• Active

• Expired

• New

• Pending Payment

• Pending Approval

• Rejected

• Pending Payment 

Reconciliation
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6.1
On the Beverage Container Registrations page, choose to view My containers 

– conditions of approval and select Go. 

N O T E :  T h e  E P A  c a n  g r a n t  a  c o n t a i n e r  a p p r o v a l  s u b j e c t  t o  a  c o n d i t i o n  

o f  a p p r o v a l .  I t  i s  y o u r  r e s p o n s i b i l i t y  t o  c o m p l y  w i t h  t h e  c o n d i t i o n .  

6.2 Select the Beverage Container Registration # of the container you want to view.

6.3 View the condition of approval for the approved container. 

YOU CAN VIEW THE CONDITIONS OF APPROVAL FOR APPROVED CONTAINERS THAT HAVE ONE.
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7.2 Select Payments.

7.1 Follow the link in the CDS Beverage Container Renewal Notice email. 

N O T E :  W h e n  y o u r  c o n t a i n e r  a p p r o v a l  e x p i r y  d a t e  a p p r o a c h e s ,  t h e  E P A  

w i l l  s e n d  y o u  a n  e m a i l  w i t h  a  l i n k  t o  t h e  l i s t  o f  c o n t a i n e r s  a w a i t i n g  

r e n e w a l .
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7.4 Select beverage containers, then click Next.

N O T E :  T h e  A p p r o v a l  E x p i r y  D a t e  d e f a u l t s  t o  f i v e  

y e a r s  f r o m  t h e  d a t e  y o u  p e r f o r m  t h i s  s t e p .

7.3 Select Renew and pay for existing beverage container registrations, then 

click Next.

I M P O R T A N T :  T h e r e  i s  a n  a p p l i c a t i o n  f e e  f o r  e a c h  

c o n t a i n e r  a p p r o v a l  r e n e w a l .
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7.6 A Pay via bank transfer, otherwise move to step 6.7 A.

YOU HAVE SUCCESSFULLY PAID BY BANK TRANSFER TO RENEW YOUR CONTAINER APPROVALS.

R E N E W  C O N TA I N E R  A P P R O VA L  ( C O N ’ T )

7.5 Select Payment Method, then click Pay.

7.6 B Make the bank transfer payment. 

Select Credit 

Card or Bank 

Transfer

a

Select 

Pay

b

Note: use this 

reference number in 

your bank transfer

a

Download copy 

of the tax invoice

b

Click 

Finish

c



27

7.7 B Confirm payment.

Enter the 

verification code

a

Accept the 

surcharge

b

Click 

Confirm

c

R E N E W  C O N TA I N E R  A P P R O VA L  ( C O N ’ T )

7.7 A Pay by credit card. 

Enter 

credit card 

details

a

Click 

Next

b

Note credit card 

surcharges apply, 

viewable on the 

next screen
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7.7 D Review Payment Transaction Summary, then click Finish.

YOU HAVE SUCCESSFULLY PAID BY CREDIT CARD TO RENEW YOUR CONTAINER 

APPROVALS.

R E N E W  C O N TA I N E R  A P P R O VA L  ( C O N ’ T )

7.7 C Click Finish to complete payment.

Email a 

copy of the 

receipt

Print a 

copy of the 

receipt



R E S E T  S U P P L I E R  PA S S W O R D
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8.1 Go to cds.epa.nsw.gov.au and click FORGOT YOUR USERNAME OR PASSWORD.

Type your Username then click Continue.8.2

N O T E :  Y o u r  u s e r n a m e  i s  y o u r  

e m a i l  a d d r e s s  f o l l o w e d  b y  . c d s

Retrieve the email we send you, and follow the link to reset your password.8.3



R E S E T  S U P P L I E R  PA S S W O R D  ( C O N ’ T )
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8.4 Create a new password, then click Change Password.

Ensure your 

password includes:

8 characters

1 letter

1 number

I M P O R T A N T :  D o  n o t  r e - u s e  a  

p a s s w o r d  y o u  h a v e  u s e d  r e c e n t l y .

YOU HAVE SUCCESSFULLY RESET YOUR PASSWORD.


