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1. About WARRP 

1.1. Introduction 

The Waste and Resource Reporting Portal (WARRP) is an online reporting tool designed to 

facilitate Landfill and Resource Recovery Facilities submission of their Waste Contribution 

Monthly Report (WCMR). This user guide provides detailed instructions on how to use the 

WARRP, including step-by-step instructions on how to complete and submit a WCMR.  

The user guide is organised into sections. Each section deals with a different area of 

functionality. Sections contain screen shots to illustrate key components of the WARRP 

screens. Components are described in detail in the tables beneath each screen. 

In addition, comprehensive step-by-step navigational and data entry instructions are 

provided for the following: 

¶ logging in and user security 

¶ using the WCMR. 

Contact the EPA helpline on 131 555 or email waste.levydata@epa.nsw.gov.au for any 

questions or enquiries not addressed by the user guide. 

1.2. Technical requirements 

The minimum technical requirements needed to run the WARRP website are a PC or Mac 

capable of running IE9+/Chrome/Firefox or Safari. 

 

 

Note: 

WARRP is optimised to run in IE10 and later versions of Chrome, Firefox and 

Safari. It is strongly recommended that one of these browsers is used. 

WARRP is not configured to run on mobile devices. 

 

  

mailto:waste.levydata@epa.nsw.gov.au
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1.3. General page layout and common screen elements 

The WARRP is comprised of a series of screens or pages. The diagram below highlights 

certain elements common across many of the accessible screens. Each of these elements is 

described in the table below as they correspond to the number on the diagram. 
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Element Title Description 

1 EPA Logo Select the EPA logo to display the WARRP Dashboard 

Screen. 

2 Breadcrumb A navigation aid to enable users to keep track of their location 

within WARRP.  

3 User Account 

Information 

This section displays details of when you were last logged in 

to WARRP. 

Select the User Security link to access the Security Page. 

This is used to update your security question or password. 

Select the Log Off link to terminate your current user session 

and return to the login page. 

4 Dashboard 

Links Section 

This section provides links to each of the main functional 

areas of WARRP. 

 Profile Select the Profile link to display the Operator Profile screen. 

This provides Operator information including the trading name 

and contact details. 

Refer to section 4. Accessing and editing an Operator Profile 

for details. 

 Personnel Select the Personnel link to display the Personnel Screen. 

This provides details of users and other contacts linked to the 

Operator, including contact details and user roles. 

Refer to section 6. Maintaining personnel for details. 

 Account 

Summary 

Select the Account Summary link to display the due dates for 

the payment of outstanding waste levy amounts and for a 

listing of all invoices and associated payment transactions 

generated from completed Waste Contribution Monthly 

Reports (WCMR). 

Refer to section 7. The Account Summary for details. 

 WCMRs Select the WCMRs link to display the WCMR Summary 

Screen. This contains a grid listing all WCMRs that have been 

previously submitted and those that are currently available for 

data entry and certification. 

Submitted WCMRs on this screen can be viewed or amended. 

Refer to section 8. The Waste Contribution Monthly Report for 

details. 
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Element Title Description 

5 Facilities 

Section 

This section contains links to all Facilities linked to the 

Operator. 

Select a Facility link to display the Facility Details screen for 

the Facility. 

Refer to section 5. Accessing and editing a Facility Profile for 

more information. 

6 Print button 
Click the print button  to print the contents of the displayed 

screen. 

7 EPA links Select from the following links for additional information: 

¶ Feedback 

¶ Contact 

¶ Government 

¶ About 

8 Export button 
Click the Export button   to generate a .csv file 

containing the contents for the grid displayed on the screen. 

For example, the Export button can be used to download a 

.csv file containing a record of invoices and payments made 

over a period of time. 
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2. Logging in and user security 

The WARRP will send you a welcome email confirming that you have been setup as an 

authorised user. The table below provides instructions for finalising access to the WARRP. 

 

Step Action 

1 Select the please click here link in the welcome email. This will launch an internet browser 

window displaying the WARRP Set Security Questions screen. 

 

 

 

Note: 

The link from the email to the Set Security Questions page will only remain 

active for 24 hours and will not work once the questions have been set up. 

In the event the link in the email has expired, a new email can be generated by 

clicking the Forgotten your password? link on the WARRP login page. Refer 

to section 2.1 Resetting passwords for details 
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Step Action 

2 The Set Security Questions page is displayed. 

This page is used to set up security questions that will be used to confirm your identity and 

reset your WARRP user account password if it has been forgotten. 

 

Select three different questions from each of the Select a question drop down lists. 

Type responses for each question in the Answer fields. 

Click the Ok button. 

 

 

Important: 

You cannot select the same question more than once. 

Answers must be supplied for all questions. 

3 The Set Password page is displayed. 

 

Type a password in the New Password field. 

Re-type the password in the Confirm Password field. 

Click the Ok button. 
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Step Action 

 

 

Important: 

Passwords must meet a minimum set of strength requirements. 

Passwords must be mixed case, contain at least one number, be at least seven 

characters long, and cannot be the current password. 

4 The WARRP login screen is displayed once your password is confirmed. 

 

Type your username in the Username field. 

Type your password in the Password field. 

Click the Log On button or press the <Enter> key to log on to the WARRP. 

 

 

Note: 

Your username will be the email address originally supplied on your WARRP 

access form. 
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2.1. Resetting passwords 

If you forget your WARRP password, the password can be reset using the steps in the table 

below. 

 

Step Action 

1 Access the WARRP login screen. 

Click on the Forgotten your password? link. 

 

2 The Forgotten Password screen is displayed. 

 

Type your email address (i.e. your WARRP username) in the Username/Email field. 

Click the Submit button. 
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Step Action 

3 The Email Sent screen is displayed, confirming that an email has been sent to the email 

address specified. 

 

 

 

Important: 

The Email Sent screen will display irrespective of whether a valid email address 

was entered on the previous screen or not. 

4 The WARRP will dispatch an email to you with instructions and a link to reset your 

password. This assumes that a valid email address was submitted on the Forgotten 

Password screen. 

 

Click the please click here link in the email. 

This will launch an internet browser window displaying the WARRP Answer Security 

Questions screen as shown in step 5. 
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Step Action 

5 The Answer Security Questions screen is displayed. Two of the three security questions 

for the username are displayed 

 

Type the answer to each security question in the Answer fields. 

Click the Ok button. 

If both questions are correctly answered, you will be asked to select a new password, 

which cannot be your current one. 

 

 

 

Important: 

The message óOne or more answers supplied are incorrectô is displayed if there 

are incorrect responses. 

Your user account is locked if incorrect answers are entered more than three 

times. Contact the EPA to unlock your account. 
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Step Action 

6 The WARRP login screen is displayed if the correct answers to the security questions are 

entered. 

 

Type your username in the Username field. 

Type your password in the Password field. 

Click the Log On button or press the <Enter> key to log on to the WARRP. 
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3. The Dashboard 

The Dashboard is displayed when you first log on to the WARRP website. 

As displayed below, the Dashboard will be largely empty the first time it is accessed on 

behalf of an Operator that has just been setup in the WARRP. 

 

The Dashboard for an Operator who has used the application for one of more reporting 

periods will contain data relating to those periods, as displayed below. 
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3.1. Dashboard screen elements 

The following table provides descriptions of each of the key sections and elements of the 

Dashboard screen. 

 

Dashboard 

Contains links to the following WARRP screens: 

Profile 

Personnel 

Account Summary 

WCMRs. 

 

 

Note: 

Refer to section 1.4. General page layout and common screen elements for more details 

of the listed screens. 

Facilities 

Contains links to all Facilities linked to the Operator. 

Select a Facility link to display the Facility Details screen 

for the Facility. 

 

 

Note: 

Refer to section 5. Accessing and editing a Facility Profile for more information. 

Important Items 

Displays the invoices and/or WCMRs with a due date: 

Before today (is overdue) 

Today (is due today) 

This month (is due this month) 

Ten priority records will display within this section. If there 

are more than ten records, a More link will display in the 

top-right of the section. 

Select the More link to display the remaining records. 
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Note: 

Items that are currently due or overdue are displayed in red text. 

For example: Apr 2015 WCMR for Facility ABC is overdue  Open 

Amendments 

Displays any amended WCMRs that are either still in draft 

mode, or require a Certifier Userôs approval. 

The section will not display if no such WCMRs exist. 

Ten priority records will display within this section. If there 

are more than ten records, a More link will display in the 

top-right of the section. 

Select the More link to display the remaining records. 

 

Facility Information 

Displays details for each Operator facility. 

If the facility is a Landfill, this displays a count of 

Operational Purpose Deductions (OPDs) and exemptions 

applicable to that facility. 

If the facility is a Resource Recovery Facility, this displays 

the Authorised Amount and Current Stockpile values.  

OPD & Exemption Count 

Displays the number of all the active OPDs and 

exemptions able to be claimed within WCMRs for the 

current reporting period. 

 

 

Note: 

Click the More link to display additional details for the Operational Purpose Deductions 

(OPDs) and any exemptions included in the count. 
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4. Accessing and editing an Operator Profile 

An Operator Profile can be viewed and updated in the WARRP to reflect changes to: 

Operator details, contact information, physical address and postal address. 

The following steps describe how to access the Operator Profile screen. 

 

Step Action 

1 Access the WARRP Dashboard screen. 

 

 

2 Click the Profile link in the Dashboard section. 

 

The Profile: Waste Operator screen is displayed. 
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4.1. Operator Profile screen description 

The Profile: Waste Operator screen is comprised of four sections: 

1. Operator Details 

2. Contact Information 

3. Physical Address 

4. Postal Address 

 

 

 

A number of the fields displayed on the screen can be edited by an Editor or a Certifier. 

 

Step Action 

1 Click the Edit link in the section heading to edit the details displayed. 

For example: Operator Details      |  Edit. 

  

1 

2 

3 
4 
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The table below lists the fields for each of the sections in the Profile: Waste Operator 

screen. Fields that are indicated by: 

¶ 1 can be updated by a Certifier 

¶ 2 can be updated by an Editor. 

 

Operator Details 

The following Operator Details information is displayed: 

Trading Name 

Operator Name 

Operator Type 

Date Established 1 

(i.e. the incorporation date of the organisation) 

Reference No. 

ABN/ACN 1 

Date Created 

Cancel Date 

 

Contact Information 

The following Contact Information is displayed: 

Office Phone 1 

Mobile Phone 1 

Email Address 1 

Fax 1 

Website 1  

Physical Address 

The following Physical Address information is displayed: 

Address 1 and 2 

Suburb/City/Town 1 and 2 

State/Territory 1 and 2 

Postcode 1 and 2 

Country (default value is óAustraliaô)  

Postal Address Details 

The following Postal Address information is displayed: 

Address 1 and 2 

Suburb/City/Town 1 and 2 

State/Territory 1 and 2 

Postcode 1 and 2 

Country (default is óAustraliaô)  
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Note: 

The following may appear in the Postal Address section:  Same as physical:      Yes 

This indicates that the Same as Physical Address radio button has been selected, and 

the Physical Address has been stored as the Postal Address. 
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5. Accessing and editing a Facility Profile 

An Operatorôs Facility Profile can be viewed and updated in the WARRP to reflect changes 

to facility details, activity details, contact information, the physical address, infrastructure, 

locality and status. There are restrictions on the information that can be updated by an 

Operator. 

The following steps describe how to access the Facility Profile screen. 

 

Step Action 

1 Access the WARRP Dashboard screen. 

 

2 Click the link in the Facilities section for the Facility to be displayed. 

 

The Facility Profile screen is displayed. 

 

 




















































































































