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The Vault Homepages

Landing page per program (state) where users can view and manage information related to their 
registration, reports, invoices, manage users and manage supports cases.



The Vault Homepage

View/manage Reports or 
Report Adjustments.

This is the default tab for the 
homepage.

Reporting 

View information that was 
submitted as part of the 
Program Registration.

Registration Information

View Program Statements, 
Invoices, Payments and 
Refunds.

Account Balance/Invoices

The Member/Participant Homepage in The Vault consists of three tabs:

3



Homepage Header and Notifications
The homepage for each Member/Participant will default to the Reporting tab.

Page Header:
The page header on the 
homepage displays the: 

● Program Icon
● Program Name
● Account Name
● Unique Program 

Registration Number

Bell Notification:

New notifications will 
display here to alert the 
Member/ Participant of a 
pending action item 
(refer to Communications
for additional details)
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Member/Participant can access a Navigation Menu by clicking on their name at the top right of the page.

Navigation Menu

Navigation Menu Options:

● Program Dashboard: Allows 
users to access the Program 
Selection page to register in a 
new Program and access all 
their registered Programs.

● Manage Users: Only visible for
Account and Program Admins, 
this allows for managing which 
users can access The Vault on 
their organization’s behalf.

● My Communications: Displays 
previously sent communications 
to the user account.

● My Support Cases: Users can 
view their submitted Support 
Cases and check the status.
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Reporting Tab
The Reporting Tab is the default page that a user will land on when accessing a Program. It displays information about 
current and historic reports.

Page Banner: 
If a 
Member/Participant  
has pending or 
overdue reports to be 
completed, a 
message will be 
displayed here.

Program Account 
Balance:
The Members/ 
Participant's current 
Account Balance for this 
Program is displayed.

*Program Account 
Balance = Starting 
Balance + Invoices -
Payments - Refunds

Reports Table:
This table displays all 
Reports, organized by 
their Report Name (i.e., 
the reporting period). 
They are categorized by 
type (Report or 
Adjustment), due date, 
and status. 

Manage Action Column:
Shows the action 
available depending on 
the status of each Report.
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Registration Information Tab
The Registration Information Tab displays program specific business information for the Member/Participant Organization

Business Information 
Displays key Member/Participant details including account name, 
program registration #, primary and secondary lines of business 
and business start date. Users can also add additional locations 
within the registered jurisdiction.
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Registration Information Tab
The Registration Information Tab lists Suppliers and Customers for the Member/Participant Organization

Suppliers/Customers
Displays all companies that supply or purchase program eligible 
materials to or from the Member/Participant. Users can also add 
additional Suppliers and Customers within the registered jurisdiction.
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Account Balance/Invoices Tab
The Account Balance/Invoices tab displays pertinent financial information for this specific state/program

Program Account Balance
This is the total of Invoices - Payments and Refunds

Program Statements
Monthly generated snapshot in time of the amount a Member/ 
Participant owes LPMA (or, in some instances, that LPMA owes to 
a Member/ Participant). It also includes any delinquent reports or 
invoices. 

Invoices
Fees generated automatically or manually by LPMA that can be 
associated with a submitted Report, a penalty, etc. These are 
associated with an Account over time.

Payments and Refunds
Transactions (payment and refunds) associated with an Account 
over time.
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Viewing a Program Account Statement
The details of each Program Statement can be accessed by clicking the View button on the Program Statements table

Generate PDF: 
Download the invoice 
as a PDF from The 
Vault.
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Program Statements
Program Statements are generated on a monthly basis and give the Member/Participant a snapshot of activities that took 
place within that period of time, and any outstanding obligations that may exist for that Program Registration.

Payments and Refunds
This displays all Payments and Refunds made towards the account during the 
statement period

Outstanding Invoices
A summary of Invoices that have not yet been paid

Outstanding Reports
A summary of Reports that have not yet been submitted
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Viewing an Invoice
The details of each invoice can be viewed directly from The Vault.

Generate PDF: 
Download the invoice 
as a PDF from The 
Vault.
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Invoice
Invoices are generated based on the data that was submitted as part of a Report. See Training Materials #3 for details on 
how and when invoices are generated. The Invoice page on the Vault shows the user what they how, and how to pay. 

Invoice Details
Summary information of the billed customer, invoice name, due date and 
total amounts

Sales Data
Summary of the invoice line items, grouped by Product reporting category

Available Payment Options
Instructions for the user on how to make a payment towards this invoice, 
and any other applicable invoicing terms
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Manage Users

Members/Participants can use this functionality to add/manage the access that other users in their 
organization can have to The Vault



Manage Users Model
The Manage Users functionality in The Vault enables Members/Participants to manage the users that have the ability to 
access the portal on their behalf. These users are tagged to a department(s), for which they can receive targeted 
communication. 

Roles Assigned By Can Register for 
New Programs?

Can Add New 
Users?

Can Edit Existing 
Users?

Can Deactivate 
Existing Users?

Role Can Be 
Updated By

Account Administrator

By default, to the user who 
created the Account (or has 
been assigned the role during 
data migration). 

Yes Yes Yes Yes LPMA

Program Administrator
By the Account Admin to one of 
the Programs that the Account 
is registered for. 

No Yes 
(within assigned program)

Yes 
(within assigned program)

Yes 
(within assigned program)

Account Admin

Departments: Users can be attributed to one or multiple Departments within the registered Programs, allowing them to receive 
targeted communications. These users cannot manage other users. Available departments are Finance, Operations, Administration, 
Legal, Marketing, and Environmental/Sustainability.
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From the Navigation Menu, Members/Participants can access the Manage Users landing page by clicking on “Manage Users”.
Manage Users in The Vault

Navigation Menu:

● Program Dashboard: Allows 
users to access the Program 
Selection page to register in a 
new Program and access all 
their registered Programs.

● Manage Users: Only visible for
Account and Program Admins, 
this allows for managing which 
users can access The Vault on 
their organization’s behalf.

● My Communications: Displays 
previously sent communications 
to the user account.

● My Support Cases: Users can 
view their submitted Support 
Cases and check the status.
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Upon selecting “Manage Users” from the Navigation Page, the user will be redirected to the Manage Users landing page.

Manage Users: Landing Page

Active Users:
Shows active users within 
the Account.

Inactive Users: 
When a user's access is 
deactivated, they are 
moved to the Inactive 
Users tab.

Add a User: 
Account or Program 
Administrators can add a 
new user to assist in 
managing the account.

Manage Options:
Account or Program 
Administrators can edit 
access or deactivate 
active users.
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Account and Program Administrators can manage user access to The Vault for their business. They can add, edit or 
deactivate users. To add a user, the Account or Program Admin begins by clicking “Add a User” and entering the new user’s 
email address.

There are three scenarios when adding a User:

Adding a New User to The Vault 

1. User does not exist in The Vault
● If the entered email address is not found, the administrator can 

continue to enter in the contact details for that new user and send 
them a registration email.

2. User already has a Vault login for this organization
● If the entered email matches an existing contact within the same 

account, the system will navigate the admin directly to the Edit 
modal. No new registration email is sent.

3. User already has a Vault login, but for a different organization
● If the entered email matches one associated with a different 

account, an error message will be displayed indicating that the 
email is already in use, and the administrator cannot proceed with 
adding this user. A different email address must be entered to 
continue.
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Once the user’s email is populated, the Member/Participant can enter the new user’s contact information as well as define 
the Program(s) they wish to enroll them in and assign them to a specific Department(s) per Program.

Adding a New User to The Vault

Departments:
The Account Admin or Program Admin can assign Department(s) 
to the user.

Note: Multiple Departments can be assigned to one user and 
Different Departments can be assigned per user per Program. This 
is where a user can also be assigned the Program Admin access 
level. Program Admin access allows the user to manage other 
users within this Program.

Attestation:
The Account or Program Admin has to check the attestation box to 
authorize the new user to create or modify data.

19



Editing an Existing User
The Account Admin or users with the Program Admin department assigned can edit other users access to The Vault by 
clicking on the “Edit” button in the Manage column of the Active Users table.

Only the departments can be edited for Active users, any 
other changes can be requested by the user by logging a 
Support Case with LPMA.
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Deactivating a User
The Account Admin or users with the Program Admin department assigned can disable a user’s access to The Vault by 
clicking on the “Deactivate” button in the Manage column of the Active Users table. This moves the user to the Inactive tab.

Deactivate User: 
Account Admin or Program Admin can deactivate a 
user's access to The Vault by using the “Actions” button 
from the Active Users table. This will move the user to 
the Inactive Users table. The user will not receive any 
notifications.

Reactivate User:
To restore access, find the user in the Inactive Users
table and click 'Activate'. They must then be re-assigned 
to their applicable department(s). This will move the 
user to Active Users table. The user will receive a 
notification.
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Communications

Users will receive targeted communications based on the departments they are tagged to in their 
registered Programs. Communications are either emails or new bell notifications that display in The 

Vault to alert a Member/Participant of a pending action item. 



From the Navigation Menu, Members/Participants can access the Communications Centre by clicking on “My Communications”.

Accessing the Communications Centre in The Vault

Navigation Menu:

● Program Dashboard: Allows 
users to access the Program 
Selection page to register in a 
new Program and access all 
their registered Programs.

● Manage Users: Only visible for
Account and Program Admins, 
this allows for managing which 
users can access The Vault on 
their organization’s behalf.

● My Communications: Displays 
previously sent communications 
to the user account.

● My Support Cases: Users can 
view their submitted Support 
Cases and check the status.
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The Communications Center
Emails that have been sent as part of a mass mailing (either via Campaign or via a List View) will be made accessible to the 
User via the Communications Center. By clicking View the user will be shown a web version of the communication sent.
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Summary of Automated Communications (Part 1 of 2)
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Communication
Notifications

Frequency Departments Sent To
Email Portal Bell

Welcome to the Vault Once - after Account Creation
✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

✓ Marketing
✓ Legal
✓ Administration
✓ Env/ Sust.

Reset Password Once - after Account Creation
✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

✓ Marketing
✓ Legal
✓ Administration
✓ Env/ Sust.

Verification Code Once - after Account Creation
✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

✓ Marketing
✓ Legal
✓ Administration
✓ Env/ Sust.

Report is Ready To Be 
Completed Once - after Report generation

✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
✓ Env/ Sust.

Report is Due in 5 Days Once - Five (5) days before the 
Report due date

✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
✓ Env/ Sust.

Report is Past Due
Day that the Report becomes delinquent 
and every fifteen (15) business days after 
the due date; ends when the Report is 
successfully submitted.

✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
✓ Env/ Sust.



Summary of Automated Communications (Part 2 of 2)
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Communication
Notifications

Frequency Departments Sent To
Email Portal Bell

Report Adjustment is 
Initiated by LPMA

Once - after the Report Adjustment has 
been created by LPMA.

✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
○ Enviro/Sustain

Report is Rejected Once - after a Report Adjustment or FRR 
has been rejected by LPMA.

✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
○ Enviro/Sustain

Report is Approved Once - after a Report Adjustment or FRR 
has been approved by LPMA.

✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
○ Enviro/Sustain

Invoice is Generated After invoice is moved to Payable
✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
○ Enviro/Sustain

Invoice is Past Due

Day that the invoice becomes delinquent 
and every fifteen (15) business days after 
the due date; ends when the invoice is 
marked as paid.

✓ Account Admin
✓ Program Admin
✓ Finance
✓ Operations

○ Marketing
○ Legal
✓ Administration
○ Enviro/Sustain

Program Registration is 
Approved

After a Program Registration has been 
moved to ‘Active’ by LPMA.

✓ Account Admin
o Program Admin
o Finance
o Operations

o Marketing
o Legal
o Administration
○ Enviro/Sustain



Support Cases

Members/Participants can access support from LPMA directly from The Vault by creating a support 
case. They can also track the status of their cases on the Support Cases landing page. 



Members/Participants can access current or historic Support Cases by clicking on “My Support Cases” from the menu.

Accessing Support Cases in The Vault

Navigation Menu:

● Program Dashboard: Allows 
users to access the Program 
Selection page to register in a 
new Program and access all 
their registered Programs.

● Manage Users: Only visible for
Account and Program Admins, 
this allows for managing which 
users can access The Vault on 
their organization’s behalf.

● My Communications: Displays 
previously sent communications 
to the user account.

● My Support Cases: Users can 
view their submitted Support 
Cases and check the status.
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Creating a Support Case
Users can request help from LPMA by creating a ticket (a Support Case) in The Vault from the “Create a Support Case” link 
that is accessible from the footer throughout The Vault.

Creating a Case:

Users select the Program, Support Type, Priority, and provide a 
description of their support request. This is sent directly to 
LPMA.
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By clicking on “My Support Cases” in the Navigation Menu, the My Support Cases page is displayed. This allows users view 
details of the submitted Support Cases, including its Status.

My Support Cases in The Vault
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