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Reports

Reports are automatically generated depending on the reporting cadence assigned to the 
Member/Participant for that Program (e.g., monthly, quarterly, annually)



Once registered in their Program, Members/Participants can navigate to their homepage and will land on their Reporting tab 
by default.

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

Program Account 
Balance:
The Member/Participant’s 
current Account Balance 
for this Program is 
displayed.

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.

Reporting Tab
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Depending on the Member/Participant's Reporting Schedule, a Report will be automatically generated and appear on the 
Reports table either monthly, quarterly, or annually. By default, all new Members/Participants are initially setup as quarterly.

Starting a Report:
When a Report is ready for 
completion, it will appear in the 
Reports table with a status of 
"Not Started”.

Members/Participants click “Start” 
in the Manage action column to 
begin filling out their Report.

Starting a Report
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Report Statuses
Reports and Adjustments are assigned a Status to indicate their progression through the report submission flow. Depending 
on the Status, the report may be editable or may allow for an adjustment request to be submitted.

Status Description
Report 

is Editable?
Report can be 

Adjusted?

Not Started Default state for newly created Report

In Progress Values have been entered into the report, but it has not been submitted

Submitted Report has been submitted to Interchange Recycling

Adjusted An adjustment has been initiated for the Report

Under Review Report is being reviewed by Interchange Recycling

Approved Interchange Recycling approved the report

Declined Interchange Recycling declined the Report, and an adjustment must be completed
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Typical Flow of a Report
A Report is comprised of two main pages. The Net Sales Data page for reporting details of the materials supplied during 
that period, and a Summary page which allows the user to review the enter data before submission.

Net Sales Data Summary

Step 1 Provide information for products supplied within 
the reporting period. This includes the following 
categories: 

• Motor Oils
• Aerosols
• Coolants
• Diesel Exhaust Fluids
• Other Products

For each of the category, Members/Participants can report 
products that do not fall into any of the listed sizes.

Fees are automatically calculated based on the 
units/gallons entered and the unit price.

Step 2 Before submitting a 
Report, the user can review the 
entered information for accuracy 
and make any necessary changes.
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Product Category Differences
Based on the Product selected from different Categories, Member/Participants are prompted to enter values in either Units 
and Gallons. Click the Report Category to go to training materials for that specific product. 

Category Product Define PCR% Define if HDPE or Metal User enters
Total gallons are auto 

calculated

Motor Oils
By Container Size Units

Other Products Total Gallons

Aerosols
By Product Type Units

Other Products Units

Coolants
By Container Size Units

Other Products Total Gallons

DEFs
By Container Size Units

Other Products Total Gallons

Other Products
By Container Size Units

Other Products Total Gallons
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The user is shown a blank reporting 
table.

The Add Product button initiates the 
flow to add in a specific product.

The Add Product popup guides the 
user through specifying the details of 
the product they are adding. This 
includes specifying HDPE/Metal, 
Product, and PCR%.

The Save button adds this product to 
the reporting table.

When the product has been added, 
the user can enter the number of 
Units to report for that product.

Entered units are used to 
automatically calculate the total 
Gallons for that product.

The Gallons are multiplied by the 
Rate to calculate the Fees/Dues. 

Member/Participant follows the below process to add and report on Motor Oils Products: 

Reporting Motor Oils
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Reporting other sizes of Motor Oil
Member/Participant follows the below process to report on Motor Oils Products that do not fall into any of the sizes that are
listed in the previous dropdown: 

The user has the option to check “I 
have other products to report that do 
not fall into any of the listed sizes”

A table is then displayed with a full 
list of all HDPE/Metal and PCR % 
Product combinations. The user is 
required to enter the number of 
Gallons to report for that product.
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The user is shown a blank reporting 
table.

The Add Product button initiates the 
flow to add in a specific product.

The Add Product popup guides the 
user through specifying the details of 
the product they are adding. This 
includes specifying Product and 
PCR%.

The Save button adds this product to 
the reporting table.

When the product has been added, 
the user can enter the number of 
Units to report for that product.

Member/Participant follows the below process to add and report on selected Aerosols Products: 

Reporting Aerosol Products
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The user is shown a blank reporting 
table.

The Add Product button initiates the 
flow to add in a specific product.

When the product has been added, the 
user can enter the number of Units to 
report for that product.

Provided Units will then be converted 
to Gallons based on the selected 
Product to calculate the Fees/Dues. 

Member/Participant follows the below process to add and report on selected Products: 

Reporting Coolants/DEFs and Other Products

The Add Product popup guides the 
user through specifying the details of 
the product they are adding. This 
includes specifying Product, and 
PCR%.

The Save button adds this product to 
the reporting table.
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Reporting other sizes of Coolants/DEFs/Other Products
Member/Participant follows the below process to report on Coolants/DEFs/Other Products that do not fall into any of the 
listed sizes: 

The user has the option to check “I 
have other products to report that do 
not fall into any of the listed sizes”

A table with all PCR% options shows 
for the user to enter the number of 
Gallons to report for that product.
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Before a Report is submitted, the Member/Participant can review the data entered on a single page for accuracy. Once a 
report has been submitted it can no longer be edited by a Member/Participant, and an Invoice is automatically created. If 
changes are required, an adjustment to the submitted Report must be made.

Edit:
If the Member wants to make edits to 
the entered data, they can click the 
“Edit” button in the desired section to 
return to the previous page to make 
changes.

Attestation:
Member must agree to the Terms & 
Conditions (by selecting this checkbox) 
to submit a Report.

Summary Page of Reports
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First Remittance Reporting (FRR)

During a Program Registration review process, LPMA can determine if the Member/Participant should 
be issued one or multiple historical reports to complete. The issuing of First Remittance Reports (FRRs) 

is used to catch a Member/Participant up in their reporting requirements.



Step 1 LPMA can generate 
multiple reports for a specific 
Member/Participant from the 
Program Registration record and 
can define if they should be 
reviewed before an invoice is 
generated.

First Remittance Reporting: Typical Flow
FRRs are used to ‘catch up’ a Member/Participant in their reporting requirements who may have missed previous reporting 
requirements. Multiple individual reports can be created for a Member at once. FRRs have a unique flow compared to typical 
Reporting.

ReportCreate Review Invoicing

Step 2 The Member/Participant 
completes each new report 
individually, as with the usual 
reports. 

If LPMA indicated that the FRR 
should be reviewed then each 
submitted report automatically 
goes to a Status of Under Review, 
for LPMA to approve before 
invoicing.

Step 3 If Review is required, LPMA 
must review and approve each 
individual report that is submitted 
as part of an FRR.

If the FRR is rejected, an 
Adjustment is automatically 
created to be completed by the 
Member/Participant.

Step 4 The LPMA team can 
generate invoices for each 
individually submitted report that 
have been approved.
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An FRR will appear on the Members/Participants homepage as with other Reports. They will be populated with a due date, 
and the actions available to them will depend on their Status.

Starting a Report:
When a FRR is ready for completion, 
it will appear in the Reports table 
with a status of "Not Started”.

Members click “Start” in the Manage 
action column to begin completing 
an FRR.

The process for completing a FRR is 
the exact same as a regular report. 

Completing an FRR
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Invoice Generation

Invoices are generated based on the data submitted by a Member/Participant in a Report. Further 
information on manual invoice generation can be found in the Program Oversight training materials.



Members/Participants can view the details of each invoice from the Account Balance/Invoices tab in The Vault.

Generate PDF: 
Download the invoice 
as a PDF from The 
Vault.

Generating an Invoice: Viewing a Report/FRR Invoice
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Automated Delinquencies

When a Member/Participant has not submitted a Report or paid an Invoice on time then that 
Report/Invoice is considered to be ‘Delinquent’. 

Once a record becomes Delinquent it triggers automated reminders to the Member/Participant and 
Case record(s) are created to help internal LPMA users keep track of the Delinquencies.



Should a Member/Participant have a Delinquent Report to be completed then they will be alerted to this via a prominent 
banner at the top of the homepage in The Vault

Page Banner: 
If a Member/Participant has overdue 
reports, a message will be 
displayed here. Status:

As soon as the Delinquency 
Date of the Report (or FRR) is 
reached, the status will be 
automatically moved to 
Delinquent.

The action visible under the 
Manage column will update to 
say “Resolve”.

Delinquent Reports in The Vault
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A Member/Participant can access Delinquent Invoices from the Account Balance/Invoices tab in the Vault. The Status of the 
Invoice will be “Delinquent” if payment has not been received by the Due Date.

Delinquent Invoices in The Vault
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