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Account Creation: Login Page
The Vault can be access via the following URL: https://thevault.interchangerecycling.com/

Create an Account:
Navigate to The Vault login page 
and click “Create account”.
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Overview of the Account Creation Process
Once an individual associated with a Member organization (“user”) selects the “Create account” button, there are four steps 
associated with signing up for an Account in The Vault:

Business InformationBusiness Number Contact Information Summary

Step 1 User first enters a 
unique identifier to make sure 
that the Account is not already 
registered in The Vault. 

If an existing account is found, 
the user is prompted to log in.

Step 2 Enter information 
pertinent to the organization, 
e.g., legal business name and 
address.

If an existing account is found, 
the user is prompted to 
contact LPMA (duplication 
management)

Step 3 Contact information is 
collected about the user 
creating the Account.

This user will automatically 
become the Account 
Administrator and thereby 
have control over adding other 
users, enrolling for new 
programs, etc. (this can be 
changed once logged in to 
The Vault).

Step 4 Before an Account is 
created, the user can review 
the entered information for 
accuracy and make any 
necessary changes.
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Enter a Business Number:
Based on the Location(s) of 
Operations selected, enter the 
following information:
United States: Employer 
Identification Number (EIN)
Canada: Corporate Business 
Registration Number or a Business 
License Number

Duplicate Account:
If an account already exists in 
The Vault, an error message will 
prompt the user to sign in.

User enters a unique identifier to make sure that the Account is not already registered in The Vault. If an existing account is 
found, the user is prompted to log in using their existing credentials.

Business InformationBusiness Number Contact In formation Summary

Account Creation: Business Number
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Enter information pertinent to the organization, e.g., legal business name, contact information, and address.

Business Information  (1/3)Business Number Contact In formation Summary

Account Creation: Business Information

5



Add Mailing Address: If the mailing address differs from the primary 
business address, the user can select the 'Add Mailing Address' 
checkbox and enter the new primary mailing address.

Enter information pertinent to the organization, e.g., legal business name, contact information, and address.

Business Number Contact In formation SummaryBusiness Information  (3/3)

Account Creation: Business Information
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Contact information is collected about the specific user creating the Account.

Departments: Multiple departments can be selected. These are used to 
define what emails/notifications a user receives.

Business InformationBusiness Number Contact In formation (1/2) Summary

Account Creation: Contact Information
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The email address entered must be connected to an inbox that can accept inbound message (i.e., not a “noreply” email) 
given that a verification email code will be sent to this address.

Business InformationBusiness Number Contact In formation (2/2) Summary

Account Creation: Contact Information
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Before an Account is created, the user can review all the information they have entered on a single page for accuracy and 
make any necessary changes.

Business InformationBusiness Number Contact In formation Summary

Attestation:
User must agree to the Terms & Conditions (by 
selecting this checkbox) to create an Account.

Account Creation: Summary
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Setting a New Password

After creating an Account in The Vault, the User will receive a system generated email to set a 
password that they will use, along with their email address, to access The Vault.



Setting a New Password: Welcome Email
Once an account has been created, the user will receive an email directing them to click a link to complete their registration.
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Setting a New Password: Setting a Password
Upon clicking on the email link, Users will be redirected to the password change page and prompted to set their new 
password.

12



Role and Program Selection

Once logged in, the user needs to select their Role (Member) and the 
Program they want to register for (e.g., Colorado or Oregon).



Role & Program Selection
After a user creates an Account, they will select their role (e.g., Member/Participant). This top-level decision will impact what 
program(s) are subsequently available for registration.

Role Selection

Program Selection

Reporting
CA Program 

Reporting
CO Program 

Reporting
ME Program 

Reporting
MN Program 

Reporting
OR Program 

Reporting
VT Program 
Reporting

• Defines what program(s) an 
Account can be registered for.

• Allows for different pricing, 
products, etc. per jurisdiction.

• An Account can be registered for 
more than one program.

• Reporting requirements can be 
unique per program.
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Once an Account has been created and a password successfully set, the user will be able to log into The Vault and is 
directed to the Role Selection page. This page shows the Roles that the user’s Member/Participant organization is eligible to
register for. Once a Role is selected, the user will be brought to the Program Dashboard to select a Program to register for.

Role Selection
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Program Registration

Users can select the applicable Program(s) to register for from the Program Selection page. This page is 
only visible once a Role has been selected (i.e., the User has confirmed they are a Member/Participant)



Once registered for a Role, the applicable Programs for that Role and Member/Participant organization are displayed on the Program 
Selection page. This page shows the Programs that the Member/Participant organization has not yet registered for (Unregistered 
Programs) and the Programs that the Member/Participant organization is actively registered in (Registered Programs).

The programs that are displayed here are dependent on the Location of Operations (US and/or Canada) that were selected during
Account Creation.

Program Selection

Note: If a Member/Participant is registered in only one Program then they will be automatically directed to that program when they log in. However, if a Member/Participant 
is registered in more than one Program, they must first pick their desired Program from this selection page.
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Program Registration
To begin registration in a specific Program, the user confirms their intention by clicking the “Register” button on the 
Program. 
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Step 1 Provide program-
specific business 
information for the 
Member/Participant 
organization, such as first 
supply date and the 
amount of approximate 
annual sales of eligible 
materials.

Program Registration: Typical Flow
Once a user selects “Register”, there are five steps associated with completing a Program Registration in The Vault. Once 
these steps have been completed the Program Registration will be reviewed by LPMA before it can be activated.

Supplier Details
(optional)Business Information Customer Information

(optional)
Participation 
Agreement Summary

Step 2 (optional) Indicate 
if the Member/Participant 
receives eligible materials 
from any suppliers.

Member/Participants can 
also indicate if they pay 
environmental fees to 
these suppliers and can 
upload any supporting 
documentation for these 
relationship(s).

Note: Supplier details can 
be provided at a later 
date.

Step 3 (optional) Add 
the details for any 
customers (i.e., end 
users/resellers) that the 
Member/Participants 
supplies to and upload 
any applicable supporting 
documentation for these 
relationship(s)

Note: Customer details 
can be provided at a later 
date.

Step 4 This is a required 
step to upload the 
applicable signed 
Participation Agreement and 
any other additional 
relevant documentation to 
their registration.

Step 5 Review the 
entered information for 
accuracy, go back to a 
section to make changes, 
and confirm the terms and 
conditions when ready to 
proceed with the program 
registration.
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Enter information pertinent to the Member/Participant organization, e.g., business start date, primary line of business.

Customers Participation 
Agreement SummaryBusiness Information  (1/3 ) Suppliers

Program Registration: Business Information
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Enter any additional location(s) the Member/Participant operates within the jurisdiction they are registering into.

Add a Location: 
For each additional location 
added, the user will be 
prompted to enter: the 
Location Name, Street 
Address, and Phone 
Number. 

Customers Participation 
Agreement SummarySuppliersBusiness Information  (2/3 )

Program Registration: Additional Locations
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Enter the volume the Member/Participant sells/supplies annually for all Program Eligible Materials. This supports LPMA 
with identifying the approximate amounts of products they can expect the Member/Participant to report per annum.

Customers Participation 
Agreement SummarySuppliersBusiness Information  (3/3 )

Program Registration: Program Eligible Materials
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Enter the details of all companies that supply the Member/Participant with Program Eligible Materials. This supports LPMA 
with understanding a Member/Participant’s position in a supply chain.
Note: this section is optional and supplier details can be provided at a later date.

The search functionality allows users to search for and select any Supplier 
already registered in The Vault and add them to their Suppliers List.

Customers Participation 
Agreement SummaryBusiness Information Suppliers (1/3)

Program Registration: Suppliers (optional)
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If the Supplier does not already exist within The Vault, the user can manually enter in their details.

Add a Supplier: 
For each supplier the user 
will be prompted to enter 
the: Company Name, 
Address, Contact Name, 
and Email.

Customers Participation 
Agreement SummaryBusiness Information Suppliers (2/3)

Program Registration: Suppliers
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Upload PDFs of an invoice(s) or other documentation that prove their relationship with the Selected Suppliers.

Customers Participation 
Agreement SummaryBusiness Information Suppliers (3/3)

Program Registration: Invoice Upload
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Indicate if the Member/Participant sells their Program Eligible Material to end users and/or resellers. This helps LPMA 
understand the distribution network and the role of this Member/Participant in the supply chain.
Note: this section is optional and customer details can be provided at a later date.

Selling Program Eligible Material to Resellers:
If the user selects “Yes”, they have the option to fill out a 
Customer List and upload supporting information. This can also 
be completed at a later date.

Customers (1/4) Participation 
Agreement SummaryBusiness Information Suppliers

Program Registration: Customers (optional)
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If selling to resellers, users can provide a list of their customers.
Note: This table only appears when then answer to “Do you sell Program Eligible Materials to resellers” is YES.

Search for a Business:
Allows the user to search and add users that have an active 
registration in The Vault and add them to their Customers List. 

Customers (2/4) Participation 
Agreement SummaryBusiness Information Suppliers

Program Registration: Customer List
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If the Customer does not already exist within The Vault, the user can manually enter in their details.

For each Customer, the user will be prompted to enter Company 
Name, Address, Contact Name & Email

Customers (3/4) Participation 
Agreement SummaryBusiness Information Suppliers

Program Registration: Selected Customers
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Upload PDFs of an invoice(s) or other documentation to support their relationship with the selected Customers.

Customers (4/4) Participation 
Agreement SummaryBusiness Information Suppliers

Program Registration: Invoice Upload
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Use the linked Participation Agreement to complete and upload program specific agreement form. This is a required file.

Customers Participation 
Agreement SummaryBusiness Information Suppliers

Required Documentation: The user must upload the program-specific 
Participation Agreement to be able to proceed.

Program Registration: Participation Agreement
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Before a Program Registration is completed, the user can review the information entered on a single page for accuracy.

Customers Participation 
Agreement SummaryBusiness Information Suppliers

Terms & Conditions:
The user must accept the program-specific Terms & Conditions to 
be able to submit a program registration.

Note: After submitting the Program 
Registration, status will be updated from “In 
Progress” to “Pending”.

Program Registration: Summary
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