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INTRODUCTION  

Welcome to the Department of Resources Recycling and Recovery’s (CalRecycle) State 
Agency Reporting Center (SARC), the upgraded version of the previous State Organization and 
Agency Recycling Database (SOARD). SARC was developed to be the fastest, easiest way to 
file your CalRecycle annual Waste Management report and is designed with security, ease of 
use, and flexibility in mind. 

Logging I n   

As a State Agency Report filer you have been invited (via email) to obtain a CalRecycle 
WebPass account and password; or automatically granted access (if you already have access 
to SABRC); or as a new Recycling Coordinator you have requested access to the annual report 
for your agency. A CalRecycle WebPass allows you to use your email address and a single 
password to sign into many secure CalRecycle web sites and services. 

CalRecycle strongly advises users to protect their passwords. If there is more than one person 
in an organization that enters the annual report data, CalRecycle requires a unique password 
and login for each approved user, and therefore, an individual WebPass. If your user’s 
password is compromised or forgotten, please visit https://secure.calrecycle.ca.gov/WebPass/ 
to manage your account. 

If you need to request access to SARC and obtain a WebPass please contact your CalRecycle 
representative. 

Once you have your WebPass password you may log into SARC at 
https://secure.calrecycle.ca.gov/SARC/ 

1. Enter your email address. 
2. Select ‘Next’. 
3. Enter your password. 
4. Select ‘Sign In’. 
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State Agency  Reporting  Center  (SARC)  Home  

Once you are logged in, the SARC Home page shows the latest annual report cycle information 
including reporting cycle status, current reporting year, as well as start and due dates. The 
number of annual reports you are responsible for submitting is also displayed. 

There are two ways to get to the list of your annual reports to be submitted. 
1.	 Select the link showing your number of annual reports that need to be submitted, or 

2.	 Select Annual Reports on the left navigation menu. 

Annual  Reports  

The Annual Reports page displays columns with the list of agencies you are responsible for 
filing an annual report. As with most tables in the report, selecting the column heading will sort 
the entries in ascending or descending order. 

	 You can also export this table to Excel format by selecting ‘Export to Excel’. 

	 Selecting an agency in the column labeled Agency Name will take you to the Annual 
Report Home page where you can start or continue an annual report for that particular 
agency, or view prior annual reports. 
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	 To view previous annual reports, select a year in the dropdown list. 

	 To begin or continue working on your agency’s annual report do the following: 

o	 If you are starting an annual report for the first time, select the ‘Start your 2011 
Annual Report’ link. 

o	 If you are continuing an annual report that has already been started, select the 
‘Complete your 2011 Annual Report’ link. This will lead you to the Annual Report 
Summary page. 

Annual  Report Summary  

The Annual Report Summary is a high level overview of your current annual report. It serves as 
a checklist for filling out each section of the annual report. There are links to various sections 
(Agency, Contact, Facilities) that need to be updated and/or verified. As you complete each 
section, the “red” crossed checkmark to the left of the section title will change to a “green” 
checkmark, indicating the section is complete. Once all sections have been completed, the 
‘Submit Annual Report’ button will become active at the bottom of the Annual Report Checklist 
section. 

If you wish to provide additional information in your annual report, enter information in the box to 
the right of the checklist, then select ‘Save Additional Information’. 

Note: The CalRecycle representative for your agency is listed below the checklist section. 

Page 5 of 40 



 

   

 
 

               
           

 

 
 

 Page navigation 

 
        

 
                

 

 
              

            
 

 

 

 
              

            
        

  
 

          
         

 

In the Annual Report Summary you can view the current and previous year’s annual report by 
selecting the ‘View Current Annual Report’ and ‘View 2010 Annual Report’ links. 

There are several options for navigating the various sections of the annual report. 

1. The links at the top of each page help you navigate back to sections of the annual report. 

2. The tabs at the upper right hand corner of each page help you navigate back to sections of 
the annual report. These tabs let you view and edit information about your agency. 

Overall Features 

You must select the ‘Edit’ button to update or change your information. When you enter 
a section or screen the default mode is ‘view only’ in which data can’t be changed or 
updated. This helps to protect information and allows the user to safely view and 
browse data already entered. 

Use the ‘Save’ button to complete a page and save all of your information. If you 
navigate off a page without first saving, your information will be lost. 
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Use the ‘Cancel’ button to stop the edit mode and revert your page back to the last 
saved screen. For example, if you have added information and are updating it, the 
screen will revert back to the last saved information. If you are adding new information 
the screen will revert back to blank or unanswered questions. 

‘Back’ returns you to the My Agencies home page or a section home page such as 
Contacts or Facilities. 

Located next to the fields to be completed, the field help provides information about 
the field and/or what you are supposed to enter in the fields. Place your mouse cursor 
over the symbol to view the field help description. 

Select the Agency tab or ‘Verify/Update Agency Information’ in the Annual Report Summary 
checklist to view the Agency Detail page. The Agency Detail page is where you verify that your 
agency data is up to date and view and edit all information for your agency, including physical 
and mailing addresses, number of employees at your agency headquarters, as well as contact 
and facility information. 

Verifying/Updating Agency Data 

1.	 If the agency information is current, select the ‘Agency Verified’ button at the bottom of the 
Agency section. 

2.	 To make changes to the agency, select ‘Edit’. 
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o	 Required fields marked with a red asterisk (*) must be completed before the agency 
data can be saved. Other fields are optional. 

o	 The Number of Employees at Agency has to be a valid integer greater than 0 (and 
includes all employees at this primary agency address or headquarters, not including 
the number of employees at additional offices/facilities). Entering 0 or leaving the field 
blank will give a message that a valid number is required. 

o	 To copy over the agency physical address to the mailing address, select the ‘Mailing 
Address is the same as Physical Address’ checkbox. 

o	 The system will attempt to standardize and map the physical address. If the system is 
able to map your address, a ‘View Map’ link will display (see example below). Select 
the ‘View Map’ link to view the location of your agency on a map. 

3.	 Select ‘Save’ to save all your changes. 
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4.	 Once the information is updated and/or verified, a green message will appear to confirm that 
the Agency section is complete. 

5.	 If the physical or mailing address you entered needs to be standardized, a warning message 
will ask you to make sure the address in question is correct and will suggest a standardized 
address. It is recommended that you use the standardized address that the system 
provides. 

To view agency contact information, select the Agency tab or ‘Verify/Update Contact 
Information’ in the Annual Report Checklist. In the Contacts section, you can view, edit or delete 
an existing contact, or add a new contact. 
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The following three types of contacts - Recycling Coordinator, Agency Director, and Recycling 
Coordinator’s Supervisor - are required to be entered and verified to complete the Contacts 
section. If one or more required contact types are missing, a warning message will ask that you 
enter and verify the missing contact(s) information. If a person acts as more than one contact 
type i.e. if a Supervisor is also the Director, you must enter the same information for the two 
contacts types. 

Contacts that are not yet verified will display “No” under the Contact Verified column. Once a 
contact is verified, the display will be changed to “Yes”. 

Viewing and Editing a Contact 

1.	 Select the contact name. The Contact Detail page will display. Verify that it is the proper 
contact and that all the information is accurate. 

2. Select the ‘Edit’ button to change any information for a contact. 
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3.	 If there are no changes to the contact’s information, select ‘Contact Verified’ at the top left of 
the page. Then select ‘Save’. This will mark the contact as verified. A message will appear 
validating that the contact update was successful. 

4.	 To make changes to a contact, you must complete all fields marked with a red asterisk (*) 
before the contact data can be saved. Select the ‘Mailing Address is the same as Physical 
Address’ checkbox to copy over the contact physical address to the contact mailing address. 

5.	 Select ‘Save’ to save any edits to the contact. 

6.	 After saving the contact you will be taken back to the Contacts Detail page. If the physical or 
mailing address you entered needs to be standardized, a warning message will ask you to 
make sure the address in question is correct and will suggest a standardized address. It is 
recommended that you use the standardized address that the system provides. 

7.	 A message will display validating that the contact update was successful, and the Contact 
Verified column will change from “No” to “Yes” to confirm that the contact has been verified. 
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Adding a Contact 

1.	 Select ‘Add Contact’. The Contact Detail page will display. 

2.	 Select a contact type in the dropdown. A required contact type (such as Supervisor) will be 

available if it has not yet been added to the agency contacts list. 

3.	 Enter all the contact information required in the fields marked with an asterisk. To copy over 
the contact physical address to the contact mailing address, select the ‘Mailing Address is 
the same as Physical Address’ checkbox. 

4.	 Select ‘Save’ to save the new contact. 

5.	 A message will appear validating that all required contact information has been entered. 

6.	 If the physical or mailing address you entered needs to be standardized, a warning message 

will ask you to make sure the address in question is correct and will suggest a standardized 

address. It is recommended that you use the standardized address that the system 

provides. 
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7.	 After saving the new contact, you will be taken back to the Contacts section of the Agency 
Detail page. With all three required contacts verified, the Contact Verified column will display 
“Yes” for the three contacts, and a message will appear confirming that the Contacts section 
is complete. 

Deleting a Contact 

1.	 Select the contact name on the Agency Detail page. The Contact Detail page will appear. 

2.	 Select ‘Delete’. A message will ask if you are sure you want to delete the contact. 

3.	 Select ‘Confirm’ to delete the contact or ‘Cancel’ if you do not wish to delete it. A message 
will appear validating that the contact was successfully deleted. In the example below, 
deleting one of the three main contact types will make the Contacts section incomplete, and 
a warning message will ask you to enter the required contact. 
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In the Facilities section, you are required to add facilities and update the number of employees 
to complete the section. In subsequent report years, you can view and edit an existing facility, 
delete a facility or add a new one. Facility information is for satellite offices/sites which is 
separate from the main Agency/HQ information entered in the ‘Agency’ section. 

1.	 To view facility information, select the Agency tab and scroll down to the Facilities section, or 
select ‘Verify/Update Facility Information’ in the Annual Report Checklist. Once completed, a 
list of your existing facilities and related facility information will appear. 

2.	 All facilities are required to have 0 or more employees. To update the number of employees: 

a.	 Enter the updated number of employees in the Employees field. 

b.	 Select the ‘Update Number of Employees’ button. 

c.	 The total updated number of employees for all facilities will display at the bottom of the 
Employees column. 

d.	 Once the number of employees is updated, the Facilities section will be marked as 
complete. 
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Editing a Facility 

1.	 Select the facility name in the Facilities section. The Facility Detail page will appear. 

2.	 Select the ‘Edit’ button. Modify appropriate fields. 

3.	 Required fields marked with a red asterisk (*) must be completed before the facility data can 
be saved. Select the “Make the contact for this Facility the same as the Agency’s Recycling 
Coordinator” checkbox if the recycling coordinator contact information is the same as the 
facility contact. This will copy over the recycling coordinator contact name, address and 
phone number to the facility contact name, address and phone. 

4.	 You must enter the number of employees to complete the Facilities section. 
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5.	 Select ‘Save’ to save your changes. A message will appear validating that all required 
facility information has been entered. 

6.	 If the physical or mailing address you entered needs to be standardized, a warning message 
will ask you to make sure the address in question is correct and will suggest a standardized 
address. It is recommended that you use the standardized address that the system 
provides. 

Adding a facility 

1.	 Select ‘Add Facility’. 

2.	 The Facility Detail page will display. 

3.	 Enter all the facility information including the required fields marked with a red asterisk and 
select ‘Save’. Select the “Make the contact for this Facility the same as the Agency’s 
Recycling Coordinator” checkbox if the recycling coordinator contact information is the same 
as the facility contact. This will copy over the recycling coordinator contact name, address 
and phone number to the facility contact name, address and phone number. 

4.	 You must enter the number of employees to complete the Facilities section. 
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5.	 Select ‘Save’ to save your changes. 

6.	 If the physical or mailing address you entered needs to be standardized, a warning message 
will ask you to make sure the address in question is correct and will suggest a standardized 
address. It is recommended that you use the standardized address that the system 
provides. 

Deleting a facility 

1.	 Select the name of the facility in the Facilities section. The Facility Detail page will appear. 

2.	 Select ‘Delete’. A message will ask if you are sure you want to delete the facility. 

3. Select ‘Confirm’ to delete the facility or ‘Cancel’ if you do not wish to delete it. 
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Disposal  

The Disposal section is where you enter all information related to total annual disposal by your 

state agency or large state facility, the total number of employees and non-employees at your 

agency or facility, and information on how these number were determined. You are also 

required to answer questions on the types of waste at your agency or facility and any difficulties 

you may have in your diversion programs. Once you have completed the section, you can see 

your final per capita disposal calculations for the year and determine if it is below or is over your 

disposal target. 

Starting/Editing the Disposal Section 

1.	 To view the Disposal section, select ‘Disposal’ from the tabs or select ‘Enter Annual Per 
Capita Disposal Information’ from the Annual Report Checklist. 

2.	 Select ‘Edit’. 

3.	 To complete the Disposal section you must enter data and explanations in all the fields 

listed with an asterisk and select ’Save’. 
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Employees and Non-Employee Population 

4.	 Total Number of Employees is automatically tabulated from the number of employees you 

entered in your Agency information, including all employees you entered for each facility if 

applicable. 

5.	 Enter a description of the total number of employees at the agency, who was included in this 

number and how the number of employees was determined. 

6.	 Enter the Total Number of Non-employees population at your agency. If your agency does 

not have a non-employee population you still must enter ‘0’ to complete this field. 

7.	 Non-employee Population Type is listed based on what was reported in previous report 

years. 

8.	 Enter a description of the total number of non-employees at the agency, who was included 

in this number and how the non-employee population number was determined. 

9.	 If you no longer wish to report the non-employee population or need to change the non-

employee population type, select the link to your CalRecycle representative to send an e-

mail request. 

Disposal 

10. For Total amount Disposed enter the total amount of disposal (taken to a landfill or 

transformation facility), for the year, in tons, from all facilities listed in your annual report. 

This number could be obtained from actual disposal weights provided by your waste 

hauler(s); estimates using weight-to-volume conversions; extrapolating from waste 

assessments, or from waste information provided by building management, etc. Using the 

same method to calculate this number, consistently each year, is important. 
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11. Enter a description of how your disposal number was calculated for your agency and 

facilities. 

12. If you claim a transformation amount, enter the amount you wish to claim in the Total 

amount of Transformation field. (Claiming this tonnage is optional). "Transformation" means 

incineration, pyrolysis, distillation, or biological conversion other than composting. 

"Transformation" does not include composting, gasification, or biomass conversion. 

13. Do not include any diversion or recycling tons in the transformation field, only waste 
taken to one of three CalRecycle-permitted facilities in California. Waste sent to any other 
facility cannot be claimed as transformation. These facilities are: 

o	 Commerce Waste to Energy in Commerce. 
o	 Covanta Stanislaus Inc. in unincorporated Stanislaus County. 
o	 Southeast Resource Recovery in Long Beach. 

1.	 To help CalRecycle staff understand the disposal and recycling at your agency or facility 

and assist you with any disposal questions, please complete the following questions: 

a.	 Describe the types of materials thrown away by your agency or facility. 

b.	 Describe the difficulties, obstacles or challenges you have had finding ways to reuse, 

recycle or compost the aforementioned materials at your agency or facility. 

2.	 Once you have completed all the required fields select ‘Save’ to save your data and 
complete the section. 

Annual Results 
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3.	 Once you have completed all the required fields for the Disposal section including your 

agency or facility disposal tons and population amounts select ‘Save’. The Annual Results 

box will display your calculated per capita disposal rate. Your agency’s calculated annual 

disposal rate is listed next to your target rate for employee population and non-employee 

population if applicable. 

The term ‘Target’ refers to a per capita disposal calculation approximately equivalent to the 

50 percent diversion requirement. The term ‘Annual’ refers to the current Reporting-Year per 

capita disposal rate. The ‘Target’ and ‘Annual’ rates are compared to each other. To achieve 

compliance, an agency’s Annual rate should be less than the Target. However, this is used 

as one indicator of the effectiveness of your waste reduction and diversion programs. 

4.	 An explanation field appears if you exceed your target employee rate and it must be filled 

out to complete the Disposal section. Enter a description as to why you think the annual per 

capita disposal rate is greater than your agency’s target rate. For more information about 

agency disposal, select the ‘Employee Disposal Trend Chart’ or the ‘Non-Employee 

Disposal Trend Chart’ links to view disposal trend charts. 

1.	 Once you have entered all the required information, and selected ’Save’ for the Disposal 

section a message will appear at the top of the page confirming that the Disposal section is 

complete. 
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Programs  

The Programs section contains all information related to waste diversion programs implemented 
at your facilities, including Waste Prevention/Re-use, Material Exchange, Recycling, Organics 
Recycling, Green Procurement, Training and Education. You are required to provide detailed 
description of the agency’s program activities including efforts to prevent the generation of 
waste and efforts to reduce waste disposal. Please review each program by entering or 
updating all activities implemented during the report year. 

Note: Please review activities in each program to ensure accuracy even if there is no change in 
the program information. 

Reviewing Program Activities 

1.	 To view program information, select the Programs tab or ‘Enter Program Information’ in the 
Annual Report Checklist. This will take you to the Annual Report Programs page. 

2.	 The Annual Report Programs page lists all program areas that you need to complete for 
your agency. The number of programs that must be reviewed and completed will be 
displayed at the bottom of the Selected Activity Count column. You can select the link ‘View 
Programs Implemented in 2010’ to view all programs activities selected and implemented 
during the previous year. 

3.	 To view a program, select a program under the Program Name column. The Program Detail 
page will display. 
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4.	 Select ‘Edit’ to choose program activities. Place a check next to the types of activities 
implemented at your facilities during the report year. 

5.	 If ‘Other’ is checked, please provide an explanation in the program notes box at the bottom 
of the page. 

6.	 Mark the ‘None’ box if your agency does not have any listed activity implemented during the 
reporting year. Note: if you check ‘None’ after checking other program activities, this will 
uncheck all activities above it. 

7.	 Enter information in the notes field located at the bottom of the page if you wish to provide a 
detailed description of your program activities. 
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8.	 Once all activities for the program have been checked, select ‘Save’. A message will appear 
confirming that the program has been updated successfully. The number of selected 
diversion activities for the program will also be displayed. 

Reviewing Program Activities – Community Colleges 

If your agency is a college you should enter tons diverted for each activity selected. Community 
college districts are required by Public Resource Code Section 42927 to annually provide to 
CalRecycle information on the quantities of recyclable materials collected for recycling. 

a.	 Select ‘Edit’. 
b.	 Select activity. 
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c. Enter total tons next to the activity. 
d. Provide a detailed description of selected activities in the text box. 
e. Select ‘Save’ 

9.	 When all programs have been reviewed and updated, a message will appear confirming that 
the Programs section is complete. You can select the Summary tab to verify that the check 
next to ‘Enter Program Information’ is green. 
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Submit Annual Report 

1.	 To submit the Annual Report, select the Summary tab to review and make sure all sections 
of your agency annual report are complete. This will lead you to the Annual Report 
Summary page. 

2.	 The Annual Report Summary page is a high level overview of your annual report. To review 
various sections of your agency’s report, select the applicable link from the checklist or a tab 
located at the upper right corner of the page. 

3.	 When all the sections in the Annual Report Summary have been completed, the ‘Submit 
Annual Report’ button will be visible. You may do a quick review of all sections of your 
annual report before submitting it: Agency, Facilities, Contacts, Disposal, and Program 
activities. If any of the information needs to be updated or edited, select the applicable 
section from the Annual Report Checklist or applicable tab on the upper right corner of the 
page and make necessary changes (remember to select ‘Edit’, then ‘Save’). 

If you wish to provide additional information in your annual report, enter information in the 
box to the right of the checklist, and select ‘Save Additional Information’. 

4.	 Select ‘Submit Annual Report’ to submit your annual report. A message will display asking 
you to make sure your annual report data is entered correctly, and if you want to submit the 
report. Select ‘OK’ to submit the annual report or ‘Cancel’ if you do not wish to submit it. 

Note: Once you submit the annual report, you will no longer be able to make any changes to 
it. To request changes to your annual report after it’s submitted contact your CalRecycle 
representative. 
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5.	 Once you select the ‘Submit Annual Report’ button, a message will appear on top of the 
Annual Report Summary page confirming the report has been submitted successfully. You 
will receive an email confirming the submitted report. 

Updating Submitted Annual Reports 

1.	 If you need to update an annual report that has been submitted, please contact your 
CalRecycle representative. If you experience technical difficulties or have questions about 
your annual report, please contact your CalRecycle representative before submitting it, 
http://calrecycle.ca.gov/StateAgency/Reporting/Contacts.aspx 

2.	 To view your submitted annual report, log into SARC and go to the Annual Report Home 
page, and select ‘View your submitted Annual Report’. 
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Reports and  Charts  

To view the Reports section for your agency select the Reports tab. 

To view a summarized SARC annual report for any year from 2000 to the current report year 

select a year in the dropdown and select the ‘View Annual Report’ link. The report will be 
displayed in Adobe PDF format and is in a printer friendly format. 

To view a listing of implemented programs for your agency for a given year, select a year in the 

dropdown and select the ‘Program List’ link. 

The disposal tons Charts and Tables reports offer disposal trend and comparison charts for your 

agency. Select the name of the corresponding report to run the report. Reports are displayed in 

PDF format and are in printer friendly format. 

Disposal Comparisons (table): 

A comparison table of agency disposal tons, employee per capita and non-employee per capita
 
disposal rate data for all annual report years starting from 2000 to the present report year.
 

Disposal Tons Trend Chart:
 

A graph of your agency’s total tons disposed from 2001 to the current annual report year.
 

Employee/Non-Employee Trend Chart:
 

The chart displays a graph of your agency’s employee population and non-employee population
 
(if applicable) from 2001 to the current annual report year.
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Charts and Tables 

Disposal Comparisons 

Disposal Tons Trend Chart .. 4 ... ---­
Employee/Non-Employee Trend Chart 4 

State Agency Reporting Center httos://serure.calrecvde.ca.ooy/ SARC/ 
Contact: Recycljna Coordinator (916) 341-6199 

I 

Page 29 of 40
 



 

   

 
            

             

 Agency Search 

 
             

                

      

              

           

          

        

    

           

                 

  

        

 

 

   

My  Agencies  

The My Agencies section is used to make overall updates to your agency, facility and contact 

information at any time of the year not just during the annual report period. 

To access the My Agencies section, select ‘My Agencies’ from the left navigation menu. The list 

of agencies you are assigned to will appear. The list can be sorted by any of the column 

headings by selecting the column name. 

1.	 The list of agencies can be filtered by the following options using the agency search feature: 

 Under Agency Name enter the agency you wish to view. Enter a partial name or phrase 

to search for agencies containing that phrase (Ex: “San” for San Diego). 

	 Enter address, city or zip code to refine your search even more. 

	 Filter the search by county. 

	 Select ‘Search’ to view a list of agencies filtered by the options selected. 

	 To clear the filtered list of agencies select ‘Clear Search’. The list will be reset to the 
agencies assigned to you. 

2.	 To view agency data select the agency name 
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The My Agencies section is divided into four tabs which let you view and edit information about 

your agency. 

You must select the ‘Edit’ button to update or change your information. When you enter 
a section or screen the default mode is ‘view only’ in which data can’t be changed or 
updated. This helps to protect information and allows the user to safely view and 

browse data already entered. 

‘Back’ returns you to the Agency Summary page or a section home page such as 

Contacts or Facilities. 

Use the ‘Save’ button to complete a page and save all of your information. If you 
navigate off a page without first saving, your information will be lost. 

Use the ‘Cancel’ button to stop the edit mode and revert your page back to the last 

saved screen. 

Sorting: 

Most lists of data can be sorted by a column in ascending or descending order. To sort a list 

select the column name to sort by ascending order. Select the column name again to sort by 

descending order. If the column name can not be selected then the list is not sortable by that 

column. 

Exporting to Excel: 

Most listings can be exported to Excel. Select the ‘Export to Excel’ link to load the list into Excel. 

Page 31 of 40 



 

   

 
            

           

             

    

        

   
           

              

          

       

       

       

         

 

 

 

 

Summary   

The first screen displayed after you select the agency is the Agency Summary screen. You can 

view this screen at any time by selecting the Summary tab. The Agency Summary screen gives 

an overview of agency information including agency name, address, status, the type of agency 

and the number of employees. 

Some other key features of the Summary section include: 

	 View Map 
o	 If the system is able to map your agency’s address, a view map feature will 

appear. Select the ‘View Map’ link to view a map of your agency and its location. 
The map can be zoomed in or out and has many features found in web maps. 

The View Map feature is also available on the Agency Detail page 

	 Contact your CalRecycle representative or recycling coordinator 

o	 Select the name of the CalRecycle representative or recycling coordinator to 

open an e-mail message with the e-mail address of your respective contact. 
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Agency  

The Agency tab allows you view and edit all information for an agency. 

Updating Agency Information 

1.	 To view agency information select the Agency tab. The Agency Detail screen will appear 

showing all agency data. 

2.	 To make changes to an agency select ‘Edit’. 

3.	 Required fields will be listed with a red asterisk next to them. To save the agency record you 

must complete the required fields before selecting ‘Save’. In the example below the mailing 

address has not been completed and selecting ‘Save’ gave a message that the required 
fields must be filled out before the agency data can be saved. 

4.	 To copy over the physical address to the mailing address select the ‘Mailing Address is the 

same as Physical Address’ checkbox. 

5.	 Make sure to enter the number of employees at the agency itself (e.g. at agency 

headquarters). 
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6.	 Once you’ve completed all the required fields and selected ‘Save’, a message will appear 
verifying that the agency was updated successfully. 

7.	 If the physical or mailing address you entered needs to be standardized, a warning message 

will ask you to make sure the address in question is correct and will suggest a standardized 

address. It is recommended that you use the standardized address that the system 

provides. 

Page 34 of 40 



 

   

 
               

 

             

           

              

     

 

 
             

 

        

        

            

         

 

Contacts  

In the Contacts section you can make changes to your existing agency contacts or add a new 

contact. 

1.	 To view contact information for your agency select the Contacts tab. The Agency Contacts 

screen will appear showing a list of your existing agency contacts and related contact info. 

2.	 To send an e-mail to a contact select the contact e-mail address. A blank message will 

appear with the e-mail address of the contact. 

Viewing and Editing a Contact 

1.	 To view and/or edit all information for a contact select the contact name. 

2.	 Select ‘Edit’ to change any data for a contact. 

3.	 Fields marked with an asterisk are required and must be completed before the contact data 

can be saved. Select the ‘Mailing Address is the same as Physical Address’ checkbox to 

copy over the contact physical address to the contact mailing address. 
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 Deleting a Contact 

 
              

            

       

 

 Adding a Contact 

 
           

4.	 Select ‘Save’ to save your changes. A message will appear validating that all required 
contact info has been entered. 

5.	 If the name of the Recycling Coordinator was changed, please contact your CalRecycle 

representative as secure WebPass information will need to be sent to the new Recycling 

Coordinator (in order to access the annual report). 

6.	 If the physical or mailing address you entered needs to be standardized, a warning message 

will ask you to make sure the address in question is correct and will suggest a standardized 

address. It is recommended that you use the standardized address that the system 

provides. 

1.	 To delete a contact select ‘Delete’ on the Agency Contact Detail screen. A message will ask 

if you are sure you want to delete the contact. Select ‘Confirm’ to delete the contact or 
‘Cancel’ if you do not wish to delete it. 

1.	 To add a contact select ‘Add Contact’ from the main contact screen 
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2.	 Enter all the contact information including the required fields marked with an asterisk and 

select ‘Save’ to save the new contact. 

3.	 If a new contact requires access to the annual report, contact your CalRecycle 

representative. 

4.	 If the physical or mailing address you entered needs to be standardized, a warning message 
will ask you to make sure the address in question is correct and will suggest a standardized 
address. It is recommended that you use the standardized address that the system 
provides. 

Facilities  
 
In the Facilities section you can view and edit an existing facility, delete a facility or add a new 

one. 

1.	 To view facility information for your agency select the Facilities tab. The Agency Facilities 

screen will appear showing a list of your existing facilities and related facility info. 

2.	 To send an e-mail to a facility contact, select the facility contact’s e-mail address. A blank 

message will open up with the e-mail address of the facility contact. 
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Viewing and Editing a Facility 

1.	 To view and/or edit all information for a facility select the facility name. 

2.	 Select ‘Edit’ to change facility information. 

3.	 Fields marked with an asterisk are required and must be completed before the facility data 

can be saved. Select the ‘Make the contact for this Facility the same as the Agency’s 
Recycling Coordinator’ checkbox if the recycling coordinator contact info is the same as the 

facility contact. This will copy over the recycling coordinator contact name, address and 

phone to the facility contact name, address and phone. 

4.	 Select ‘Save’ to save your changes. A message will appear validating that all required 
facility info has been entered. 

5.	 If the physical or mailing address you entered needs to be standardized, a warning message 

will ask you to make sure the address in question is correct and will suggest a standardized 

address. It is recommended that you use the standardized address that the system 

provides. 
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Adding a Facility 

1.	 To add a facility, select ‘Add Facility’ from the Agency Facilities screen. 

2.	 Enter all the facility info including the required fields marked with an asterisk and select 

‘Save’ to save the new facility. 

3.	 If the physical or mailing address you entered needs to be standardized, a warning message 

will ask you to make sure the address in question is correct and will suggest a standardized 

address. It is recommended that you use the standardized address that the system 

provides. 
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Deleting a Facility 

1. To delete a facility select the facility from the Agency Facilities screen. 

2. Select ‘Delete’ on the Agency Facility Detail screen. 

3. A message will ask if you are sure you want to delete the facility. Select ‘Confirm’ to delete 
the facility or ‘Cancel’ if you do not wish to delete it. 

Page 40 of 40 


	INTRODUCTION
	Logging In
	Security and passwords

	State Agency Reporting Center (SARC) Home
	Annual Reports
	Annual Report Home

	Annual Report Summary
	Page navigation
	Overall Features

	Agency Information
	Verifying/Updating Agency Data

	Contacts
	Viewing and Editing a Contact
	Adding a Contact
	Deleting a Contact

	Facilities
	Editing a Facility
	Adding a facility
	Deleting a facility

	Disposal
	Annual Per Capita Disposal
	Starting/Editing the Disposal Section
	Employees and Non-Employee Population
	Disposal
	Disposal Questions
	Annual Results

	Completing the Disposal Section

	Programs
	Reviewing Program Activities

	Submit Annual Report
	Updating Submitted Annual Reports

	Reports and Charts
	Viewing Annual Reports
	Program Listings
	Disposal Tons Charts and Tables
	Report Descriptions:


	My Agencies
	Agency Search
	My Agencies Overall Features

	Summary
	Agency
	Updating Agency Information

	Contacts
	Viewing and Editing a Contact
	Deleting a Contact
	Adding a Contact

	Facilities
	Viewing and Editing a Facility
	Adding a Facility
	Deleting a Facility




