Department of Resources Recycling and Recovery
(CalRecycle)

State Agency Reporting Center
Waste Management Report

Annual Report Help Document

Page 1 of 40



INTRODUGCTION ..ottt 3

(oo o 1o N 1 o PP PP PPPPPPPPPPP 3
SeCUrity and PASSWOITUS .......coeiiiiiiiiiiiie ettt 3
State Agency Reporting Center (SARC) HOME ......vviiiii i 4
F N o a1 Tz L LT o L] €= PO SSRUPPPPRN 4
ANNUAI REPOIM HOME ...t 5
ANNUAL REPOM SUMIMEAKIY ...uuiiiieeee et e et e e e e e e e e et s e e e e ae e e e aae e s e eaaeaeeasstanasaaeaeeeennees 5
(o To L= =Y To T (o o SR 6
OVEIAII FRAIUIES ...ttt e e e e ettt a e e e e e e e e e e ettt e e e e e eeeeeaanenn e e aeaaaeeennnes 6
Yo L= o ox YA L]0 1 = 1 [ o I 7
Verifying/Updating AQENCY Data.........cccovvuiiiiiiiii e e et e e e e e e anaaa s 7
(0] 0] 1= (01 £ J PP 9
Viewing and EditiNg @ CONTACT ...........oiiiieeiiiiiie e e e e e e e e e e e e e e eeeeennnes 10
FaXo [0 [ 1T = W @ 0] o = Tod PP 12
DEIETING @ CONTACT. ...t 13
= Lo | 1= 14
EQItiNG @ FACIHTTY ... e 15

F N [0 11T 7= 0 = Lo 11 Y SRS 16
Deleting @ FACIHTTY ... 17
DI o T LS | PP PP P PP PPPPPPPPPPP 18
Annual Per Capita DIiSPOSAL..........ciiiieiiiiiiiiiiiie e e e e e e e e 18
Starting/Editing the DiSpPoSal SECHON............cuuiiiiiii e e e e e aaanes 18
Employees and Non-Employee Population ..o 19
011 010 1S | USSR 19
DiSPOSAl QUESTIONS ...ttt e e ettt e e e e e ettt e e e e e e e et e ettt e e s e e aeeeeattt e aaaaeeeanrnes 20
ANNUAL RESUIES ... et e s e e e e e e e ettt e e e e e e e e eeaeea e e e e eaeeas 20
Completing the DISPOSal SECHON ..........uiiii e e e 21

g (00| =1 0 1 TSP SPPPTP 22
Reviewing Program ACHVILIES .......ccooi i e e e a e e e e e e e e eeenea e e eeaeas 22
SUDMIt ANNUAT REPOIT ... e e e e e e e ettt a e e e e e e e e eeaten e e eeaeeas 26
Updating Submitted ANNUAl REPOIMS........uiiii i e e e et e e 27
=T 010 FS3R= T To I o = U £ S 28
ViIiewing ANNUAI REPOIS ... oottt e e e e e e et e e e e e e e e e eeeeann s 28
o Te =0 0 1S3 1] o S 28
Disposal Tons Charts and TabIeS...........uuuiui b abaeeeeeeee 28
LT oL =2 o o] 1o £ SPRPPRRN 28

Y = o =T 30
FNe (=T a0 ST (o] o [T TPOPRRRPRR 30
My AQENCIES OVETall FEALUIES.......ccciiiiiiie e e e e et a e 31
11 1] > /P 32
Lo [T 03 PSSP UPPPPTSPPPIN 33
Updating AGenCY INFOIMATION ........uuuuiiiiiiiiiii e 33
(070] o] 7= (01 - J RSP ST 35
Viewing and EditiNg @ CONTACT ...........oiiiiieiiiiiie e e e e e a e e e e e e e e eeeeenn s 35
DeletiNng @ CONLACT.......ccciiiiiiiiie e e e e e e et e e e e e e e e e e et e e e e e e e e eetbta e aaaaaas 36
FaXe (o[ g o Jr= W @70 ] o ¢= Tox ST PPPOPRRPPR 36
= Lo |11 = 37
Viewing and Editing @ FaCIlity ........cooieiiiiiiiiie e e e e e a 38
Yo (o T To Jr= W = T |1 AR PPOPTPRRR 39

Deleting a Facility 40

Page 2 of 40



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 In
Security and passwords

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.qgov/iSARC/

1. Enter your email address.
2. Select ‘Next'.

3. Enter your password.

4. Select ‘Sign In’.

State Agency Reporting Center Sign-In

Email Address: |

R
}Z.;ﬁf,‘: [:alﬁncynla’al
Sign-In| WebPass

Having trouble signing in using your WebPass? Visit the WebPass home page for help and to manage your own account.

State Agency Reporting Center https://secure.calrecycle.ca.gov/SARC/
Contact: Recycling Coordinator (916) 341-6199
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https://secure.calrecycle.ca.gov/WebPass/
https://secure.calrecycle.ca.gov/SARC/

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.

SARC Home
State Agency Reporting Center: Home
Home
. Welcome !
My Agencies You last signed in on Thursday, March 22, 2012 at 2:31 PM PST.

Annual Reports *—

Annual Reports

Reporting Cycle: Active Start Date: 3/1/2012
Current Reporting Year: 2011 Due Date: 5/1/2012

You have 2 Annual Rep0ris that need to be submitted before 5/1/2012.

State Agency Reporting Center https://secure.calrecycle.ca.gov/SARC/
Contact: Recycling Coordinator (916) 341-6199

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.

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

SARC Hpreg » Anrusl Reparts

Annual Reports

F i
[AGENCY ‘-i-'l"lff ADDRESS EITY EIECODE  COUNTY STATUS CALRECYCLE REPRESENTATIVE
|L7eh District Agricultyral &ssogistion PO, Box 2687 Grazs Vallay 9595 MNewsda Iri Progress  Mary Leschmgnm (916) 227-2778
Butte Colage J5d6 Bt Camipus Drva Graalle PE0EE-EI00  Bulte Ie Progeeds  Cindh Burmanacs (9160 341-6404
!-\; Shlorng Coarechmal Ingttesn P Box 1031 24500 and of hivy 202 Tahachaps 93531 K& In Pragress  Frgnk Severson (916) 341-625%
Depsriment of Corrections 1515 5 Strest Secraments 95011 Sacraments Mokt Started  Jeff Watson (916) MI1-6612
|Page 1 0f 2 = fport To Excel Cowet: 4

Ribe Mgaray ’\-!:-:M.lrh: Cantar bi3pd Wiacurs calvesecle, S goslBARET
"'u--u-."."'- dis reln ptae (9167 341-51%9
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Annual Report Home

e To view previous annual reports, select a year in the dropdown list.
e 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.

SARC Home > Annual Reports > Annual Repnrt Home
Annual Report Home

Department of Corrections
Welcome to the Annual Report module of the State Agency Reporting Center for Department of Corrections. To continue filing your Annual Report, select the "Complete your 2011 Annual Report”
link below.

You can view a prior Annual Report by selecting the year from the drop down menu. If you have any questions, please contact your CalRecycle Representative, Jeff Watson at (916) 341-6612

Complete your 2011 Annual Report ‘_

Previous Annual Reports: Select a year [ | e

It may take several seconds for the report to generate

State Agency Reporting Center https://secure.calrecycle.ca.gov/SARC/
Contact: Recycling Coordinator {916) 341-6199

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 Checkilist
section.

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

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

SARC Home > Annual Reports > Annual Report Home > Summary
Annual Report Summary: California Correctional Institution (Report Year: 2011) €——— CurrentAnnual Report

Summary | Agency | Disposal | Programs | Reports

Annual Report Checklist

Select a section below to verify and complete the Annual Report. Enter any additional information you wish to provide in your Annual Report.
& verify/Update Agency Information -
K Verify/Update Contact Information Red indi the section is incomplete

+ Verify/Update Fadility Information
[@ & Enter Annual Per Capita Disposal Information

¥ Enter Prooram Infor | - a
[ ¥ Enter Program Information Green indicates the section is complete
¥ submit Annual Report

Save Additional Information

CalRecycle Representative: Frank Severson (916) 341-6259 dfm— CalRecycle Contact for your Agency
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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.

CalRecycle Repr ive: Frank Severson (916) 341-6259

Below is a summary of the 2011 Annual Report \ View Current Annual Report (Printer Friendly)
_’ View 2010 Annual Report (Printer Friendly)

Page navigation

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.

SARC Home > Annual Reports > Annual Report Home > Agency Detail

High level links located at the top of
each page

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.

Summary [Agencr][Dispusal][Prugrams][ Repurts]

Tabs located at upper right
hand corner of each page

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.

i

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

Agency Information

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.

SARC Home > Annual Reports > Annual Report Home > Summary

Annual Report Summary: California Correctional Institution (Report Year: 2011)

Summary | Agency | Disp H‘m g | Reports

Annual Report Checklist

Select a section below to verify and complete the Annual Report. Enter any additional information you wish to provide in your Annual Report.
¥ Verify/Update Agency Information < -

[ ¥ verify/Update Contact Information
¥ Verify/Update Facility Information

¥ Enter Annual Per Capita Disposal Information
¥ Enter Program Information
@ ¥ submit Annual Report

Save Additional 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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SARC Home > Annual Reports > Annual Report Home > Agency Detail
Agency Detail: California Correctional Institution (Report Year: 2011)

y Agency | Disp H‘Pr g \ Reports

Agency
¥ The Agency section is incomplete. Update Agency information or use the Agency Verified button to verify that the Agency information is current.
Select Edit to update Agency information or use the Agency Verified button to verify that the Agency information is current.

Agency Name: California Correctional Institution

Physical Address: Mailing Address:
Physical City: Mailing City:
Physical State: cjifornia - Mailing State: | california -
Physical ZIP Code: Mailing ZIP Code:
Physical County: kern -

Number of Employees at Agency:
[ Total Number of Employees:

Back| @I‘—
‘Agency Verled t——

Created by: n\a 7/31/2000 1:50 PM
Last Updated by: Chau Nguyentat 2/10/2012 9:06 AM

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 O 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.

Page 8 of 40



SARC Home = Annual Reports = Annual Report Home > Agency Detail

Agency Detail: Department of Corrections (Report Year: 2011)

__Agency

¥ The Agency section is incomplete. Update Agency information or use the Agency Verified button to verify that the Agency information is current.
Select Edit to update Agency information or use the Agency Verified button to verify that the Agency information is current.

Agency Name: Department of Corrections

-'—> '_Mawling Address is the same as Physical Address b

Physical Address: |1515 S Street view Map * Mailing Addres.s:l
* Physical City: W * Mailing City: I—
* Physical State: lm * Mailing State: Im
* Physical ZIP Code: W * Mailing ZIP Code: |—

* Physical County: [ 5acramento vI
* 3] Number of Employees at Agency:
Total Number of Employees:

Edit information and select Save.
Fields marked with * (asterisk) are required. ‘—

- Cancel

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.

EARC HMema > Annual Bacoks > Ancaisl Regcrt Mome > Agency Datal
Agency Detail: California Correctional Institution (Report Year: 2011)
:!lullnmar:r' Agency Bnp-u:-ul' Flﬂlﬂl‘lrﬂl- Reg

Agency

o The Agency section is complete. '1_

Agency Mame: Calfornes Correctsonal Inshibubion

Fu
Physical Address: | T HMailing Address; | 4
Physical I'.Ityzl— Mailing Ciky: 72000
Physical States [ 50 ] Malling States [~ 00 o
Physical Z1F l'.‘m‘lr:l— HMailing ZIP ﬁud!:]—

Physical Comnty:| . . I
[E wumber of Employees ak Agency:
[ Tatal Mumber of Employees: 190
The suggested address is PO Box 1031, Tehachapi, CA 93581
Agency information will be saved bul please check physical and mailing address carclully as they may be invalid,

Agency detall updated successlully

Biack| Edn

Created by e TAFLA2000 155 PM
Last Updated by: Chau Bgupantat 271072013 9:06 AM

Contacts
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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SARC Home > Annual Reports > Annual Report Home > Summary
Annual Report Summary: California Correctional Institution (Report Year: 2011)

Summary | Agency IDisposaI H Programs | Reports

Annual Report Checklist

Select a section below to verify and complete the Annual Report. Enter any additional information you wish to provide in your Annual Report.
¥ Verify/Update Agency Information

¥ verify/Update Contact Information <—

¥ Verify/Update Facility Information

¥ Enter Annual Per Capita Disposal Information

¥ Enter Program Information -4
@ ¥ Submit Annual Report

Save Additional Information

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”.

Contacts

¥ The Contacts section is incomplete. A Recycling Coordinator, Agency Director, and Recycling Coordinator’s immediate Supervisor must be entered and each contact must
be verified. dff——

Select a contact to edit or verify the address and contact information.

|Add Contact

CONTACT
NAME CONTACT TYPE EMAIL ADDRESS PHYSICAL ADDRESS MATLING ADDRESS PHONE FAX VERIFIED
Ken Costa Recyding ken.costa@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy  (661) 822-4402 (661) 823-5014 No
Coordinator

Tehachapi, CA 93581 Tehachapi, CA 93581 ‘_'
M.D. Director stainemichael@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy  (661) 822-4402 No
Stainer 202 202

Tehachapi, CA 93581 Tehachapi, CA 93581
Page 1 of 1 Export To Excel Count: 2

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.

Contacts

¥ The Contacts section is incomplete. A Recycling Coordinator, Agency Director, and Recycling Coordinator’s immediate Supervisor must be entered and each contact must
be verified.

Select a contact to edit or verify the address and contact information.

p

CONTACT
NAME CONTACT TYPE EMAIL ADDRESS PHYSICAL ADDRESS MAILING ADDRESS PHONE FAX VERIFIED
Ken Costa Recycling ken.costa@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy (661) 822-4402 (661) 823-5014 No
Coordinator
Tehachapi, CA 93581 Tehachapi, CA 93581
M.D. Director stainemichael@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy  (661) 822-4402 No
Staine 202 202
Tehachapi, CA 93581 Tehachapi, CA 93581
Page 1 of 1 Export To Excel Count: 2

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.

SARC Home > Annual Reports > Annual Report Home > Agency Detail > Contact Detail

Contact Detail: California Correctional Institution (Report Year: 2011)

Contact Name: Ken Costa

Edit information and select Save.
Fields marked with * (asterisk) are required.{-———

Cance!| Hf————

Contact Verified ‘—
* Contact Type: Recycling CoordinatorEl

* First Name: Ken
* Last Name: Costa
* Job Title: Recycling Coordinator
* Email Address: ken.costa@cdcr.ca.gov
* Phone Number: (661) 822-4402 X 3183
Fax Number: (561) 823-5014

Contact Physical Address Contact Mailing Address
* Address: p 0 Box 1031 24300 end of hwy 202 ———y v Mailing Address is the same as Physical Address
* City: Tehachapi * Address: p 0 Box 1031 24300 end of hwy 202
* State: | california [~ * City: Tehachapi
# ZIP Code: 93581 * State: | California [=]
* County: | Kern B2 * ZIP Code: 93581

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.

__Contacts

¥ The Contacts section is incomplete. A Recycling Coordinator, Agency Director, and Recycling Coordinator’s immediate Supervisor must be entered and each
contact must be verified.

Select a contact to edit or verify the address and contact information.
The suggested address is PO Box 1031, Tehachapi, CA 93581 Aadd Contactl

Contact information has been saved, but please check physical and mailing address carefully as they may be invalid
Contact updated successfully.

CONTACT
NAME CONTACT TYPE EMAIL ADDRESS PHYSICAL ADDRESS MAILING ADDRESS PHONE FAX VERIFIED
Ken Costa |Recycling ken.costa@cder.ca.gov P O Box 1031 24500 end of P O Box 1031 24900 end of (661) 822-4402|(561) 823-5014|Yes ‘_
Coordinater hwy 202 hwy 202
Tehachapi, CA 93581 Tehachapi, CA 93561
M.D. Director stainemichael@cder.ca.gov [P O Box 1031 24500 end of P O Box 1031 24900 end of (661) 8§22-4402 No
Stainer hwy 202 hwy 202
Tehachapi, CA 93581 Tehachapi, CA 93581
Page L of 1 Export To Excel Count: 2
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Adding a Contact

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

Contacts

¥ The Contacts section is incomplete. A Recycling Coordinator, Agency Director, and Recycling Coordinator’s immediate Supervisor must be entered and each contact must
be verified.

Select a contact to edit or verify the address and contact information.

CONTACT
NAME CONTACT TYPE EMAIL ADDRESS PHYSICAL ADDRESS MAILING ADDRESS PHONE FAX VERIFIED
Ken Costa Recycling ken.costa@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy  (661) 822-4402 (661) 823-5014 Yes
Coordinator 202
Tehachapi, CA 93581 Tehachapi, CA 93581
M.D. Director stainemichael@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy  (661) 822-4402 Yes
Stainer 202 2
Tehachapi, CA 93581 Tehachapi, CA 93581
Page 1 of 1 Export To Excel Count: 2

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.

SARC Homa > Annual Reports > Annual Report Homa > Agency Detsil > Contact Datail
Contact Detail: California Correctional Institution (Report Year: 2011)

Contact Name

Enter information and select save.

Fields marked with * (asterisk) are reuuired.‘_
(Concel

" Contact Type: seieq o contact type |7
* First Name:
“ Last Name:
“ Job Title:
* Email Address:
“ Phone Number: =

Fax Number:

Contact Physical Address \cutan Mailing Address
* Address: Mailing Address is the same as Physical Address

* City: * Address:
© state:| cojiformia [=] City:

* ZIP Code: State: california [~]
* County: | ceject o county E ZIP Code:

Enter information and select save.
Fields marked with * (asterisk) are required.

[save]cancel

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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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.

Contacts
v The Contacts section is complete. ‘_

Select a contact to edit or verify the address and contact information.

The system was unable to find the address. :‘ k__ \Add Contact
Contact information has been saved, but please check physical and mailing address carefully as they may be invalid

Contact created successfully.

CONTACT

NAME CONTACT TYPE EMAIL ADDRESS PHYSICAL ADDRESS MAILING ADDRESS PHONE FAX VERIFIED
Jane Le Supervisor Janele@cdcr.ca.gov P.0.Box 1031 24900 end of hwy  P.0.Box 1031 24900 end of hwy  (661) 822-4402 Yes

202

Tehapachi, CA 93582 Tehapachi, CA 93582
Ken Costa Recycling ken.costa@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy  (661) 822-4402 (661) 823-5014 Yes

Coordinator

Tehachapi, CA 93581 Tehachapi, CA 93581
M.D. Director stainemichael@cdcr.ca.gov P O Box 1031 24900 end of hwy P O Box 1031 24900 end of hwy  (661) 822-4402 Yes
Stainer

Tehachapi, CA 93581 Tehachapi, CA 93581
Page 1 of 1

Export To Excel

Count: 3

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.

SARC Home > Annual Reports > Annusl Report Home > Agency Detail > Contact Detail

Contact Detail: California Correctional Institution (Report Year: 2011)

Contact Name: Jane Le

Are you sure you want to Delete? *—
Confirm|[Cancel]  “ff—

Contact has been verified
Contact Type: | Supervizor -

First Name:
Last Name:
Job Title:
Email Address:
Phone Number:

Fax Number:

Contact Physical Address Contact Mailing Address

Address:
City: Address:
State: Czlifornia - City:
ZIP Code: State: California =
County: | Select a county [+ ZIP Code:

Are you sure you want to Delete?

Confirm||Cancel

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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Contacts \’
¥ The Contacts section 15 Ihcomplete. A Recycling Coordinator, Agency Director, and Recycling Coordinator’s inmediate Supervisor must be entered and each contact must be verified.
Select a contact to edit or verify the address and contact information.

Contact deleted successfully. g

NAME CONTACT TYPE EMAIL ADDRESS PHYSICAL ADDRESS MAILING ADDRESS PHONE FAX CONTACT VERIFIED
Ken Costa Recycling Coordinator  ken.costa@cdcr.ca.gov P O Box 1031 24900 end of hwy 202 P O Box 1031 24900 end of hwy 202 (661) 822-4402 (661) 823-5014 Yes
Tehachapi, CA 93581 Tehachapi, CA 33581
M.D. Stainer Director stainemichael@cder.ca.gov P O Box 1031 24900 end of hwy 202 P O Box 1031 24900 end of hwy 202 (661) 822-4402 Yes
Tehachapi, CA 93581 Tehachapi, CA 33581
Page 1 of 1 Export To Excel Count: 2

Facilities

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.

SARL Home > Annual Heports * Annual Heport Home * Summary

Annual Report Summary: California Correctional Institution (Report Year: 2011)

s Y [Agency ][D '"Programs}[ Reporls]

Annual Report Checklist

Select a section below to verify and complete the Annual Report.

Enter any additional information you wish to provide in your Annual Report.
¥ Verify/Update Agency Information

¥ Verify/Update Contact Information
W+ Verify/Update Facility Information ‘——.
¥ Enter Annual Per Capita Disposal Information

¥ Enter Program Information ;I a

¥ Submit Annual Report
Save Additional Information|

Submit Annual Repord

CalRecycle Representative: Frank Severson (916) 341-6259

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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— Facilities

+ The Facilities section is [nmplete.+——

Enter the number of employees in the Employees column and select the "Update Number of Employees" button below. Select a facility to edit address or
contact information.

Number of employees have been updated successfully. ‘—-— Add Facility

CONTACT MAILING CONTACT EMAIL CONTACT
NAME PHYSICAL ADDRESS EMPLOYEES COMNTACT ADDRESS ADDRESS PHONE CONTACT FAX
California Correctional P © Box 1031 End of HWY | 50 Ken Costa PO, box 1031 lken.costa@cder.ca.goy (661) G2Z-4402  (661) §23-5014
Institution 202

Tehachapi, CA 93561
Tehachapi, CA 93581

Total Employees: T 50‘—

Page 1 of 1 Export To Excel

Count: 1

Update Number of Emplnyeesl *—

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.

SARC Home = Annual Reports = Annual Report Home > Agency Dretail = Facility Detail

Facility Detail: California Correctional Institution (Report Year: 2011)

Facility Name: California Correctional Institution

Edit information and select Save.
Fields marked with * (asterisk) are required.‘—
SavalCancEIl‘_

— Facility's Contact

["Make the contact for this Facility the same as the Agency's Recycling Coordinator

* Contact First Name: [en

Mailing Address:lp,o, box 1031

* Contact Last Name: [Costa Mailing City: Tehachapi
* Contact Email Address:|ken‘cnsta@cdc,—‘ca,gnv Mailing 5tate=|Ca\ifumia -
* Contact Phone Number: [js51) 522-4402 x| Mailing ZIP Eode:|93551

Contact Fax Number: |(551) 8§23-5014

— Facility Name fAddress
* Facility Name: [California Correctional Institution
* Number of Emplnyees:l—*—
* Physical Address: |p 0 Box 1031 End of HWY 202
* pPhysical City:W
* Physical State:lm
* Physical ZIP Ende:W
* Physical Cnunty:m

Edit information and select Save.
Fields marked with * {asterisk) are required.

Saval Cancell
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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.

— Facilities

+ The Facilities section is complete.

contact information.

Facility updated successfully.

The suggested address is PO Box 1031, Tehachapi, CA 93581
Facility information has been saved, but please check physical and mailing address carefully as they may be invalid ‘——

Enter the number of employees in the Employees column and select the "Update Number of Employees™ button below. Select a facility to edit address or

Aadd Facility

California Correctional
Institution

Total Employees:
Page 1 of 1

NAME PHYSICAL ADDRESS

CONTACT MAILING

CONTACT EMAIL

EMPLOYEES CONTACT ADDRESS

50

P O Box 1031 End of HWY 5o Ken Costa P.O. box 1031

202
Tehachapi, CA 93581

Tehachapi, CA 93561

Export To Excel

ADDRESS
ken.costa@cdor.ca.gov

CONTALCT
PHONE

(661) 522-4402

CONTACT FAX
(661) 823-5014

Count; 1

Update Mumber of Empluyeasl

Adding a facility

1. Select ‘Add Facility’.

— Facilities

+ The Facilities section is complete.

contact information.

Number of employees have been updated successfully.

Enter the number of employees in the Employees column and select the "Update Number of Employees" button below. Select a facility to edit address or

—» add Facilityl

Califarnia Correctional
Institution

Tehachapi, CA 93581
Total Employees:

Page 1 of 1

NAME PHYSICAL ADDRESS

CONTACT MAILING

CONTACT EMAIL

EMPLOYFES CONTACT ADDRESS

50

P O Box 1031 End of HWY | 5o Ken Costa PO, box 1031
202

Tehachapi, CA 93561

Export To Excel

ADDRESS
ken.costa@cdor.ca.gov

CONTACT
PHONE

(661) 822-4402

CONTACT FAX
(661) 823-5014

Count: 1

Update Number of Emplnyeesl

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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—
SARC Home > Annual Reports > Annual Report Horne = Agency Detail > Facility Detail

Facility Detail: California Correctional Institution (Report Year: 2011)

Facility Name

Enter information and select save.

Fields marked with * {asterisk) are required. 4—

Savel Caneel <__

— Facility's Contact
IMake the contact for this Facility the same as the Agency's Recycling Coordinator

* Contact First Name: | Mailing Address: |

* Contact Last Name:| Mailing I:ity:|
* Contact Email Address: | Mailing State:lca\ifornia .I
* Contact Phone Numher:| % Mailing ZIP I:Dde:|

Contact Fax Numher:|

— Facility NamefAddress
* Facility Name: |

# Number of Empluyees:l—
* Physical Address:|
* Physical Eity:l—
* Physical Btate:lm
* Physical 2IP Ende:l—
* Physical Cuunty:lm

Enter information and select save.
Fields marked with * {asterisk) are required.

Savel Cancel

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.

SARC Home > Annual Reports » Annual Report Home » Agency Detail > Facility Detail

Facility Detail: California Correctional Institution (Report Year: 2011)

Facility Name: California Correctional Institution

[Summary] Agency [Disposal"Programs] Repor|

Facility's Contact

I~ Make the contact for this Facility the same as the Agency’s Recycling Coordinator

Contact First Name: [en

Contact Last Name: [Costa

Contact Email Address: [z

x| Mailing ZIP Code:l;}g;‘,-_

Contact Phone Number: |

3. Select ‘Confirm’ to delete the facility or ‘Cancel’ if you do not wish to delete it.
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SARC Home = Annusl Reports > Annual Report Home > Agency Detail = Facility Detail

Facility Detail: California Correctional Institution (Report Year: 2011)

Facility Name: California Correctional Institution

Are you sure you want to Delete? ‘———
CnnflrmlCancEll 4___

Facility's Contact

[ make the contact for this Facility the same as the Agency's Recycling Coordinator

Contact First Name: [i7r, Mailing Address: |p.C, box 1031

Contact Last Name: [.5t5 Mailing City: [Tehachan
Contact Email Address: [Len costag@odor caoor Mailing State:lm
Contact Phone Number: [(6e1) 522-4402 x| Mailing 2IP Code:m

Contact Fax Number: [(f61) 623-5014

Disposal
Annual Per Capita 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.

SARC Home > Annual Reports > Annual Report Home > Summary

Annual Report Summary: California Rehabilitation Center (Report Year: 2011)

Summary [Agency | Disposal |[Programs | Reports.

/

Select a section below to verify and complete the Annual Report. Enter any additional information you wish to provide in your Annual Report.

Annual Report Checklist

[ v verify/Update Agency Information
¥ Verify/Update Contact Information
[ ¢ verify/Update Facility Information

¥ Enter Annual per Capita Disposal INformation s Q
& Enter Program Information
X submit Annual Report

Save Additional Information

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 nhon-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.

SARC Home > Annual Reports > Annual Report Home > Annual Per Capita Disposal
Annual Per Capita Disposal: California Rehabilitation Center (Report Year: 2011)
The State Agency Waste Management Annual Report is based on the previous calendar year (January 1 through December 31). According to statute, employee data and disposal data is required in order to
determine your agency/facility’s Annual Per Capita Disposal rate {expressed in pounds per person per day).
Your agency/facility is responsible for retaining source documentation related to the data reported herein.
Edit information and select Save.
Fields marked with * (asterisk) are required.
[s2ve [ cances
Employees
[ Total Number of Employees: 500
* I Explain who was included in this number and explain how this employee number was calculated:
S
Non-Employee Population
# [I Total Number of Non-employees: R —
[ Non-employee Population Type: Contractors
* 2 Explain who was included in this number and explain how this. ployee number was
R
If you reported a non-employee population in the past, but you no longer wish to do so, please contact Tara Gauth\em;;s_—‘
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.

Disposal /
# [7 Total amount Disposed: tons {2000 pounds = 1 ton)

[@ Total amount of Transformation: tons

* [7] Explain how the disposal number was calculated. Explain how the transformation number was determined (if applicable):

-+

Disposal Questions

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.

Help us to understand your disposal so that we may assist you in finding ways to increase diversion.

/

* What types of waste materials are still thrown away (not reused, recycled, or composted)?

* What difficulties or obstacles have you had with finding ways to reuse, recycle, or compost these types of waste materials?

p

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.

Annual Results

Employee Population Visitor Population
Target Annual Target Annual
Per Capita Disposal Rate (pounds/persan/day): s Ew Tom ma
Emplovee Disposal Trend Chart Visitor Disposal Trend Chart
Note: The Annual Per Capita Disposal, in comparison with the Disposal Target, is not the sole determination of compliance. Cal e evaluates agendi lities on their waste reduction, reuse, recycling, composting, and buy recycled

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.

[ Annual Results

Employee Population Contractor Population
[ Target [ Annual / Target  Annual

Per Capita Disposal Rate (pounds/person/day): 5.0 32.88 10 0.00

Employee Disposal Trend Chart Contractor Disposal Trend Chart

Note: The goal is for an agency’s Annual Per Capita Disposal to be less than the Disposal Target. The Annual Per Capita Disposal, in comparison with the Disposal Target, is not the sole determination of
compliance. CalRecycle evaluates agencies/facilities on their waste reduction, reuse, recycling, composting, and buy recycled programs.

* [?] please provide an explanation as to why the Annual Per Capita Disposal Rate is greater than the Disposal Target

-

Completing the Disposal Section

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.

SARC Home > Annual Reports > Annual Report Home > Annual Per Capita Disposal

Annual Per Capita Disposal: California Rehabilitation Center (Report Year: 2011)

(Summary [ Agency | Disposal [Programs |Reports

+ The Disposal section is complete. fpm———

The State Agency Waste Management Annual Report is based on the previous calendar year (January 1 through December 31). According to statute, employee data and disposal data is required in order to
determine your agency/facility’s Annual Per Capita Disposal rate (expressed in pounds per person per day)

Your agency/facility is responsible for retaining source documentation related to the data reported herein.

Annual per capita disposal data updated successfully. ffe————

Back | Edit

Page 21 of 40



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.

SARC Hormme > Annual Repaorts > Annual Report Home > Surmmary

Annual Report Summary: California Correctional Institution (Report Year: 2011)

Summary “\genty"Dispnsaﬂ[Prngrams" Repnrts]

Annual Report Checklist

Select a section below to verify and complete the Annual Report. Enter any additional information you wish to provide in your Annual Report.
@+ Werify/Update Aoency Information ‘I

@ & Verify/Update Contact Information
[« Werify/Update Facility Infarmation

[ ¥ Enter Annual Per Capita Disposal Information

o,
[+ Enter Program Infarmation 4 LI
@+ Submit annual Repart
Submit Annual Rapm’tl Save additional Infnrmatinnl

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. Toview a program, select a program under the Program Name column. The Program Detail
page will display.
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SARC Home > Annual Reports > Annual Report Home = Programs

Annual Report Programs: California Correctional Institution (Report Year: 2011)

[ y}[.ﬂgency ][L" P '] Programs [m]

# The Programs section is incomplete. All Programs must be reviewed.

CalRecycle reviews and analyzes each agency/facility’s success in meeting the 50% diversion mandate. This includes reviewing an agency/facility’s diversion activities. This section includes
the waste management hierarchy of programs to reduce, reuse, recycle, compost; as well as to buy recycled content products.

Select each Program area and identify all activities that were implemented during 2011.

Review and submit the Annual Report after selecting all of your program activities ———’ View Programs Implemented in 2010
_’ SELECTED ACITIVTY

PROGRAM NAME PROGRAM DESCRIPTION COUNT

Recycling 4 R ling is the practice of collecting and diverting materials from the waste stream for remanufacturing into new products, such |Please review this program
as recycled-content paper. The programs listed reflect this practice.

Organics Recyclin Programs that increase diversion of organic materials from landfill disposal for beneficial uses such as compost, mulch, and energy|Please review this program
preduction,

Material Exchange Programs that facilitate and promote the exchange and reuse of unwanted or surplus materials, equipment, offices supplies and Please review this program

other goods.

Waste Prevention/Re-use |Programs in this section support (a) Waste Prevention: actions or choices that reduce waste, and prevent the generation of waste |Please review this program
in the first place; and (b) Re-use: using an object or matenal again, either for its original purpose or for a similar purpose, without
significantly altering the physical form of the object or material.

Green Procurement Programs that promote green purchasing practices, including the purchase of goods and materials that are made from recycled or |Please review this program
less harmful ingredients such as, post-consumer recycled content copy paper or less toxic cl ing products. View sample
policies and the Department of General Services Buying Green website,

Training and Education |Programs to reduce trash, re-use, recycle, compost, and to buy green products are more effective when employees are aware, Please review this program

invelved and motivated. How does your agency train and educate employees, and non-employees (if applicable) regarding
existing waste management and recycling programs?

Page 1 of 1 Export To Excel = Ccount: 6

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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SARL Home > Annual Keports > Annual Report Home > Pragrams > Hrogram Letail

Program Detail: California Correctional Institution (Report Year: 2011)

Edit information and select Save.
Fields marked with * {asterisk) are required.

Save| Cancel ‘_

Wiew Programs Implemented in 2010

& Recycling
Identify the materials that are collected for recycling at vour facility/facilities.

[ Beverage containers
[ 2 Glass
[Z] Plastics (#35-7)
Carpet
I cardboard
(| MNewspaper
I @ office paper (white)
I [@ office paper {mixed)
[ confidential shredded paper
r Copier/toner cartridges
7 @ scrap metal
" @ wood waste
[ @ Textiles
[ @ ash
= Sludge {sewage/industrial)
[ B Tires
" & white goods
™ @ construction materials/debris
e Rendering
+ [ other {explain in Agency Pragram Motes belaw)

_’l_ Mone

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.

SARC Horne > Annual Heports > Annual Report Home > Programs

Annual Report Programs: California Correctional Institution (Report Year: 2011)

& The Programs section is incomplete. &ll Programs must be reviewed.
Organics Recycling program updated successfully. 4—

CalRecycle reviews and analyzes each agency/facility’s success in meeting the 50% diversion mandate, This includes reviewing an agency/facility’s diversion activities, This section
includes the waste managerment hierarchy of programs to reduce, reuse, recycle, compost; as well as to buy recycled content products,

Select each Program area and identify all activities that were implemented during 2011.

Review and submit the Annual Report after selecting all of your program activities

[Eummary"Agen(y}[Dispusal] Programs | Reports

View Programs Irplemented in 2010

PROGRAM NAME PROGRAM DESCRIPTION SELECTED ACITI¥TY COUNT
Recyeling Recycling is the practice of collecting and diverting materials from the waste strearn for remanufacturing into new products, 7 selected activities ‘
such as recycled-content paper. The programs listed reflect this practice,

Organics Recyeling Programs that increase diversion of arganic materials from landfill dispaosal for beneficial uses such as compost, mulch, and 4 selected activities
energy production,

ard Athar aonde

Material Exchange Programs that facilitate and promote the exchange and reuse of unwanted or surplus materials, equipment, offices supplies Please review this program

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’

SARC Home > Annual Reports > Annual Report Home > Programs > Program Detail

Program Detail: Butte College (Report Year: 2011)

[ Y [Agencv [I:' P W Programs | Reports

View Programs Implemented in 2010

[ Material Exchange
Identify your agency/fadility’s efforts to donate or exchanges materials, supplies, equipment, etc.
Your agency is responsible for retaining source documentation related to the diversion tons reported herein.

Total Tons Diverted (2000 pounds = 1 ton)

Nonprofit/school donations ——. tons
[ Internal property reutilizations tons
State surplus (accepted by DGS) tons
Used book exchange/buy backs tons
Employee supplies exchange tons
Other (explain in Agency Program Notes below) tons
None

Please provide details describing your material exchange activities:

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.

SARC Homg > Annyusl Reports > Annysl Report Home > Programa

Annual Report Programs: California Correctional Institution (Report Year: 2011)
f [ Agency | I| Programs | Reports

¥ The Programs section is complete. ‘—

Training and Education program updated successfully.

CalRecycle reviews and analyzes each agency/facility’s success in meeting the 50% diversion mandate. This includes reviewing an agency/facility’s diversion activities. This section includes
the waste management hierarchy of programs to reduce, reuse, recycle, compast; as well as to buy recycled content products.

Select each Program area and identify all activities that were implemented during 2011.

Review and submit the Annual Report after selecting all of your program activities View Programs Implemented in 2010

PROGRAM NAME PROGRAM DESCRIPTION COUNT

Recyeling Recycling is the practice of collecting and diverting materials from the waste stream for remanufacturing into new products, such as 7 selected activities
recycled-content paper. The programs listed reflect this practice.

rganics B i Programs that increase diversion of erganic materials from landfill disposal for beneficial uses such as compast, mulch, and energy 4 selected activities

production,

Material Exchan Programs that facilitate and promote the exchange and reuse of unwanted or surplus materials, equipment, offices supplies and other |3 selected activities
goods.

Waste Prevention/Re-use (Programs in this section support (8) Waste Prevention: actions or choices that reduce waste, and prevent the generation of waste in the |7 selected activities

first place; and (b) Re-use: using an object or material again, either for its original purpose or for a similar purpose, without
significantly altering the physical form of the object or material,

rEan P PE & Programs that promote green purchasing practices, including the purchase of goods and materials that are made from recycled or less |4 selected activities
harmful ingredient su::h 85, post-cor recycled content copy paper of less toxic cleaning products. View sample policies and the
men e AL 10 RN W

Training an ucation |Programs to reduce trash, re-use, recycle, compost, and to buy green products are more effective when employees are sware, involved |11 selected activities
and motivated. How does your agency train and educate employees, and non-employees (if applicable) regarding existing waste
management and recycling programs?

Page 1 of 1 Export To Excel Count: &
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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.

SARC Home > Annual Reports > Annuzl Report Home = Programs

Annual Report Programs: California Correctional Institution (Report Year: 2011)

i v | Agency | Disposal | Programs m

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’.

SARC Home > Annuzl Reports > Annual Report Homa > Summary

Annual Report Summary: California Correctional Institution (Report Year: 2011)

Y [Agency ][D P '][Programs}[ Reports

Annual Report Checklist

Select a section below to verify and complete the Annual Report. —>
& " verify/Update Agency Information

@ v Verify/Update Contact Information ‘%

& v Verify/Update Facility Information
@ + Enter Annual Per Capita Disposal Information

Enter any additional information you wish to provide in your Annual Report.

@ v Enter Program Information LI a
¥ Submit Annual Report

Submit Annual Report| _> 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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il

% Mokte: Once the 2011 Annual Report is submitted to CalRecycle, it
,-'I will be locked and vou will nok be able ko make any changes,
Please be sure all 2011 Annual Report data is entered correctly,

Are you sure wou wank to submit the 2011 Annual Report For
California Correctional Institukion?

Ik Zancel

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.

SARC Home > Annual Reports > Annual Report Home > Summary

Annual Report Summary: California Correctional Institution (Report Year: 2011)

Summary [Agencv ][Disposal ][Prog ra ms" Repo rls]

Annual Report submitted to CalRecycle successfully. +——

Annual Report Checklist

Select a section below to verify and complete the Annual Report. The following information was submitted as part of the Annual Report.
[l ¢ Verify/Update Agency Information —

' Verify/Update Contact Information

[l ¢ Verify/Update Facility Information

B« Enter Annual Per Capita Disposal Information

[ Enter Proaram Information LI @
& " Submit Annual 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’.

SARC Home > Annual Reports > Annual Report Home
Annual Report Home

California Correctional Institution

Welcome to the Annual Report module of the State Agency Reporting Center for California Correctional Institution. Your 2011 Annual Report has already been submitted to CalRecycle. To
view the 2011 Annual Report, select the "View your submitted 2011 Annual Report” link below.

You can view a prior Annual Report by selecting the year from the drop dewn menu. If you have any guestions, please contact your CalRecycle Representative, Erank Severson at (916) 341
-6255.

View your submitted 2011 Annual Report ‘-——

Previous Annual Reports: ISEIect ayear ¥

1t may take several saconds for the report to generate
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Reports and Charts
To view the Reports section for your agency select the Reports tab.

Viewing Annual Reports

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.

Program Listings

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.

SARC Home > Annuzl Reports > Annuzl Report Home > Reports

rt:
Reports: San Diego City College (Report Year: 2011)

‘Summary || Agency | Disposal | Programs | Reports

Reports

- —
The following reports will display in PDF format.
View Annual Report s

Program List

Disposal Tons Charts and Tables

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.

Report Descriptions:
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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Disposal Comparisons «ffe——————t-—
Disposal Tons Trend Chart
Employee/Non-Employee Trend Chart 'ﬁ-==

State Agency Reporting Center https://secure.calrecycle ca.gov/SARC/
Contact: Recycling Coordinator (916) 341-6199
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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.

Agency Search

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:

e 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).

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

e Filter the search by county.

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

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

2. Toview agency data select the agency name

Home
My Agencies

Annual Reports
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SARC Home > My Agencies

Agency Search

Agency
Name:
Address:
City:

Z1P Code:

County:

!

—® | search Clear Search

AGENCY NAME
Agnews Developmental Center

California Rehabilitation Center
San Dieqo City College

Wildlife Conservation Board

Page 1 of 1

RECYCLING COORDINATOR

Valerie Dunn
(408) 451-6130

Cathy Spencer
(951) 273-2909

Jose Lopez
(619) 385-6422

Shaironda Morris
(916) 445-5138

Export To Excel

CALRECYCLE REPRESENTATIVE
Alan White

(916) 341-6463

Tara Gauthier

(916) 241-6258

Tara Gauthier

(916) 341-6258

Paulina Lawrence
(916) 341-6521

Count: 4




My Agencies Overall Features

The My Agencies section is divided into four tabs which let you view and edit information about
your agency.

SARC Home » My Agencies » Agency Summary

Agency Summary: Wildlife Conservation Board (Modified)

Summary }‘Agency "Conli:cts ﬂFi:ciIities

Overall Features
Edit| 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 | Back’ returns you to the Agency Summary page or a section home page such as
Contacts or Facilities.

E

save | 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.

i

—— Use the ‘Cancel’ button to stop the edit mode and revert your page back to the last
‘CL':F‘"/ saved screen.

List Features
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.

SARC Home > My Agencies > Agency Contacts

Agency Contacts: Wildlife Conservation Board (Modified)

[summary|[Agency| Contacts [Fadilities |

Select to sort by Contact Type Add Contact
NAME CONTACT TYPE EMAIL ADDRESS PHONE NUMBER FAX NUMBER PHYSICAL ADDRESS MAILING ADDRESS
Robert C. Hight Director 1416 Ninth Street 1416 Ninth Street
Shaironda Morris Recycling Coordinator smorris@dfg.ca.qov (916) 445-5138 (916) 657-2366 1807 13th Street 1807 13th Street
Page 1 of 1 Export To Excel dg—m—m—o Count: 2
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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:

e 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

e 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.

SARC Home > My Agencies > Agency Summary

Agency Summary: Wildlife Conservation Board (Modified)

Summary ‘Agency|‘Contacts"Facilities‘

Agency Information

wildlife Conservation Board Total Number of Employees: 0

1416 Ninth Street Report Type: Modified /
Sacramento, CA 95814
View Map fem— CalRecycle Representative: Paulina Lawrence (916) 341-6521

Current Status: Active Recycling Coordinator: Shaironda Morris (916) 445-5138
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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’.

SARC Home > My Agencies > Agency Detail

Agency Detail: Wildlife Conservation Board (Modified)

‘Summary Agency (Contacts [ Facilities

- N

Back || Edit| ——

Agency Name: Wildlife Conservation Board

Physical Address: View Map Mailing Address:
Physical City: Mailing City:
Physical State: | - jformiz Mailing State:| coject 5 state
Physical ZIP Code: Mailing ZIP Code:
Physical County: | sicramento
Jurisdiction: [ Number of Employees at Agency:

[ Total Number of Employees:
Report Type: Modified
CalRecycle Representative: Paulina Lawrence (916) 341-6521

Back | 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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SARC Home > My Agencies > Agency Detail

Agency Detail: Wildlife Conservation Board (Modified)

Please enter a Mailing Address

Please enter a Mailing City

Please select a Mailing State

«—

Please enter a Mailing ZIP Code

Please enter a Jurisdiction.

Please enter the Number of Employees.

Edit information and select Save.
Fields marked with * (asterisk) are required.

Cancel

* Agency Name: Wildlife Conservation Board

_—, Mailing Address is the same as Physical Address

* Physical Address: 1415 Ninth Street View Map e * Mailing Address:
* Physical City: 53cramento * Mailing City:
* Physical State: c3jifornia - * Mailing State: gelect 3 state =
* physical ZIP Code: g5g14 * Mailing ZIP Code:
* Physical County: sacramento -
* Jurisdiction: 2 —— Number of Employees at Agency:
ploy gency:

[ Total Number of Employees:
* Report Type: Modified
* cal le Repr ive: Paulina Lawrence (916) 341-6521

Edit information and select Save.
Fields marked with * (asterisk) are required.

Save || Cancel

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

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.

SARC Home > My Agencies > Agency Detail

Agency Detail: Wildlife Conservation Board (Modified)

[Summary | Agency Tcnntacls H Facilities |

The suggested address is 1416 9th St, Sacramento, CA 95814
Agency information will be saved but please check physical and mailing address carefully as they may be invalid. f———

Agency updated successfully. -

Back || Edit

Agency Name: Wildlife Conservation Board

Physical Address: Mailing Address:

Physical City: Mailing City:
Physical State: | —jiforniz Mailing State: | —jifomia

Physical ZIP Code: Mailing ZIP Code:

Physical County:| sacramento
Jurisdiction: Number of Employees at Agency:
ploy gency:
[Z Total Number of Employees: 100

Report Type: Modified
call le Repr ive: Paulina Lawrence (916) 341-6521

The suggested address is 1416 9th St, Sacramento, CA 95814
Agency information will be saved but please check physical and mailing address carefully as they may be invalid.
Agency updated successfully.
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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.

SARC Home > My Agencies > Agency Contacts

Agency Contacts: Wildlife Conservation Board (Modified)

[Summary H Agency | Contacts ] Facilities |

/ _—n Add Contact

NAME ( CONTACT TYPE EMAIL ADDRESS 7 PHONE NUMBER FAX NUMBER PHYSICAL ADDRESS MAILING ADDRESS

Robert C. Hight Director 1416 Ninth Street 1416 Ninth Street
Shaironda Marris Recycling Coordinator Smclrrisﬁdfg.ca.g:u (916) 445-5138 (916) 657-2366 1807 13th Street 1807 13th Street

Page 1 of 1 Export To Excel Count: 2

State Agency Reporting Center https://secure.calrecvdle.ca.gov/SARC/
Contact: Recycling Coordinator (916) 341-6199

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.

SARC Home > My Agencies > Agency Contacts > Agency Contact Detail

Agency Contact Detail: Wildlife Conservation Board (Modified)

Contact Name: Shaironda Morris

Edit information and select Save.
Fields marked with * (asterisk) are required. f————

Save || Cancel | 40—

* Contact Type: Recycling Coordinator

* First Name: shajronda
* Last Name: pmgrris
* Job Title: Recycling Coordinator
* Email Address: smorris@dfg.ca.gov

* Phone (915) 445-5138 x
Number:

Fax Number: (916) 657-2366

Contact Physical Address Contact Mailing Address.
* Address: 1807 13th Street —® | Mailing Address is the same as Physical Address
* City: Sacramento * Address: 1807 13th Street
* State: (california - * City: sacramento
* ZIP Code: gcgiq * state: california -
* County: sacramento - * ZIP Code: g5g14

Edit information and select Save.
Fields marked with * (asterisk) are required.
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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.

SARC Home > My Agencies > Agency Contacts > Agency Contact Detail

Agency Contact Detail: Wildlife Conservation Board (Modified)

"Summary "Agencv ‘ Contacts [Facilities
Contact Name: Shaironda Morris

The suggested address is 1807 13th St, Sacramento, CA 95811
Contact information will be saved but please check physical and mailing address carefully as they may be invalid. ¢————

Contact updated successfully. —

Back || Edit || Delete

Deleting a Contact

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.

SARC Home > My Agencies > Agency Contacts > Agency Contact Detail

Agency Contact Detail: Wildlife Conservation Board (Modified)

Contact Name: Shaironda Morris

Are you sure you want to Delete?
The suggested address is 1807 13th St, Sacramento, CA 95811

Contact information will be saved but please check physical and mailing address carefully as they may be invalid.
Contact updated successfully.

Confirm || Cancel | g

Contact Type: Rrecycling Coordinator

First Name:
Last Name:
Job Title:
Email Address:

Phone
Number:

Fax Number:

Contact Physical Address
Address:

Contact Mailing Address

City:

State: cajifornia

Address:
City:

ZIP Code: State: cajiformnia

County: szcramento ZIP Code:

Are you sure you want to Delete?
The suggested address is 1807 13th St, Sacramento, CA 95811

Contact information will be saved but please check physical and mailing address carefully as they may be invalid.
Contact updated successfully.

Adding a Contact

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

SARC Home > My Agencies > Agency Contacts

Agency Contacts: Wildlife Conservation Board (Modified)

[Summary |"Agen:v| Contacts "Facilities|

— ) | AddContact

NAME CONTACT TYPE EMAIL ADDRESS PHONE NUMBER FAX NUMBER PHYSICAL ADDRESS MAILING ADDRESS

Robert C. Hight Director 1416 Ninth Street 1416 Ninth Street
Shaironda Morris Recycling Coordinator smorris@dfg.ca.qov (916) 445-5138 (916) 657-2366 1807 13th Street 1807 13th Stresat

Page 1 of 1 Export To Excel Count: 2

select ‘Save’ to save the new contact.

SARC Home > My Agencies > Agency Contacts > Agency Contact Detail

Agency Contact Detail: Wildlife Conservation Board (Modified)

Enter information and select save.
Fields marked with * (asterisk) are required. ¢—oo  __

Save || Cancel | d—————

* Contact Type: sglect a contact type ~
* First Name:
* Last Name:
* Job Title:
* Email Address:

* Phone x
Number:

Fax Number:

Contact Physical Address Contact Mailing Address
* Address: Mailing Address is the same as Physical Address
* City: * Address:
* State: cajifornia - * City:
* ZIP Code: * State: california -
* County: gelect a county oA ErTE

Enter information and select save.
Fields marked with # (asterisk) are required.

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.

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.

SARC Home > My Agencies > Agency Facilities

Agency Facilities: San Diego City College (Full)

'Summnry| Agency || Contacts | Facilities

NAME ‘ NUMBER OF EMPLOYEES|PHYSICAL ADDRESS CONTACT ‘CONTACT EMAIL ADDRESS CONTACT PHONE

San Diego City College 451313 12th Avenue Jose Lopez lopez@sdced.edu (619) 388-6422
San Diego, CA 92101-4787

Page 1 of 1 Export To Excel Count: 1

State Agency Reporting Center https://secure.calrecycle.ca.qov/SARC/

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.

SARC Home > My Agencies > Agency Facilities > Agency Facility Detail

Agency Facility Detail: San Diego City College (Full)

Facility Name: San Diego City College

Edit information and select Save.
Fields marked with * (asterisk) are required. &

Save || Cancel e

Facility's Contact

Make the contact for this Facility the same as the Agency's Recycling Coordinator

\ * Contact First Name: jo.. * Mailing Address: 1544 Frazes Road
* Contact Last Name: | opez * Mailing City: san Diego
* Contact Email Address: jigpez@sdccd.edu * Mailing State: ;jiforia -
* Contact Phone Number: (519) 388-6422 = * Mailing ZIP Code: 03108

Contact Fax Number: (51g) 3886439

Facility Name/Address
* Facility Name: san piego City College
* Number of Employees: 45
* Physical Address: 1313 12th Avenue
* Physical City: g Diego
* Physical State: 3jifornia -
* Physical ZIP Code: g3101-4787

* Physical County: gan piego -

Edit information and select Save.
Fields marked with * (asterisk) are required.

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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SARC Home > My Agencies > Agency Facilities > Agency Facility Detail

Agency Facility Detail: San Diego City College (Full)

Facility Name: San Diego City College

The suggested address is 1313 Park Blvd, San Diego, CA 92101
Facility information will be saved but please check physical address and contact mailing address carefully as they may be invalid. h———————

Facility updated successfully. <

Back || Edit || Delete

Adding a Facility

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

SARC Home > My Agencies > Agency Facilities

Agency Facilities: San Diego City College (Full)

|summary || Agency | Contacts | Facilities

= | Add Facility

NAME NUMBER OF EMPLOYEES PHYSICAL ADDRESS CONTACT CONTACT EMAIL ADDRESS CONTACT PHONE
San Diego City College 451313 12th Avenue Jose Lopez lopez@sdecd.edu (619) 388-6422

San Diego, CA 92101-4787

Page 1 of 1 Export To Excel Count: 1

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

3.

‘Save’ to save the new facility.

SARC Home > My Agencies > Agency Failities > Agency Facility Detail

Agency Facility Detail: San Diego City College (Full)

Enter information and select save.

Fields marked with * (asterisk) are required. "

Save || Cancel | d———

Facility's Contact

Make the contact for this Facility the same as the Agency's Recyeling Coordinator

* Contact First Name: * Mailing Address:

* Contact Last Name: * Mailing City:
* Contact Email Address: * Mailing State: cjjifornia -
* contact Phone Number: X * Mailing ZIP Code:

Contact Fax Number:

Facility Name/Address
* Facility Name:

* Number of Employees:
* physical Address:
* Physical City:
* Physical State: cjjifornia -
* Physical ZIP Code:

* Physical County: select a county =

Enter information and select save.
Fields marked with * (asterisk) are required.

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.

SARC Home > My Agencies = Agency Facilities = Agency Facility Detail

Agency Facility Detail: San Diego City College (Full)

Facility Name: San Diego City College

l Back " Edit“ Delete I —

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.

SARC Home > My Agencies > Agency Facilities > Agency Facility Detail

Agency Facility Detail: San Diego City College (Full)

Facility Name: San Diego City College
Are you sure you want to Delete? """

Confirm | Cancel 4—

Facility's Contact

Contact First Name: Mailing Address:

Contact Last Name: Mailing City:
Contact Email Address: Mailing State: ~_jiforis
Contact Phone Number: X Mailing ZIP Code:

Contact Fax Number:
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