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A SIMPLE AND ANALYTICAL  
HOW TO… GUIDE! 

 

Do you have any questions? You can contact us now!   
Email: admin@zerowasterecycling.co.uk | Tel: 01903 368 685 
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HOW TO… REGISTER WITH OUR SERVICE + SELECT PRICING MODEL (1/2)  

Click login on homepage.  
Then, in the bottom of page, click “REGISTER SINGLE SITE” or one of the other options, 
according the type of user you are (Multiple Site, Distributor, Remanufacturer)  

1 Complete the registration form and click “REGISTER ME”. 
If you are a company, you need to fill also the SIC code field (multiple drop-down menus) 2 

Your registration has been completed! 3 
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Scheme

Empty cartridge 
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recycling firm
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recycling site, 
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Waste Producer
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2-10
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5-24 per month

24+ per month
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No
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Lower base cost,    

no rebates

Higher base cost, 

offset by rebates

Yes

No

Waste Handler Waste Handler

Questions to answer

Are you the producer of the waste or are you handling 

other people waste?
Waste Producer Waste Handler Waste Handler Waste Handler

TYPE OF USERS

P P

Waste Handler

P P P P P

P P P P P P P

P P P

P P

P P P P P P

P

Will you ever need to send us cartridge WEEE that has 

already been eveidenced by another AATF?

Would you be interested in offering this service directly 

to your customers?

P

P

Roughly how many UK sites are in your organisation?

Roughly how many printers do you have per site?

Which type of service would you like?

Would you like to donate your cartridge rebates to a 

charity of your choice?

How many pallets of used printer cartridges do you 

handle/need to have treated each month?

HOW TO… REGISTER WITH OUR SERVICE + SELECT PRICING MODEL (2/2)  
When you complete your registration, then you will have to answer few questions  
about your type of user and your preferred pricing model 4 

The series of questions you need to answer according your type of user! 5 
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HOW TO… BOOK A COLLECTION OR DELIVERY 
Log into your account using your ZeroWaste ID or Email, and 
personal password 1 

Click the option “DELIVERY/COLLECTION” and select between 
“COLLECTION” & “DELIVERY” 2 

Choose the quantity of your boxes or pallets and click “BOOK NOW”  3 

Add the Collection or Delivery date, any extra information and click 
“NEXT” 4 

Review in CHECKOUT PAGE that all the information are correct and 
click “CONFIRM” 
 

 In this page, you can add more services, change the quantity or 
save the order for later stage in “ORDER HISTORY” section 

5 

Complete the CARD HOLDER’S ADDRESS and click “PAY”  6 

You will be directed to Sage Pay page, where you can complete all 
your card details 7 

Complete the payment to confirm your order 8 

Print the postage label you will find in order confirmation page and 
stick it on your box or pallet! 9 
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HOW TO… ORDER EMPTY BOXES 
Log into your account using your ZeroWaste ID or Email, and 
personal password 1 

Click the option “ORDER EMPTY BOXES” 2 

Select the quantity and click “ORDER NOW” 3 

Complete the Delivery Address (if it is different from your account’s) 
and click “OK” 4 

Confirm in CHECKOUT PAGE that all the information are correct and 
click “CONFIRM” 
 

 In this page, you can add more services, change the quantity or 
save the order for later stage in “ORDER HISTORY” section 

5 

Complete the CARD HOLDER’S ADDRESS and click “PAY”  6 

You will be directed to Sage Pay page, where you can complete all 
your card details 7 

Complete the payment to confirm your order 8 

Your box/-es will arrive maximum in 5 working days! 9 
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HOW TO… ADD PREPAYMENT FUNDS INTO YOUR ACCOUNT 
Log into your account using your ZeroWaste ID or Email, and 
personal password 1 

Click the option “BUY MORE” under your current collection credit 2 

Enter the amount of  funds you wish to load into your account 3 

Confirm in CHECKOUT PAGE that all the information are correct and 
click “CONFIRM” 
 

 In this page, you can add more services, change the quantity or 
save the order for later stage in “ORDER HISTORY” section 

4 

Complete the CARD HOLDER’S ADDRESS and click “PAY”  5 

You will be directed to Sage Pay page, where you can complete all 
your card details 

6 

Complete the payment to confirm your order 7 

Your new collection credit is now loaded into your account,  
so you can save time on payment details in future orders! 

8 
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HOW TO… REGISTER A NEW SUB-ACCOUNT 

Click the option “ACCOUNTS & CREDIT” 1 

Click the option “REGISTER NEW SUB-ACCOUNT” 2 

Answer who will be the admin of this new sub-account (you or a new user) and if you want to share your 
credit with this account (Find more in Collection Pool) 3 

Complete the registration page using the contact details for this new sub-account/site 4 
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HOW TO… ALLOW NEW SUB-ACCOUNTS TO REGISTER BY THEMSELVES (via INTELLIGENT LINK) 

Click the option “ACCOUNTS & CREDIT” 1 

On the middle of the page, you will find an Intelligent Recycling Link.  
You can send this link to your other sites, or accounts you want to register under your account. 
Exactly below, you can edit the custom message, you want to read these accounts,  
as well as to upload your own logo (More information – page 11) 

2 

On the same page, then you can click at any time the option “REGISTER VIEW & EDIT” to view  
which sub-accounts have already registered under your master account 3 

Your sub-accounts. 
Continue in next page 10, to find more about how you can create a collection pool,  
and to include all or some of your sub-accounts 

4 
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HOW TO… CREATE A COLLECTION POOL 

Click the option “ACCOUNTS & CREDIT” 1 

Select the third button “COLLECTION POOL” 2 

Click the option “INVITE ACCOUNTS TO YOUR POOL” 3 

Then, find the sub-account (you need to have at least one)  and click “INVITE” under “Collection Pool” column. 
The sub-account will receive an e-mail with the collection pool invitation, and the admin of this account will 
need to log into his/her account to accept the invitation 

4 
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HOW TO… UPLOAD YOUR OWN LOGO (CO-BRANDED SERVICE) 

Click the option “EDIT DETAILS” 1 

Go to the last section on this page “CO-BRANDING LOGO” 
Click “SELECT FILE” to find your logo image from your computer/mobile folders and then, click “SAVE” 
 

2 

Your logo will appear on the top and middle of the page! 
If you want to change it, follow again the same procedure 3 
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HOW TO… VIEW YOUR REUSE & RECYCLING STATISTICS (REUSABLE & NON-REUSABLE) 

Click the option “BREAKDOWN STATEMENT” 1 

Input the start & end date you want to view and click “VIEW STATEMENT” 2 

It will appear the following statement, showing how many boxes, pallets have been processed,  
the % of reusable and non-reusable, the type of cartridges, and how many rebates have you received,  
if you are a qualified account. 
You can click also on the right column the option “DETAILS”, so you can view an itemised report 

3 

View your itemised report and understand which cartridge has better return value to you 4 
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HOW TO… DOWNLOAD FOR AUDIT PURPOSES, YOUR PROOF OF LEGISLATION COMPLIANCE 

Click the option “WASTE TRANSFER NOTE” 1 

Select the year, tick the box of being an authorised person and click “SUBMIT” 2 

Click “DOWNLOAD WASTE NOTE” and a PDF file will be generated for you 3 

Click the option “ZERO WASTE CERTIFICATE” 4 

Click “CENERATE CERTIFICATE” 5 

Click “DOWNLOAD CERTIFICATE” and a PDF file will be generated for you that will include the percentages of 
reuse and recycling and will confirm our Zero Landfill Zero Incineration Zero Waste process 6 
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HOW TO… DONATE YOUR REBATES TO CHARITY – (Recycle4Charity.co.uk Connection) 

When you complete the registration, you have to answer few questions (view page 4). 
In the question about preferred pricing model, you need to select the “HIGHER BASE COST, WITH REBATES”. 
Then, it will appear the following, and you will have to click “YES” 

1 

Then, you can search the charity name through the right search text box, or you can input straight the 
Recycle4CharityID number of the charity or yours, if you are member of this service also. 
Click “OK” and now all your rebate amounts will be donated to the charity of your choice automatically. 

2 

If you are an already registered member, then you need to click the section “EDIT DETAILS”. 3 

In the section Personal details, you will find the option just above the “UPDATE MY DETAILS” button.  
By clicking there, it will appear the exact format like No2 step on this page. 
Find the charity you want to support and click “OK”. 

4 

http://www.zerowasterecycling.co.uk/


HOW TO… USE OUR SERVICE TO FUNDRAISE FOR CHARITY – (Recycle4Charity.co.uk Connection) 

If you are a Charity, you need to have an account with Recycle4Charity.co.uk  
If you have already an account, click the image to find more information about our service, 
and by following the steps 2-4 on this page, you will be able to understand how donators can register 
under your account, so you can receive their rebate amounts as donations to your charity 

1 

Into your Recycle4Charity.co.uk account, click the option “INTELLIGENT LINK” 2 

On this page we provide all the necessary material (intelligent link + banners),  
so you can promote both services of Recycle4Charity.co.uk and ZeroWasteRecycling.co.uk to your supporters,  
to receive important funds. 
Click the section “TONER CARTRIDGE RECYCLING” 

3 

The following information will appear with most valuable to be the “ZEROWASTERECYCLING INTELLIGENT LINK”. 
Through this link any supporter of you can register with the service and  
have pre-selected your charity ID, so you can receive their rebate amounts as donations.  
You can use the following banners on your website, blogs, emails, and by always linking your intelligent link 

4 

http://www.recycle4charity.co.uk/ZeroWaste.aspx 
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HOW TO… OFFER A CO-BRANDED SERVICE TO YOUR CUSTOMERS (CARTRIDGE DISTRIBUTORS/RESELLERS) 

Visit our particular page for resellers by clicking the image  and read the available material. 
You will find also a 12th page guide with analytical information that you can download as a PDF. 
Click register with our service and follow the steps as explained on pages 3 and 4 
 

1 

As soon as you complete the registration process, then you can enter into the section “MARKETING MATERIALS” 2 

On this page, you can find all the following that can support you to offer the service to your customers: 

 Intelligent link (use it for your customers – end users) 

 Resellers link (use it if you are a distributor for your customers – resellers) 

 Information to end users that you must display under the WEEE take-back obligations 

 ZeroWasteRecycling.co.uk important information about the service that you can display to end users 

through your retail store or online shop 

 Posters to print for your retail store or to display online 

 Banners to promote your service through your website, blog, social media and e-mail marketing campaigns 

 Useful material to create your own banners and posters 

3 

http://www.zerowasterecycling.co.uk/resellershome.aspx  
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