Registering Multiple
Schools for Recycle-
Bowl 2013



Create a ReTRAC

Connect account —

If you don’t already have one,
otherwise skip to page 11



Step 1: Go To Website

| € C | @ https//connectre-trac.com/register/recyclebow

Re-TRAC

KAB - Recycle-Bowl Competition

Keep America Beautiful Presents

Hello and welcome to the Keep America Beautiful Recycle-Bowl School Competition Registration page. Recycle-Bowl is a free competition and benchmarking tool for RE ‘ LE—
K-12 school recycling programs to promote waste reduction activities. Be sure to sign up by Tuesday, October 15, 201 3! Recycle-Bowl begins Monday, October 21, #‘
2013 and runs through Friday, November 15, 2013. B% -g

&

COMPETITION

Registration
New Re-TRAC Connect Users Existing Re-TRAC Connect Users

To fully register, you need to do 2 steps. First, create an account in Re-TRAC Connect. The second step is to Ifyou are an existing Re-TRAC Connectuser (e.g. Paricipated in the
complete the "Recycle-Bowl - Registration Information” form. The registration steps are outlined below. Fora PDF Recycle-Bowl last year) you can login to Re-TRAC Connect with your
version of the registration process, please save this document Recycle-Bowl Competition User Guide (& It contains existing account and begin competing in the Recycle-Bowl Competition.
instructions and screen shots of what is required to successfully register for the Recycle-Bowl Competition.

Download the Re-TRAC Connect user guide for the Recycle-Bowl
Competition. Recycle-Bowl Competition User Guide. (&

Step 1 - Create an account ; _
Login to Re-TRAC Connect now

a. Click on the "K-12 School” link below.
b. Complete the Account Information Registration form.

This is where you provide an email, password and your school's physical address. We will create a map of all
the different locations participating in Recycle-Bowl.

. Activate your account.

http://connect.re-trac.com/register/recyclebowl



Step 2: Scroll to bottom of page
and select "K-12 School”

€& > C [ nttpsy//connect.re-trac.com/reg

To register multiple schools

If you would like to manage multiple schools for the Recycle-Bowl Competition you can do this from a single account.
e-Bowl C

Competition User

Download Rec Guide & for detailed instructions.

Recycling reports after competition

Schools will return to Re-TRAC Connect once at the end of the competition to report their recycling results. Results
will include total pound of material collected and total number of students and faculty. Keep those login emails
handy.

Recycle-Bowl State Coordinators
If you are a state coordinator you can access Recycle-Bowl data for your state. Register using the "State” link

below.

After being approved by a KAB administrator you will have access to Recycle-Bowl reports for your state.

New in 2013 —Whole school districts that cannot report for individual schools can compete as a district. Registration
coming soon

Please select your organization type from one of the options below.

Questions/Comments

If you have any questions or comments, please contact the Recycle-Bowl staff at 202-688-0605 and/or info




Step 3: Complete Account Info

/ Q0 Re-TRAC Connect: Regist xf@ AOL Mail (1) x W E=rEn

€« C | & nhttps//connect.re-trac.com/register/RecycleBowl/54?program_id=21 by

Registration

Please fill out the following registration information for KAB - Recycle-Bowl Competition:
Account Information

First name *

Rita

Last name *

Recycle

Email {this will be your username) *

ro.example@acl.com

Confirm Email *

rb.example@aol.com

Password *

Create an account with your email and password



Complete Account Info

&« C | [ https;//connect.re-trac.com register/RecycleBow

K-12 School Name *

KAB Elementary School
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Search Google Maps for your Address Note: To find your location, type your address into the Search for Location b elow or navigate in the Google Map and click on
n. Iftt from the geoceding service is incorre ou can modify the information directly in the

Official Address
1030 15th St. NW, Washington, DC 20005, United States

Country *
United States E‘

State/Province *
[n]es

City *

Washington

Address *

1030 15th St NW

Zip/Postal Code *
20005

Clear Address

Provide an address for the group you represent — either a school,
town, hauler, etc. This will be your account that you can use for
multiple things within ReTRAC. If you are registering a school
specifically, please include the physical address of the school so it
can be mapped along with other schools participating.



Complete Account Info

Contact Information for this K-12 School

MNote: You will receive system messages for organizations & events that you add and manage as part of your Re-TRAC Connect account.

Contact Name *
Dana Hecht
Contact Title
Teacher
Contact Emall *
dmhecht@gwmail.gwu.
Contact Phone *
202-688-0606

Contact Fax

E | have read and accept the Terms of Use

Register

Enter your contact information. If you are registering
multiple schools (such as a recycling coordinator) your
Information should go here.



Step 4: Click “| Have Read...” and
click “Register” at bottom of page

N

I have read and accept the Terms of Use

T

::%;: Copynght & 2012 Ememe Knowledge Design Inc. Re-TRAC Connect™




Step 5: Check email for account
activation link

<« C | @ https://connect.re-trac.com/registration/activation_message?hs=1 el =

Re-TRAC 3

‘ We have received your account information. Please check your email to finish the registration process l

Register

m

Check your email!

‘ Check the email account you used in registration for instructions on ;
activating your Re-TRAC Connect account. Remember to look in your spam i
folder where automated messages sometimes get filtered.

If you still can't log in, please contact support@re-trac.com




[z FROM i SUBJECT DATE 4

support Re-TRAC Connect Account Activation. 12:23 pm
RE:U‘ pm

- AQL Mail Team Welcome to AOL Mail

.l
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REPLY | REPLYALL | FORWARD | ACTION DELETE | SPAM

Re-TRAC Connect Account Activation. * I A =

suppeort foyou show details w 3 min ago

Thank you for creating a Re-TRAC Connect account. You are now registered in the following programis):
1. KAB - Recycle-Bowl Competition

Please click the link below to activate your account. Once activated you will be redirected to your Re-TRAC Connect home

If you do not see your Re-TRAC Connect home page upon clicking the above link, please copy and paste the link into the
address bar of your internet browser.
The activation link provided is good for a period of three (3) months.

If you require assistance to activate your Re-TRAC Connect account, or if you have questions or comments, contact us by
replying to this email. We will respond to your email within two business days.

Sinceraly,
The Emergineers
Re-TRAC Connect: http fwww connect re-trac com

You will receive an email similar to the one show here. If you do not see the
email, check your spam folder. This link will open up an internet browser that
takes you to the Re-Trac log in page where you will enter your email and
password.



By activating your Re-TRAC
account, you have NOT activated
your Recycle-Bowl 2013 competition
account. You MUST log into Re-
TRAC and fill out the following

forms:
Recycle-Bowl — Registration Information
Recycle Bowl — Results Reporting



Manage Multiple
Schools in Recycle-
Bow|



Step 1: Enter emall and password
via log In page

€« C' [ https;//connectre-trac.com/login g

Re-TRAC

Log In

New to Re-TRAC Connect?

Email

ro.example@aol.com
' Report to programs

Password
Measure data

--------

Achieve your goals

[F] Remember me

Register for a Free Account

Log In

By clicking Log In and using Re-TRA nnect Join over 8,600 users.
you agree to the Terms of

of Use and Privacy Policy.

| Forgot your password? / Meed technical support?

https://connect.re-trac.com/login



Step 2: On your dashboard, click
“Add/View Organizations”

|@ Re-TRAC Connect: Dashboard | | - v [ = v Pagew Safetyv Tools v @

R E'TRA C Rita Recycle ~ Messages Help Log Out

Dashhoard Programs Directories Tracking Community

Dashboard

My Programs S Announcements

KAB - Recycle-Bowl Competition
Learn more ahout the newest

enhancements. System Updates

[®] KAB Elementary School Go @

S
COMPETITICN

Tuesday Training

Add /View organizations

Jain Emerge Knowledge for a free 40 minute Tuesday Training' wehinar.
Wie'll provide an overview ofthe system, and answers to your guestions.
Learn how to use Re-TRAC Connectto achieve your goals.

Get Started

Select an up—coming wehinar, and click to register:

B July 2nd, 4pim - Sprm EDT (&




Step 3: Under "Add Organization”
click "Add K-12 School”

O Re-TRAC Connect: KAB - Recycle-Bowl Competit.., B~ v [ d= v Pagev Safetyv Toolsv @~

R E" TR A C Rita Recycle ~ Messages Help

Log Out

Dashboard Directories Tracking Manage

B KAB - Recycle-Bowl Competition

RECYCLE: My Organizations Add Organization

B% &?W I q K-12 Schools Would you like to add another location? Choose from the

following types of organizations/events
COWETITION (2] KAB Elementary School Status

= Add K-12 School

Program Details Program Description Available In

Host: Fecycle-Bowl is a free competition and benchmarking tool far o American Samoa
K-12 school recycling programs to promoate waste reduction
activities. Schoal recycling programs across the nation
Wehsite: compete in a race to callect the most recyclables.

keep America Beautiful Canada

Guam

Whether a school has an extensive recycling program or is just
Program Manager launching basic recycling collections, Recycle-Bowl is an Mexico

Kelley Dennings

L4

«
http:irecycle-bowl.org «" Marshall Islands

v

adf

excellent way for teachers, student green teams and facility

R R B B e S R e Sl

Mirrnnesia




Step 4: Fill in all fields

@ hd v [ ;ég v Page~ Safety v Tools+ @

':? Re-TRAC Connect: Add K-12 School

Re-TRAC

Dashboard

Rita Recycle -~

Messages Help
Directories

Tracking

Comimunity

Manage

| Add K-12 School

RECYCLF- Instructions

BisWL
%‘&4 o Complete the Location Information and Contact Information for the new K-12 School.
COMPETITION

o Tofinish adding the new K-12 School, click Add button

Program Details

Location Details
Host:
Keep America Beautiful
K-12 School Hame *
MEbSItE KAE Middle School
http:ire cyele-biowl arg

Program Manager

o o o = " = AU TS = e na = =

\ ,1%"% E %— Woodlar ﬂ;'hrlf-rr\:an-\.rr:nr Margan * ; ﬁz\g\aﬂﬂ P m aatellitz
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Insert school’s address so it will get mapped



Step 4: Cont'd - Contact Information

Contact Information for this K-12 School

Note: You will receive system messages for organizations & events that you add and manage as part of your Re-TRAC Connec taccoun t
Contact Name *
Rory
Contact Title .
recycling

Contact Email *

th.example2@aacl.com Coord i na.to rS
[masson information

Contact Fax

Add K-12 School

Insert recycling coordinator contact info here
on second half of form



Step 5: Click "Add K-12 School”
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You will be redirected to the
dashboard. Click “Next” next to the
school just added

99 Re-TRAC Connect: KAB - Recycle-Bowd Competit.., & - L g@ v Page~v Safetyv Toolsv |®|v

R E'TRA C Rita Recycle Messages Help Log Out

Dashboard Directories Tracking Community Manage

Successfully created KAB Middle School

KAB - Recycle-Bowl Competition

Keep America Beautiful Presents

RECYCLEF: My Organizations Add Organization
K-12 Schools Would you like to add another location? Choose from the
ing types of organizati hit:
COMPETITION (22 KAB Elementary School Status o

4 Add K-12 School

[£] KAB Middle Schaal 4 Add State

Program Details

Host:

Program Description Available In

Keep Ametica Beautiful

Wehbsite: Recycle-Bowl is a free competition and benchmarking tool for 4« American Samoa
K-12 =chool recycling programs to promote waste reduction

0 Internet | Protected Mode: On dgov E 0% -

— — T m P E— —



Step 6: Click “Join”

P Re-TRAC Connect: KAB - Recycle-Bowl Competit... ﬁ = L) @Q * Page = Safety~ Tools~ @

KAB - Recycle-Bowl Competition

Member: KAB MIDDLE SCHOOL

Keep America Beautiful Presents

RECYCLE:

Bi‘:?WL Reports:

COMPETITION

Selectthe reports thatyou agree to submit:

|‘T [ | Recycle-Bowl - Registration Infarmation

Program Details

[7 | Recycle-Bow - Results Reporting

Member Information

» Program Farms
Host: Join
Keep America Beautiful
Wehsite: R

Make sure that the Registration Information and
Results Reporting forms are checked



Step 3: Click “+” Under 2013 to
complete Registration
Information

onnect.re-trac.com/programs/21/nodes/238

ogram_status LD =

Dashboard Directories Tracking Community Manage
—

KAB - Recycle-Bowl Competition Status

Member: KAB ELEMENTARY SCHOOL

Keep America Beautiful Presents

RECYCLE

BisWL

COMPETITION

m

Instructions:

To successfully compete in the Recycle-Bowl Competition your school must complete:
1. The "Recycle-Bowl - Registration Information™ form.
Program Details 2. The "Recycle-Bowl - Results Reporting” form.

To access aform click on the plus "+ under the current competition year. After successfully submitting the "Recycle-Bowl - Registr
corresponding "Recycle-Bowl - Results Reporting” form will become available.

information” form the
Member Information

» Program Status

For further instructions download the Recycle-Bowl User Guide

Program Forms

Host: Click on the plus icon @ to report or view information EE Legend
Keep America Beautiful 2011
Website: | 4
Recycle-Bowl - Registration Information 0
hitp:firecycle-bowl.org

Program Manager

Kelley Dennings
info@re

Ann enn nenc

cle-b




Step 4: Complete All Fields

-~

Re-TRAC RitaRecycle ~  Messages Help  LogOut [

m

Dashboard Directories Tracking Community Manage
EEEEEEE—

Your data may not be considered complete by the Program Manager(s) of KAB - Recycle-Bowl Competition until you click on the "Submit to Program’ button. In addition, the status of this form and the associated data may
be edited at any time by the Program Manager(s) of KAB - Recycle-Bowl Competition.

Recycle-Bowl - Registration Information

Member: KAB ELEMENTARY SCHOOL Year: 2013 Cycle: ANNUAL

Keep America Beautiful Presents

RECYCLE

B<oWL

COMPETITION

School Contact Information

First Name: *

Program Details Rita

Last Name: *
Member Information

Recycle

Program Status

Recycle-Bowl - Registration Mailing Address: *
L3 —_— — — —

Information 1030 15th St NW hiz iz the address KAB se fo send any potential Recycle-Bo naterials o you
Program Forms

City: *
Host: Washington

Keep America Beautiful b 1

Insert school’s contact info and address. All
points with red asterisks are mandatory.



Step 5: Click “Save” or “Submit

o Program”

surveys/18/survey_responses/new?period=1&year=2013

€« C  { nttps//connectre-trac.com/nodes/2385

1&. Will the material be collected by individual commodities or mixed all together for later separation?

(@ Single stream - material commingled all together
(@ Dual stream - cans/bottles in one container and paper in another container
@ Source separated - all commodities will be in their own bin

() Mot sure

Honesty Pledge

If you check "No" to any item below,

your school will not be registered. By checking "Yes" to the following items you confirm:

| have read, understand, and agree to abide by the guidelines described in the 2013 Recycle-Bowl rules. *

Clicking the "Save" button will allow you to return to this form to make changes. Recycle-Bowl administrators will NOT consider your form complete until submitted
and locked.

Clicking the " Submit to Program” button will lock your form and no further changes can be made. Recycle-Bowl administrators will consider your form complete if
submitted and locked.

To make changes to your locked registration form email inft

Save Submit to Prog|

Submit to Program

m




You can SAVE the form which will allow
you to come back at any time to modify
any information you have entered

OR

You can SUBMIT TO PROGRAM when you
are satisfied with all the information. This
will “lock” the form and Recycle-Bow|
administrators will consider your
Information complete.



Dashboard
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Rita Recycle -

Messages  Help
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Keep America Beautiful Presents

& Y
COMPETITION

Program Details

Member Information
» Program Status

Program Forms

Host:
Keep America Beautiful

Website:

http:/ire
Program Manager

Kelley Dennings
info@recycle-bowl.org

202-688-0605

KAB - Recycle-Bowl Competition Status

Member: KAB ELEMENTARY SCHOOL

Instructions:

To successfully compete in the Recycle-Bowl Competition your school must complate
1. The "Recycle-Bowl - Registration Information” form.

2.The "Recycle-Bowl - Results Reporting” form.

To access a form click on the plus "+ under the current competition year. After successfully submitting the "Recycle-Bowl - Registration Information” form the corresponding "Recycle-Bowl - Results Reporting” form will

become available.

For futther instructions download the R

Click on the plus icon @ to report or view information

Recycle-Bowl - Registration Information

Recycle-Bowl - Results Reporting

e-Bowl User Guide

2013 2012 2011

After you click “Submit,” the Registration
Information icon will appear locked for 2013. You
have successfully completed Recycle-Bowl 2013
Registration! You can log back into Re-TRAC at

any time.

25



Repeat this process for all of the schools you
are entering. All schools must be entered into
the Re-TRAC system and saved separately.
Following, registration, all schools should
appear on your dashboard.



