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Setting up a TRACE Account-New User 

Step 1: Go to www.wastecaptrace.org/wct/wisconsin  

Step 2: Click “Register” 

 

Step 3: Fill in the form.  Note that the e-mail address entered here will be the e-mail to which all 

messages related to the account will be automatically sent. 

Important: usernames and passwords are case sensitive! 

Tip: It’s a good idea to use one’s e-mail address as a username, as this makes it less likely to be 

forgotten. 

http://www.wastecaptrace.org/wct/wisconsin


 

 

The Security Question is user-generated, as is the answer.  This is, like the username and password, 

case sensitive! 

 

Step 4: Click “Submit” at the bottom of the screen.  The user will receive a message “User was created 

successfully”.  At this point the user can click on the link to TRACE, or return to TRACE at a later date in 

order to create a project. 

Important: the person who sets up the account has full project access, while anyone entered into the 

“hauler” field later can be given ticket entry access only.   

 

 

 

 

 

 



 

 

Creating a New Project 

Step 1: Click “Create New Project” at the top left of the page. 

 

 

Step 2: Complete all fields on the Project Setup page.  All fields marked with an asterisk (*) are required.   

 

Project Type:  Options in this drop-down menu include New Construction, Demolition, and 

Alteration/Addition.  It is important to choose the correct type of project, as later material estimates are 

based on what is entered here. 

Gross Square Footage: This is the floor area of the building measured from the OUTSIDE of the building.  

This differs from the more conventional “Actual Square Footage” using interior wall measurements.  



 

 

Construction Type: This field also has implications for material estimate calculations later.  It is therefore 

important that this be as accurate as possible.   

City: Choose Madison in the dropdown menu. This will ensure the project is included in the overall 

Madison reports. 

 

Logo/Rendering: These are optional for the user and not required. 

Tip: If the user has a similar project in system they can select “yes” at the bottom of the screen, to copy 

the WMP from the previous project.  

Save and Continue. 

Step 3: Entering Project Companies and Contacts 

Lead Contractor: The user adds their own company as lead contractor and a key person on the project 

(usually themself) as a contact. Make sure they always hit “Save and Continue.” 

Other Companies: The user may add other companies besides the contractor and haulers here. The user 

can grant “ticket access” to these other companies which may include the owner, subcontractors, 

architect or construction waste manager. This is optional.   

Haulers: The user adds all the haulers used to take trash and recyclables from the jobsite.  The user will 

decide whether or not to give the hauler “ticket access” by selecting “yes” while adding contact 

information. The hauler will then receive an email telling them they have been given access to the 

project. If the hauler is a first-time user, he will also receive a password. A user that has been added as a 

hauler will always have their email address be their username. Save and continue. 

Destinations: The user adds the destinations of all trash and recyclables. Save and continue. 

Step 4: Waste Management Plan 

Scope/Goals: The user writes in a description of the project. They then type in a % goal for the project. 

In the second text box, they describe waste reduction, reuse and recycling goals and how they plan on 

achieving those goals. They can click on “Example” for either text box if they would like some assistance. 

Save and Continue. 



 

 

 

Projected Materials: Users select all materials to be removed from the site. Save and Continue. 

Materials Estimate: The best thing for users to do on this page is just leave it alone. The total estimated 

waste percentage must = 100%. Save and Continue. 

Materials Handling: Users check the materials they are targeting for reuse and recycling. Save and 

Continue. 

Meetings/Education: Users fill in how they will educate and reward crews on their recycling efforts. 

They can click on “Example” for an example. Save and Continue. 

Auditing/Documentation: Users write in the first text box how they plan on monitoring and enforcing 

their recycling program. In the second text box, they explain how often and who is responsible for 

documenting results. Clicking on “Example” is an option. Save and Continue. 

 

 

 

 

 



 

 

Review: Users can see what their Waste Management Plan looks like. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Ticket Entry 

 
 
Step 1. Adding Tickets. Click “Add Ticket.” 
 Enter all required fields: 

Ticket Date – use date format DD/MM/YYYY or select date using the calendar icon 
Ticket Number – if you don’t have a ticket, enter a random ticket number. Note that this is an 
alphanumeric field so as a default, use letters, not numbers. (it will sort 1, 11, 12…2, 21,22…). 
Hauler – using the drop down menu, select a haulers you entered in Project Contacts, or add a 
hauler on the fly by clicking “+” 
Destination – using the drop down menu, select a destination you entered in Project Contacts, 
or add a destination on the fly by clicking “+” 
Material – All materials except “solid waste” are assumed to be reused or recycled.  If, for 
example, a load of cardboard was landfilled due to contamination, select “solid waste” here and 
type in “cardboard” in Material Sub Type.  For all reused materials, select “Reuse” here and put 
the reused material into “material sub type.”  
Material Sub Type – Use this field to provide addition description to materials and to define 
“other” and “reuse.” For example, if you selected “metal” for material, then Material Sub Type 
may be copper, steel, aluminum, etc.  
Weight/Volume - All materials except “other” and “reuse” have weight to volume conversions 
built into the program. Enter weight, volume, or, if you have it, both for the load.  
Cost/Rebate – Put costs such as landfill tipping fees, and rebates such as money you receive 
from recycling metal into the appropriate cost or rebate field. 

 

 



 

 

Step 1a. Adding Tickets with multiple materials in one ticket. The system allows for multiple materials 

within one ticket. If, for example, the load is going to a mixed C&D Processing Facility, or you are taking 

multiple materials in your box truck to the local reuse store, the system allows unlimited materials to be 

added.  

Step 1b. Converting from weight to volume or volume to weight.  In the example below, the user did 

not have a weight slip for the load, but had approximate volumes for the five materials in this 30 yard 

dumpster.  Though nothing was entered in weight, when the user clicked “Save” the system 

automatically converted the materials to weight. 

 

 Step 1c. Add Note. At the ticket level, you can add a note about the load. Simply click “notes.” 

 



 

 

Step 1d. Attaching tickets, photos, etc. at the ticket level. Weight slips, pictures of reused or recycled 

materials, photos of contaminated loads, etc. can all be attached at the ticket level. Click on “Browse,” 

select the file you want to attach and click “Open.” 

 

 

Step 2. Editing and deleting tickets. To edit a ticket, click on the pencil icon in the list of tickets. The 

ticket will appear at the top of the screen to be edited. To delete a ticket, click on the X next to the 

ticket. It will ask “are you sure?” Click “OK.”  

 



 

 

Step 3. Sort by any of the columns by clicking on the column header. 

Step 4. Filter by ticket number, material, material sub type, hauler, destination or a combination using 

the “filter” boxes. For example, you can find all the solid waste loads that were picked up on a certain 

date. 

Step 5. Export to Excel. Ifyou want to do further analysis on your numbers, or if you want to have an 

excel backup of all of your ticket information, click “export to excel” and then “open.” A new excel 

spreadsheet is opened with your data. 

 

 Reports 

Shown below are all of the reports available to the user. They choose a report simply by clicking on its 
name. 
 

 
 
 



 

 

 
Report 1. Waste Management Plan 
 
Waste Management Plans are required by most construction waste management specifications, and by 
most green building certification programs including LEED and NAHB. Users can: 
 

Print: print the entire Waste Management Plan using the printer icon. Print the current page 
using the printer icon with the 1 on it 

View: to view the pages of the Waste Management Plan in the system, use the arrows or select 
a particular page using the down arrow 

Export: Click on the disk icon to export the report to pdf. This will allow you to email the report 
to others or upload it to the USGBC web site or other sites. 

Edit: To make changes to the Waste Management Plan report, go back to Project Contacts or 
Waste Management Plan. The picture shown on this front page is uploaded through “rendering” 
on the Project Setup page. 

 

 
 

 



 

 

 

Report 2. Progress Report 

Progress reports are often required and are used to track how the project is doing with its reuse and 

recycling goals. Users can: 

Change the reporting period: change the month and year using the arrow keys at the top of the 
page 

Print: print the entire report using the printer icon. Print the current page using the printer icon 
with the 1 on it 

View: to view the pages of the report in the system, use the arrows or select a particular page 
using the down arrow 

Export: Click on the disk icon to export the report to pdf. The system has the ability to export to 
excel as well. This will allow you to email or upload the report. 

 

 

 



 

 

 

Report 3. Progress Report Summary 

The Progress Report Summary shows the materials diverted, the landfilled total, the weight and volume 

for the current period and to date, and the diversion rate. Users can: 

Change the reporting period: change the month and year using the arrow keys at the top of the 
page 

Print: print the entire report using the printer icon. Print the current page using the printer icon 
with the 1 on it 

View: to view the pages of the report in the system, use the arrows or select a particular page 
using the down arrow 

Export: Click on the disk icon to export the report to pdf. The system will soon have the ability to 
export to excel as well. This will allow you to email or upload the report. 

 

 

 



 

 

Report 4. Ticket Detail Report 

The Ticket Detail Report allows you to sort and find tickets by month, year, material, hauler and 

destination.  Users can: 

Print: print the entire report using the printer icon. Print the current page using the printer icon 
with the 1 on it 

View: to view the pages of the report in the system, use the arrows or select a particular page 
using the down arrow 

Export: Click on the disk icon to export the report to pdf. This will allow you to email or upload 
the report.The system has the ability to export to excel as well. This will allow you to further 
analyze the data and use it to create additonal graphs, reports, etc. 

 

 

 

 

 



 

 

Report 5. Final Report 

A final report of diversion results is required by almost all projects on which a contractor is required to 

recycle. Construction waste management specifications, all certification programs (Green Globes, LEED, 

NAHB, etc.), and most contracts require this report. 

Note that additional pages of this report (not shown) display projected materials vs. actual, and detail of 

what quantity of a material was hauled by what hauler to what destination. 

Print: print the entire report using the printer icon. Print the current page using the printer icon 
with the 1 on it 

View: to view the pages of the report in the system, use the arrows or select a particular page 
using the down arrow 

Export: Click on the disk icon to export the report to pdf. This will allow you to email or upload 
the report.The system has the ability to export to excel as well. This will allow you to further 
analyze the data and use it to create additonal graphs, reports, etc. 

 

 



 

 

 

Report 6. Materials Summary Report 

The Materials Summary Report shows you how much you have diverted, landfilled, and your diversion 

rate for all of your projects. You can also select a certain number of projects to see the total diversion 

rate of those specific projects. 

Selecting some projects:  Use the control key and click on the projects you want. Press enter 
when you are done. The system will display a summary of just those projects. 

Print: print the entire report using the printer icon. Print the current page using the printer icon 
with the 1 on it 

View: to view the pages of the report in the system, use the arrows or select a particular page 
using the down arrow 

Export: Click on the disk icon to export the report to pdf. This will allow you to email or upload 
the report.The system has the ability to export to excel as well. This will allow you to further 
analyze the data and use it to create additonal graphs, reports, etc. 

 



 

 

“My Admin”      

This is a tool that allows users to regulate who has access to the information in TRACE, and to edit 

information on companies entered into projects.  To access this function, click on “My Admin” on the 

upper right hand of the screen. 

 

There are two options: “Company Admin” and “Project Access Admin” 

Clicking “Company Admin” brings up a list of every company ever entered into the user’s TRACE 

project(s), including haulers, subcontractors, other companies, etc.  Users can edit information on these 

companies by clicking on the pencil icon to the left of the company name and entering information in 

the fields given in the pop-up window.  Click “OK” on the pop-up window to save any changes. (Ex. If a 

hauler for a new project already has an account as a lead contractor, he will need his “role” to be 

changed in “My Admin”) 

 

Clicking “Project Access Admin” on the “My Admin” page brings up a screen that allows users to grant 

full project access to others in TRACE.  

 

Enter information into the fields.  Select an access level from the drop down menu (there is only one 

option currently—full project access), and click “Submit”.  

  

Important: if the person you are granting access already has a TRACE account, they will receive an e-

mail with a link that will require them to enter their existing username and password.  If they do not 

remember the username, see below. 

 

 

 

 

 



 

 

Troubleshooting 

Issue: User has forgotten their password. 

 Click “Forgot your password?” on Trace homepage and an email will be sent to the user with a 

randomly generated password. 

 User will probably want to change the password to something more easily remembered. They 

can do this by going into “My Account” and changing it.  

Issue: User claims not to have received an e-mail when trying to retrieve a username or forgotten 

password. 

 Check Spam folder for this e-mail 

 User may have multiple e-mail accounts, and may have set up a TRACE account using an email 

other than the one in which they are expecting to see a notice for a new password, etc. 

 

        


