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Getting Started 
 

Login 
 
Go to Re-TRAC Connect at the URL:  http://connect.re-trac.com 
 
All PA County Recycling Coordinators will be given a username and password to 
access Re-TRAC Connect.  Your username is always your email address. 
 
To login, enter your username and click “NEXT.”  Then enter your password and click 
“NEXT” again. 
 
Existing Re-TRAC Connect users will have the PaDEP program linked to their existing 
account.  
 
NOTE:  Do NOT create a new account if you are a PA County Recycling 
Coordinator.  
 

 
 
If you have any questions concerning access or an account, please contact the PA Re-
TRAC Administrator / Program Manager, JoAnne Yurcaba, via email at 
jyurcaba@pa.gov or via telephone at 717.787.8688. 
  

http://connect.re-trac.com/
mailto:jyurcaba@pa.gov
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Forgot Password?   
 
If you kept the original password given to you when you were first provided access, call 
or email the Re-TRAC Administrator as that data may be in the original records.   
 
If you changed the original password, you will need to go into Re-TRAC, login with your 
username, then click on “Forgot Password.” 
 
You will receive a new password, which you can then choose to change (see page 6).”  
The Re-TRAC Administrator will not have the new password. 
 
 
 
 
 
 
 
 
 
 
If this doesn’t help you, see “Technical Problems” below. 
 
 

Technical Problems? 
 
At the bottom of the login screen, click on “Support.”  A “Technical Support” screen will 
appear.  Fill out the form and click “Send.”  A technician will get back to you. 
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The Basics 
 

Home Page 
 
Upper Menu Banner of Page 
 
Located in the upper right-hand corner are the selections, as in the graphic below.  This 
remains the same for all pages you are currently on.   
 

 
 
Tour 
 
To view information for the page you are currently on, click on “Tour.”    
 
Notifications 
 
Click on “Notifications” to read any recent Messages sent to you. 
 
Your Name 
 
Click on your name.  A dropdown list appears with the following selections: 

1. “Edit User” – see page 6. 
 
2. “Messages” – brings you to the “Message Center” for sending, receiving, and 

managing emails. 
 
3. “Support” – takes you to a “Technical Support” Form (see page 5). 
 
4. “Log Out” – logs you out of the Re-TRAC Connect system.  Use this every time 

you wish to sign out of the system. 

 
CONTACT PROGRAM MANAGER 
 
Click on for a dropdown that lists the contact information.  This following information is 
included:  Host, website, Program Manager’s name, email address, and phone number.  



 

7 

Edit User Information 
 
Go to the top right of the Main Page (shown on previous page) and click on the 
dropdown by your name.   
 
Change Username (email address) / Name: 
 
NOTE:  This option is used if your organization changes your email address, which Re-
TRAC uses as your username login.  You can also use this option should your first or 
last name changes. 
 
Click on the “Edit User” tab to change your name and/or your username. Delete and 
enter the change(s), then click on “SAVE.”   
 
WARNING:  DO NOT CLICK ON THE “DELETE USER” OPTION!! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Change Password (Optional): 
 
NOTE:  You will need to know your current password.  If you do not know your current 
password, follow the “Forgot Password?” instructions on page 5 first.  Then you can use 
the password given to you to use this form to change your password.   
 
Click on the “Change Password” tab to change your password to something you prefer.  
Complete the form and click “SAVE.” 
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Program Access 
 
The PA Program Logos for the “Pennsylvania DEP – County Recycling Report 
Program” and the “Recycling & Compost Facility Directory” appear on your Home Page 
after logging in.  
 
Click on the logo for the “Pennsylvania DEP - County Recycling Report” to enter the 
program. 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Members Page will appear with the county municipalities listed alphabetically (as 
shown in graphic below). 
 
Clicking on the “Home” button at any point will remove you from the page you currently 
are on and return you to the Home Page. 
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Data Entry 
 

Workspace Data Entry 
 
Click on any Member to enter data for that municipality.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will take you to the “WORKSPACE” Page for that Member (municipality).   
 
NOTE:  WORKSPACE in the Menu is underlined when you are currently within the 
page.  The title will also appear above the surveys. 
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Switching Members 
 
To move between Members (municipalities), click on “Switch Member” directly below 
the current Member’s Name. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A dropdown list will appear with a scrollbar to the right.  Scroll through the list to locate 
the Member and click on it.   The selected Member’s name and associated Surveys will 
appear on the WORKSPACE page. 
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Choosing the Correct Year for Data Entry 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Active – This view shows the most current year’s surveys for a selected Member. 
 
Date Range – This view shows several years of each survey for a selected Member.  
Historical data goes back to CY2001. 
 
 
“Active” or “Date Range”  
 
January 1st to April 30th – For entry of the previous year, choose either “Active” or the 
appropriate “range” to enter your data (see the graphic above).   
 
May 1st to September 30th – For entry of the previous year, choose the appropriate 
“range.”  For entry of the current year, choose “Active.”   
 
NOTE:  When the current year becomes “Active” on May 1st, the data in the Contact 
Information Survey and the Recycling Program Information Survey is carried over from 
the previous year into the current year.  If a change for the previous year is not entered 
before May 1st, both years (previous and current) will need updated.  
 
October 1st – The previous year will CLOSE (no longer available for entries).  All closed 
years appear in grey. 
 
 
 
 
 
 
 
 
NOTE:  Please contact your Re-TRAC Administrator for changes you may wish to add 
to a CLOSED year.  
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Survey Data Entry Overview 
 
Each county must complete entry of the following Survey forms for all their 
municipalities (mandated and non-mandated) for each Calendar Year (CY): 
 
1. Contact Information (beginning CY2019) 
2. Recycling Program Information 
 
Each county must complete entry of the following Survey forms if the municipality is 
mandated.  If the municipality recycles, but is non-mandated, the data may be entered 
under the separate municipality or multiple municipalities may be compiled under the 
County-wide member. 
 
1. Residential Data 
2. Commercial Data 
 
NOTE:  Deadline for entry of these four (4) surveys is April 1st for the previous CY. 
 
The Survey buttons will change to designate their status as follows:  NEW=Yellow, 
DRAFT=Red, COMPLETED=Green, VERIFIED=Blue, and CLOSED=Grey (can be 
viewed).  
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Survey Data Entry Overview (continued) 

 
Multiple forms can be entered for the Financial, Residential, and Commercial Surveys.  
After one form has been entered, the button will change to show the addition of a form.   
 
 
 
 
 
 
To add another form, click on the “NEW” button.   
 
 
 
 
 
 
 
To view the existing forms, click on the number.   
 
 
 
 
 
A page listing all additional forms will appear.  In this example, there are 11 Commercial 
Data Surveys in the list, which is the amount shown by the “NEW” button.  If forms are 
in “DRAFT” or “COMPLETED” status, they will also appear in the list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For directions on how to search the forms, see Survey Navigation #4a-d on page 14.    
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Survey Navigation 
 
1. Each Survey form is updated by clicking on the yellow “NEW” button.   

 
2. Previous closed years are shown in grey.    

 

3. Data in previous closed years can be viewed and printed by clicking on the grey 
“VERIFIED” button for a specific year. 

   
4. To view all Survey forms entered for a municipality, either click on the number by the 

NEW” button or click on the red “VIEW ALL” button as shown below.  The “VIEW 
ALL button is available for all Surveys. 

 

 
 
 
 

 

a. Search by “Year” (All Years or for one specific year) OR Search by entering a 
Response ID number into “Search by ID.”   

Note:  The Cycles filter selection can be ignored. 

b. Click on the “FILTER” button.   

 

 

 

 

 

 

 

 

c. View the list for the data needed, such as tonnages, Response ID number, 
verifiable/not verifiable, etc. 

d. If needed, click on “EXPORT” to create the list as an Excel file. 

• A yellow bar will appear across the bottom of the page asking, “Do you want 
to save ……….xlsx from connect.re-trac.com?”.  Click on “Save.” 

• Click on “Open” to view the Excel file.   

• The file can then be saved.  
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5. All fields marked with a red asterisk are required entry fields. Not completing a 
required field will result in an error when trying to save the form. 

6. After the Survey form is complete, click either the “SAVE DRAFT” button or the 
“MARK COMPLETE” button at the bottom left of the page. 
 
 

 

 

 

a. The “SAVE DRAFT” button allows you to return and make changes to the Survey 
form.  Note: Data in “DRAFT” status will not be submitted into the system. 
   
- Once the “SAVE DRAFT” is clicked, the “NEW” button on the WORKSPACE 

page changes to “COMPLETED.”   
 

- The “DELETE” button is available while the form is in “DRAFT” status only.  
This allows the form to be totally deleted. 
 

b. The “MARK COMPLETE” button will lock your data and enter it into the system. 
No further editing can be done with that Survey form. 
 
- Once the “MARK COMPLETE” button is clicked, the “NEW” or “DRAFT” 

button on the WORKSPACE page changes. 
 
o For the Demographics and Recycling Program Surveys, the button 

changes to “COMPLETED.” 
 

o For the Financial, Residential, and Commercial Surveys, see page 13. 
 

c. Once the Residential/Commercial Surveys are locked, complete a “NEW” Survey 
form (see page 22-23) should tonnages need added/subtracted. 
 

d. Once the Program Manger “VERIFIES” the Survey form, the button on the 
WORKSPACE page changes to a green “VERIFIED” button. 

 
7. To reset/delete a Survey form after placing into “COMPLETED” status, contact the 

Program Manager.  Be sure to supply the ID number so the correct Survey form is 
reset/deleted. 
 

8. Select “Export” in the upper righthand corner of a page to print.  Available selections 
depend on the current page. 
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9. At the bottom left of all Survey forms are the dates and times the form was “created” 
or “updated” and the email of who performed the action.   

 
 

10. Return to the main WORKSPACE page by clicking on the red “WORKSPACE” 
above the Survey name. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Keep in mind that any changes may not show until leaving the page and returning. 
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DEMOGRAPHIC INFORMATION Survey 
 
This Survey is managed by the Program Manager.  Data contained in this form are 
updated every 10 years after the U.S. Census is completed.   
 
The results of the U.S. Census will determine whether a Member becomes “mandated” 
and subsequently required to meet Act 101 Regulations (see Chapter 15, Recycling and 
Waste Reduction.  A newly mandated Member, or municipality, will have 3 years to 
meet new requirements. 
 
To view Member data for the current year, click on the green “VERIFIED” button.  
Previous years can be viewed by clicking on the grey “VERIFIED” button for a specific 
year.  The graphic below is an example of the data found in this survey. 
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CONTACT INFORMATION Survey 
 
Beginning with CY2019, completion of this Survey is required.  
 
1. To begin entering data, click on the “NEW” button.   
 
2. For each Member, enter the data needed to contact the individual responsible for the 

municipality’s recycling information (example below).  The County-wide Member 
should have the County Recycling Coordinator’s information. 

 
NOTE:  As soon as the current year is opened, data can be changed.  The information 
carries forward from the prior year.  
 
3, Data can be updated and saved in “DRAFT” status until final entry.  The data must 

be reviewed and the “MARK COMPLETE” entered by April 1st of the following year. 
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RECYCLING PROGRAM INFORMATION Survey - 2 pages. 
 
Click the “NEW” button to begin. 
 

Page 1:  Answer the questions below by clicking on the appropriate radio button. 
 
 
 
 
 
 
 
 
 
 
 
 

1. Question 1, “Does your community (municipality) have any data to report?” 

- “No” – Community did not recycle any material for the reporting year. 

- “Yes” – Community recycled any type of material(s) during the reporting year.  

NOTE:  If the community is NOT a mandated municipality, the material tonnages 
may be reported either under the municipality OR under County-wide. 

- “Did not submit their information to the County Recycling Coordinator” – The 
municipality did not report as requested. 

2. Question 2, “Do you have any curbside programs in place? 

- “No” – Go to the bottom left of the page and click on “SAVE DRAFT” or “MARK 
COMPLETE.”  Move onto page 2 (see #4 below). 

- “Yes” – A dropdown will appear for the curbside program information to be 
entered.  

NOTE:  If all questions are not answered, an error will appear. However, this 
page can be “saved” and returned to later. If you would like a list of the questions 
so you can gather your information before entering, you can print this page out.  
This information is valuable as it may be used to answer requests that can 
influence the addition of recycling businesses in the area.     

o If there is more than one (1) curbside program for this municipality, click on 
the  “              ” button at the bottom left of the page.   

o If you need to remove a curbside program, at the top right of the page for that 
specific program click on the “                ” button. 

- “Did not submit their information to the County Recycling Coordinator” – The 
municipality did not report as requested. 
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RECYCLING PROGRAM INFORMATION Survey - 2 pages. 
 
3. Click on either “SAVE DRAFT” or “MARK COMPLETE” to save page 1. 

4. Move on to page 2 by clicking on the #2 of the icon located at the upper right corner.  
 
 
 
 

Page 2:  Answer the question below by clicking on the appropriate radio button. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1. Question, “Does your community have a drop-off location? 
 

- “No” – There are no drop-offs in the community that collect recyclables.  Go to 
the bottom left of the page and save as “DRAFT” or “MARK COMPLETE.”   

- “Yes” – A dropdown will appear for the drop-off information to be entered.  

NOTE:  Be sure to complete all questions.  This information may be used to 
answer requests that can influence the addition of recycling businesses in the 
area. 

o If there is more than one drop-off location for this municipality, at the bottom 
left of the page click on the “              ” button.   

o If you need to remove a drop-off location, at the top right of the page for that 
specific drop-off location click on the “                ” button. 

- “Did not submit their information to the County Recycling Coordinator” – The 
municipality did not report as requested. 

 
2. Click on either “SAVE DRAFT” or “MARK COMPLETE.” 
 
NOTE:  Move between page 1 and page 2 by clicking on the appropriate page of the 
icon in the upper right corner.     
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FINANCIAL DETAIL Survey 
 

This form is completely voluntary and was developed for the benefit of the Member 
(municipality/county).   
 
Multiple forms can be submitted during a calendar year (see page 13).  This step can be 
repeated, as necessary.  A blank example is shown below. 
 

1. Click the “NEW” button to begin entering data.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click on either “SAVE DRAFT” or “MARK COMPLETE.”  
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RESIDENTIAL / COMMERCIAL DATA Surveys 
 
Multiple forms can be submitted during a calendar year (see page 13).  This step can be 
repeated, as necessary.  Residential and Commercial tonnages must be entered into a 
corresponding Survey form.   
 
NOTE:  It is not required to enter a form if the municipality is NOT mandated and has 
zero tonnages to report. 
 
Not Verifiable: 
 
1. Click on the “NEW” button to begin entering data.  Select either the “Not Verifiable” 

or “Verifiable” radio button to complete the rest of the form.   
 

2. Select the “Not Verifiable” radio button to complete the rest of the form. 

 

3. Tonnages may be entered for curbside and/or drop-off programs in the appropriate 
columns for each material (rows). 

 
 

 

 

 

 

 

 

• The tonnages entered will automatically total and appear in the Total (3rd) column 
for each material.  

• Each material that is not an Act 101 material or not 904 eligible is designated in red. 
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RESIDENTIAL / COMMERCIAL DATA Surveys (continued) 

 

• Materials are listed under their corresponding Material Category.   
 
 
 
 
 
 
 
 
 
 
 
 

• The curbside and drop-off programs sub-total for each Material Category.  Each 
Material Category totals. 

• At the bottom of the form, the Transaction Total will add all the materials entered 
on that Survey form.  

 
 
 
 
 
4. If a mistake in tonnages is made and a partial or total delete is necessary, this can 

be accomplished with a “NEW” form, as follows:   

a. Match the municipality and material, along with any other factors, such as 
whether the tonnages were curbside/drop-off and verifiable/not verifiable. 

b. Enter the amount to be deleted or subtracted from the existing amount as a 
negative number by entering a minus “-“ symbol in front of the tonnages 
(example below). 
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RESIDENTIAL / COMMERCIAL DATA Surveys (continued) 

 

c. Verify the action was accomplished properly using one of several reports in 
Analytics, such as Data Export.  The Mandated & Non-Mandated report will verify 
your totals for each material and municipality. 

 
 
Verifiable:  Selecting this option is voluntary.   
 
Hauler/Vendors are required to be entered prior to choosing this option (see page 25-
26).   
 
Paperwork that verifies the Act 101 material tonnages are eligible for a 904 
Performance Grant is required.  For detailed information regarding what type of 
paperwork meets requirements, please contact Mark Vottero at mvottero@pa.gov.  
 
As with “Not Verifiable” tonnages, Residential and Commercial tonnages must be 
entered on the corresponding Survey form. 
 
1. Click on the “NEW” button to begin entering data.  Select the “Verifiable” radio button 

to complete the rest of the form, as in the example below.  
 
 
 
 
 
 
 
 

 
2. Select a Hauler/Vendor (previously entered) using the dropdown menu.  

 
NOTE: Separate Survey forms must be entered for each Hauler/Vendor that has 
tonnages to be submitted.  This is necessary to relate the tonnages to each specific 
Hauler/Vendor. 
 

3. See Non-Verifiable #3-5, pages 22-23, to continue entry.   
 

4. After entries are complete, an Analytics report, listed under “904 Grant Related,’ 
titled “Hauler/Vendor Verifiable Data” can be used to print Residential/Commercial 
Data lists of the Haulers/Vendors for each municipality (includes County-wide) and 
their related tonnages (see page 34 for more detailed information).  These print-outs 
can be used to replace the forms in the 904 Performance Grant Application. 

  

mailto:mvottero@pa.gov
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Add Hauler / Vendor 
 
1. On the Member’s page, click on the “Hauler/Vendors” link found at the top left side.   
 

 
 
NOTE: All Residential and Commercial transactions that are verifiable for 904 
Performance Grants require a hauler/vendor associated to them. 
 
2. Under “HAULER/VENDORS” near the top left of the page,” click on “                            ”. 
 
 
 
 
 
 
 
 
 
 
 

• As Hauler/Vendors are entered, a list of existing Hauler/Vendors will appear.   
 

• Click on the arrow at the right side of a Hauler/Vendor to view details of the entry.  
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NOTE: Hauler/Vendors entered will apply to all municipalities in the county. 
 
3. Complete all the required fields on the Hauler/Vendor form (shown below).  A red “*” 

identifies a required field. 

 

• All Hauler/Vendors added will be displayed in the Hauler/Vendor dropdown box 
on Residential and Commercial Data entry forms.  

 
 
 
 
 
 
 
 
 
 
4. Click the “Save” button at the bottom to save data. 
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Making Analytics Work for You 
 

Analytics Navigation 
 
To generate analytical reports on your data: 
 
1. Click on logo for PA DEP – County Recycling Report. 

 
2. On the Member’s page, click on any municipality. 

 

 
 

3. In the menu at the top left of the page, click on “Analytics.”  
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Exporting Data 
 
1. Select a Report from Analytics, then make selection(s). 

2. Click the “GENERATE” button below the selections. This will produce a graph (if 
available) and then the report., both of which will download and appear below the 
selections.   

• Graph: 

o may have several choices available (area, line, stacked, column, or bar).   

o selections (example shown below) are directly above the graph at the right (to 
view a graph type, click on the corresponding icon).    

 

 

 

o can be printed by clicking on the bar icon and then clicking on “Print Chart.” 

o can be downloaded by clicking on one of several format choices (PNG, 
JPEG, or SVG sector image). 

 

• Report: 

o can be viewed using scroll bars, if necessary. 

o are exported by clicking on “EXPORT,” located above the report at the right.  
Choices vary according to type of report but include: 

- Microsoft Excel (XLS) 

- Comma Separated Values (CSV) 

- Portable Document Format (PDF) 
 

o can be downloaded as a file by: 

1) Click on your selection (example below is for Excel). 

2) A yellow bar will appear across the bottom of the page.  Click on “Save.” 

 

 

3) Click on “Open” to view the Excel file and save. 

 

 

 

NOTE:  “Open folder” allows you to open the folder in your computer where 
all downloads are saved.  “View downloads” allows you to view and track all 
your downloads.  
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Analytics - Reports 

1. 904 Grant Related: 

a. Hauler/Vendor Verifiable Data – Shows 904 Eligible/Not 904 Eligible/All 
Materials. If this report is used to replace the blank Residential and Commercial 
forms provided in the 904 Performance Grant Application, under the Materials 
filter selections choose the “904 Eligible Materials” option. Report totals for each 
material (row) and for each Hauler/Vendor (columns).  See page 34. 

2. County: 

a. Mandated & Non-mandated Analysis – Shows Act 101/Not Act 101/All Materials 
(columns) with tonnages for Residential/Commercial/Combined for 
All/Mandated/Non-Mandated municipalities (rows).  Report totals both materials 
and municipalities.  See page 35. 

b. Recycled Materials Grouped by Material Categories – Materials (columns) are 
grouped under each Residential & Commercial Material Category for all or 
selected municipalities (rows).  Report totals for all material columns and for each 
municipalities’ materials.  Good report for checking tonnages entered for 
municipalities.  See page 36. 

c. Residential Per Capita & Household Recycling – Shows tons recycled per 
person, per household, per capita material category, and per household material 
category.  Population column and Residential Total Tons column are totaled for 
all municipalities for County totals.  Per capita/households are calculated also for 
each municipality (row).  See page 37. 

d. Total Recycled Tons Analysis – Shows Residential/Commercial Total Tons for all 
municipalities or a specific municipality.  The Residential and Commercial 
columns are each totaled for County totals and the Residential and Commercial 
tonnages for each municipality is totaled (rows).  See page 38. 

3. Curbside / Drop-off: 

a. Curbside and Drop-off Analysis – Includes dropdown selection for four reports 
with results for Curbside and Drop-off Programs.  Data in this report is from the 
Recycling Program Information Survey.  It will not provide reported tonnages.  
See page 39. 

b. Recycled Commercial Tons by Material Category – Commercial Curbside/Drop-
off materials (columns) are grouped by Material Categories for all municipalities 
(rows) or one specific municipality.  Totals for each material and for each 
municipalities’ total material tonnages.  See page 39. 

c. Recycled Residential Tons by Material Category – Residential Curbside/Drop-off 
materials (columns) are grouped by Material Categories for all municipalities 
(rows) or one specific municipality. Totals for each material and for each 
municipalities’ total material tonnages.  See page 40. 
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4. Miscellaneous: 

a. Data Export – Reports are available for each Survey and shows all forms 
(responses) and information (columns), including status, for all municipalities 
(rows).  This is a good report to check that all Contact Information & Recycling 
Program Information has been entered for each municipality.  For Residential 
and Commercial Surveys, this report will show the Response ID number and all 
tonnages entered on each form (response).  See page 41. 

b. Diversion Rate Report – Calculates the Diversion Rates for all or a specific 
selection of municipalities. Running “All” will total for a County Diversion Rate.  
Note:  This report will not work if [REF] Refuse is not entered.  See page 42. 

c. Environmental Equivalencies – Several choices for Environmental Equivalencies.  
Can use to show benefits of recycling to the public.  See page 43. 

5. Survey Analysis: 

a. Commercial Data – Multiple reports can be run based on data in the Commercial 
Data Survey, depending on filtering selection choices.  See page 44. 

b. Contact Information – Lists all contacts alphabetically by municipality (row) and 
includes other information entered for each contact (columns).  See page 45. 

c. Curbside Program Summary – Alphabetical list of municipalities’ Curbside 
Programs.  Includes all materials collected for each program entered in page 1 of 
the Recycling Program Information Survey.  See page 46. 

d. Demographic Information – Multiple reports can be run based on data in the 
Demographic Information Survey, depending on filtering selection choices.  See 
page 47. 

e. Drop-off Program Summary– Alphabetical list of municipalities’ Drop-off 
Programs.  Includes all materials collected for each program entered in page 2 of 
the Recycling Program Information Survey.  See page 48. 

f. Financial Detail– Multiple reports can be run based on data in the Financial 
Information Survey, depending on filtering selection choices.  See page 49. 

g. Recycling Program Information– Multiple reports can be run based on data in the 
Recycling Program Information Survey, depending on filtering selection choices.  
See page 50. 

h. Residential Data– Multiple reports can be run based on data in the Residential 
Data Survey, depending on filtering selection choices.  See page 44. 

6. Trend: 

a. Commercial Material – Compares up to five (5) years (columns) of all 
Commercial materials grouped into Categories (rows). Includes [MT1] Refuse, if 
entered.  Each year’s Categories are sub-totaled, along with Grand Totals. 
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Report can be run for “All” municipalities (county totals) or can select for one 
municipality.  A graph is available.  See page 51. 

b. Curbside & Drop-Off Recycling – Compares up to five (5) years (columns) of total 
recycled by each Residential and Commercial Material Category for both 
Curbside and Drop-off tonnages (rows).  Totals for each year include all 
materials, except [REF] Refuse.  A graph is available.  See page 52. 

c. Percent Change by Materials Recycled – Includes a dropdown with three (3) 
report selections.  See pages 53 and 54. 

1) The “Material Percent Change” report compares any two (2) selected years 
(columns) for the percent change per materials (rows) for Residential, 
Commercial, or both sectors combined.   

2) Both the “Material Percent of Total Recycled” and “Material Category Percent 
of Total Recycled” are selected for one (1) year.   

a) “Material Percent of Total Recycled” compares the individual material 
tonnages as a percentage of the total tonnages for the year selected.  

b) “Material Category Percent of Total Recycled” compares the material 
categories’ tonnages as a percentage of the total tonnages for the year 
selected. 

d. Residential Material – Compares up to five (5) years (columns) of All Residential 
materials grouped into Categories (rows). Includes [REF] Refuse, if entered.  
Each year’s Categories are sub-totaled with Grand Totals. Report can be run for 
“All” municipalities (county totals) or select for one municipality.  A graph is 
available.  See page 51. 

e. Total Tons for Residential & Commercial – Compares up to five (5) years 
(columns) of Commercial and Residential total tons (rows) with Totals.  This 
report includes [REF] Refuse.  Can run for “All” municipalities (county totals) or 
select for one municipality. A graph is available.  See page 55. 

f. Total Tons Recycled by Material (Residential & Commercial Combined) – 
Compares up to five (5) years (columns) of combined Residential and 
Commercial Sectors, grouped into Material Categories. Each years’ Categories 
are sub-totaled with Grand Totals. Can run for “All” municipalities (county totals) 
or select for one (1) municipality.  A graph is available.  See page 56. 

g. Total Tons Recycled by Material Category – Compares up to five (5) years 
(columns) of Commercial and Residential Material Categories (rows) with Grand 
Totals for each year. Can run for “All” municipalities (county totals) or select for 
one (1) municipality.  A graph is available.  See page 57.  
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Analytics – Reports Overview 
 
Analytics Menu:  Reports list down the left side of the page by Category.  For access 
to a report, click on the title.  Reports includes “recycling” in the title, do not include 
[REF] Refuse. 
 
Filtering Selections:  Depending upon the type of report chosen, different options for 
filtering the data will appear when selected.   
 
Timeframe versus Year:  Depending on the report, you will be prompted to either 
select for a “Year” or a “Timeframe Start” and “Timeframe End.” 

• “Year” – select a year from the dropdown menu. 

• “Timeframe Start” and “Timeframe End” –  

o Click on the associated calendar for each and use the dropdowns to select for 
the month and year.   

o Click on the day of the selected month(s) to enter the exact date.   

o For some Timeframes, shortcut selections for “This Year,” “This Month,” or “Last 
Month” will appear beneath “Timeframe Start” (see example below).   

 

 

 

o Click on the shortcut, and the dates in Timeframe Start and Timeframe End will 
change to match the selection chosen. 

 
Members Option - Select All / Select None:  For some reports, the Members can be 
selected by clicking on: 

• “Select All” box (all checked) 

• “Select None” box (none checked). This is used to deselect all members, then click 
on one or more members. 

• Members – select/unselect using the box before each.  Scroll bar can be used to 
locate a member (municipality). 
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Analytics – Reports Overview (continued) 

 
Survey Analyses Reports:  These reports will allow you to analyze a single question 
on a Survey form.  There are four types of analyses that can be performed. 

1. Listed - lists the response as it appears on the Survey form.  

2. Listed by Response - filters the results that match a given value (similar to a 
search).  Entry value must match the available values exactly. 

3. Aggregated Counts - aggregates and counts the number of responses for a 
specific question. 

4. Summations - allows you to sum up the values of any numeric question 

NOTE:  The “Question” dropdown box will automatically update based on the “Type of 
Analysis” selected.  If the question dropdown box is empty, this means that the type of 
analysis you have selected cannot be done, as no questions exist on the Survey form 
that will allow for the type of analysis you selected. 

 
Search:  When a report has the Search option at the upper right corner, a phrase, such 
as “township” or a municipality name, can be entered in the box.  Search can also be 
used to find any numeric phrase.  The report will exhibit only those municipalities that 
contain the matching phrase in the list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Report Headings:  Many of the reports, once downloaded, can have very generic or 
inaccurate titles.  Be sure to add specific information when it is saved. 
 
Absent Municipality/Material:  If a material and/or municipality does not have any 
attributed tonnages, that material and/or municipality may not appear in a report.  
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904 Grant Related: 
HAULER/VENDOR VERIFIABLE DATA 
 
Selection Filters:  

• Surveys (All / Residential / Commercial)  

• Year – one (1) CY 

• Materials (All / 904 Eligible / Not 904 Eligible) 

• Community - select one (1) from dropdown  
 
Selection Frame: 
 

 
 
 
Example Report:  To use printout for 904 Performance Grant, use the Materials filter of 
“904 Eligible Materials.” 
 
 NOTE:  Any tonnages in “DRAFT” or “COMPLETED” status will not be included. 
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County: 
MANDATED & NON-MANDATED ANALYSIS 
 
Selection Filters:  

• Community Types (All / Mandated / Non-Mandated): 

o For “Mandated / Non-mandated Communities” – Use “Mandated Year”   

o For “All” – “Mandated Year” greys out.  Choose timeframe using dropdown 
calendars for “Timeframe Start” & “Timeframe End” (see page 32) 

• Mandated Year / Time Frame Start & End 

• Surveys (All Data / Residential / Commercial) 

• Materials (All / Act 101 / Not Act 101) 

• Sources (All / Curbside / Dropoff) 

• Response Status (Draft / Completed / Verified).   
 
Selection Frame:  Click the “EXPORT XLSX REPORT” button. This will generate and 
download an Excel file directly to your computer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  Totals for each municipalities’ materials (row) and for each material 
(column).  Title is very generic; be specific to reflect the data in the report! 
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RECYCLED MATERIALS GROUPED BY MATERIAL CATAGORIES  
 
Selection Filters:   

• Year – one (1) CY  

• Members (All Members or one (1) specific) 

• Response Status (All / Draft / Completed / Verified)    
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report: 
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RESIDENTIAL PER CAPITA & HOUSEHOLD RECYCLING 
 
Selection Filters:   

• Report 
o Tons Per Capita Recycling 
o Tons Per Household Recycling 
o Tons Per Capita Material Category 
o Tons Per Household Material Category 
 

• Year – one (1) CY 
 

• Community (Any or one (1) specific). 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report: 
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TOTAL RECYCLED TONS ANALYSIS  
 
Selection Filters:   

• Timeframe Start & End 
 

• Members (All or one (1) specific)   
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Example Report:   
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Curbside / Drop-off: 
RECYCLED COMMERCIAL / RESIDENTIAL TONS BY MATERIAL CATEGORY  
 
Selection Filters:  

• Year – one (1) CY 

• Members (All or one (1) specific 

• Response Status (All / Draft / Completed / Verified).  
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  Reports for each sector (Residential / Commercial) are available. 
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CURBSIDE AND DROP-OFF ANALYSIS 
 
Selection Filters:   

• Year – one (1) CY 
 

• Analyses: 
o Has a Drop-off Program and No Curbside Program 
o Has a Drop-off Program or No Curbside Program  
o No Drop-off Program and No Curbside Program 
o Has a Curbside Program and Collects Leaves and 3 Other Act 101 Materials   

 
Selection Frame: 
 
 
 
 
 
 
 
Example Report 1:  Lists municipalities meeting criteria alphabetically (county and 
region are identified).  All Act 101 materials collected are included.   
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report 2:  Lists municipalities meeting criteria alphabetically (county and 
region are identified).  All Act 101 materials collected are included.   
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Miscellaneous: 

DATA EXPORT 
 

Selection Filters:   

• Survey: 
o Demographic Information 
o Contact Information 
o Recycling Program Information - 2018 Version 
o Recycling Program Information - 2001-2017 Version 
o Financial Detail 
o Residential Data 
o Commercial Data 
 

• Timeframe Start & Timeframe End (first example) or Year (second example) 
 

• Sort (Alphabetical / Last Updated Date / Date Created). 
 

Selection Frame 1: Used with Demographic, Contact, and Recycling Program selections. 
 
 
 
 
 
 
 
 
 

 
 
Selection Frame 2: Used with Financial Detail and Residential/Commercial Data selections. 
 
 
 
 
 
 
 
 
 

Example Report: 
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DIVERSION RATE REPORT 
 
Selection Filters:   

• Timeframe Start & End 
 

• Diversion Rate (Overall / Residential / Commercial) 
 

• Members (Select All / Select None / a specific or multiple) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  If no [REF] Refuse is entered, the Diversion Rate will be 100% as 
shown in the example. 
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ENVIRONMENTAL EQUIVALENCIES 
 
Selection Filters:  

• Report Type (Domestic/Fuel/Natural Resources)   
 

• Year – one (1) CY  
 

• Members (Select All/Select None/specific Municipalities)  
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  [REF] Refuse is not included. 
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Survey Analyses: 
COMMERCIAL / RESIDENTIAL DATA 
 
Selection Filters:  

• Year – one (1) CY 

• Timeframe Start & End 

• Type of Analysis (Listed / Listed by Response / Aggregate Counts – produces two 
(2) reports (examples below) / Summations 

• Question (dropdown list) 

• Response Value (depends on question selected and must match value exactly) 

• Member (All or one (1) specific) 

• Response Status (All / Draft / Completed / Verified) 

• Group By (Not Grouped (member) / Country (N/A) / State (N/A) / County / City (member)) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report 1:  Reports for each sector (Residential / Commercial) are available. 
 
 
 
 
 
 
 
Example Report 2:  Scroll down past graph to view. 
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CONTACT INFORMATION 
 
Selection Filters:   

• Year – one (1) CY 

• Members (All Members or one (1) specific) 

• Member Types (All / Borough / City / College or University / County / Municipality 
/ Township) 

• Response Status (All / Draft / Completed / Verified) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  The Search box can be used to search for any numeric or text within 
the report by typing into the box. Use the scroll bar to view additional entries.  
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CURBSIDE PROGRAM SUMMARY  
 
Selection Filters:   

• Year – one (1) CY 

• Response Status (All / Draft / Completed / Verified) 

• Community 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:   Lists municipalities alphabetically (county & region are identified) that 
have a Curbside Program entered in the Recycling Program Information Survey, page 1.  
Use scroll bar to view additional municipalities. 
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DEMOGRAPHIC INFORMATION 
 
Selection Filters:  

• Year – one (1) CY 

• Timeframe Start & End 

• Type of Analysis (Listed / Listed by Response / Aggregate Counts – produces two 
(2) reports / Summations) 

• Question (dropdown list) 

• Response Value (depends on question selected and must match value exactly) 

• Member (All or one (1) specific) 

• Response Status (All / Draft / Completed / Verified) 

• Group By (Not Grouped (member) / Country (N/A) / State (N/A) / County / City 
(member))  

 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  This report was run for Type of Analysis = “Listed by Response,” for 
the Question shown in the report title, and a Response Value of “Yes.” 
 
  



 

48 

DROP-OFF PROGRAM SUMMARY 
 
Selection Filters:   

• Year – one (1) CY (nothing available before 2018) 
 

• Response Status (All / Draft / Completed / Verified) 
 

• Groups (All or one (1) specific member) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  Data compiled from Recycling Program Information Survey, page 2. 
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FINANCIAL DETAIL 
 
Selection Filters: 

• Timeframe Start & End 
 

• Type of Analysis (Listed / Listed by Response / Aggregate Counts / Summations) 
 

• Question (Total Expenses ($) / Total Revenues ($) 
 

• Response Value (depends on question selected and must match value exactly) 
 

• Member (All / Municipality) 
 

• Response Status (All / Draft / Completed / Verified) 
 

• Group by (Not Grouped (member) / Country (N/A) / State (N/A) / County / City 
(member) 

 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report: 
 
Examples Not Available 
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RECYCLING PROGRAM INFORMATION 
 
Selection Filters:   

• Survey (Recycling Program Information - 2018 Version / Recycling Program 
Information - 2001-2017 Version) 

• Year – 1 CY (depends on Version chosen)  

• Type of Analysis (Listed / Listed by Response / Aggregate Counts / Summations)  

• Question (dropdown list)  

• Response Value (depends on question selected and must match value exactly)  

• Member (All or one (1) specific)  

• Response Status (All / Draft / Completed / Verified)  

• Group By (Not Grouped (member) / Country (N/A) / State (N/A) / County / City (member)) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  Report run was Type of Analysis = “Listed” and Question = “Curbside 
Program Name.” 
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Trend: 
COMMERCIAL / RESIDENTIAL MATERIAL 
 
Selection Filters:   

• Select up to five (5) years for comparison 

• Response Status (All / Draft / Completed / Verified) 

• Member (All or one (1) selection) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  Reports for each sector (Residential / Commercial) are available. 
Includes [REF] Refuse. 
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CURBSIDE & DROP-OFF RECYCLING 
 
Selection Filters:   

• Select up to five (5) years for comparison 

• Response Status (All / Draft / Completed / Verified) 

• Member (All or one (1) selection) 
 
Selection Frame:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  
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PERCENT CHANGE BY MATERIALS RECYCLED 
 
Selection Filters:   

• Report (dropdown): 

o Material Percent Change 

o Material Percent of Total Recycled 

o Material Category Percent of Total Recycled 

• Response Status (All / Draft / Completed / Verified) 

• Sector (All / Residential / Commercial) 

• Select two (2) years for comparison OR Selected Year (see below) 

• Community (All Nodes or one (1) selection) 
 
Selection Frame 1:  For Material Percent Change   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Selection Frame 2:  For Material Percent of Total Recycled / Material Category Percent 
of Total Recycled 
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PERCENT CHANGE BY MATERIALS RECYCLED (continued) 
 

Example Report 1:  Material Percent Change 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report 2:  Material Percent of Total Recycled. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report 3:  Material Category Percent of Total Recycled. 
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TOTAL TONS FOR RESIDENTIAL & COMMERCIAL 
 
Selection Filters:   

• Select up to five (5) years for comparison 

• Response Status (All / Draft / Completed / Verified) 

• Member (All or one (1) selection) 
 
Selection Frame: 
 

 
 
 
Example Report:  Totals include [REF] Refuse. 
 
 
 
 
 
 
 
 
 
Example Graph: 
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TOTAL TONS RECYCLED BY MATERIAL (RESIDENTIAL & COMMERCIAL 
COMBINED) 
 
Selection Filters:    

• Select up to five (5) years for comparison 

• Response Status (All / Draft / Completed / Verified) 

• Member (All or one (1) selection) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  Listed by materials (if no tonnages, material does not list) and totals 
for each Material Category. 
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TOTAL TONS RECYCLED BY MATERIAL CATEGORY 
 
Selection Filters:   

• Select up to five (5) years for comparison 

• Response Status (All / Draft / Completed / Verified) 

• Member (All or one (1) selection) 
 
Selection Frame: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example Report:  Totals for each year include ALL materials except [REF] Refuse.  If no 
tonnages exist for a Material Category, it does not list. 
 
 
 
 
 
 


