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Logon Procedure 
Every user must logon to the system before entering any tickets. If some one has forgot to logoff from the 
previous shift do so for them using the Logoff procedure and then logon to the system using your logon id. 
 
In the "Begin Logon" screen: 
 

 
Hold down the "CTRL" key AND then hold down the "ALT" key and then hold down the "DELETE" key 
to logon. 
 
Next the Logon Information screen will appear: 
 

 
Press the "tab" key until the "User name" field is highlighted and then type in your User id. Press the tab 
key to move to the "Password" field. 



 
Enter your password. Press the "Enter" key to finish logging into the system. 
 

 
 
The computer "desktop" will then be displayed with the new "Waste Management" icon: 
 

 



Starting Waste Management System 
Double-click on the "Waste Management" icon on the desktop. 
 

 
Some status messages will appear stating that the system is connecting to the Server and updating data: 
 

 
 
Next the Waste Management System will be displayed: 
 

 
 
 



Closing Waste Management System 
To close the Waste Management system click on the "Exit" menu item. 
 

 
 
Some status messages will appear stating that the system is closing down: 
 

 



Logoff Procedure 
 
Every user must logoff the computer at the end of the shift. To logoff click on "Start" on the task bar and 
then select the "Shut Down" menu option: 
 

 
 
The "Shut Down Windows" will be displayed: 
 

 
Select the "Close all programs and log on as a different user?" option and hit the "Enter" key. The "Begin 
Logon" screen will then be displayed. 



Entering A Ticket 
To enter a Ticket click on the "Ticket" menu item: 
 

 
 
The Ticket screen will be displayed: 

 
 
 



Adding A Ticket 
Click on the "Add" button on the Ticket screen. The cursor will be moved to the first field on the screen, 
the "Hauler" field. 
 
To select a Hauler type the Haulers name until it appears in the field: 
 

 
 
Press the "tab" key to move to the next field, the "Vehicle No" field. Type in the vehicle number until the 
desired vehicle no is found. 

 
 



Press the "tab" key to move to the "Container" field. Type in the desired container type. If there is no  
container then do not type anything. 
 

 
Press the "tab" key to move to the "Origination" field. Type in the desired origination. 
 
Press the "tab" key to move to the "County/State/Country" field. If the desired county/state/country is not 
displayed then do nothing. Otherwise type in the desired county/state/country. 
 
Press the "tab" key to move to the "Destination" field. Type in the desired destination. 
 
Press the "tab" key to move to the "Billing Account" field. Type in the desired billing account. After the 
desired account is selected the account information is updated in the upper portion of the ticket screen. This 
information includes: 

·  Account Status (Active, Inactive, Suspended, etc.) Tickets can only be entered for "Active" 
accounts. If the account as any other status a call must be made to the systems administrator 
for instructions on how to handle the account. 

·  Reason: If the account status is not "Active" the reason will be displayed. 
·  Account Balance and Credit Limit: The current account balance and credit limit are displayed. 

If the current balance is over the credit limit the ticket payment type is "CASH" and a 
payment is required. If the account balance is less then or equal to the credit limit the ticket 
payment type is "CREDIT" No payment is accepted. 

·  Payment Type, CASH or CREDIT (see Account Balance and Credit Limit description) 
·  Ticket Status 
 

Press the "tab" key to move to the "Refuse Class" field. Type in the desired refuse class. After the refuse 
class is selected the screen will change to show one of the three types of tickets: 
 

·  A weight ticket, "PER TON" 
·  An item  ticket, "PER ITEM" 
·  A flat rate ticket, "FLAT RATE" 

 



PER TON Ticket Type 
For tickets that are based on weight the screen will display fields for "Gross Weight", "Tare Weight", and 
"Container Weight". 
 

 
Gross, Tare, and Container  Weight Fields Are Entered 

If all three weight fields contain a weight then the ticket is complete. Move to the "Comment" 
field. 

 
Gross Weight Data Is NOT Entered 

If the scale interface does not populate the "Gross Weight" field then it must be typed in manually. 
A ticket will not be accepted with a gross weight of zero. 

 



No Tare Weight Data is Entered 
If the vehicle tare weight information is not entered into the system by your administrator the 
ticket will be accepted but the tare weight of the empty vehicle must be manually entered when the 
vehicle leaves the landfill. A new ticket can be added with a tare weigh of zero for vehicles 
entering the landfill. 
 
Incomplete tickets waiting for vehicle tare weights from exiting vehicles are displayed in the list at 
the bottom of the screen.  
 

 
When the empty vehicle leaves then landfill the ticket must be "modified" to supply the tare weight of the 
empty vehicle. See the section "Modifying a Ticket" describing how to for further instructions for ticket of 
this type. 
 
Press the "tab" key to move to the "Comment" field. If desired, type in a relevant comment such as a 
vehicle description for vehicles not entered into the system. Otherwise do not type anything. 
 
Click the "Save" button to accept and print the competed ticket  



PER ITEM Ticket Type 
For tickets that are based on the number of items the screen will display a "No of Items" field. 

 
Press the "tab" key to move to the "No of Items" field. Type in the number of items.  
 
Press the "tab" key to move to the "Comment" field. If desired, type in a relevant comment. Otherwise do 
not type anything. 
 
Click the "Save" button to accept and print the competed ticket  
 



FLAT RATE Ticket Type 
For tickets that are a constant charge not additional fields are displayed.  
 

 
Press the "tab" key to move to the "Comment" field. If desired, type in a relevant comment. Otherwise do 
not type anything. 
 
Click the "Save" button to accept and print the competed ticket  
 
 



Modifying A Ticket 
A PER TON ticket without a vehicle tare weight is "incomplete". The ticket must be modified to enter the 
tare weight information. First locate and select the incomplete ticket from the list of incomplete tickets on 
the bottom of the ticket screen. After locating the ticket select it by simply clicking on the desired line in 
the list. Once the ticket is selected the ticket information is displayed in the upper section of the ticket 
screen. 
 
Once the ticket is selected, click on the "Modify" button on the ticket The cursor moves to the "Tare 
Weight" field of ticket. 
 
 
 
If a scale interface is installed: 

The tare weight field will be updated with the empty vehicle weight. 
 

If a scale interface is not installed: 
Manually type in the tare weight of the empty vehicle. 

 



Reprinting A Ticket 
To reprint a ticket select the "Reprint Ticket" menu item: 
 

 
Supply the required ticket number in the "Ticket No" field and click the "Print" button. (If required first use 
the Tickets Register Report to determine a ticket no.) 



Entering A Payment 
For tickets with a Payment Type of "CASH" a payment is required. Once a completed ticket is entered in 
the ticket screen the Payment screen is immediately displayed for "CASH" tickets. The Payment screen is 
shown below: 
 

 
The ticket screen displays the ticket in the list at the bottom of the screen.  
 
The "Amount" field is automatically fil led with the amount of the ticket.  
 
The "Payment Type" field defaults to "Check". 
 



 
 
Default " Amount"  and " Payment Type"  Fields Are Correct 

Click the "tab" button twice to move to the "Check No" field. Type in the check number. 
Click the "Post" button to accept the payment. 

 
Default " Amount"  or  " Payment Type"  Fields Are NOT Correct 

If the payment is different then the ticket amount, type in the new payment value in the "Amount" 
field. 
Click the "tab" button to move to the "Payment Type" field. If required select a payment type of 
"CASH". 
Click the "tab" button to move to the "Check No" field. For "Payment Type" of check type the 
check number in the "Check No" field. 
Click the "Post" button to accept the payment. 

 
 



Reports 
To print reports select the "Reports" menu selection: 

 
Select the desired report from the menu. A report dialog box is displayed 
 
Reports are first displayed on the screen as shown below: 
 

 
To move between pages of the report use the report navigator buttons or type in the page number (if 
known): 
 

 
Use the left and right arrows to move forward or backward one page at a time: 
 

 
Use the left and right bar-arrows to move to the first or last page of the report: 
 

 
To sent the report to the printer click the "Printer" icon button. 
 

 



To search a report type a search string in the search field and click the "Search" icon. 

 
 
 



Ticket Detail Report 
Prints the ticket register report displaying detailed information about a ticket. 
 

 
 
Change the report parameters as desired. Report parameters default to display all tickets entered for the 
current day for the current user. 
 
Click the "View" button to print the report to the screen for viewing. After viewing the report it can be 
directed to a printer for printing. 
 
 
 



Ticket Summary Report 
Prints the ticket summary report displaying summary  "Cash" and "Credit" information about a ticket. 
 
<Not Available> 
 
Change the report parameters as desired. Report parameters default to display all tickets entered for the 
current day for the current user. 
 
Click the "View" button to print the report to the screen for viewing. After viewing the report it can be 
directed to a printer for printing. 
 
 
 



Payment Report 
Prints the payment register report displaying detailed information about a payment. 
 

 
Change the report parameters as desired. Report parameters default to display all payments entered for the 
current day for the current user. 
 
Click the "View" button to print the report to the screen for viewing. After viewing the report it can be 
directed to a printer for printing. 
 
 
 



Receipts Report 
Prints the receipts register report displaying detailed information about a receipt. Used for balancing cash 
payments with a cash drawer. 
 

 
Change the report parameters as desired. Report parameters default to display all receipts entered for the 
current day for the current user. 
 
Click the "View" button to print the report to the screen for viewing. After viewing the report it can be 
directed to a printer for printing. 
 
 
 
 



Scale Interface 
The scale interface program is used to supply weight information from a Toledo or Unibridge scale to the 
Waste Management System during ticket entry. 
 
The scale interface program is automatically started and stopped by the Waste Management System when 
the site is configured with a scale interface. 
 
The scale interface program is running when the "Scale" program is displayed in the task bar: 
 

 
 



Server Availability 
The Waste Management System operates "Off-line" when a connection to the Server database is not 
available. The status of the Server connections is displayed in the lower left-hand corner of the Waste 
Management screen: 
 

 
 
When the Waste Management System is started the following message is displayed: 
 

 
If a connection cannot be made to the server the following screen is displayed 

 
Click the "Cancel" button. 
 
The following status message is displayed to notify the user the user that they are working in "off-line" 
status: 
 

 
 
When the Waste Management System regains a connection to the Server all tickets and payments are 
"Posted" to the Server. 
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