
 
 
 
 
 
 
 

2006 HWIN Registration Guide 



2006 Registration Renewal Guide 
 
Under Regulation 347 of the Environmental Protection Act, generators of liquid 
industrial and hazardous waste are required to register their waste generation facilities 
with the Ministry annually. Beginning on January 1, 2006, generators will be able to 
renew their registration in HWIN. The deadline for 2006 registration is February 15, 
2006. 
 
The purpose of this guide is to help waste generators complete the HWIN registration 
renewal process for 2006. 
 
This guide covers the key elements of the registration renewal process. You may want to 
print this guide for easy reference.  However, if you experience difficulties while 
renewing your HWIN registration, the HWIN Helpdesk is available to help you at 1-866-
HWIN-MOE (1-866-494-6663) Monday through Friday from 8:00am to 5:00pm EST. 
 
To register, you will need your login name and password to access your HWIN account 
and a Visa, Mastercard, or American Express card for payment of the annual fixed 
component of registration fees ($50.00) as well as any outstanding fees.  Please note that 
if you have sufficient funds in your prepaid HWIN account, you will have the option of 
paying directly from it, and therefore, will not need a credit card to pay these fees. 
 
The HWIN registration renewal process is quick and easy - just follow the steps 
described below. 
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Step1: Log on 
Using any computer with an Internet connection, go to: http://www.hwin.ca.  Login to 
your MyHWIN account with your username and password. 
 
Select the "Renew my 2006 Registration Now" button on the screen that comes up when 
you login.  See screen shot below. 
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Step 2: Generator Registration Renewal Notice 
 
Generators should read this screen to ensure that they are prepared to complete the 
renewal process in HWIN.  This screen informs the generator of what is required in order 
to successfully renew their registration for 2006. 
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Step 3: Generator Identification page 
 
On the Generator Identification Page carefully review your organization’s information to 
ensure accuracy.  If there are changes to be made of any information, please do so on this 
page.  It is your responsibility to ensure your information in HWIN is complete and 
accurate.  When you have completed your review and made necessary changes, click on 
the “Continue” button at the bottom of the screen (screen shot follows). 
 
Please note: The North American Industry Classification System (NAICS) Code section 
of this page is now mandatory.  An updated link to the most recent NAICS codes is 
available on this page.  You must enter at least one NAICS code that best identifies the 
nature of your business before proceeding to the next page.  If an NAICS code is already 
entered, please check it against the new list (provided in the Click here link in the NAICS 
section of the screen) to ensure that it is the best code to describe your company.  You 
must use a code included in the new NAICS code list. 
 
Before you complete the registration process for 2006, you will be asked to agree to a 
certification statement attesting to the completeness and accuracy of your organization’s 
information in HWIN.   
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Step 4: Onsite Waste Management Declaration  
 
Ontario generators will be asked the following question: “Do you ship all of your waste 
via carrier to an approved receiver site? 
If you ship ALL waste offsite select the “Yes” button and then click Continue. 
If you manage some or all of your waste onsite, select the “No” radio button and click 
continue.  Please read the description of onsite waste management on the screen.   
 
Please note: Companies who do not generate waste in Ontario are NOT required to 
identify onsite management to the Ontario government and therefore, should click 
“Yes”. 
 

 
 
 
If you answer yes, please proceed to Step 10 of this guide.  If you answer no, please 
continue with Step 5. 
 
**Generating facilities NOT located in Ontario who see this screen are asked to call the 
HWIN Help Desk at 1-866-494-6663.
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Step 5: Onsite Waste Management Declaration for Past Years 
(only for onsite generators) 
 
Generators who do manage part or all of their waste onsite will enter a section of renewal 
that will request a declaration of the waste managed onsite in past years, and then for the 
current year.  The first screen asks the generator to enter the ACTUAL quantity of waste 
managed onsite for the identified waste class for past years.  The waste declaration could 
be from 2002-2005.  The year is listed in the second column from the left. 
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Step 6: Onsite Summary for past years 
(only for onsite generators) 
 
This screen will show you a summary of what you have declared for onsite waste 
management in past years.  You have the opportunity to edit this information or continue 
with the renewal process. 
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Step 7: Onsite Waste Management in 2006 
(only for onsite generators) 
 
This screen will ask you to enter the ESTIMATED quantity of each waste class that you 
expect to manage onsite in 2006.  You may add onsite waste classes here if required. 
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Step 8: Onsite Waste Management in 2006 
(only for onsite generators) 
 
This screen is a summary of the onsite waste information you entered in the previous 
screen.  Please review the information to ensure it is accurate.  You may edit the 
information on this screen or click Continue to proceed with renewal. 
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Step 9: Information screen 
(only for onsite generators) 
 
Generators will be told that the onsite section of renewal has been completed and that the 
next screen will deal with offsite waste classes.  Click Continue. 
 

 
 
 
PLEASE NOTE: To pay your 2006 onsite waste management fees please logout after 
completion of registration renewal and then log back into your account.  The estimated 
2006 onsite waste management fees are based on your estimate of the quantity of waste 
you expect to manage onsite in 2006 (quantity in tonnes x $10 per tonne). The Ministry 
of the Environment recommends that you make the full payment now; however, you have 
the option of making your payment in quarterly installments. If you choose to make your 
onsite waste management fee payments in installments, your first quarterly installment is 
due no later than March 31, 2006.  
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 Step 10: Offsite Waste Classes 
 
All generators will be shown a list of the waste classes (both onsite and offsite, if 
applicable) that they have registered in HWIN.  Please verify that the waste classes are 
those that your company are currently generating and adjust them as needed.  You may 
unregister old waste classes or register new waste classes on this screen.  Click on the 
Inactive Waste Class link to display a list of waste classes your company has never 
registered.  Click on the Add a New Waste Class link to add a waste class to your 
registration if it is not listed in your Inactive Waste Class list. 
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 Step 11: Certification 
 
In order to complete 2006 registration renewal, you must agree to the certification 
statement.  Click on the checkbox to agree and then click continue. 
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 Step 12: Payment page 
 
The final step in the registration renewal process for 2006 is the payment of the 
registration fee and all manifest, tonnage, past registration fees and onsite fees, if 
applicable.  
 
You can pay your fee in HWIN two ways: 
1. Drawing from your prepaid account: If you have sufficient funds in your prepaid 
account a button will appear on the screen to allow you to pay the amount directly from 
your existing prepaid HWIN account. 
2. Paying by credit card: You may elect to pay the outstanding fees using a credit card.  
Visa, Mastercard and American Express cards are accepted. 
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Step 13: Payment by Credit Card 
 
Please enter your credit card details on this screen. 
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Step 14: Confirmation Page 
 
Once your payment is submitted you will be taken to a final page, the payment 
confirmation page. You will receive a confirmation email, but in addition please print this 
final page for your records.  It will act as receipt for payment of your 2006 HWIN 
registration fees. 
 
If you have any problems or questions, you may contact the HWIN helpdesk at 1-866-
HWIN-MOE (1-866-494-6663) Monday to Friday from 8:00am - 5:00pm EST. 
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Frequently Asked Questions (FAQs) 
 
What information do I need on hand to renew my registration? 
You will need your login name and password to access your HWIN account and a Visa, 
Mastercard, or American Express card for payment of the annual fixed component of 
registration fees ($50.00) plus any outstanding fees owing. (If you have sufficient funds 
in your prepaid HWIN account, you will have the option of paying directly from it, and 
therefore, will not need a supplementary credit card to pay the outstanding fees).  You 
should also be informed about the waste management practices of your company. 
 
I have forgotten my username and password, and cannot logon to renew my 
registration. What do I do? 
To obtain your password, please go to www.hwin.ca and click on the Login option at the 
top of the screen.  In the second paragraph of this page, you will find the link “if you do 
not know your password click here”.  Click on this and enter your generator number to 
obtain the password for your site.  An email will be automatically sent to your HWIN 
Contact Person with the username and password. 
 
For assistance, call the HWIN Helpdesk at 1-866-HWIN-MOE (1-866-494-6663) 
Monday to Friday from 8:00am to 5:00pm EST. 
 
What is the final deadline for HWIN registration renewal? What happens if I do not 
renew my registration by the cut-off date? 
All generators need to complete their registration renewal by February 15, 2006. Every 
generator who operates a waste generation facility that is involved in the production, 
collection, handling or storage of subject waste shall register on or before February 15 of 
each year.  Generators who do not register will be out of compliance with Regulation 
347. 
 
If you do not renew your registration by February 15, 2006, you will be listed as 
"Expired" on the HWIN Registered Generators List.  Expired generators should not 
complete manifests.  Please note that HWIN will not allow a generator that is "Expired" 
to enter into an electronic manifest transaction. 
 
What are the fees associated with renewing my HWIN registration for 2006? 
Generators are responsible for paying a $50 base fee for 2006 registration. Note that in 
order to register for 2006 generators must pay in full for all past year’s payments 
pending. These payments may include outstanding registration fees, waste tonnage fees 
(onsite and offsite) and/or manifest fees. 
 
I have payments pending for 2005; how does this affect the registration renewal 
process? How do I pay my 2005 fees? 
During 2006 renewal generators can pay in full for all 2005 payments pending. These 
payments may include outstanding registration fees, waste tonnage fees (onsite and 
offsite) and/or manifest fees. 
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Generators have three ways to pay their fees online: 
1. Pay all by credit card: You may press the "Pay All" button to pay for all of your 
pending fees by credit card. If you choose to do so, you will be taken to a payment screen 
to enter your credit card details 
2. Pay individually by credit card: You may elect to pay each transaction separately using 
a credit card. If you choose to do so, you will be taken to a payment screen to enter your 
credit card details for each line item. 
3. Add funds to prepaid account: You may elect to add funds to your prepaid account to 
cover any outstanding HWIN fees. You will be taken to a payment screen to enter your 
credit card details.  When funds are added to the prepaid account they are automatically 
debited to pay outstanding manifest and tonnage fees. 
 
Last year, my organization's HWIN administrator registered on behalf of our 
company. This year, we would like a different individual to manage the account. Is 
that possible? 
Yes, that is possible, but the new individual must have administrative rights within 
HWIN.  The old company official will need to log in to HWIN (disregard the registration 
notice and proceed to My HWIN).  Once logged in, the company official will access the 
site information (use the drop down menus, Administration > Site Information).  The 
HWIN Company official may delegate HWIN administrator responsibility to other 
individuals. HWIN administrators may register more administrators; therefore, the old 
administrator may need to change the access rights of another one of your organization's 
HWIN users to "Administrator."  Alternatively, the current administrator may add 
another user with administrative rights. You may also consider changing the level of user 
rights for the previous HWIN administrator or deleting their profile from your HWIN 
account. 
 
I have sufficient funds in My HWIN account to pay for the 2006 registration 
renewal fee; however, I would prefer to pay by a different credit card.  Is this 
possible? 
Yes. Once you reach the payment step of the registration renewal process, you will be 
asked whether you would like to pay for the $50 fee using your prepaid account OR a 
credit card. 
 
Once I complete registration for 2006, will the money in my prepaid HWIN account 
be automatically debited for the $50 registration renewal fee? 
No. Once you reach the payment step of the registration renewal process, you have the 
opportunity to choose between a withdrawal from your prepaid account or payment from 
a credit card. 
 
I would like to pay for my 2006 registration renewal by cheque. Is that possible? 
Yes, it is possible. Mail a cheque payable to the Minister of Finance to: 
 
135 St. Clair Avenue West 
Environmental Monitoring and Reporting Branch, Area M 
Ontario Ministry of Environment and Energy 
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Toronto, ON M4V 1P5 
 
We recommend sending the cheque as early as possible before the February 15th 
deadline. Be aware that the processing time for cheques can be up to two weeks after the 
cheque is received and your registration is not yet complete.  Once a cheque is deposited 
into your prepaid account, you can login to HWIN to complete registration online.  If 
your payment and registration are not received and processed by February 15, 2006, your 
status on the HWIN Registered Generators List will be "Expired." 
 
I began HWIN registration renewal but was interrupted and had to log out before I 
completed the process. When I sign back in what will happen? 
When you sign back in to HWIN you will again be prompted to proceed with registration 
renewal.  If you answer yes, HWIN will direct you to the information screen, followed by 
the registration screen where you previously logged out.  From this screen, you may 
continue renewing your registration.  If you answer no, you will be directed to My 
HWIN. 
 
Who can I call for help with the registration process? 
For assistance, call the HWIN Helpdesk at 1-866-HWIN-MOE (1-866-494-6663) 
Monday to Friday from 8:00am to 5:00pm EST. 
 
I managed waste onsite in 2005 and provided a tonnage estimate to the Ministry in 
early 2005.  The actual quantity of waste differs from that estimate; how do I 
declare the actual quantity of waste managed at my facility in 2005? 
During the registration renewal process, you will be asked to enter the actual quantity of 
waste you managed onsite during 2005. The page you will be shown has, pre-populated, 
the waste classes and characteristics that you entered during registration in early 2005, as 
well as the quantities you estimated you would manage onsite this past year. 
In order for you to reconcile your account for 2005 and proceed to 2006 registration, you 
will need to enter the actual quantity of waste you managed onsite in 2005 for each waste 
class.  
 
If you managed other waste classes onsite that are not listed, use the additional drop-
down menus to select the missing waste classes and enter the waste quantities. 
When you are finished, press "Continue;" a confirmation screen will appear; this is your 
final opportunity to review and edit your onsite waste information for 2005. If the 
information is correct, click on "Continue" and proceed to the next screen.  If you would 
like to amend some of the onsite waste management information, click "Edit Waste 
Information." You will then have an opportunity to review and edit the waste 
management information. 
 
I managed onsite waste in 2005. The quantity of actual waste I managed is higher 
than what I estimated in at the beginning of this year. How do I pay for the 
additional tonnage fees? 
If the actual quantity of waste you managed onsite in 2005 is greater than what you 
originally estimated during 2005 registration, HWIN will calculate the additional onsite 
tonnage charges and prompt you for payment. The final payment screen lists all of your 
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pending payments for 2005. Depending upon the status of your account and your waste 
management activities, you may see manifest and tonnage fees in addition to the onsite 
payments pending. You must pay these fees to complete the renewal of your registration 
for 2006. 
 
I managed onsite waste in 2005. The quantity of actual waste I managed is lower 
than what I estimated in at the beginning of this year. How will HWIN credit me for 
the over-payment of tonnage fees? 
If the actual quantity of waste you managed onsite in 2005 is less than what you 
originally estimated during 2005 registration, HWIN will calculate the surplus onsite 
tonnage charges. If you have overpaid during 2005, HWIN will credit the additional sum 
to your prepaid account. This sum can be applied to future manifest and tonnage charges 
or the 2006 $50 registration fee. If you still have fees pending for 2005, you will then be 
brought to a screen that lists all of your pending payments for 2005; depending upon the 
status of your account, you may see manifest and tonnage fees in addition to the onsite 
payments pending. You can pay these amounts during HWIN registration for 2006. 
 
I plan to manage waste onsite in 2006.  Do I provide this information to the Ministry 
during registration? 
Yes. During registration, you will be asked if you plan to manage waste onsite in 2006. If 
you do, you will be taken to the screen below. (Please view sample screen that follows.) 
 

 
 
On this screen, you will be asked to list the waste classes that you expect to manage in 
2006.  For each waste class, enter the quantity (with units) and the specific gravity of the 
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waste (if the waste is in liquid form).  In addition, select the management option(s) you 
plan to employ to manage the waste.  For example, if you plan to landfill the waste onsite 
(with no treatment prior to landfilling), you would choose landfill from the pull down list 
in the first column under Management Options.  The two other columns would remain 
empty. As another example, if you plan to incinerate waste onsite and landfill the 
resultant ash onsite as well, you would choose incineration in the first column and landfill 
in the second column. The third column would remain empty. 
 
Once you have entered all of the details for the waste you plan to manage onsite in 2006, 
press "Continue."  A confirmation screen will appear; this is your final opportunity to 
review and edit your estimated onsite waste information for 2006.  If the information is 
correct, click on "Continue" and proceed on to the next step.  If you would like to amend 
some of the onsite waste management information, click "Edit Waste Information."  You 
will then have an opportunity to review and edit the waste management information.  
 
What are the fees associated with onsite waste management? 
The fees associated with onsite management are $10 per tonne of hazardous waste.  
Manifest fees are not applicable to waste managed onsite. 
 
I did not anticipate that I would be managing waste onsite in 2005.  However, 
throughout the year, I did manage waste onsite.  How do I update my quantity and 
class of waste information? 
Although you did not declare early in 2005 that you were going to be managing waste 
onsite this past year, HWIN allows you declare the quantities during registration renewal 
for 2006.  During the registration renewal process you will be asked if you shipped all of 
your waste offsite in 2005.  If you managed some or all waste onsite, select the "No" 
button and proceed. 
 
I am a generator who listed a few waste classes for onsite management during 2005. 
However, during the course of the year I managed a new waste class, not previously 
listed.  How do I update my records in HWIN? 
During the registration renewal process, you will have the opportunity to add new waste 
classes to your onsite list of waste classes. 
 
Step 5 of this guide shows the 2005 onsite screen with pre-populated waste classes and 
characteristics that you entered during registration in early 2005, as well as the quantities 
you estimated you would manage onsite this past year.  For each of those line items, you 
will need to enter the actual quantity of waste you managed onsite in 2005 for each waste 
class. If you managed other waste classes onsite that are not listed, use the additional 
drop-down menus to select the missing waste classes and enter the waste quantities.  
 
When you are finished, press "Continue;" a confirmation screen will appear; this is your 
final opportunity to review and edit your onsite waste information for 2005. If the 
information is correct, click on "Continue" and proceed to the next step. If you would like 
to amend some of the onsite waste management information, click "Edit Waste 
Information." You will then have an opportunity to review and edit the waste 
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management information. 
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