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Retrieve Facility Information from HWIN 

This work instruction document covers how to retrieve facility information from the HWIN system and 

have it copied over into the HWP Registry. Retrieving facility information will also retrieve the waste 

streams associated with that facility.   

 

WORK INSTRUCTION 

(STEP-BY-STEP) 

Work Instruction conventions: 

• All field, page, section, tab, and button names appear in bold font. 

• All fields are required to be completed unless indicated otherwise. 
 

Retrieve Facility Information from HWIN 

Roles: Account Admin, Primary User or Secondary Users for Generators or Authorized 
Generator Delegates (AGDs) 

1.  From the Hazardous Waste Registry Homepage (Facility tab), select Add Facility. 

 
   

2.  Select Yes, retrieve my Facility from HWIN. 
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3.  Search using the ‘Enter search terms here’ field. 

Note: You can search by generator number, company name, facility address, or an email 

address. Also you must type at least five characters for any search results to be 

displayed in the search table. 

 
   

4.  In the Action column (right most column), select Retrieve on the row for the facility you 

want to retrieve from HWIN. 
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5.  Enter the HWIN Main Contact or Additional HWIN Administrator (secondary) username 
associated to the facility. 

Note: Any HWIN account user can find the Main Contact and Additional HWIN 
Administrator usernames by logging into HWIN and clicking on User Information button. 

 

6.  Select the checkbox to confirm you have permission to retrieve the Facility data. 

 

7.  Select Retrieve. 

 

The Retrieve Facility page appears. 

8.  Review and correct your facility information as needed. 
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9.  Select a value in the Waste Generation Activity section. 

 

Note: Depending on your selection, you may be prompted to answer another question in 

the open area to the right. 

10.  Information in the following facility sections was copied from the HWIN system and should 

be reviewed and updated as needed. Scroll down to view all the sections. 

• Facility Location 

• Facility Mailing Address 

• Primary Hazardous Waste Program Contact 

• Alternate Contact (Optional) 
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11.  In the Additional Information section, review & update the NAICS Code fields, if needed. 

 

12.  Select a response to the question, if applicable. 

 

13.  Review & update the responses to the remaining questions in the section, if applicable. 

 

14.  Select the checkbox to confirm the facility information is correct. 

 

15.  Select Save. 

 

16.  Review the summary information on the Facilities Details page and select Edit to update 

any section. Scroll down as needed to view all of the page. 
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17.  Select Back to Dashboard. 

 

18.  Review the Facilities list to confirm that the facility retrieved from HWIN is shown. 

 

Note: Retrieving facility information will also retrieve the waste streams associated with that facility. 
You will need to review the waste streams associated with the facility to ensure it is accurate.    

 

 


