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Change Receiver on Manifest (Carrier) 

This work instruction document covers how to change a Receiver on a manifest as a Carrier in the 

HWP Registry. This can be done when the manifest has the status of ‘Draft’ (if Carrier initiated the 

manifest) OR when the manifest has the status of ‘In Transit’. This document covers the latter case. 

 

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. 
 

Change Receiver on Manifest (Carrier) 

Roles: Account Admin, Primary User, Secondary Users, Manifest-Only Users, and Drivers of 
Carrier 

1.  From the Manifest tab of the Hazardous Waste Registry Homepage, search or filter the 

manifest list to find the ‘In Transit’ (or ‘Draft’) manifest you want to change. 

 

         

Note: In this example, the manifest list was filtered by ‘Status = In Transit’.  
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2.  Select the Manifest Number. 

 
The Manifest Details page displays. 

3.  Scroll down to the Intended Receiver Information section of the manifest. 

4.  Select Edit. 
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5.  Search to find the new Intended Receiver. 
Note: You can search by ECA number, company name, receiving facility address or email. 

 
Note: Only for ‘In Transit’ manifests, if the receiver is changed, the manifest must be 

reviewed and signed off as a correction by the generator before the manifest can be 

considered complete. 

6.  Select the radio button on the intended receiver role that you want to add. 

 

7.  Select Save. 

 

The Manifest Details page is displayed again. 
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8.  Scroll down to the Intended Receiver Information section to review the new receiver. 
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