
 
 

Hazardous Waste Program | Work Instruction | Resource Productivity and Recovery Authority 
HWP_WI11_R1             1 

 

 

Add Multiple Carriers to a Manifest (Carrier) 

This work instruction document covers how to add additional carriers to a manifest if the carrier 

is approved to do so under the terms of an environmental compliance approval (ECA). It also 

includes instructions on how to upload and attach a “Multiple Carrier Form” to a manifest prior to 

the waste being dropped-off at the receiving site.  

 

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. 
 

Add Multiple Carriers to a Manifest (Carrier) 

Roles: Account Admin, Primary User, Secondary Users, Manifest-Only Users, or Driver of the 
Primary Carrier on the manifest 

1.  From the Manifest tab of the Hazardous Waste Registry Homepage, use the search field 

or filter to find the manifest you want to update. 

 

           
Note: In this example, the manifest is further filtered by status “Draft”. 
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2.  Select the appropriate Manifest Number. 

 
The manifest details page displays. 

3.  Scroll down to the Carrier Information section. 

 

4.  Select Add Additional Carrier. 

 

Scroll down 



 
 

Hazardous Waste Program | Work Instruction | Resource Productivity and Recovery Authority 
HWP_WI11_R1             3 

 

 

5.  Select the checkbox to confirm your company is permitted to add additional carriers. 

 

6.  Select Confirm. 

 

7.  Search for the additional carrier that you want to add to the manifest. 

Note: You can search by ECA number, company name, mailing address or email. Search results 

automatically appear after five (5) characters are typed into the search box.  

 

8.  Select the carrier you want to add. 
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9.  Update any carrier information, such as vehicle information or assigned driver, as needed. 

 
Note: Carrier contact and vehicle information can be entered now or at the time of waste pick up. 

10.  Select Save. 

 

11.  Confirm the additional carrier is added to the Selected Carriers list. 
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12.  Select Save. 

 

13.  Review the updated manifest information page. 

Note: On the right side of the manifest below the status, the Multiple Carriers Form box is 

now shown. The primary carrier is required to upload a multiple carriers form in 

accordance with their environmental compliance approval. Below the Multiple 

Carriers Form box, you can scroll down to review the carrier information for all the 

carriers listed on the manifest. 
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Upload Multiple Carriers Form 
Note: The first carrier to sign the Manifest is considered the “Primary Carrier” by default. Once the 

manifest is signed by the carrier, the status changes to “In Transit” and the Multiple Carriers 
Form box changes to allow for uploading of the form. 

1.  Select Upload in the Multiple Carriers Form panel. 

Note: The information panel (directly above) shows that the Manifest involves multiple 

Carriers. Note also that the Status has changed 

 

2.  Browse and select the appropriate ‘Multiple Carriers Form’ file from your computer. 

Accepted file formats include PDF, JPEG, and PNG. 
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3.  Select Open. 

 

4.  Review the updated manifest page. 

Note: The Multiple Carriers Form box now shows the attached form. You can click on the 

link to view the form or click “Remove” to remove it. 
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