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Document Purpose: This document serves as a reference guide of how the user will use a new EPR 

system for Registration and Reporting processes. 
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1 Launching the EPR Application 
 

User can launch the EPR application by invoking any of the trending browsers currently 

available and key-in the application URL provided. Application recognizes the user request and 

launches the home page in the requested web directory.  

 

By clicking on EPR Icon from the home screen, user will be redirected to Login section as 

shown in below screen. 

 

Once the user enters his credentials and clicks on Login button, system verifies the user credentials. 

If the credentials are authenticated, the user will be able to login to system and redirects the User to 

the welcome page of EPR system. User will have access to varied menus and submenus based on 

the user roles and permissions defined on system functionalities set by administrator of the system.
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1.2 PRO Registration  

By Clicking on New Registration link in user login screen will be redirecting to EPR 

registration form as per screen 1.2  

                                                                          Screen 1.2 

Enter / Select required details to create PRO user   

“Select the person or category of persons” dropdown option should be selected as “Producer 

Responsibility Organization” then select required type of regulations and click on save button  
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1.3 Producer Registration  

By Clicking on New Registration link in user login screen will be redirecting to EPR 

registration form as per screen 1.3  

                                                                          Screen 1.3 

Enter / Select required details to create Producer user   

“Select the person or category of persons” dropdown option should be selected as 

“Producer” then select required type of producers and click on save button. 
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1.4 Forgot Password 

By clicking on Forgot Password link from login screen, user will be redirected to forgot 

password screen as shown in below screenshot: 

                                                                          Screen 1.4 

User needs to provide the Email Address and click on Send button; System will send new 

password information through an Email.  

2. Settings 

2.1 Profile [Menu Item: Settings->Profile] 

Profile Description: Profile Screen allows user to View or Update profile details such as First name, 

Surname, Email and Cell number as per screen shown in the 2.1 

Functional Flow: 

a. User can change his/her First name, Surname and Cell Number. 

b. Email text field should be disable   

c. User can click on Update button to update the profile details. 

                                                                              Screen 2.1 
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2.2 Change Password [Menu Item: Settings->Change Password] 

Change Password Description: Change Password screen allows user to change the old password. 

As shown in the screen 2.2 

Functional Flow: 

a. User can change his/her old password by using Change Password screen. 

b. User must provide his/her old password. 

c. User must provide confirm password same as new password. 

d. User can click on Update button to change the password. 

                                                                                       Screen 2.2 

3. PRO Role 

3.1 Request to Confirm Subscription [Menu Item: Transaction ->Request to 

Confirm Subscription]  

Request to Confirm Subscription: Request to confirm subscription screen allows user to link /delink 

the producers. 

Link users: 

Basic Flow: 

System will display list of producers who are linked to PRO of that sector. 

User can search the producers who are linked to the sector by providing Company Name, Company 

Director, Company registration number and Registration number. 

User can View list of records as per his/her search criteria. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option  
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                                                                       Screen 3.1 

3.1.1 Link Producers 

Description: User clicks on Request to Link; system prompts a confirmation message to link 

the producers as shown in screen 9.1.1. User can click on view link to view company 

registration information.  

 

     Screen 3.1.1  

 By clicking on Yes button in the confirmation message from screen 3.1.1, System will send a 

request link to producers for Accept/ Reject the subscription. 
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Linked Users 

Description: User clicks on linked users tab; system will show a list of producers who are 

accepted the subscription as shown in screen 3.1.1(a).  

     Screen 3.1.1(a) 

View /Delink producers 

Description: User clicks on View link, to navigate to the company registration information screen as 

shown in screen 3.1.1(b). User needs to enter the comments and click on Delink button to delink the 

producers. 

     Screen 3.1.1(b) 
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3.1.2 Temporary Products 
 

To add any temporary products, PRO needs to click on Request to link icon to select 

products as per the screen 9.1 action columns. 

Under product information, the User will select the products as per the requirement and then 

click on request to link button to request the product as per the requirement as shown in 

below screen: 

                                                                  Screen 3.1.2  

The “Temporary Products” functionality will help any User to assign the products by himself 

on behalf of other producers in the form of temporary products. 

By clicking on transaction button as per the screen 9.1, the user will be redirected to the 

temporary products link screen as per below figure 9.1.2(a) 
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                                                  Screen 3.1.2(a) 

User needs to select product by clicking on products dropdown. 

User will click on link button as per below screen.  

After this process linked product will be displayed in the grid as shown below: 

                                                                 Screen 3.1.2 (b)  
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3.2 Registration Change Request [Menu Item: Transaction ->Registration Change 

Request]  

User can viewS18 registrations details through quick search filter by entering the text such as 

Registration date and time, DEFF S18 Number, Company name, Category, Persons or category of 

persons and Status. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option  

    Screen 3.2 
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3.2.1 Company Registration details with request type as Registration Change 

Request 

 

User needs to click on action icon as per screen 9.2 to navigate to edit company registration details. 

User needs to select request type as “Registration Change Request” to update the required details as 

per below details and click on Registration change request button. 

                                                                  Screen 3.2.1 (a)  

 

    Screen 3.2.1 (b) 
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3.2.2 Company Registration details with request type as Transfer of ownership 
                                  User needs to click on action icon as per screen 9.2 to navigate to edit company 

registration details, User needs to select request type as “Transfer of ownership” and update the 

required details as shown below and click on Transfer of ownership button. 

                                                                    Screen 3.2.2 

3.2.3 Company Registration details with request type as Withdraw 
                                  User needs to click on action icon as per screen 9.2 to navigate to edit company 

registration details. User needs to select request type as “Withdraw” and update the required details 

as shown below and then click on Withdraw button. 

                                                                             Screen 3.2.3 
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3.3 EPR Maintain Reports [Menu Item: Reports->EPR Maintain Reports] 

User can view the company/ Producer details through quick search filter by entering text such as 

DEFF S18 Number, Sector Category, Type of Producer, Company Name and Company Registration 

Number. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option  

     Screen 3.3 

 

3.3 (a) Upload Reports 
    User can click on Add New Report button in order to navigate to submit report screen as shown 

below 9.3 (a) 

      Screen 3.3 (a) 
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1. User needs to select the producer (s). 

2. User needs to select Report Type.  

3. If the user selects the report type as ‘Annual Audit Report or Annual Financial Plan and 

budget Report’ then the system allows uploading of report. 

4. If the user selects report type as Interim Performance Report or Annual Performance 

Report, then the system allows the user to submit the report by uploading or through 

manual process. In the manual type of reporting process, the user needs to fill the data as 

shown in the screen 9.2 (b). 

5. If the user enters the value in the report, it will calculate the percentages as per the 

gazette targets.  

a. If the given value matches the percentage given in the gazette targets, then the 

value will be highlighted in green color. 

b. If the given value does not match the percentage given in the gazette targets, 

then the value will be highlighted in red color. 

 

6. Finally, user needs to click on save button to submit the report and system sends the 

report to Report Manager. 

     Screen 3.3(b) 
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3.3 (b) Submitted Reports 
By clicking on Submitted Reports tab, the User can view the submitted reports as shown in the screen 

9.2 (b). 

                                                                           Screen 3.2 (b) 

3.3 (c) Refer back Reports  

By clicking on Refer Back Reports tab, the user can view the refer-back reports. User can 

view Report details through quick search filter by entering text such as DEFF S18 Number, Sector 

Category, Report Type, Company Name and Company Registration Number. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option  

4. Producers Role 

4.1 PRO and Producer Subscription [Menu Item: Transaction -> PRO and Producer 

Subscription]  

PRO and Producer Subscription: PRO and Producer Subscription screen allows the User to 

subscribe for PRO or PRO requests and submitting the reports. 

New Subscriptions: 

Basic Flow: 

1. System will display list of subscribed requests. 

2. User can search the subscription requests by providing PRO Name, Email, Company Name, 

Company registration number and Registration number. 

3. User can view list of records as per his/her search criteria. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option  
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                                                                       Screen 4.1 

4.1.1 Subscribe 

Description: User clicks on Subscribe link; the system prompts a confirmation message to 

link the PRO as shown in screen 4.1.1. User can click on view link to view company 

registration information.  

     Screen 4.1.1 

 By clicking on Yes button in the confirmation message from screen 10.1.1, System links the 

producer to PRO. 

Subscribed PRO 

Description: User clicks on subscribed PRO tab; system will show a list of accepted 

subscriptions as shown in screen 4.1.2. By clicking on View link, the user can view the company 

registration information. 
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     Screen 4.1.2 

Producer can subscribe or unsubscribe as per the requirement in below screen: 

                                                                      Screen 4.1.2(a) 

Rejected PRO 

Description: User clicks on Rejected PRO tab; system will show a list of rejected subscriptions.  

4.2 Registration Change Request [Menu Item: Transaction ->Registration Change 

Request] 

User can view S18 registrations details through quick search filter by entering text such as 

Registration date and time, DEFF S18 Number, Company name, Category, Persons or category of 

persons and Status. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option. 
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                        Screen 4.2 

4.2.1 Company Registration details with request type as Registration Change 

Request 
                                  User needs to click on action icon as per screen 4.2 to navigate to edit company 

registration details, User needs to select request type as “Registration Change Request” and update 

the required details as shown below and then click on Registration change request button. 

       Screen 4.2.1 (a)  
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                        Screen 4.2.1 (b) 

4.2.2 Company Registration details with request type as Transfer of ownership 

                                  User needs to click on action icon as per screen 4.2 to navigate to edit company 

registration details, User needs to select request type as “Transfer of ownership” and update the 

required details as shown below details and then click on Transfer of ownership button. 

    Screen 4.2.2 
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4.2.3 Company Registration details with request type as Withdraw 

                                  User needs to click on action icon as per screen 4.2 to navigate to edit company 

registration details, User needs to select request type as “Withdraw” and update the required details 

as shown below details and then click on Withdraw button. 

                        Screen 4.2.3 

4.3 EPR Maintain Reports [Menu Item: Reports->EPR Maintain Reports] 

User can view the company/ Producer details through quick search filter by entering text such as 

DEFF S18 Number, Sector Category, Type of Producer, Company Name and Company Registration 

Number. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option. 

      Screen 4.3 
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4.3 (a) Upload Reports 
    User can click on Add New Report button, to navigate to the submit report screen as shown below 

4.2(a) 

                                                                           Screen 4.3 (a) 

1. User needs to select the producer (s). 

2. User needs to select Report Type.  

3. If the user selects report type as ‘Annual Audit Report or Annual Financial Plan and 

budget Report’, then the system allows uploading of report. 

4. If the user selects report type as Interim Performance Report or Annual Performance 

Report, then the system allows the user to submit the report by uploading or through 

manual reporting process. In this manual type of reporting process, user needs to fill the 

data as shown in the screen 10.3(b). 

5. If the user enters the value in the report, it will calculate the percentages as per the 

gazette targets.  

a. If the given value matches the percentage given in the gazette targets, then the 

value will be highlighted in green color. 

b. If the given value does not match the percentage given in the gazette targets, 

then the value will be highlighted in red color. 

6. Finally, user needs to click on save button to submit the report and system sends the 

report to Report Manager. 

7. If the producer has been linked with PRO, then the system will not allow the Producer to 

submit the report. 7. If the producer is not linked with any PRO, then the producer can 

submit the report by clicking on Add New Report button. 

     Screen 4.3(a) 
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4.3 (b) Submitted Reports 

By clicking on Submitted Reports tab, the user can view the submitted reports as shown in the screen 

4.2(b). 

                                                                           Screen 4.3 (b) 

4.3 (c) Refer back Reports 

By clicking on Refer Back Reports tab, the user can view the refer-back reports. User can 

view Report details through quick search filter by entering text such as DEFF S18 Number, Sector 

Category, Report Type, Company Name and Company Registration Number. 

User can view list of records in Page wise or sort wise. 

User can download the records through export to excel option. 

 

 

 

 

  

   

 

 

 

 


