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Return to Generator or Rerouting Refused Waste Manifest 

This work instruction document covers how to initiate a manifest to return refused waste to the 

Generator or reroute to a different receiver. This involves copying the original manifest and modifying 

the receiver section in the new manifest to select the destination of the waste.  

 

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. 
 

Return to Generator or Rerouting Refused Waste Manifest 
Role Account Admin, Primary User, Secondary Users, and Manifest-Only Users of 

Receiver 

1.  From the Hazardous Waste Registry Homepage, click the Closed Manifests tab in the 
manifest table.  

 

2.  Search or filter the manifest table to locate the desired refusal manifest. 
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3.  Select the desired manifest. 

 

4.  Select the Copy Manifest button. 

 

5.  A pop-up window will display to explain which contents from the original manifest will be 
copied to the new manifest. Select the Copy button.  
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6.  A new manifest has been drafted. Scroll down to the Intended Receiver section. 

 

7.  Select the Edit button. 
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8.  Click the ‘This manifest includes waste previously refused by a receiver’ checkbox. 

 

9.  Selection the Destination of Waste. 
Note: If you select the option ‘Forwarded to an alternate intended receiver, specified above,’ you 
will be prompted to search for an alternate receiver. 

 

10.  Locate the refused manifest using the manifest number associated with it.  
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11.  Select the Save button to return to the manifest homepage. 

 

12.  Some information in the waste section is missing. Navigate to the Waste tab to complete 
the required information before shipment. 
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13.  Scroll down to the Shipment Details section and select the Edit button. 

 

14.  The page will automatically scroll to the Shipment Details section. Complete the 
Scheduled Shipment Date and Scheduled Arrival Date fields. 

Note: The scheduled shipment date cannot be in the past. 
The Special Handling, 24-HOUR NUMBER, and Additional TDG Information fields are optional. 
Fill out these fields if necessary.  
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15.  Select the Save button. 

 

16.  The manifest is now ready for shipment. Select the Ready for Signatures button to enable 
the generator and carrier to sign the manifest.  

 

17.  The manifest now has the status “Awaiting Signatures”. 
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