A Guide to Submitting
Annex VIl forms via the
National Packaging

Waste Database
(NPWD)
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*The person responsible for arranging
the shipment must complete the upload
form for each shipment within 28 days of
the waste being shipped

*A copy of the completed, signed form
must accompany the waste throughout
Its journey

*The completed form must be kept on
record for 3 years
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Click on the right to
log in

Enter User Name
*Enter Password

*Enter Pin Characters

Problems?

Contact
support@npwd.org.uk

08708 506506

www.sepa.org.uk
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From here you can:

*View NPWD registration
no.

Download blank Annex
VIl forms

*Find out about Green
List Waste

*Submit completed Annex
VIl upload forms

*VView historical
submissions

Generate consolidated
reports of your
submissions

*View summaries of your
total data imported &
accepted
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Thare are 2 itaps required b complate the Annex V1T Deta Submissicn., *Press “Chck for Step
e Blter completing & sep, you can click tha Return to Steps buston, 15 return b0 1his page. When yeu 1” to be taken through

have completed ol the steps within the submission, click the submit button below and enter the required

characiars from your PIN to submit your anngx V1T data, to th e Sp readsh eet

T EE—— upload page

Step 1 - Uplosd Annex VE Dats Mot Completed
Upload your spreadsheet of Annex VI data. ik far
Step 1
Faliriga | .
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Caonfem that the rewly uplosded Annes V11 data s Elick for
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 Click “browse” to

Upload your Annex VI data spreadsheet. attach yo ur
Annex VIl
File Name Uploaded At Uploaded By SmeISSIOn
X| Annex Vi Template xis 25/09/2012 14:41 Naomi Ross Excel Sheet

\. [(Boue. * Hit “upload”
To upload a new file, first click the ‘Browse..." button, find the file on your machine or

network and finally click the ‘Upload’ button.

Please Note: You can only upload files with extensions XLS. The maximum supported file size is ° ACkn OWI ed g e
20MB per fie. that the
information

The files you have uploaded are currently being processed. Navigate to step two to see details.

submitted is
correct to your
Return to Steps Next Step == l | Discard Changes kn OWI e d g e

[J1 acknowledge the information on this form is correct to the best of my knowledge and belief.

|3

 Next step

www.sepa.org.uk
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Walidate and Review your uploaded data.

‘Validation has failed, Please review your erors below

File Name Status
Annex Vi Template xis Faled Vakdation

Important: you must return to siep one fo correct these errors by up

Detais

loading

A\ step 2.1 - Data Import

Step 2.2 - Review Annex VIl Summary

A summary of the data you have uploaded is shown below:

No data has been uploaded

Step 2.3 - Review Accreditations to be Updated

The following accreditations will be updated:

No accreditations will be affected

‘ << Prev. Stenq [ Return to Steps

Walidation has failed. Piease retum to step one to correct the Bsues by uploading new fies.

Discard Changes ‘

Reviewing your Submission

*Any problems with
submission will be
highlighted here
with a failure
message.

*|n this instance,
click “details” for a
PDF list of errors

*Update & save
your spreadsheet

Click “previous
step”
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Step 1 - Upload Annex VIl Spreadsheet File(s) - NPWWD258243
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Uplead your Annex VIl data spreadsheet.

Uploaded At Uploaded By
25/0972012 14:41 Naomi Ross
_ [ Browse... | [(upload |
Iouninad a new file firgt ~lick the "Brosse ' hottan find the file an wnie incal or

‘Validate and Review your uploaded data

Step 2.1 - Data Import

Data import succeeded.
Statee /
Validated

Step 2.2 - Review Annex VIl Summary

A summary of the data you have uploaded is shown below

Packaging Waste Type Quantity in Kg
h 1
Total 1

Step 2.3 - Review Accreditations to be Updated

The follewing accreditations will be updated

No itati will be

Please tick the box below to confirm that the data you have uploaded is correct. W
submit.

[:H acknowledge the information on this form is correct to the f my knowledge and belief.

I << Prev. Step ] [ Return to Steps

‘aste recording will be updated when you

Discard Changes

L

Remove original document & upload
your amended one following
previous instructions

a

- -’

If your document uploads
successfully a Validation message
will appear.

Review your data & amend if
necessary

Once happy with your Annex VII
Summary, acknowledge that your
information is correct to your
knowledge & click “Return to Steps”
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Annex VIl Data

Step 1 - Upload Annex Vil Data Completed

25/09/2012

Click for
Step 1

Upload your spreadsheet of Annex VII data.

Step 2 -Confirm Annex Vil Data Completed

25/09/2012

Click for
Step 2

confirm that the newly uploaded Annex VII data is
correct.

Submitting your Annex Vil data

This Submission is Started .

Complete all steps

Complete all steps Before submitting vour Annex VII data. To complete a step,
enter the required data and check the 'I Acknowledge' checkbox at the bottom of

that step's page.

Enter the following characters from your PIN.

Character 1 of your PIN: .

Character 2z of your PIN: .

Submit |,

*You are returned to
the main submission

page.

*Step 1 & 2 should
now display
completion
messages.

*Enter your pin
characters & hit
“submit”

A confirmation
message will appear.

*YOU can review your
submissions from
your homepage.




Guidance

» Guidance produced with screen shots
« Wil provided on request of login details




Questions?

Contact: Producer Compliance & Waste Shipment Unit
Phone: 01786 457700

Email: transfrontier@sepa.org.uk




